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PREFACE

These Rules supersede all General Orders, Gazette Notices, Circulars, etc., published prior 
to 1st July 1978 on the subjects concerned, but should be read in conjunction with circular 
instructions and Gazette notices on the same subjects issued on or after that date.

2. Method of Numbering.—Each Rule has been given a number containing five digits, of which 
the first two indicate the chapter, the third indicates the section within the chapter while the last 
two give the number of the individual Rule within the section, e.g., Rule 14211 is the eleventh 
rule in section two of chapter fourteen.

3. Major Amendments.—Major amendments to these Rules will be published by means of 
dated and serially numbered replacement sheets, the issue and effective date (but the text) of which 
will be notified in the Gazette. When a replacement sheet is received it should be inserted in the 
appropriate place in the binder and entered in the “Schedule of Replacement Sheets” (General 
Appendix A) at the end of the Rules; the sheet it replaces should be removed from its original 
position, endorsed with the number of the Replacement Sheet and re-inserted behind General 
Appendix A.

4. Minor Amendments.—The full text of minor amnedments(also numbered serially but in a 
separate series) will be published in the Gazette and reprints will be issued, in the form of amend­
ment slips. When a minor amendment appears in the Gazette, it should be entered in the “Schedule 
of Minor Amendments” (General Appendix B) at the end of the Rules and the necessary 
amendment to the text of the Civil Service Rule affected should be made forthwith in manuscript 
with a marginal reference to the serial number of the amendment.

When the corresponding Amendment Slip is subsequently received it should be pasted 
over the blank pages behind Appendix B in its correct serial order.

5. This book is not a personal issue to officers; it is issued to an office and may not be removed. 
from it. Each successive officer in charge of the office to which this copy of Civil Service Rules is 
issued, is responsible during his tenure of office, for ensuring that it is kept in good order and up to 
date, and must ensure that his successor in office signs a handing-over certificate acknowledging 
its receipt.





CONTENTS

Chapter Subject

1. Introduction.

24. Overtime.

25. Disturbance Allowance.

16. Passages.

17. Free Transport Facilities within Nigeria.

18. Duty and Courses of Instruction outside Nigeria.

19. Clothing Allowances.

20. Acting Appointments and Allowances.

21. Transport Allowances.

22. Travelling Allowances.

23. Inventions.

14. Occupation of Government Quarters.

15. Leave.

11. Residence in Nigeria of Wives and Children of Expatriate Officers.

12. Equipment, Compensation, Insurance and Personal Effects.

13. Memorials and Petitions.

8. Language Examinations no longer Existing.

9. Fees for Examiners and Part-time Lecturers/Instructors.

10. Medical and Dental Procedure.

4. Discipline.

5. Salaries and Increments.

2. Appointments and Leaving the Service.

3. Women Servants.

6. Open Reporting System and Certificates of Service.

7. Examinations in Law, Official Publications and Practical work in Professional/Technical 
duties.



OSIT



PREFACE

These Rules supersede all General Orders, Gazette Notices, Circulars, etc., published prior 
to 1st July 1978 on the subjects concerned, but should be read in conjunction with circular 
instructions and Gazette notices on the same subjects issued on or after that date.

2. Method of Numbering.—Each Rule has been given a number containing five digits, of which 
the first two indicate the chapter, the third indicates the section within the chapter while the last 
two give the number of the individual Rule within the section, e.g., Rule 14211 is the eleventh 
rule in section two of chapter fourteen.

3. Major Amendments.—Major amendments to these Rules will be published by means of 
dated and serially numbered replacement sheets, the issue and effective date (but the text) of which 
will be notified in the Gazette. When a replacement sheet is received it should be inserted in the 
appropriate place in the binder and entered in the “Schedule of Replacement Sheets” (General 
Appendix A) at the end of the Rules; the sheet it replaces should be removed from its original 
position, endorsed with the number of the Replacement Sheet and re-inserted behind General 
Appendix A.

4. Minor Amendments—-The full text of minor amnedments (also numbered serially but in a 
separate series) will be published in the Gazette and reprints will be issued, in the form of amend­
ment slips. When a minor amendment appears in the Gazette, it should be entered in the “Schedule 
of Minor Amendments” (General Appendix B) at the end of the Rules and the necessary 
amendment to the text of the Civil Service Rule affected should be made forthwith in manuscript 
with a marginal reference to the serial number of the amendment.

When the corresponding Amendment Slip is subsequently received it should be pasted 
over the blank pages behind Appendix B in its correct serial order.

5. This book is not a personal issue to officers; it is issued to an office and may not be removed
from it. Each successive officer in charge of the office to which this copy of Civil Service Rules is 
issued, is responsible during his tenure of office, for ensuring that it is kept in good order and up to 
date, and must ensure that his successor in office signs a handing-over certificate acknowledging 
its receipt. 6 6





CONTENTS — continued

APPENDICES

Appendix No. Subject

4 Official Secrets Acts, 1962.

6

15

24a

24a

24b

Appendix

A

B

C Foreign Service Regulations.

(»f)

Summary.

Ready Reckoner for Pro rata Leave Calculation.

Employees Normlly Eligible for Overtime Payments.

Staff Eligible for Allowances in lieu of Overtime Payments.

Established Staff Overtime Table based on a 44 Hour Week.

Special Appendices
AT THE END OF THE CHAPTERS

General Appendices
AT THE END OF THE RULES

Subject

Schedule of Replacements Sheets for Major Amendments.

Schedule of Minor Amendments.





INDEX
A

Ac<

(»)

 21203
20101-20207 
20101-20103 
20104-20106 
 20107
 20201
20202,20203 
20204, 20205 
20206,20207 
05301-05306 
05302-05305 
 05306
 04229
 03201

 02101-02501
 02101
 02105

 02106,02208
 02201,02210

 02202
 02203
 02205

 02206,02207
 02211
 02301

02401,02402,02403 
 02404

02405,02406,02407, 02408 
 02501

10417-10422
04202

B
See “Passage Privileges” or “Transport Facilities within Nigeria”

 21201,21202
h .. ...........

Cle Allowance

Auto-Cycle Allowance.............................................
Acting Appointment and Allowances .............

When made  
Procedure
Effect of Casual or Special Leave  
When payable  
Pates  
Effect on Certain Special Remuneration  
Contract Officers and Re-engaged Pensioners

-celerated Advancement Tests ........................
Advancement/Confinnation  
Exceptions  

^Pointment During Leave ...................................
^Pointment of Women.............................................

p°*ntments (General).............................................
Authority for
S’upaid Staff prohibited  

ersonal Records 
Recruitment  
Types  
Trainee or Pupil  
Risibility  
Procedure  
^“Uy-Rated Staff  

eriod of Probation  
n Non-Pensionable Contract  
ermination of Contract 

^e-engagement of Contract Officer  
i uort-term Appointment  

t:^'r from Duty

Medical Grounds  
ithout Leave





c

0F Instruction Outside Nigeria

C<

C<

D

(vi)

25001-25005
25001
25003
25004

 19101-19604
 19101

 19201-19206
 19401-19403
 19501-19503
 19601-19604

 19602
 19603
 19604

 18101-18308
 < 18301,18303 

 18302
 03303
 18304
 18305

 18306-18308
 18106

 12001-12013
 12002
 12004

 06101-06402
06101-06103,06301 
 06104,06105

 06201
06202,06203,06302 

06204,06303,06304,06305,06306 
 06401,06402
 06501-06505

 06502
 06503
 06504
 06505

.. ... 02301,02302,02303
 01003
 01003

 02401-02408
... See “Disciplinary Procedure”

Clothing Allowances .......................
Not a right  
Outfit Allowances ...
Warm Clothing Allowance
Uniform Allowance 

amp Equipment Allowance ............
Not Automatic
Exception
Eate

C°Urses

Edition ' 7 ?.. ...
passages ... ... 

Eect of Pregnancy 
Rances ... 
g^Ployment during Course  

*temally Assisted Courses^ronLeave .....P^sation .............
Effects 

Chicles 
ORTS 

SPnCers folding Senior Posts  
Pt0°nded Officers  
T?iJ^SS Reports on Senior Officers ...

Offiedure ••• ...................
Cers holding Junior Post

Aum*1®8 0F Service........................
^hority 

ject
’hns ...................................
:ocedure’ ’’’ ... ..

^Tion of Appointment............

?Ejl

Cln SlFlED o.........................................
'“ORRESPONDENCE

Appointment.............
^AL n

Offence/Proceeding ...

\OtANcE Allowance.............
.311 emolument 

Enright 
Allowance





D — continued

(yii)

 16209
 18101-18204
 18103,18104

 18105
 18107
 18201

 18202-18204
... "See Medical and Dental Procedure" 

 04101-04234
 04102

 04103, 04104, 04106
 04105

 04107-04126
 04107

04108,04125, 04126 
04109, 04110, 04111,04112,04119 

 04113,04120
 04114

 04115, 04116, 04117
 04118

 04121,04122
 04123,04124,04232

 04201-04234
 04202
 04203
 04204
 04205

 04206, 04207, 04208
 04209,04210

 04211
 04214

 04215, 04229,04230
 04216,04217

 04220
 04222
 04223
 04226
 04227
 04228
 04231
 03302

:ge
Statement 
netnent of Proceedings

Detention Allowance ........................
Duty Visits Outside Nigeria .............

Procedure
Effect on Leave 
Class of Rail fare 
Allowances
Duties during Vacation Leave

Dental Procedure

sciplinary Procedure........................
Authority and delegation 
Procedure
Conduct Prejudicial to the Security of the State ........................
Serious Misconduct...................................................................
^ismissal of Pensionable Officers .............................................

®lssal Officers on Contract or month-to-month terms, etc....
C6rS 'nvo‘ve<l in Criminal Charge  C-----

I®** of Dismissal ........................................................

....................................
SusPension

inefficie;cy ;; ;; - -

v anting
^nduct

Pin8enCe Without Leave .............................................
Mo^Clal Embarrassment .............................................
j?°ney Lending
Di^?Wing Money ........................................................
RecordUre Q®c'al Information ....................................
J4- rds-
r torical Bn " ........................................................
IitVe^ Documents........................................................
g estments
V&8 ® Business *’*

SeekinOrInstitutions,etc...................................................
PfesetlU n^Uence Prominent Persons ........................

PoS^nPt‘OnS - ••• ••• ••• ••• ••• •••

^*nes and Residence .............................................

°stPo,





D — continued

E

F

G
14101-14205iment Quarters

H

I

In<

(yiii)

 11001-11004
 07101-09003

07103, 07201, 07301,07401, 08103 
 07202,07402

 07101
 07102,08201

07203,07302,07403,08401
 08101-08106
 08104-08106

08201, 08203,08204,08205, 08206 
08207,08208, 09001,09002, 09003 

 08304
 14113,14114

 23001-23010
23001,23002,23003

 23004
 23005

 23006,23007
 23008,23009
 12001-12013

12002,12009,12010,12013 
12005,12006,12007

 12008

01003
01003

05301-05306

22008,22009
22011
04211

04203,04204,04205
 04227,04228

See General Appendix “C”

- Expenses, refund of 
Hi>-Lying Allowance 
Tqiiical Documents ...

Definitions (General) ...................................
Daily-Rated Staff ...................................
Departmental Accelerated Advancement Test

PjNancial Embarrassment 
Fines...
^'Oreign Service Regulations

Expatriate Officers’ Wives

Examinations

Compulsory Examinations
Exemptions
Textbooks
Examination Board •••
Syllabuses
Language Examinations
Voluntary Examinations
Procedure
Fees 
Gratuities

Electricity Charges

1NveNtioNs...................................

^ards Committee 
Visional Protection

^trolling Rights 
Eules 
■^tvards and Shares of Commercial Proceeds

Sv*ance ........................................................
^rsonal Effects 
flight . 
^rine ... ". 





I — continued

J

K
14111Keys of Government Quarters

L

(«)

Journey

Judges

17101, 17102, 17203, 17204, 17205, 17206
 01001,15201, 17306

 15101-15605
 15101,15301

 15102
 15103
 03301
 15104
 02806
 15105

 15106,15209
 15107
 15108
 15109

15110,15115,15116
 15111, 15113

 15112
 15117
 15118
 15119

 15201-15223
15304, 15307, 15310, 15203

 15305
 15204
 15205
 15206

15207,15208,15306
 15210

Increments
Not as of right
Incremental date 
Suspending of
Deferring and Withholding of

Investments 
Interdiction

Invaliding

 05201-05208
 05201

 02103,02411,05202
 05203

04233,04234, 05204-05208
 04214

See “Disciplinary Procedure”
See “Medical and Dental Procedure”

Leave  
Definitions  
Not a right  
Authority  
Maternity  
Dismissed Officer  
On resignation  
Sundays and Public Holidays 
Rosters  
Heads of Departments  
Half or no pay  
Temporary Staff  
Extension of leave  
During courses of instruction 
Duty during leave  
Place of leave  
Cultural and sporting events  
Casual  
Nigerian Officers 
Normal grant  
Abnormal grant 
On retirement  
On permanent invalidation  
Trade Unions conferences and business 
Rates of  
New entrants



I



L — continued

M

(*)

15211,15212,15308,15309 
15213-15217, 15405, 15406 

 15218 
 15219,15220 
 15312,15222 
 15223 

 15301-15314 
 15311,15221 

15314,15404, 15405, 02410 
 15402 
 15403 

 15501-15505 
 15601-15605 
 02409 
 04221 

 08101-08401 
 07203,07403

Memorials
Medical and Dental Procedure 

Medical documents treatment of 
Medical examination  
Visits to Medical Specialist/Dentist 
Government facilities  
Treatment by Private Practitioners ... 
Serious illness on voyage  
Treatment and check-up overseas 
Absence from duty  
Responsibility of Officers  
Duty to attend Medical Board 
Departmental Responsibilities 
Instructions to Staff reporting sick ... 
Medical Board  
Responsibility of Medical Officers ... 
Sick leave rules  
Expatriate Officers  
Invaliding  
Injuries

Mineral Discoveries ........................
Marriage of Women Officers  
Misconduct  
Motor Vehicle ..................................

 13101-13102
 10101-10704

 10102
 10103,10104,10105,10106

 10107
 10201,10301

 10202,10203,10303, 10304
 10205

 10206-10207
 10401-10402

 10403,10404,10405
 10406

10407,10408, 10409, 10410,10505 
 10411

 10504,10412
10413,10414,10415,10416,10506 

 10417,10418-10422
 10501,10502,10601-10609

10204, 10503,10504,10505, 10507,10508 
 10701-10704

 04219
See “Women Servants” 

 See “Disciplinary Procedure” 
See “Transport Allowance and Facilities”

Curtailment of  
Transport grant 
Use of Government Transport prohibited ... 
Outside Nigeria 
Overstaying  
West African Officers  
Expatriate Officers  
Resumption of duty  
Procedure for Expatriate Officers  
To meet or accompany wife  
Certificates  
To take examinations  
Daily-rated staff  
Deferred Leave of Contract Officers

Legal Proceedings 
Language Examinations..................................
Law Examinations 



r



N
01003Nigerian Officers...

O

Oath of Secrecy ...
Outfit Allowance

P

(«)

02209
19201-19206

Overtime ........................
Exceptions  
Payment of  
Method of computing... 
Rate of payment 
Fees paid by the public 
Effect on acting appointment 
Limitation  
Allowances in lieu of ...

Passages  
Definitions  
On resignation  
On dismissal  
Booking of  
For wife  
For children  
Baggage  
For leave on urgent private affairs  
On retirement before final tour of Contract 
Personal effects  
Expatriate Officers  
West African Officers

Petition Rules  
Routing of  
Signature of  
Disqualification  
Conclusion of  
Delay to be explained  
From daily-rated and unestablished staff ... 

Publication and Public Utterances

Political Activities 
Private Practice by Medical Officers

Probationary Period 
Property (Real)  
Presents 

 16101-16306
 16101
 16103
 16104

16202,16203,16204,16208 
16205,16216,16217 
 16206,16217
 16207,16215
16210,16212,16213 

 16214
 16218

 16201-16218
 16301-16306
 13101-13211
 13204,13205
 13206,13207

 13208
 13209
 13210
 13211
 04212
 04213
 04217
 02301
 04218
 04222

24001-24016 
 24003 
 24002
24005,24008 

24007, 24010, 24011 
 24012 
 24013 
 24014 
 24016



1

i

■

'<r

‘ J ' '



P — continued

Q

R

S

(*«)

Resignation ........................
Pregnancy 
During probationary period ...
During a leave year 

Records (Personal)
Re-engagement of Contract ...
Real Property 
Retirement, Enforcement of

Salaries .............
On Appointment
On Transfer ...
On Promotion ...
Personal

Vacation of quarters  
Taking-over and handing-over 
Electricity and water charges ... 
Retention during leave 
Rent  
Entitlement to  
Exemption  
Refund of hotel expenses in lieu of ...

02102, 02412,02701, 02702
 02703,02704
 02705,02706

02707, 02708, 02709
 07210
 02711
 02712
 02807
 02106

12002,12005-12013

05101-05105 
05102 

02606,05103 
05104 
05105

Promotions
Procedure  
From junior to senior post ... 
From one junior post to another 
Notional Promotion  
During probationary period ... 
Contract officer 

Pensions and Gratuities

Personal Records

Personal Effects

Quarters 
Compulsory occupation of Government quarters ... 
Government Housing Scheme participants  
Condition of occupation of Government quarters ...

 02804,02806
 03304

  02802
 02805
 02106

 02405-02408
 04218

See “Disciplinary Procedure”

 14101-14305
 14101,14102, 14103

 14104
14105,14106,14107, 14108,14109 

14112,14204,14205
 14110,14115
 14111,14112
 14113,14114
 14202,14302

14203,14206,14207,14208,14209,14210,14304,14305
 14211

 14203,14303
14212,14213



■



S—continued

T

(.w)

Subscriptions

Seniority ...
Secondments

 04223
 02104

See “Transfers and Secondments”

 22001-22010
 22002

 22003,22004
 22005

 22006,22007
 22010

 21101-21203
 21102,21106,21107,21108

 21103,21104,21105
 21109,21118
 21110,21119
 21111-21116
 21117,21203

 21120
 21401

 17101-17401
 17102
 17103

17104,17105,17106,17107,17201, 17307
 17108

 17109,17304
 17202,17205

 17203, 17206,17208
17204,17207
17209,17210
17301,17302

17303 
17306 
17308
17309 
17401
04225

02601-02605 
02601 
02602

02603, 02604 
02605

Travelling Allowance  
Not a right  
Eligibility  
Exceptions  
Rates  
Claims

Transport Allowance  
Classes of motor transport allowance 
Allocation of classes  
Occasional motor transport allowance 
Regular motor transport allowance ... 
Rules for payment  
Motor-cycle allowance  
Basic allowance  
Claims

Transport Facilities Within Nigeria 
Necessity for journey  
Choice of route 
Authority and conditions for use of ... 
Canoe transport 
Air transport  
Duty journeys  
Journeys to new station  
Journeys to take examination
Transport of motor vehicle and motor/auto-cycle ...
Train journeys
Extra equipment  
Judge on circuit  
Incidental porterage  
From house to railway station  
Daily-rated staff 

Testimonials 
Transfers and Secondments  

Inter-Service  
Inter-Departmental  
From Non-Pensionable to Pensionable Posts 
From Clerical Assistant to Standard Clerical Grade





T—continued

01003

U

V

See “Leave”Vacation Leave

W

24009Work-Free Days ...
11001-11004. Wives of Expatriate Officers ...

West African Officers ...
Water Rates 14113
Work for Institutions, etc. 04216

(xiv)

Termination of Appointment ...
During Probationary Period ...

Temporary Staff

Unestablished Posts 
Uniform Allowance

Women Servants
Application of Service Rules to Women
Appointment
Marriage 
Maternity Leave 
Performance of Duty
Nursing Mothers 

Warm Clothing Allowance 

03101-03305 
01005, 03103, 03104 

 03201
03202, 03203, 03204 
03301, 03302, 03303 

 03304
 03305

01003
19501-19503

02303
02801

See “Clothing Allowance” 
 01003



I

I
3



01001
Chapter 1

Anambra State
Civil Service Rules

Special 
definition.

General 
definitions.

01002. The special meanings with which various words and terms are used 
for the purpose of particular Chapters and Sections in these Civil Service Rules 
are quoted at the beginning of such Chapters and Sections.

Classified correspondence means correspondence which has been graded 
Restricted, Confidential, Staff Confidential, Secret or Top Secret.

Clerical Pools General Administration is a pool of clerical staff available for 
posting to certain Ministries or Non-Ministerial Departments as required. It 
is controlled by the Permanent Secretary of the Anambra State Ministry of 
Establishments who is regarded as Head of Department for the pool.

01003. Except where otherwise indicated by the context or in the special 
definitions for particular Chapters the following words and terms are used with the 
following meanings wherever they occur in these Civil Service Rules—

Basic salary includes any contract addition given to contract officers but 
excludes, for all staff, any inducement addition or other form of allowances.

Child (of a servant) means a child who—
(а) is under the age of 18; and
(б) (:) is the servant’s biological offspring, or

(if) the servant’s stepchild, being the biological offspring of a spouse 
of the servant, or

(ill) a child adopted by the servant in accordance with any statutory 
provision and

(c) is entirely dependent on the servant.
(A child is not normally entirely dependent on a woman servant unless the father 
of the child is dead or she is divorced from him and has been awarded legal custody 
of the child without a maintenance order).

CHAPTER 1

'-INTRODUCTION
01001. These Civil Service Rules apply to all servants except where they Application, 

conflict with specific terms approved by the Anambra State Government and 
written into the contract of employment or letters of appointment. In so far as the 
holders of the offices of—

The Governor of Anambra State,
The Chief Judge of Anambra State and Judges of the High Court,
The Chairman and Members of the Public Service Commission,
The Chairman and Members of the State Schools Services Commission,
The Chairman and Members of Local Government Services Commission and
The Auditor-General of Anambra State,

are concerned, these Rules apply only to the extent that they are not inconsistent 
with the provisions of the Constitution of the Federal Republic of Nigeria in so far 
as their conditions of service are concerned and any other law applicable to these 
officers.





01003
Chapter 1

Anambra State 
Civil Service Rules

pensionable junior post on

Daily-rated Staff means servants employed on daily rates of pay.
Division means a branch of a Ministry.
Established post means a post provided for under the personal emoluments 

sub-head of the estimates.
General Executive Class comprise the officers holding posts of Principal 

Executive Officer, Senior Executive Officer, Higher Executive Officer, Executive 
Officer and Assistant Executive Officer; it also includes officers holding correspond­
ing posts viz. ‘audit’, ‘accounts’, ‘revenue’, ‘estates’, etc., e.g., Executive Officer 
(Accounts). The Executive Class (General Duties) is controlled by the Permanent 
Secretary, Ministry of Establishments, while Executive Class (Accounts) is 
controlled by the Permanent Secretary, Ministry of Finance. Executive Classes 
other than General Duties and Accounts mentioned above are controlled by their 
respective Ministries/Departments.

Head of Department means the Secretary to the Government, the Permanent 
Secretary of a Ministry and the Heads of Non-Ministerial Departments.

Junior officer means a servant employed in a 
pensionable terms and in salary grade level 01-06.

Junior posts are all those posts on salary grade level 01-06.
Ministry includes Non-Ministerial Departments.
Monthly-rated means employment on monthly rates of pay.
Nigerian Home Place means the place in Nigeria accepted in writing by 

Government as the place to which an officer or employee would naturally wish to 
return when spending his leave in Nigeria (notwithstanding, in case of a West 
African that his birth place is outside Nigeria). Such place must be determined at 
the time the officer or employee first becomes a servant, but may in special circum­
stances be altered subsequently for good reasons established to the satisfaction of 
Government.

Nigerian Officer means an officer other than an expatriate or a West African 
Officer.

Officer when used without qualification, means a servant employed in an
established post, cither on pensionable, non-pensionable or contract terms.

Expatriate Officer means a servant not of Nigeria or West African origin.
Public Service is service which ranks as such for the purpose of the Pension 

Decree.
Secretarial Pool is a pool of stenographic staff for posting to any Ministry or 

Non-Ministerial Department as required. It is controlled by the Permanent 
Secretary of the Ministry of Establishments.

Senior Posts include all posts graded in the salary group levels 07-16 and all 
posts attracting fixed salaries at equivalent levels.

Servant means a person employed by the Anambra State Government.
Temporary Staff means any servant employed temporarily in an established 

post on non-pensionable terms.
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01004
Chapter 1

a

Anambra State
Civil Service Rules

Application 
of Public 
Service 
Rules to 
women.

Trainee means a person appointed to a training post in any grade; it includes 
pupil.

Unestablished Post means one provided for in an open or one-line vote 
(e.g., “labour”, “Temporary Clerical Assistance”, etc.).

West African Officer (or Employee) means an officer (or employee) for whom 
a country in West Africa other than Nigeria has been accepted in writing by the 
Government as the home country to which he would naturally wish to proceed 
when granted vacation leave. No officer or employee recruited in Nigeria on or 
after the 11th February, 1952 is eligible to qualify for treatment as a West African 
Officer.

Wife (of a Servant) means a wife married to him under the Marriage Act, 
according to Islamic Law or according to Customary Law.

01004. Nothing in these Civil Service Rules shall be construed as limiting 
the powers of the Anambra State Government to amend or revoke anj' of its 
provisions at any time.

01005. Notwithstanding that throughout the Civil Service Rules the terms 
“officer”, “employee” and “servants” are referred to in the masculine gender, the 
provisions of the Rules apply equally to women servants.
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02101
Chapter 2

CHAPTER 2

Section 1—General

Seniority.

02105. The employment of unpaid staff is prohibited.

Anambra State 
Civil Service Rules

for appoint­
ments.

Incremen­
tal date.

Unpaid staff 
prohibited.

APPOINTMENTS AND LEAVING THE SERVICE

Section 1 ...
Section 2 ...
Section 3 ...
Section 4 ...
Section 5 ...
Section 6 ...
Section 7 ...
Section 8 ...

General.
. Recruitment.

Rules for appointment on probation.
Rules for appointment on Non-Pensionable Contract. 

. Rules for Non-Pensionable Short-Term Appointments. 
. Transfers and Secondments.

Promotions.
. Leaving the Service.

02102. Promotions to all posts in the Anambra State Public Service other than ,
those of Permanent Secretaries are vested in the Anambra State Public Service f?r promo- 
Commission who has however authorized Heads of Departments to promote ,lons- 
eligible candidates to posts in respect of which the powers of appointment have 
been delegated to them.

02104. Except where otherwise provided seniority as between persons 
selected for appointment from outside the Anambra State Public Service shall be 
determined by the date of assumption of duty. Where, however, two or more persons 
selected from outside the service arrive on the same date, seniority inter se shall be 
determined by the date of the letter from the Anambra State Public Service 
Commission confirming the selection, or in the case of contract officers, by the date 
of the agreement. Seniority in any department shall be determined by the date of 
an officer’s appointment to the particular class or grade in which he is serving.

02103. Except as otherwise provided an officer’s incremental date shall be 
the first day of the month in which he takes up the appointment or is promoted 
thereto.

02101. Appointment to public offices in the Anambra State Public Service Authority 
are made on the authority of the Anambra State Public Service Commission. r~~ 
These appointments are made either—

(a) by letter written by the direction of the Anambra State Public Service 
Commission; or

(b) by formal agreement between the officer and the Anambra State 
Government or its appointed agents.

Subject to Rules 02205, 02206 and 02207, Heads of Departments are authorized 
to appoint eligible candidates to posts in respect of which the powers of appointment 
have been delegated to them.

Authority

tions.
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Chapter 2

Meaning.

Probation.

an

specified from time to time;

Anambra State 
Civil Service Rules

Personal 
records.

Trainee or 
pupil.

applicant must:
(a) be over fifteen years of age;
(/>) possess such minimum qualifications as are

Types of 
appoint­
ment.

02106. Heads of Departments will keep an up to date record of each officer 
and employee under his control. Staff Record Form Gen. 39 shall be used and one 
copy must be sent to the Central Staff Records Office in the Ministry' of Establish­
ments within one month of the appointment.

Section 2—Recruitment

02201. “Recruitment” means the filling of vacancies by the appointment 
of persons not already in the Public Service of the Anambra State of Nigeria, but 
it excludes the transfer of officers from other Public Service in the Federation to 
Anambra State Public Service.

02202. Direct appointments to Anambra State Public Service may be made 
in any of the following categories—

(a) as trainees or pupils,
(b) on probation in a pensionable post,
(c) on contract or against a pensionable post for specified period.
(d) on month-to-month terms against pensionable post.

(e) on temporary basis other than (c) and (d) above.

When posts prove difficult to fill, they shall normally be advertised.

02203. (a) When a candidate for employment requires additional experience 
before he can be regarded as fully qualified for appointment to 
a specific post he may be appointed as a trainee or pupil for 
a normal service of two years in the post. This period may, 
however, be reduced in special circumstances. On completion 
of the “trainee period” the pupil may be appointed to the full 
grade on probation and will not be eligible for confirmation in the 
service until he has fulfilled the conditions laid down in Rule 
02302 where applicable.

(/>) A confirmed officer who is advanced to the training grade for the 
purpose of acquiring the necessary experience to qualify him for 
substantive promotion to a senior post will be treated as if he had 
been seconded thereto and the period of such secondment will not 
normally exceed the period laid down for the training except with 
the special advice of the Ministry of Establishments.

02204. Except where Anambra State Public Service Commission decides 
otherwise, all first appointments to the pensionable establishment in posts other 
than trainee post (see Rule 02203) 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 nor will an officer seconded or transferred as a con­
firmed officer from pensionable service elsewhere.

02205. To be eligible for appointment to Anambra State Public Service, Eligibility 
-------- «—.----- *. for appoint­

ment.
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Chapter 2

Procedure.

Anambra State 
Civil Service Rules

as sound in health and

Prior 
approval in 
certain 
cases.

(c) be certified by a Government Medical Officer 
medically fit for Government service; and

(d) possess a testimonial of good conduct from his last employer or, if not 
previously employed, from the last school or college he attended.

02206. (a) Every applicant for employment by Government must state:
(i) whether he has been convicted of a criminal offence;

(»»") all employment he has engaged in; and
(а) if he has left any employment, why he did so; or
(б) if he is still in any employment, whether he is under 

any obligation to remain in it; and
(lit) whether he is free from pecuniary embarrassment.

(6) No candidate shall be appointed to any post in Anambra State 
Public Service without the prior specific approval of the Anambra 
State Public Service Commission if—

(t) he has been convicted of a criminal offence, or
(it) he has previously been employed in Government Service 

and been dismissed or called upon to resign or retire 
therefrom.

Such approval must always be obtained irrespective of any 
delegation of the Commission’s powers.

02207. (a) Senior Posts—All applicants for senior posts are required by 
the Anambra State Public Service Commission to complete 
Form No. P.S.C. 1 as a result of which their antecedents are 
carefully scrutinized before they are invited for an interview for 
appointment.

(A) Junior Posts—It is the duty of Heads of Departments to enquire 
carefully into the antecedents of all candidates they consider for 
appointment to a junior post and to ensure that every candidate 
they select is eligible under Rule 02205 for appointment. The 
following procedure shall be followed for completing the appoint­
ment of a candidate selected, after such an enquiry, as prirna facie 
eligible and suitable:

(i) A candidate should be required to complete a letter of 
application on Form No. Gen. 69b. Any false statement 
made therein will be regarded as sufficient ground for 
non-employment or if such falsehood is detected after 
engagement for termination of employment without notice.

(n) If in the light of the information so supplied the candidate 
is still considered eligible and suitable he should be made 
an offer of appointment on Form No. Gen. 69 (for pension­
able appointments) or Form No. Gen. 69a (for temporary 
appointments) and provided with a blank Form No. Gen. 75 
on which to signify his acceptance of the offer etc.,

{Hi) If the candidate accepts the offer by returning within the 
specified time limit, Form No. Gen. 75 completed in
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02401
Chapter 2

Definition.

of service.

02406. On receipt of such notification expressing an officer’s wish to be

Anambra State
Civil Service Rules

Duration of 
appoint­
ment.

tion during 
currency 
of contract.

probation the officer will, unless his probationary appointment is terminated or 
extended, be confirmed in his appointment. Recommendation of Heads of Depart­
ments regarding the confirmation of all officers holding senior posts shall be made 
in the progress report prescribed in Chapter 6 of the Rules.

Section 4—Rules for Appointment on Non-Pensionable Contract
02401. A contract appointment is a temporary appointment (which doesnot 

provide for the payment of a pension) to a post of the level to which appointment 
is made by the Anambra State Public Service Commission for a specific period as 
opposed to appointment on pensionable terms, short month-to-month appointment 
or daily-paid and temporary employment. The agreement must be recorded in a 
formal document of agreement.

02402. The conditions of service of a contract officer are those provided for Conditions 
in his contract and the privileges, emoluments or allowances described in "r ~~ “
these Rules do not apply to him unless it is specifically so stated in the contract 
itself. Any question of the interpretation of a contract as affecting conditions of 
service should be referred to the Ministry of Establishments.

02403. The duration of a contract appointment is limited to the period 
specified in the contract itself and any further employment of the officer concerned 
must be made subject of a new contract.

02404. («) By the Government—An appointment on contract may be Termina- 
terminated by the Government at any time in accordance with the f,on dur,n 
terms specified in the contract itself. A recommendation to the 
Anambra State Public Service Commission for the termination 
of the appointment of a contract officer shall be accompanied by 
a full statement of the consideration which has prompted it. 
On the receipt of the recommendation the Anambra State Public 
Service Commission will decide in its discretion whether the 
appointment shall be terminated forthwith in accordance with the 
terms of the contract or whether the officer shall be offered an 
opportunity to submit any formal representations, if he so wishes, 
before a final decision is taken.

(b) By the Officer—The termination of his contract by the officer 
himself is subject to the terms of his contract and any question 
concerning the waiving of any of the penalties under a contract of 
agreement shall be referred to the Ministry of Establishments.

02405. An officer serving on contract who desires re-engagement, shall so 
inform the government in writing through his Head of Department not less than 
four months before his leave is due. In the absence of such notification it may be 
assumed that an officer serving on contract docs not desire re-engagement.

Re-engage­
ment 
(responsi­
bility of 
the contract 
officer). 
Re-engage- 

re-engaged the Head of Department will obtain the consent of the Ministry of lnent . 
Establishments to the re-engagement before forwarding his recommendation to the bffity°of ffie 
Anambra State Public Service Commission enclosing an up-to-date confidential Head of 
report on the officer (unless such report had been forwarded within the previous Depart- 
two months). In reply he will receive one or other of the following— ment).

(o) authority to inform the officer that arrangements will be made to offer 
him re-engagement during the course of his leave, and the details of the
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Chapter 2

Deferred.

Temporary Appoint-

Promotion.

Anambra State 
Civil Service Rides

Earlier 
notification 
of non- 
re-engage- 
ment.

Continuity 
of service.

Incremen­
tal date.

Period 
awaiting 
return 
passage.

Section 5—Rules for Short-term Appointment or 
ments

terms proposed. The Head of Department shall inform the officer 
accordingly without delay and shall ensure that his request for the 
preparation of the officer’s Leave Certificate (see Rule 15403) includes 
a statement that re-engagement is required on the terms in question;

(i) the original and counterpart of the re-engagement contract duly signed 
on behalf of Government. In this case the Head of Department shall 
obtain the officer’s witnessed signature to both copies, deliver the 
counterpart to the officer, and return the original to the Ministry of 
Establishments;

(c) authority to inform the officer that he will not be re-engaged. The Head 
of Department must so inform him without delay.

02407. As soon as it is clear to a Head of Department that he will be unable, 
for whatever reasons, to recommend the re-engagement of an officer serving on 
contract, he will seek the approval of the Anambra State Public Service Commission 
to inform the officer that he will not be re-engaged and, on receipt of such approval, 
will inform the officer without delay.

02408. Provided re-engagement is completed by the signature of a new 
contract before the end of vacation leave granted under an expiring contract, 
service under the new contract will be treated as continuous with service under the 
former contract.

02409. If a re-engaged contract officer is required to return to duty under his 
new contract before the expiration of his leave due under his former contract, 
the leave foregone will be treated as deferred leave to be enjoyed under the conditions 
of the new contract.

02410. Where service under the new contract is continuous with service 
under a former contract, leave in accordance with Rule 15310 during the period 
which an expatriate contract officer is awaiting the first available passage back to 
Nigeria will be treated as leave granted under a former contract.

02411. When an officer on contract 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 service 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 that the commencing date of the new contract is, for a Nigerian officer, the 
date on which he resumes duty thereunder, or for expatriate officer, the date he 
embarks on returning to Nigeria to resume duty thereunder.

02412. Reference should be made to Rule 02712.

02501. Appointments of employees on month-to-month and other short­
term appointments in the service are governed by the conditions set out in the letters 
offering the appointments as well as such Rule as apply to such staff. Heads of 
Departments are authorized to terminate these appointments in accordance with 
such terms.
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Definitions.

Anambra State
Civil Service Rules

Inter­
departmen­
tal 
transfers.

Section 6—Transfers and Secondments
02601. Transfer is the permanent release of an officer from one service 

to another or from one class to another within the same service.
Secondment means the temporary release of an officer to the service of another 

Government or Body for a specified period.
Inter-Service Transfer and Secondment—

(a) Transfers of officers and employees between the Anambra State Public 
Service and another Public Service are conducted through and subject 
to the approval of the Anambra State Public Service Commission which 
shall be furnished with Confidential Reports covering the last three 
years (or whole service if less than three years) of the officer’s service.

(i) Secondment—
(t) Secondment of officers to the service of other Governments or 

other bodies such as Statutory Corporation is also conducted 
through and subject to the approval of the Anambra State Public 
Service Commission but the terms of such secondments are a 
matter for the Ministry of Establishments.

(u) Secondment of an officer to the service of another Government 
or Approved Body at his own request shall be for a maximum 
period of three years, during which period he will be required to 
elect to be permanently released to the service to which he had 
been seconded or revert to his former post. He will be entitled to 
notional increment during the period of his secondment and may 
be granted notional promotion by the Anambra State Public 
Service Commission on his desecondment in order to restore 
his seniority as a result of the promotion of others during his 
absence.

(Hi) If it is in the public interest to second an officer to the service 
of another Government or Approved Body, the period of second­
ment shall not be limited and the officer shall continue to hold 
his substantive post and be entitled to increment and promotion, 
and will be treated as having been posted on special duty.

02602 (a) Senior Posts.—Transfers from one senior post to another or from 
one class to another within the Anambra State Public Service 
require the prior approval of the Anambra State Public Service 
Commission and an officer must have served for a minimum 
period of six months in his original Department before seeking 
transfer to another Department. An application for such transfer 
must be submitted to the Head of the applicant’s Department and 
must state the applicant’s reasons for desiring a transfer and his 
qualifications for the work he wishes to undertake. Such 
application should be forwarded to the Anambra State Public 
Service Commission by the Head of Department together with a 
statement as to—

(i) how the applicant has performed his duties;
(ii) whether the applicant is considered to be well qualified 

for the post he desires;
(Hi) recommendations as to the grant or refusal of application.
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Anambra State 
Civil Service Rules

From 
non- 
pensionable 
to pension-

Medical 
examina­
tion.

From the 
post of 
Clerical

to the 
Standard 
Clerical 
Grade.

(/>) Junior Posts.—Transfers from one junior post to another within 
the Anambra State Public Service or from one Department to 
another may be arranged, with the consent of the officers being 
considered for transfer, at the mutual discretion of their Heads 
of Departments.

02603. (a) Transfers from non-pensionable to pensionable appointments 
require the approval of the authority empowered to appoint at 
the level concerned, and applications in regard to appointment 
made by the Anambra State Public Service Commission should able posts, 
be submitted to the Head of Department concerned and forwarded 
by him to the Commission, with his recommendations. At levels 
at which Heads of Departments are authorized to make appoint­
ments without the approval of the Anambra State Public Service 
Commission, care should be taken to repeat in full the procedure 
set out in Rule 02207.

(Z>) An officer or employee who is permitted to transfer from a non- 
pensionable to a pensionable apointment must clearly understand 
that his appointment after such transfer, may be subject to a 
period of probation and that in such circumstances, should he 
fail to secure confirmation in the pensionable establishment, he 
will have no claim to revert to his former non-pensionable 
appointment. This rule is modified in the case of promotion from 
a non-pensionable junior post to the immediately superior 
pensionable grade in the direct line of promotion therefrom to 
the extent that if the promotee does not secure confirmation in 
the higher grade, he may be allowed to revert to his former 
non-pensionable grade.

(c) The salary at which an officer or employee transfers to a pension­
able appointment is not governed by the salary he was previously 
receiving in a non-pensionable appointment. In cases of transfer 
from an unestablished post to an established post, the salary of the 
transferee shall not be lower than what he was receiving as a non- 
pensionable employee, provided that his salary had been correctly 
determined.

(</) An application for transfer to pensionable appointment from an 
officer who was aged over 45 at the time he obtained his non- 
pensionable appointment will not normally be entertained.

02604. At all levels serving non-pensionable candidates for pensionable 
appointments must undergo a medical examination by a Government Medical 
Officer, if their non-pensionable appointment was not preceded by such an examin­
ation. If the Government 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 effected.

02605. To be eligible for transfer from the post of Clerical Assistant to the 
Standard Clerical Grade, an officer must have:

(a) obtained the full minimum educational qualifications for direct appoint- Assistant 
ment to the Standard Clerical Grade; or

(b) passed the Standard Clerical Confirmation/Promotion test at Promotion
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transfer.

Medical 
examina­
tions.

or promotion have been 
promotions shall become

Section 7—Promotions
02701. Before an officer holding a non-pensionable post, or in receipt of 

daily 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, if his non-pensionable 
appointment was not preceded by such an examination.

02702. (a) Except where powers of appointment
delegated to Heads of Department, no .
effective until they have been approved by the Anambra State 
Public Service Commission.

(A) Promotions shall be made strictly on the basis of competitive 
merit by selection from amongst all suitable candidates—

(i) In assessing the merits of officers, a clear distinction shall 
be made between their records of performance or efficiency 
in lower grades and their potential for promotion, i.e., 
ability and competence to perform efficiently the duties and 
responsibilities of the higher post.

(n) Seniority and previous records of performance will be 
taken into account in choosing between candidates with 
equal potential for promotion.

(iii) In all cases, however, a general satisfactory record of 
conduct shall also be considered.

(c) The responsibility for the promotions in accordance with the 
prevailing procedures shall be as follows—

(i) All Administrative Officers Cadre—Administrative
postings and Promotions Committee, Cabinet Office.

(ii) All Posts in a general pool under the control of the 
Permanent Secretary, Ministry of Establishments— 
Anambra State Ministry of Establishments.

(ill) All specialized professional/technological grades—Profes­
sional Heads of Departments/Divisions in the Ministry/ 
Department concerned in consultation with the Permanent 
Sccretary/Head of Department.

(iv) All other grades—Heads of Ministries/Departments 
concerned.

02703. Before each promotion exercise, the responsible authority shall 
compile a list of all eligible candidates to be considered, the list being prepared on 
the basis of the job requirements or set of criteria previously established for the 
post by the Ministry of Establishments, e.g., official qualifications/experience, age, 
training, etc.

(i) The claims of meritorious officers in the Anambra State Public 
Service shall take precedence over those of persons not already 
in the Service.

Level. Where an officer passes at accelerated advancement level, he 
should be accelerated to an appropriate higher point on the Standard 
Clerical Grade.

02606. The salary and incremental date at which a Clerical Assistant enters 
the salary scale of the Standard Clerical Grade on transfer is governed by Rule 
05302.
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Selection for Promotion
02705. Departmental Selection Boards shall be convened from time to time  

to interview and/or review officers holding appointments in the Department who post to 
may be recommended to the Anambra State Public Service Commission which 
shall examine the suitability of officers so recommended and offer them promotion 
to existing vacancies. In the case of promotions to Senior Management posts, 
the Public Service Review Unit shall examine the suitability of eligible officers 
and make recommendations to the Anambra State Public Service Commission 
which shall examine the suitability of officers so recommended and offer them 
promotion to existing vacancies.

02706. The effective date of a promotion to a higher post shall normally be 
the date of which the officer assumes the duties of the higher post after selection 
for promotion except that if the officer has, immediately prior to his selection for 
promotion, been undertaking, by gazetted acting appointment under Rule 21101, 
the full duties and responsibilities of the post to which he is promoted, the date of

(m) No officer shall be debarred from promotion on the sole ground of 
lacking a formal educational qualification other than that required for 
his grade and mode of entry into the service; provided also that no 
officer may be promoted to a post which requires its holder to have 
formal professional/technological qualifications which he does not 
possess.

(f«) Only in very exceptional cases where available candidates within 
Anambra State Public Service are not considered suitable for promotion 
to any vacant post may the latter be advertised publicly to interested 
persons outside the Service. In such a case, and similarly when officers 
in other Public Services in the Federation are being recruited/trans- 
ferred on promotion to the Anambra State Public Service, it should 
be ensured that they meet the specific job requirements for the 
promotion posts, as in Rule 02703 above.

(iv) At the end of each promotion exercise, within six months of the 
announcement of the promotion, an officer shall be allowed the right 
of appeal against non-selection, and a reconsideration of his case.

02704. (a) The effective date of promotion from one senior post to another 
shall be the date on which the officer assumes the duties of the higher 
office after selection for promotion except that if the officer has, 
immediately prior to his selection for promotion, been undertaking, 
by gazetted acting appointment under Rule 21101, the full duties and 
responsibilities of the post to which he is promoted, the date of his 
promotion may be antedated to either—

(i) the date from which he has filled the post continuously; or
(«) the date on which the substantive vacancy in the post occurred, 

whichever is the later; or
(ftt) a date to be determined by the Anambra State Public Service 

Commission.
(6) For the purpose of promotion, a higher post shall be deemed to be 

vacant on the date the substantive holder proceeds on pre-retirement 
leave or the date on which the establishment was provided for in the 
estimates.
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his promotion may be antedated to either—
(a) the date from which he has filled the post continuously; or
(b) the date on which the substantive vacancy in the post occurred, which­

ever is the later;
(c) a date to be determined by the Anambra Sttate Public Service 

Commission.
02707. The vacancy in a post on 

promotion within the Department concerned but if no______________
in the Department the Head of Department shall report the matter to the Anambra 
State Public Service Commission which may arrange the selection of a suitable 
officer from another Department or elsewhere.

From one 
salary grade level 01-06 shall be filled by post on 

suitable officer is available salary 
grade level 
01-06 to 
another 
post on the 
same salary 
range.
To posts 
on Salary 
Grade Level 
05-06

02708. The Head of Department is authorized to fill his Departmental 
vacancies in grades higher than Clerical Officer and equivalent technical grades by 
promoting thereto officers selected by his Departmental Selection Board and 
ratified by the Anambra State Public Service Commission.

02709. In the case of inter-departmental promotion the effective date of 
promotion shall be the date on which the promoted officer takes up the duties of 
the higher office. In case of a promotion within a department, the effective date 
shall be the date on which the higher office falls vacant (whether or not the promoted 
officer acts in the vacancy from that date) provided that the promoted officer was, 
on that date, fully qualified to assume duty therein in a substantive capacity.

02710. Officers on study courses cannot be considered for promotion but, 
on return to duty, they may be promoted. If they have been superseded due to the 
promotion of others during their absence the Anambra State Public Service 
Commission may restore their seniority by granting them notional promotions 
which shall not involve any salary arrears although the officers’ salaries may be 
adjusted to the point they would have reached had they been promoted at the same 
time or before other officers promoted in their absence.

02711. (a) An officer who has passed the comp___
confirmation in the service shall be eligible for promotion, 
notwithstanding the fact that he has not completed the proba­
tionary period specified in Rule 02301.

(6) An officer who is promoted before passing the compulsory 
examination is however still required to satisfy the conditions 
for confirmation (see Rules 02302 and 02303).

02712. A Contract Officer will only be considered for promotion when 
there is no suitable pensionable officer available or where he possesses 
an exceptional qualification and suitable experience. The promotion 
of a Contract Officer to a higher post during the currency of his 
contract shall be embodied in a supplementary agreement.

Section 8—Leaving the Service
02801. If within his probationaiy period it is established to the satisfaction 

of the authority empowered to appoint an officer that he is not qualified for 
efficient service, his appointment may be terminated by that authority at any time 
without any further compensation than free transport to the place from which he 
was engaged and such free transport will be granted only if his conduct has been probation­
good. Provided the termination is not due to misconduct on the officer’s part it 
will be effected by means of a month’s notice and, subject to the same proviso, if the
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officer is eligible for vacation leave in respect of his service to date, such leave may 
be granted together with (if the officer so desires) normal vacation leave transport 
grant in lieu of the free transport mentioned above. Such leave, if any, shall be so 
arranged as to take place within the period of notice and, if possible, to expire 
on the same day as the notice. The position regarding the refund of the cost of 
any training given the officer is governed by the bond relating to such training.

02802. If an officer relinquishes his appointment within the period of his ^rd of'Sh' 
probationary service he may be required to refund any expenditure by government appoint- 
in transporting him, his family, servant and baggage to or from the place or places meat by 
at which he has been employed and he will not be eligible for any facilities from office­
government towards transport from the station at which he is then serving. The ur" 
position regarding the refund of the cost of any training given the officer is governed 
by the bond relating to such training.

02803. The appointment of an officer on probation who fails to secure 
confirmation in the pensionable establishment at the expiration of his probationary 
period, including such extension thereof as prescribed under Rule 02301, may be 
terminated in the manner specified in Rule 02801.

02804. (a) An officer who resigns will be liable to—
(») forfeit all claims to vacation leave; any vacation leave or 

passage privileges—granted, will be ex gratia;
(t'i) refund to the Government in full any sum of money which 

he may be owing to Government or which, under the 
provisions of other Rules or agreements entered into with 
Government, is refundable to Government for his not 
discharging the obligations set out in such agreements; 
Provided that any or all of such refunds may be waived 
at the discretion of the Government.

(6) By virtue of the provisions of Regulation 15 of the Pensions 
Decree all previous pensionable service is forfeited on resignation 
and cannot be taken into account for pension purposes if the 
officer is subsequently re-employed except where, under certain 
circumstances, such a break in service has been condoned by the 
Federal Ministry of Establishments.

02805. An officer who leaves the service other than by resignation or dis­
missal will be eligible for proportionate leave in accordance with Rule 15208. If he 
has enjoyed more leave during the leave year than he is eligible to receive under that 
Rule, he will be required to refund salary at the rate at which it was paid for the 
number of working days’ leave enjoyed in excess of what he was eligible to receive, 
the days in respect of which salary is refunded being treated as leave without pay for 
pension purposes. This provision will be waived in the case of an officer who has 
died in the service.

02806. Ex gratia leave under Rule 02804 may be granted to an officer who 
resigns his appointment only if he has served a minimum period of ten months 
during the leave year. Any debts due to Government as a result of an officer who 
resigned after having enjoyed his leave before completing the minimum period 
specified under this Rule will be treated in accordance with Rule 15208 (6).

02807. Every post in the Anambra State Public Service is pensionable.

02808. The grant of pensions and gratuities to holders of pensionable posts 
in the Anambra State Public Service is governed by statute in the Pensions Decree. 
(Formerly Rule 02807 which now becomes Rule 02808).
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03204. A woman officer required to resign in accordance with Rule 03203 
may be re-engaged on temporary agreement without inducement addition on 
month-to-month terms with effect from the date she assumes duty. If such 
re-engagement is approved the salary of the officer for the period of her 
re-engagement will be the same basic salary, with incremental date unchanged, 
as she enjoyed prior to marriage.

Section 3—Rules relating to Pregnancy

03301. (a) A woman servant who becomes pregnant shall proceed on leave 
six weeks before her confinement. A medical certificate showing 
the prospective date of confinement must be presented not less 
than three months before that date. No woman servant shall be 
permitted to resume duty until six weeks after her confinement.

(Z>) Maternity Leave.—Maternity leave taken by a woman servant 
should consume her annual leave entitlement for that year. The 
period of the said annual leave should be on full pay while the 
rest of the maternity leave should be on half pay. If prior to her 
maternity leave a woman servant had already enjoyed her annual 
leave, she should be placed on half pay for the whole period of 
her maternity leave.

(c) Women servants on temporary or daily-rated terms who are 
certified medically as pregnant should, provided they have been 
employed for not less than six months be granted six weeks 
maternity leave before confinement and should not be permitted 
to resume duty until six weeks after confinement. They shall be 
paid one-quarter of their wages during the period of such maternity 
leave discounting the period of their accrued leave if any.

03302. Any disciplinary proceedings against a woman s ■ ■■ ■
otherwise have been taken during the period of her maternity leave shall be post­
poned until her maternity leave has expired. Such postponements, however, shall 
not in any way prejudice the proceedings against her.

03303. 2u,jr wvmau oeivam uiaxncu ui uiuuuxxicu, wuu is duuui iu uuuciuuic 
a course of training of not more than six months’ duration shall be called upon to 
enter into an agreement to refund the whole or part of the cost of the course in 
the event of her course being interrupted on grounds of pregnancy.

03304. No woman servant shall be required to resign her appointment or 
retire by reason of pregnancy alone, but if her condition interferes with the efficient 
performance of her duties, she may be posted elsewhere.

03305. Any woman servant who is nursing a child shall be granted an hour 
off duty, every day. This facility shall be granted up to a maximum period of six 
months from the date of the birth of the child.

servant which might Postpone- 
• • •• • mentor

disciplinary 
proceed­
ings.

Any woman servant married or unmarried, who is about to undertake Interruption 
-r . oftraining 

courses.agreement to refund the whole 
on



I

I



trt-iui
Chapter 4

CHAPTER 4

DISCIPLINE

Anambra State 
Civil Service Rules

Section 1 ...

Section 2 ...
... Disciplinary Procedure.
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04102. ... . .....
holding offices in the Anambra State Public Service is vested in the Anambra 
State Public Service Commission. This power may be delegated to any member 
of the Commission or any officer in the Anambra State Public Service.

General disciplinary procedure is laid down in the “public General 
--------- . ------- --------- m • - disciplinary 

procedure.

The power to dismiss and to exercise disciplinary control over servants Authority 
„ a----- 1™ a*-*- D..Li:- c--- :— ..—.--I -t. a----- 1— and delega­

tion.

04103. C 
service commission’s regulations 1962” on Dismissal and Termination of 
Appointments published by the Anambra State Public Service Commission and 
it should be read in conjunction with this chapter.

Section 1—Disciplinary Procedure

04101. Disciplinary proceedings in accordance with this Chapter are initiated 
because of an officer’s misconduct or general inefficiency.

04104. (a) It shall be the duty of every officer to report any case of misconduct 
that comes to his notice to an officer superior to the officer involved.

(6) When an officer’s misconduct is brought to the notice of his 
superior officer it shall be the duty of that superior officer to report 
it to the Head of his Department without delay. If necessary his 
recommendation as to interdiction may accompany the report 
(see Rule 04115).

(c) On receiving the report, the Head of Department shall take action 
in accordance with Rule 04107 or 04108 as appropriate and if 
necessary mayr recommend to the Anambra State Public Sendee 
Commission or may himself order (if within powers delegated 
to him under Rule 04116) the interdiction of the officer or 
employee according to Rule 04115.

(rf) At the appropriate point in the investigation, the officer or 
employee may be suspended in accordance with Rule 04118.
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not meriting . Dismissal 

dismissal ;

= Office, the Ministry of Justice and the Mims ry of Esta^ 
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XX case made against him and shall nav 
^^^■aking his defence.
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^^flict such punishment upon the om 
penalty or otherwise.

(e) Disciplinary proceedings shall be conducted in accordance with 
the provisions of the Rules quoted in the following table:—

F 
tatus of Person charged and delega- I 

tion of Anambra State
Public Service Commission’s

Powers j

Public

otherwise.
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SERIOUS MISCONDUCT

s.™" S2®”"® “ «* 'rf™ »■" — »*.« g-j-
(n) Officers on contract or month-to-month terms,* Officers.
(b) Unestablished staff; and
(c) Non-pensionable staff.

An officer in the Anambra State Public Service may be dismissed by the Anambra 
State Public Service Commission only in accordance with the following rules unless 
the method of dismissal is otherwise provided for in these Civil Service Rules—

(i) The officer shall be notified in writing of the grounds on which it is 
proposed to dismiss him, and he shall be called upon to state in writing 
before a day to be specified (which day must allow a reasonable interval 
for the purpose) any grounds upon which he relies to exculpate himself;

(ii) The matter shall be investigated by the appropriate authority with the 
aid of the Head of the Officer’s Department, and such other officer or 
officers as the appropriate authority may appoint;

(Hi) If any witnesses are called to give evidence, the officer shall be entitled 
to be present and to put questions to the witnesses;

(iv) No documentary evidence shall be used against the officer unless he 
has previously been supplied with a copy thereof or given access 
thereto;

(v) If the officer does not furnish any representations within the time 
fixed, the Anambra State Public Service Commission may take such 
action as it deems appropriate against him;

(vi) If the officer submits his representations and the Commission is not 
satisfied that he has exculpated himself, and considers that the officer 
should be dismissed, it shall take such action accordingly;

(vii) If upon considering the representations of the officer the Commission 
is of the opinion that the officer does not deserve to be dismissed from 
the Service but deserves some other punishment, it shall impose on th 
officer such punishment as it considers appropriate,

(viii) If upon considering theis of the opinion that the officer does not deserveto> beito sed but 
that the facts of the case disclose grounds for ret£'rl"?
in accordance with Rule 04114 it shall direct accordingly,

(“) i’ Efift
one of whom will be appointed eIectedywith due regard to the 
members of the Committee sha nature of the complain
standing of the officer concerne , a jjea(j of the officer s Depa 
which are the subject of the ^nfdulJZ' Ittee - ment shall not be a member of the Commi
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(xn) In exceptional cases, the committee may, in its discretion, permit the 
officer to be represented by a solicitor or counsel, provided that where 
tne Committee permits the officer to be represented by counsel, the 
government shall similarly be represented by a counsel;

(xiu) If during the course of the inquiry further grounds for dismissal are 
disclosed, and the Anambra State Public Service Commission thinks 
fit to proceed against the officer upon such grounds, the officer shall by 
the direction of the Commission be furnished with a written statement 
thereof and the same steps shall be taken as are above prescribed in 
respect of the original grounds;

(xiv) The Committee having inquired into the matter shall make a report to 
the Commission which, if it considers that the report should be amplified 
in any respect or that further enquiry is desirable, may refer any matter 
back to the Committee for further inquiry or report accordingly. The 
Commission shall not itself hear witnesses;

(xv) If upon considering the report of the Committee together with a copy 
of the evidence and of all material documents relating to the case, the 
Commission is of the opinion that the officer should be dismissed, 
such action shall immediately be taken;

(xvi) If the Anambra State Public Service Commission does not approve the 
officer’s dismissal, and does not consider that any penalty should be 
imposed, the officer shall be reinstated forthwith and shall be entitled to 
the full amount of salary denied him if he was interdicted,

(xtizi) If the Commission considers that the officer deserves some punishment 
but not dismissal, it shall apply such penalty as it deems appropriate,

04108. An officer on contract or month-to-month tern^mayoffiy^bepdismissed  

by the Anambra State Public Service method of dismissal is or month-to
set out in subsections (i) to (vii) in Rule 04107 unles 
otherwise provided for in these Civil Service Rules.
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04109. If criminal proceedings are instituted against an officer, proceedings 
for his dismissal upon any grounds involved in the criminal charge shall not be 
taken pending the criminal proceedings.

04112. An officer acquitted of a criminal offence could still be penalized by Acquittal 
the Anambra State Public Service Commission on any charge of which he had been 
acquitted, either simultaneously with or prior to the institution of criminal pro­
ceedings. Such penalty as might be decided upon by the Anambra State Public 
Service Commission would be deemed to be final and would not be affected by the 
officer’s earlier or subsequent acquittal of any criminal offence preferred against him.

04110. If an officer is convicted on a criminal charge, the Anambra State 
Public Service Commission shall consider the proceedings of the criminal court 
and if it is of the opinion that the officer should be dismissed or subjected to some 
lesser penalty on account of the offence for which he has been convicted, the 
officer may thereupon be dismissed or otherwise punished without any of the 
proceedings prescribed in Rules 04107 and 04108 being taken.

04111. An officer convicted of a criminal offence (other than a minor traffic 
or sanitary offence and like) shall be suspended with effect from the date of 
conviction, pending consideration of his case by the Anambra State Public Service 
Commission.

(i) If the proceedings laid down in Rule 04107 or 04108 are being 
taken against an officer or a criminal charge has been laid against 
him and the Anambra State Public Service Commission considers 
it in the public interest that he should cease to exercise the 
powers and functions of his office instantly, the officer may be 
interdicted.

(it) Recommendations to the Anambra State Public Service Comm­
ission for interdiction shall be made only if it is against the 
public interest that the officer should continue to perform any of 
the duties of his rank. When the charge against him is such that

04113. An officer who is dismissed forfeits all claims to retiring benefits, Effect of 
leave or transport grant. J!

04114. Notwithstanding the provisions of this Chapter, if the Anambra 
State Public Service Commission considers that it is desirable in the public interest 
that an officer should be required to retire from the service on grounds which 
cannot suitably be dealt with by the procedures laid down in Rules 04107 and 04108, 
it shall call for a full report from the Heads of the Departments in which the officer 
has served; and if, considering that report and giving the officer an opportunity of 
submitting a reply to the complaints by reason of which his retirement is contempl­
ated, the Commission is satisfied, having regard to the conditions of the service, 
the usefulness of the officer thereto and all other circumstances of the case that it is 
desirable in the public interest so to do, it shall retire the officer and the officer’s 
service shall accordingly terminate on such date as the Commission shall specify. 
In every such case, the question of pension will be dealt with under the Pensions 
Decree.
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04116. The process of interdicting an officer as set out in Rule 04115 is 
delegated as follows:—

Power to Interdict
(i) Officers holding posts on

(17) Officers holding posts on Grade Level 01-06
Grade Level 06 and above No Delegation

... Heads of
Departments

Interdiction should not be used in the case of temporary staff or daily-rated servants. 
If a member of the temporary staff or a daily-rated servant is arrested on a criminal 
charge or if it is necessary to prevent him from exercising the powers and functions 
of his office pending the result of criminal or disciplinary proceedings, his employ­
ment should be terminated forthwith by payment of the appropriate wages in lieu 
of notice on the understanding that if he is subsequently exculpated, he will be 
re-engaged as from the date of exculpation or from the day following the expiration 
of the period for which he was paid in lieu of notice, whichever is earlier.

04117. (a) An officer or ( ij _______ r__ 1
shall notify his Head of Department of his intention to leave 
his station but shall not leave the Country without the specific 
approval of the Anambra State Public Service Commission 
during the interval preceding the determination of his matter.

(6) He is also responsible for keeping his Department informed of 
the address at which instructions to him can be delivered.

(c) If he fails to comply with the instructions within seven days 
they have been delivered to him at such address, he will be 
regarded as absent from duty without leave.

the continued performance of his present duties is against the 
public interest or prejudicial to the investigation of the charge 
against him, consideration shall be given to putting him on 
alternative duties. Interdiction shall only be resorted to when 
this is not possible.

(177) When an officer is interdicted he shall cease to report for duty' 
(but see Rule 04117) and shall receive such proportion of the 
emoluments of his office, being not less than one-half as the 
Anambra State Public Service Commission shall determine. 
The letter informing an officer of his interdiction shall also 
indicate the proportion of his emoluments he is to receive while 
on interdiction.

(it>) If proceedings under Rule 04107 or Rule 04108 reveal that 
he is not guilty of the charge(s) made against him, the officer shall 
immediately be reinstated and shall receive the full amount of his 
emoluments denied him while he was interdicted.

(y) If he is found guilty' but is not dismissed, he may be refunded 
such portion of the emoluments denied him as the Anambra 
State Public Service Commission may determine.

employee who is under interdiction or suspension Responsibi- 
” 1 ' ‘ ‘ . lity of

interdicted 
staff.



J



04118
Chapter 4

Definition.

servant for general

ciency.

Anambra State 
Civil Service Rules

Effective 
date of 
termina­
tion for

Officers to 
report 
conviction 
of a crimi­
nal offence.
Effective 
date of 
dismissal.

Removal 
for general 
ineffi­
ciency.

04120. When an officer is dismissed, no notice or salary in lieu shall be given 
to him and his dismissal shall take effect from the date on which he is notified 
thereof. This date shall be notified by the Head of Department concerned to the 
Anambra State Public Service Commission and to the Ministry of Establishments 
as soon as possible. Where the officer concerned seeks to evade this official notifica­
tion, the effective date shall be:—

(a) that on which he is served with the notification, even though he may 
refuse to acknowledge receipt; or

(/>) the date on which the notification is delivered by messenger to his 
recorded address, even though the officer concerned does not himself 
acknowledge receipt of such deliver}', or

(c) the date on which the notification is sent by post to his last known or 
normal address in accordance with the definition of “Service by Post” 
in Section 55 of the Interpretation Act (Cap. 89).

GENERAL INEFFICIENCY

04121. (a) General inefficiency consists of a scries of acts of omission or 
incompetence of which the cumulative effect shows that the officer 
is not capable of discharging efficiently the duties of the office 
he holds.

(b) Before proceedings for the removal of a 
inefficiency may be taken, he must have:

(i) been warned on two or more occasions previously, in 
writing (see Rule 04125) or;

(«) suffered loss or deferment of his last increment; and

(Hi) been given ample opportunity for improvement.

04118. Suspension should not be used as a synonym for interdiction. It shall Suspension, 
apply where zprima facie case (the nature of which is serious) has been established 
against an officer and it is considered necessary in the public interest that he should 
forthwith be prohibited from carrying on his duties. Pending investigation into the 
misconduct, the Anambra State Public Service Commission or the Head of Depart­
ment (if within his delegated powers) shall forthwith suspend him from the exercise 
of the powers and functions of his office and from the enjoyment of his salary.

04119. An officer must, under pain of disciplinary action report to his Head 
of Department whenever he has been convicted of a criminal offence, whatever 
its nature.

04122. In all cases of termination for inefficiency, notice of termination shall 
be given. The period of notice shall be one calendar month unless other period is 
appropriate in the light of a particular officer’s terms of service. If it is decided that  
the officer shall leave the service immediately, he shall be paid salary equivalent ineffl- 
to the period of the notice. The period of notice shall include any leave to which c--c- 
the officer is entitled. If the leave is longer than the period of notice, the officer 
shall be sent on leave and the period of notice absorbed by the leave.
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04201. Misconduct is defined as a specific act of serious wrongdoing 
susceptible of investigation and proof. It includes:—

(z) wilful act or omission or general misconduct to the scandal of the 
public or to the prejudice of discipline and proper administration of the 
Government, e.g., corruption, dishonesty, drunkenness, false claims 
against Government, foul language, insurbordination, negligence, 
falsification or suppression of records, failure to keep records, etc.;

04126. Where a Tribunal of Inquiry set up by the Government makes 
recommendations of a disciplinary nature on an officer, and where such recom­
mendations are accepted by the Government, the Anambra State Public Service 
Commission shall proceed to implement the Tribunal’s recommendations without 
following the formal disciplinary procedures set out in these Civil Service Rules.

Section 2—Misconduct

04123. It shall be the duty of every superior officer as soon as he observes 
any fault or shortcoming in an officer or employee subordinate to him, to bring it 
to the officer’s or employee’s notice and to record that this has been done, with a 
view to improving the officer’s or employee’s usefulness and efficiency in the service.

04124. As soon as a superior officer becomes dissatisfied with the work or 
behaviour of any officer or employee subordinate to him, it shall be his duty so to 
inform the officer or employee in writing giving details of the unsatisfactory work 
or behaviour and to call upon him to submit within a specific time such written 
representations as he may wish to make to exculpate himself from disciplinary 
action. After considering such written representations as the officer or employee 
may make within the specific time the superior officer shall decide whether:—

(a) the officer or employee has exculpated himself in which case the superior 
officer shall so inform him and no further action shall be necessary; or

(i) the officer or employee has not exculpated himself, but no immediate 
punishment is warranted, in which case the superior officer shall issue 
an appropriate formal warning (but in helpful and sympathetic terms) 
and require the officer or employee to acknowledge its receipt in 
writing; or

(c) the officer or employee has not exculpated himself and deserves some 
punishment, in which case Rule 04104 shall apply.

04125. Heads of Departments are authorized, subject to the provisions of Employees, 
the Labour Code Act (Cap. 91) and of individual letters of consideration for -------------
appointment (Form Gen. 69 and Gen. 69a) to terminate the employment of 
employees, temporary staff and daily-rated staff at their discretion:

Provided that prior to the dismissal of any such servant he has been informed 
of the grounds on which it is proposed to dismiss him and has been given 
an opportunity to submit representations why he should not be dismissed. Similarly, 
prior to the termination of his service for inefficiency, such servant shall be warned 
of his failings and be given an opportunity to improve or to offer a satisfactory 
explanation of his failure to perform his duties efficiently.
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(ii) conviction for a criminal offence (other than a minor traffic or sanitary 
offence or the like; cases of doubt should be referred to the Public 
Service Commission for guidance);

(Hi) financial embarrassment;
(iv) absence without leave;
(t>) engaging in political activities;

(ot) engaging in trade or business without authority;
(mi) disobedience of lawful order, such as a refusal to proceed on transfer or 

to accept posting etc.;
(mH) disclosure of official information;

(ix) action prejudicial to the security of the state.

04202. Any officer or emj' 
renders himself liable to be dismissed from the service without formality, and the 
onus shall rest on him to show that the circumstances do not justify the imposition 
of the full penalty.

04203. For the purpose of these Rules the expression “serious financial 
embarrassment” means the state of an officer’s indebtedness which, having regard 
to the amount of debts incurred by him, has actually caused serious financial 
hardship to him, and without prejudice to the general meaning of the said expression, 
an officer shall be deemed to be in serious financial embarrassment—

(a) If the aggregate of his unsecured debts and liabilities at any given time 
exceeds the sum of three times his monthly emoluments.

(b) Where he is a judgement debtor, for as long as the judgement debt 
remains unsettled; or

(c) Where he is adjudgedbankrupt or insolvent wage earner, for as long as 
he remains an undischarged bankrupt or as the case may be for as long 
as any judgement against him in favour of the official Assignee remains 
unsatisfied.

(2) Serious financial embarrassment from whatever cause shall be regarded 
as necessarily impairing the efficiency of an officer and rendering him 
liable to disciplinary action.

(3) If such embarrassment is caused by imprudence or other reprehensible 
cause, the servant concerned shall be liable to immediate dismissal and 
the onus shall rest on him to show that the circumstances do not justify 
the imposition of the full penalty.

(4) It shall be the duty of the Registrars of the High Court, Magistrate’s 
Court as well as Commissioners of Stamp Duties and Registrars of Bills 
of Sales to report to the appropriate Head of Department that a servant 
has become a judgement debtor or has acknowledged any debt in 
writing, as the case may be, wherever it shall come to the knowledge 
of any of them.

(5) When the fact that a servant has become a judgement debtor or a party 
to accommodation bills or promissory notes is brought to the notice of 
his Head of Department, the latter shall call upon him to submit a 
Statutory Declaration in the prescribed form (Gen. 74) disclosing all 
his liabilities.



i
I

1

BiI



04204
Chapter 4

Money- 
lending.

(

t

Anambra State 
Civil Service Rules

Borrowing 
money.

04204. An officer shall not lend money at interest, whether on mortgage 
or otherwise, or guarantee or stand as surety for money lent on interest, to any other 
person. Nothing in this Rule shall be deemed to prevent members of registered 
co-operative societies or approved benefit societies from standing as sureties for 
loans made by the societies, nor shall it be deemed to prevent any officer from 
placing money in a deposit account in any bank or in the post office savings bank 
or standing surety for money lent by Government to another officer.

(6) Otherwise, a Head of Department may take such action as appears to 
him necessary when a servant becomes financially embarrassed; and, if 
he considers it undesirable that the servant should be retained in the 
Public Service, he shall initiate the appropriate disciplinary proceedings.

(7) As long as an officer is in serious financial embarrassment, he shall be 
disqualified for promotion or acting in a higher appointment.

04205. No officer may borrow money either as principal or as surety from, 
or in any manner place himself under a financial obligation to a person (whether 
in the Public Service of the Federation or of the State or otherwise), being a 
person—

(а) who is directly or indirectly subject to his official authority;
(б) who resides or possesses land or carries on business within the local 

limits of his official authority;
(c) with whom the officer has or is likely to have official dealings; or
(d) who is a registered money lender.

For the purpose of this Rule, the word “person” shall include a body of persons 
corporated or unincorporated.

(2) An officer may, however, borrow from banks, insurance companies, 
co-operative societies or incur debts through acquiring goods by means 
of a hire-purchase agreement provided that—

(«) The banks, insurance companies, co-operative societies from which the 
officer borrows or the person with whom he signs a hire-purchase 
agreement are not directly or indirectly subject to his official authority, 
and do not have such official dealings with the officer as may lead to 
public scandal or be construed as an abuse of his public position for 
his private advantage; and

(6) the aggregate of his debts does not or is not likely to cause him serious 
financial embarrassment defined under Rule 04201.

(3) Subject to paragraph (2), an officer may incur the following debts, 
provided that the aggregate of his debts is not likely to cause him serious 
financial embarrassment.

(a) sums borrowed on the security of land charged or mortgaged, where the 
said sums do not exceed the value of the said land;

(Z>) overdrafts allowed by banks;
(c) sums borrowed from insurance companies on the security of policies;
(d) sums borrowed from the Government or co-operative societies; or
(e) sums due on goods acquired by means of hire-purchase agreement.
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04206. It shall be the duty of every Head of Department to ensure that all 
officers, employees and temporary staff in his Department who have access to 
classified or restricted papers have signed Oath of Secrecy in the appropriate form 
before they are granted such access and that the declarations so signed are safely 
preserved. To facilitate this action in respect of officers holding posts on Grade 
Levels 01-06, Oath of Secrecy is incorporated in the revised Form No. Gen. 75 
mentioned in Rule 02207 (6).

04207. Every servant is subject to the Official Secrets Acts, 1962 (reproduced 
as Appendix at the end of this Chapter) and is prohibited from disclosing to any 
person, except in accordance with official routine or with the special permission of 
Government, any article note, document or information entrusted to him in 
confidence by any person holding office under any Government in the Federal 
Republic of Nigeria, or which he has obtained in the course of his official duties. 
Similarly, every servant shall exercise due care and diligence to prevent the 
knowledge of any such article, note, document or information being communicated 
to any person against the interest of the Government.

Copying of Official Documents
04208. Every servant is prohibited from abstracting or copying official 

minutes, records or other documents except in accordance with official routine or 
with the special permission of his Head of Department.

04209. Officers and employees shall not, as a general rule, have access to 
official and secret records relating personally to themselves.

Removing Documents
04210. No officer may, on leaving the Public Service take with him any 

public record without the written permission of the Permanent Secretary to the 
Ministry of Establishments.

04211. Historical manuscripts or other documents of public interest which 
may be discovered by any servant in the course of his official duties may not be 
appropriated to his own use, their existence must be reported to Government in 
order that steps may be taken for their examination and preservation.

04212. (/) Except in pursuance of his official duties no servant shall without 
the express permission of his Head of Department, whether on 
duty or on leave of absence:—

(o) act as the editor of, or take part directly or indirectly in the manage­
ment of, or in any way make financial contributions to, any 
newspaper, magazine or journal except the following—

(1) departmental or staff magazine,
(«) professional journal,

(««) publications of voluntary organizations;
(6) contribute to, whether anonymously or otherwise, or publish in 

any newspaper, magazine or periodical, or otherwise published, 
cause to be published in any manner anything which may reasonably 
be regarded as of a political or administrative nature;
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(c) speak in public or broadcast on any matter which may reasonably be 
regarded as of a political or administrative nature;

(rf) allow himself to be interviewd or express any opinion for 
publication on any question of a political or administrative nature 
or on matters affecting the administration, public policy, defence or 
militarj' resources of the Federation or other Country.

(ii) (a) In considering whether or not permission for the proposed publication 
is to be granted, the Head of Department shall have regard to the 
interest of the Government and the public, and may, if he considers 
it necessary, seek the opinion of other appropriate Heads of Depart­
ments.

(Z>) On the submission to the Head of Department of a brief outline of the 
scope of the proposed publication and the method of the treatment 
to be applied thereto, the Head of Department may give a provisional 
permission for the proposed publication:

Provided that no final permission thereof shall be granted unless 
a full and complete manuscript thereof shall have been submitted 
to the Head of Department, and he is satisfied that the proposed 
publication is not against the interest of the Government or the 
public.

(Hi) Nothing in this Rule shall be deemed to prevent a servant from publishing 
in his own name, by writing, speech or broadcast, matters relating to a 
subject of general interest which does not contain a criticism of any officer, 
Minister, official and ministerial statements or actions, or which can be 
regarded as of a political or administrative nature:

Provided that in so publishing any matter compiled with Government 
sanction from official records, he gives prominence to a disclaimer of 
Government responsibility for its accuracy.

04213. No officer shall, without express permission of the Government, 
whether on duty or leave of absence—

(a) hold any office, paid or unpaid, permanent or temporary, in any political 
organization;

(/>) offer himself or nominate anyone else as a candidate at any election 
of members of a Local Government Council, or a State or Federal 
Legislature;

(c) indicate publicly his support of or opposition to any party, candidate 
or policy;

(</) engage in canvassing in support of political candidates. Nothing in this 
Rule shall be deemed to prevent an officer from voting at an election.

Interest in Local Business, Property and Minerals
04214. («) Public Officers are’not prohibited from holding shares in both 

public and private companies operating in Nigeria or abroad 
except that they must not be directors in private companies, 
and may only be directors in public companies if nominated by 
Government.

(Z>) A public officer whenever required to do so by his Head of 
Department shall disclose within seventy-two hours, in con­
fidence, full information about any investments held by him or
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04219. No servant shall seek the influence of any person for ensuring the 
due consideration of his claims in matters connected with discipline or with a view 
to obtaining consideration for appointment, transfer or promotion.

in business 
after office 
hours.

Work for 
institutions 
or govern­
ment 
agencies

office 
hours.

Seeking 
influence 
of promi­
nent 
persons.

04217. No public officer shall engage in private practice in connection with anj ..... . • --- 
Provisions) Decree, 1978.

his immediate family whether held in their own names or in the 
names of other persons or otherwise. Where an officer is called 
upon to divest himself of investments which are likely to lead to 
public scandal or are likely to be construed as an indication that 
the officer has abused his public position for his private advantage, 
and he fails to comply within six months, the matter shall be 
reported to the Anambra State Public Service Commission for 
necessary action.

(c) All Senior Public Officers on Salary Grade Level 07 and above 
are prohibited from accepting appointments as Directors or 
paid staff, agents or consultants with private companies with 
which they might or could have been in a position to have close 
and intimate connections officially in their last three years of 
service, for three years immediately after retirement, without 
clearance from the Government.

04218. It is the duty of every servant to report to Government any discovery 
of what he considers to be valuable minerals. Servants are prohibited, under pain 
of dismissal, from deriving any benefit or taking any payment from any syndicate, 
company or individual as a reward for giving such information. Upon the report 
of such discovery, it shall be within the discretion of the Government to make the 
report public or to withhold it.

04216. No servant may render professional assistance to Institutions or 
Government Agencies during working hours or accept remuneration for it, except 
with the written permission of the Permanent Secretary, Ministry of Establishments 
which will not usually be granted unless it is to the public advantage that it should 
not be withheld; the amount of the remuneration must be approved by the Govern- during 
ment. Such remuneration must be paid into the Treasury on deposit until the 
orders of Government as to the share, if any, which may be received by the officer 
personally, are known.

04215. A servant who is paid on other than hourly basis is prohibited 
from engaging in any occupation for reward unless he has previously obtained the ,n "s,ne! 
permission of the Permanent Secretary, Ministry of Establishments, which will 
only be given if such engagement is not likely to interfere with the efficient 
performance of his duties.

04217. No public officer shall engage in private practice in connection with Prohibi- 
ly scheduled profession under the Regulated and Other Professions (Miscellaneous tio“ °J 

__ \ Ta  m*7o private 
- ’ practice

by Public 
Officers.
Mineral 
discoveries.
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04222. '
and employees to defray cost of testimonials and presentation to superior officers

(«) No servant or his family shall accept gifts or presentations whether 
in the form of money or otherwise, from any person in recognition 
or anticipation of sendee rendered or to be rendered by virtue of 
his official position. These rules shall not be regarded as applying 
to small personal gifts such as may be exchanged between 
colleagues and friends. If an officer is in doubt as to the propriety 
of receiving and retaining a gift, he may consult his Head of 
Department or the Permanent Secretary.

(/>) Presents from rulers, chiefs and other persons which cannot be 
refused without giving offence could be retained or disposed of 
as appropriate by the officer to whom the gifts had been handed. 
Gifts specifically meant for the Government should, of course, 
be handed over to Government without any discretion by the 
officer concerned.

The collection of compulsory subscriptions from subordinate officers 
X_ J-C- X _£ x x! :_1_ 1 X_x! X- _rr ,

is prohibited.

04220. No step shall be taken by any servant to institute legal proceedings 
for libel or slander in connection with matters arising out of his official duties 
without prior approval of the Head of Service who reserves the right to compel the 
Ministry where the servant is working to allow or reject the servant’s request as 
appropriate.

04221.

04226. («) If at any time the public revenue sustains a loss by reason of the 
neglect or fault of any officer he will he liable to be surcharged 
with the amount and any sums due to him from Government 
may be withheld in satisfaction of such surcharge.

(6) Employees defined as workers in section 2 of the Labour Code Act 
may be surcharged if the circumstances warrant such action, 
but all papers relevant to the case must be submitted in accordance 
with the Labour Code Act, to the nearest officer of the Ministry of 
Labour for approval of the surcharge.

04227. A servant on leave of absence shall not accept any paid employment 
without previously obtaining the express sanction of the Ministry of Establishments.

Testimonials
04223. In order to prevent the irregular use I 

recommendation or certificates of character, officers 
in their official capacities letters or 
otherwise.

04224. Every servant shall discharge any duties assigned to him by Govern­
ment and accept liability of being stationed wherever his presence is considered to 
be most useful.

04225. No fines shall be imposed on any servant as a punishment for an 
offence committed in the course of his duties.
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with the exercise of his public duties.
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in the service of an officer or employee, a Head of Department should bring the tion of 
defect to the notice of the officer or employee in writing, unless this has already 
been done.

Statements 
on appoint­
ment.

Action on Increments Being Withheld or Deferred

04231. Immediately on deciding to withhold or defer the increment of an 
officer holding post on Grade Level 01-06 the Head of Department will so inform 
him in writing, stating the reason and, in the case of deferment, the period of 
deferment.

04232. Immediately on deciding that the increment of an officer holding 
a post on Grade Level 07 and above should be withheld or deferred a Head of 
Department will report the circumstances and his recommendations as to the 
withholding or period of deferment to the Anambra State Public Service Comm­
ission for a decision. If the decision is that the increment should be withheld or 
deferred the Anambra State Public Service Commission will so inform the Head 
of Department who will inform the appropriate Treasury and the Auditor-General 
of the Anambra State; the Head of Department will thereupon inform the officer 
in writing, stating the reason and, in the case of deferment, the period of deferment. 
If the Public Service Commission decides that the increment should be granted 
the Head of Department will take action in accordance with Rule 04232.

04229. Concealment of any of the facts which an applicant for Government 
employment is required to make in compliance with Rule 02207 or any false 
statement in that regard or in any application for employment shall be regarded 
as sufficient grounds for non-employment or for subsequent termination of appoint­
ment without notice if the falsehood is detected after engagement.

Action on Increments Being Granted

04230. Immediately on deciding to grant an increment, despite some defects

04233. All public officers are forbidden from being members of Secret 
Societies. The term “Secret Societies” is defined, inter alia, as those societies by 
whatever other name called:-—

(i) whose membership is not known or made public;
(ii) whose proceedings are kept secret and whose minutes are not kept;

(ill) whose list of officers is not published or made known;
(if) whose objectives, etc., are not made public; and
(y) whose members are under oath, obligation or other threat to promote the 

interests (legitimate or illegitimate) of one another and come to one 
another’s aid under all circumstances, without due regard to merit, 
fair-play and justice to the detriment of the legitimate expectation of 
non-members. Membership of cultural or purely traditional religious 
societies are not regarded as membership of secret societies because 
the conduct of the affairs of such societies and their membership 
are open.
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OFFICIAL SECRETS ACT, 1962 
See Rule 04207

ARRANGEMENT OF SECTIONS
Section

1.
2.
3.
4.
5.
6.
7.
8.
9.

10.

1962, No. 29

An Act to Make Further Provision for Securing Public Safety 
and for Purposes Connected Therewith

(13f/i September, 1962)
Be it enacted by this Legislature of the Federation in this present Parliament Commen- 

assembled and by the authority of the same as follows— cement.
1. (1) Subject to subsection (3) of this section, a person who—

(a) transmits any classified matter to a person to whom he is not auth- Protection 
of official 
informa­
tion, etc.

orized on behalf of the government to transmit it; or
(6) obtains, reproduces or retains any classified matter which he is not 

authorized on behalf of the government to obtain, reproduce or 
retain, as the case may be, shall be guilty of an offence.

(2) A public officer who fails to comply with any instructions given to him 
on behalf of the government as to the safeguarding of any classified 
matter which by virtue of his office is obtained by him or under his 
control shall be guilty of an offence.

(3) On proceedings for an offence under subsection (1) of this section 
relating to any classified matter, it shall be a defence to prove that—

(а) when the accused transmitted, obtained, reproduced or retained 
the matter, as the case may be, he did not know and could not 
reasonably have been expected to believe that it was classified 
matter; and

(б) when he knew or could reasonably have been expected to believe 
that the matter was classified matter, he forthwith placed his know­
ledge of the case at the disposal of the Nigeria Police Force.
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3. (1) The Minister may, during any period of emergency within the meaning 
of section sixty-five of the Constitution of the Federation, by order 
provide that during the continuance of that period no person shall, 
without permission in writing given by the Minister, photograph, 
sketch, or in any other manner whatsoever make a record of the descrip­
tion of, such things designed or adapted for use for defence purposes 
as may be specified by the order.

(2) A person who contravenes the provisions of an order under this section 
shall be guilty of an offence.

2. (1) A person who, for any purpose prejudicial to the security of Nigeria:
(a) enters or is in the vicinity of or inspects a protected place; or
(ft) photographs, sketches or in any other manner whatsoever makes 

a record of the description of, or of anything situated in, a protected 
place; or

(c) obstructs, misleads or otherwise interfere with a person engaged in 
guarding a protected place; or

(d) obtains, reproduces or retains any photograph, sketch, plan, model or 
document relating to, or to anything situated in, a protected place, 
shall be guilty of an offence.

(2) A person charged with an offence under the foregoing subsection shall, 
unless the contrary is proved, be deemed to have acted for a purpose 
prejudicial to the security of Nigeria if from his character or general 
conduct and from all the circumstances of the case it appears that he 
acted for such a purpose; but nothing in this subsection shall be 
construed as precluding the giving in evidence of matters tending to 
show that the accused acted for such a purpose.

4. (1) The Minister may make regulations—
(a) for controlling the manner in which any person conducts any 

organization for receiving letters, telegrams, packages or 
matter for delivery or forwarding to any other person; and

(ft) without prejudice to the generality of the foregoing paragraph, 
providing for the furnishing of information and the keeping of 
records by persons having or ceasing to have the conduct of such 
an organization.

(2) Regulations under this section may contain such incidental and supple­
mentary provisions as the Minister considers expedient for the 
purposes of the regulations, including in particular provisions imposing 
penalties (not exceeding imprisonment for a term of three months or 
a fine of one hundred naira or both) for any failure to comply with the 
regulations; and the regulations may make different provision for 
different circumstances.

(3) Regulations under this section shall not come into force until they are 
approved by resolution of each House of Parliament.
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7. (1) A person who commits an offence under section one, two or three of 
this Act shall be liable:—

(a) on conviction on indictment to imprisonment for a term not 
exceeding fourteen years;

(b) on summary conviction to imprisonment for a term not exceeding 
two years or a fine of an amount not execeding *4200.00 or both.

6. (1) Where an officer of the Nigeria Police Force not below the rank of 
Assistant Commissioner has reasonable cause to believe that an offence 
under section one, two or three of this Act has been committed and that 
matter relating to the offence is likely to be found on particular premises, 
he may issue a warrant to any superior police officer of that force 
authorizing him, and such other police officers as may accompany him, 
to enter and search these premises and to seize and remove any matter 
found on the premises which the superior police officer considers is 
evidence of an offence under any of those sections.

(2) A police officer may use such force as may be reasonably necessary for 
the purpose of executing a warrant issued under this section.

5. (1) Where an officer of the Nigeria Police Force not below the rank of 
Assistant Commissioner suspects that an offence under section one, 
two or three of this Act has been committed and that a particular person 
is likely to be able to furnish information with respect to the suspected 
offence, he may, after obtaining the consent in writing of the Minister 
for the issue of a warrant under this subsection in respect of that person, 
issue a warrant to any superior police officer of that force authorizing 
him:—

(a) to require that person to furnish to the superior officer all 
information in that person’s possession relating to the suspected 
offence; and

(Z>) in any case where it appears necessary to the superior officer so 
to do, to afford that person adequate facilities for attending at a 
time and place specified by the officer and to require that person 
so to attend for the purpose of furnishing the information 
aforesaid.

(2) Where it appears to an officer proposing to issue a warrant under the 
foregoing subsection that the delay likely to be involved in obtaining the 
consent mentioned in that subsection would seriously prejudice the 
security of Nigeria, he may issue the warrant without obtaining that 
consent but shall on so doing forthwith report his action to the Minister.

(3) If any person:—
(a) fails to comply with a requisition under subsection (1) of this 

section; or
(A) in pursuance of such a requisition furnishes any information 

which he believes to be, or recklesslj’ furnishes any information 
which is, false in a material particular;

shall be guilty of an offence.
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9. (1) In this Act, unless the context otherwise requires, the following 
expressions have the meanings hereby assigned to them respectively, 
that is to say—

“classified matter” means any information or thing which, under 
any system of security classification from time to time in use by or by 
any branch of the government, is not to be disclosed to the public 
and of which the disclosure to the public would be prejudicial to the 
security of Nigeria;

(2) A person who commits an offence under section five of this Act shall 
be liable on summary conviction to imprisonment for a term not 
exceeding three months or a fine of an amount not exceeding N100.00 
or both.

(3) No proceedings in respect of an offence under section one, two or 
three of this Act shall be begun except with the consent of the Attorney- 
General of the Federation or a State or by or on the instructions or 
authority of the Director of Public Prosecutions of the Federation or a 
State; and the instrument by which permission is signified for the 
beginning of any such proceedings shall state whether the proceedings 
shall be summary or on indictment.

(4) Nothing in the last foregoing subsection shall be construed as preventing 
the detention of any person with a view to the taking of proceedings 
against him.

8. (1) Without prejudice to any other provisions relating to the matters 
mentioned in the following paragraphs or cognate matters, a person 
who:—

(а) attempts to commit an offence under this Act or regulations 
made thereunder; or

(б) aids, abets, counsels, incites, procures or commands the com­
mission of such an offence; or

(c) becomes an accessory before or after the fact to such an offence; or
(d) conceals or procures the concealment of such an offence which he 

knows has been committed;
shall be liable to be proceeded against and punished as a principal 
offender; and references in this Act to such an offence, or to an offence 
under any provision of this Act, shall include reference to an offence in 
pursuance of this subsection.

(2) Where it is alleged that an offence under this Act or regulations made 
thereunder has been committed outside Nigeria by a citizen of Nigeria, 
proceedings in respect of the offence may be brought in any court in 
Nigeria which would have had jurisdiction in the matter if the offence 
had been committed in the part of Nigeria for which the court acts.

(3) Without prejudice to any other power of arrest a police officer may arrest 
without warrant any person whom he finds committing an offence 
under section one, two or three of this Act, or whom he reasonably 
suspects of having committed such an offence.
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10. (1) This Act may be cited as the Official Secrets Acts, 1962.
(2) This Act shall apply throughout the Federation, and shall apply to 

citizens of Nigeria elsewhere than in the Federation.
(3) The Official Secrets Act is hereby repealed, so however that section 

five of the Official Secrets Act, 1920 (which provides for the control of 
mail forwarding agencies) shall not cease to have effect in its application 
to Nigeria until the first regulations made in pursuance of section four 
of this Act come into force.

“the government” means the government of the Federation;
“the Minister” means the Minister of the government responsible 

for security and public safety;
“protected place” means:—

(a) any naval, military or air force establishment in Nigeria, any 
other place in Nigeria used for or in connection with the 
production, storage or testing, by or on behalf of the government, 
of equipment designed or adapted for use for defence purposes, 
and any other building, structure or work in Nigeria used by the 
government for defence purposes; and

(b) any area in Nigeria or elsewhere for the time being designated 
by an order made by the Minister as being an area from which 
the public should be excluded in the interests of the security of 
Nigeria and includes a part of a protected place within the 
meaning of paragraph (a) or (6) of this definition;

“Public officer” means a person who exercises or formerly 
exercised, for the purposes of the government, the functions of any 
office or employment under the Government.

(2) For the purposes of this Act, classified matter remains classified matter 
notwithstanding that it is properly transmitted to, or obtained from, or 
otherwise dealt with by, a person acting on behalf of the government 
of a State.
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SALARIES AND INCREMENTS
Section 1—Salaries.
Section 2—Increment Rules.
Section 3—Departmental Accelerated Advancement Tests.

Section 1—Salaries
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transfer 
from other 
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promotion 
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incremen­
tal salary 
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levels.

Salary on 
appoint­
ment.

05101. Financial Instructions contain guidance on the payment of salaries 
and wages.

05102. 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 expatriate or Nigerian officer, 
who accepts a firm offer of appointment to a senior post in the Anambra State
Public Service while overseas, as a general rule 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 Nigeria; otherwise he shall be paid 
half salary for such time only as is ordinarily required to perform the journey 
between die port of embarkation and Nigeria.

05103. On transfer from another Government to the Anambra State Public 
Service a servant will be eligible for the salary attaching to his new office with 
effect from the day he leaves his former office.

05104. In view of the fact that the maxima of some salary scales are very 
close to the minima of the next higher scales and the need to ensure that those 
who assume higher responsibilities are adequately rewarded, the following rules 
shall apply:—

(a) Any officer promoted from one grade level to another should enter the 
higher scale at a point that gives him a salary increase that is at least 
equal to the incremental step in his old scale;
an officer appointed to act in a higher post should be eligible to draw 
an acting allowance (whether in full or at an approved reduced rate) 
representing the difference between his substantive salary and that point 
on the scale attached to the higher post which gives him a salary increase 
that is at least equal to the incremental step in his old scale.

05105. When an officer receives in addition to the salary of his office, an 
allowance granted to himself personally and not permanently attached to his office, 
he may when absent on half-pay leave receive only half of such personal allowance, 
the rest being left undrawn and lapsing to the Treasury.

Section 2—Increment Rules
05201. An officer on an incremental salary grade level is not entitled to an 

increment by right, but increment shall normally be granted unless disciplinary 
action is in progress against the officer in accordance with the provisions 
of Chapter 4.

05202. The incremental date of an officer or employee (including daily-rated 
employee) appointed or promoted to a post in the Anambra State Public Service
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shall be the anniversary of the date he commenced to draw the full salary of such 
appointment or of the date of the promotion, advanced to the first day of the month 
concerned.

05203. An officer who is required to fulfil any of the following conditions
(a) Securing confirmation of appointment,
(b) Passing of a prescribed examination or test,
(c) Obtaining an Efficiency Bar Certificate will, if the conditions are not 

fulfilled within a specific time, cease to be eligible to receive any increment 
until the date on which he does fulfil the conditions in question.

Deferring and withholding of increments
05204. The grant of an increment may be deferred or withheld in accordance Grounds for 

with the provisions of Chapter 4. In deciding which penalty to impose or recom- w.thhold- 
mend, a Head of Department will take into account the gravity of the shortcoming 
and the quality of the employee’s previous service, bearing in mind that to withhold 
an increment is a more serious penalty than to defer it.

05205. An officer’s increment is deferred when the decision as to whether or Deferred 
not it should be granted is postponed for a specific period. The period must be ir.crc~.ee 
fixed at the time the increment is deferred and must be not less than three months 
nor 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 eventually granted it does not become effective until the day following 
the expiration of the specific period of deferment, but the recipient retains his 
original incremental 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 must be withheld (see next Rule).

An officer due to proceed from Nl,482.00 to Nl,536.00 per annum on 1-2-62 
had his increment deferred for three months. His salary should remain at N 1,482.00 
until 30-4-62 (i.e., for three months). Not later than 30-4-62 his Head of Depart­
ment must decide whether or not to grant the deferred increment. If he grants it, 
the officer draws salary at Nl,536 for the period l-5-62to 31-1-63 (i.e., the remain­
ing nine months) and retains his original incremental date 1—2—63 for considera­
tion of his next increment to Nl,590.00.

05206. An officer’s increment is withheld when it is decided not to grant it Withheld 
and that he shall cease to be eligible therefore until his next incremental date. The increment, 
withholding of an increment thus results in the salary of the officer or employee in 
question remaining for the rest of his incremental service one increment behind 
what it would have been had the increment not been withheld unless the Anambra 
State Public Service Commission exercises the authority described in Rule 05208.

Example.—An officer due to proceed from Nl,482.00 to Nl,536.00 per annum 
on 1-2-62 had his increment withheld. His salary should remain at Nl,482.00 
throughout the period 1-2-62 to 31-1-63 and he cannot proceed to Nl,536.00 
until 1-2-63, his next incremental date.

05207. An increment deferred or withheld cannot be restored with 
retrospective effect in consequence of improved service during a later increment­
earning period.
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Rule 05203, or
Commission, may at any subsequent incremental date, grant one or more special 
increments having the effect of raising the salary of the officer or employee to or 
towards the level it would have reached if the previous suspension or withholding 
had not occurred.

05208. When an officer’s or employee’s increment has been suspended under Special 
withheld under Rule 05206, the Anambra State Public Service ^'rStigate 

lasting 
effect of 
suspended 
or withheld 
increments.
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06104. When an officer is seconded to another Department, the Head of the 
Department to which he is seconded is responsible for furnishing the reports on 
the officer as required by this Chapter.

OPEN REPORTING SYSTEM AND CERTIFICATES 
OF SERVICE

Section 1—Reports on officers on Grade Level 07 and above—General. 
Section 2—Progress Reports on officers on Grade Level 07 and above. 
Section 3—Annual Reports on officers on Grade Level 07 and above. 
Section 4—Reports on officers on Grade Levels 01-06.
Section 5—Certificates of Service.

Section 1—Reports on Officers on Grade Level 07 
and above—General

06101. Every Head of Department must nominate Reporting Officers within Reporting 
the Department, who shall sign Progress and Annual Reports which shall be officer, 
countersigned by the substantive Head of Department or by an officer to whom 
this function is delegated by the Head of Department. A Reporting Officer must 
not only be at least one substantive grade above the officer being reported on, but 
also be the immediate superior officer under whom the officer being reported on 
directly works.

Where an officer has served in more than one department before his report is 
rendered, the Reporting Officer shall be the immediate superior officer under 
whom he worked for the substantial part of the normal period a report shall cover.

The Reporting Officer may consult the previous department of the officer 
being reported on before the report became due to be rendered.

It is necessary that a countersigning officer should assess 
ciously before countersigning.

06102. It is essential for the general efficiency of the service that Annual 
Reports on servants shall be detailed and candid. Reporting Officers must realize 
that their own capabilities are discernible from the reports they write on their 
subordinates, bearing in mind that they hold their offices as much by virtue of 
their administrative ability as well as their professional ability.

06103. The substance of any adverse comment on an officer’s work or conduct Communi- 
included in a report shall be conveyed to him in writing by the reporting Head of * 
Department in sympathetic terms and with the object of enabling and encouraging 
him to overcome his short-comings. The fact that this action has been taken shall 
be stated in the report itself. A copy of the letter addressed to the officer as well as a 
copy of his acknowledgement should be attached to the Report. Attention is however 
drawn to the provisions of Chapter 4 of these Rules.
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Timing
06202. Head of Departments are responsible for rendering Progress Reports 

at intervals of six months with effect from the date of first appointment. The final 
Progress Report shall be rendered not later than two months before an officer’s 
probationary period or second tour of the contract is due to expire.

06203. If for any reason an officer’s probationary period is due to expire at a 
time when he will be on leave, the final Progress Report should be rendered not 
later than two months before he proceeds on such leave, in order that a decision 
as to the confirmation, deferment of confirmation or termination of his appointment 
may be taken and communicated to him before his departure.

In the case of an officer on contract, if an adverse opinion of his suitability 
has been formed before he proceeds on leave during his second tour a special 
Progress Report shall be rendered not later than two months before he so proceeds, 
in order that Government’s decision as to whether he should be allowed to return 
for a further tour may be taken and communicated to him before he departs, and 
that the officer himself may have the opportunity of deciding before he departs 
whether, in the light of the adverse opinion already formed, it is in his own interest 
to return.

06204. Heads of Departments should address Progress Reports to the Secre­
tary, Anambra State Public Service Commission or the Permanent Secretary, 
Ministry of Establishments, as appropriate, under Personal and Confidential cover. 
The final Progress Report rendered after twenty-one months’ service shall include 
a definite recommendation as to whether the officer’s appointment should be 
confirmed or terminated or his contract should be renewed.

Section 3—Annual Reports on Officers on
Grade Level 07 and Above

06301. The object of Annual Reports is to provide a full record of each Object, 
officer’s work, conduct and capabilities from which his suitability for promotion 
may be judged by the Anambra State Public Service Commission. In order that 
the Commission may be in a position to weigh, in connection with a particular 
vacancy, the merits of officers, it is important that it should know precisely what

06105. Arrangements shall be made with Corporations, States or State-owned 
companies to which officers are seconded to furnish the reports on the officers so 
seconded as required by this Chapter as though such bodies were Government 
departments. It shall be the responsibility of tire Head of Department from which 
an officer has been seconded to request the Corporation, State or State-owned 
company concerned, two months before the due date, to furnish the required report, 
on appropriate Annual Report Forms which shall be supplied to the establishment 

for this purpose.
Section 2 Progress Reports on Officers on Grade Level 07 and above
06201. Progress Reports are meant to provide in respect of officers onproba- 

lon or initial contract, a full record of each officer’s work, conduct any capabilities 
w c. ?? Judge his suitability for confirmation or re-engagement (whichever is 

p^fi??na » an • t0,en®ure that tn cases where an officer’s suitability for continued 
opportmiiTV3 ^°U^’ *s S*ven timely warning of his faults and reasonable
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work the officer has been engaged upon and the judgement formed on that work. It 
is no less important that Anambra State Public Service Commission should receive 
an indication of each officer’s suitability for appointment to a senior grade in which 
he would have to perform administrative or supervisory duties; it may be that the 
officer’s work in the appointment which he holds gives the fullest satisfaction but 
that he is unsuitable for more responsible duties, and the Public Service Commission 
particularly desires to have a record or expression of opinion as to each officer’s 
suitability for promotion when, by his seniority, he may be regarded as eligible to 
be considered for such advancement.

06302. Thirty days before the end of the year, every officer on whom an Action by 
Annual Report is required (see Appendix to this Chapter) shall, subject to any 
departmental instructions which may be issued to supplement this Rule, complete 
and sign the first page of the appropriate number of copies of tire Form and forward 
them, unfolded, through departmental channels to the Head of Department in 
which he is serving. Officers who will be on leave on the due date should take this 
action before proceeding on leave.

06303. The attention of all officers is invited to the necessity for including 
the fullest possible information in their replies to the questions on the front page of 
Annual Report Forms, so that the reports may be used for the object explained in 
Rule 06301 without reference to any other document. For instance, the salary 
grade level quoted should be given in figures, so that they may be compared with 
salary grade levels in other Public Services without reference to printed salary tables.

06304. Every Head of Department shall make such departmental arrange- Depart­
ments as he considers necessary to ensure that thirty days before the due date an 
officer serving in his Department, on whom an Annual Report is required, takes 
the action indicated in the preceding Rule and that the forms thus completed by 
individual officers are forwarded to the appropriate Reporting Officers who shall 
complete the appropriate section of the report which shall then be transmitted to 
the Head of Department together with such separate departmental comments as 
he requires to enable him to write his own comments and endorsements on each 
report.

06305. Not later than fourteen days after the due date, the Head of 
Department will receive from Reporting Officers Annual Reports duly completed 
by them, add his own reports, comments and endorsements, if any, to all copies of 
each report and forward them in sufficient time to reach their respective destinations 
within thirty days of the due date.

Section 4—Reports on Officers on Grade Levels 01-06

06401. In order to provide a full record of the work, conduct and capabilities Progress 
on which to judge the suitability of an officer Grade Levels 01-06 for confirmation, rBnorfcl 
and to ensure that in cases where his suitability for confirmation is in doubt he is 
given timely warning of his faults and reasonable opportunity to correct them, 
Heads of Departments shall arrange for progress reports on such officers to be 
rendered annually by responsible departmental officers.

06402. In order to provide a full record of the work, conduct and capabilities Annual 
on which to judge the suitability for promotion of Standard Clerical or Technical reports.
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06501. All officers including those on contract appointment and employees 
shall be furnished on leaving the service with a Certificate of Service. A daily-rated 
servant with at least two years of service may also, at his request, be furnished 
with a Certificate of Service.

06502. Certificates of Service for issue to officers on Grade Level 07 and above Authority, 
require the countersignature of the Secretary to the Anambra State Public Service 
Commission; those for issue to officers on Grade Levels 01-06 require the counter­
signature of the Permanent Secretary to the Ministry of Establishments, Certificates 
of Service for issue to employees, temporary or daily-rated staff, do not require 
such countersignature.

06504. Certificate of Service must be rendered on the approved forms as 
follows:—

For officers on Grade Level 07 and above—Forms Gen. 58 (in triplicate).
For officers on Grade Levels 01-06—Form Gen. 58a (in triplicate).
For employees, temporary’ and daily-rated staff—Form Gen. 26 (in 

duplicate). Form Gen. 58 shall be forwarded for countersignature to the 
Secretary, Anambra State Public Service Commission; Form Gen. 58a shall 
be countersigned by the Permanent Secretary, Anambra State Ministry of 
Establishments.

06503. The main purpose of a Certificate of Service is that it may be used as Object, 
a reference covering the holder’s Government Service when seeking other 
employment. Accordingly, a Head of Department should, when drafting a 
Certificate give in it that information which he himself, were he in the position of a 
prospective employer, might fairly' expect to obtain from the person who has 
previously employed the holder.

Grade Officers on Grade Levels 04—06, Heads of Departments shall arrange for annual 
reports on such officers to be rendered to them by responsible departmental officers 
at the end of each calendar year.

The Reports on all eligible candidates shall be made available when 
Departmental Selection Boards meet to select candidates for promotion from one 
post on grade level 01-06 to another.

06505. Action to complete the issue of a Certificate of Service should be Timing, 
taken in time for the Certificate to be handed to the recipient before he proceeds 
on leave prior to leaving the service. If it is necessary to include in the Certificate 
of Service of any officer any adverse comment on his work or conduct, the Certificate 
of Service must be completed and handed to him in time to permit him to make, 
before leaving the service, any representations on the subject that he may desire 
to put forward for Government’s consideration.
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07201. Within two years from the date of taking up administrative appoint­
ments in the Anambra State Public Service, the following Administrative Officers 
are required to pass the examinations prescribed in Rule 07202:

(a) Administrative Officers appointed direct to the Anambra State Public 
Service on first appointment;

(b) Administrative Officers promoted from unconfirmed junior post;
(c) Administrative Officers transferred from other Public Service who at 

the date of transfer are under the age of forty years and have not satisfied 
conditions for confirmation.

The following Administrative Officers are, however, exempted from the 
Compulsory Examinations for Administrative Officers:

(i) Officers who were confirmed in the Service in any position, junior or 
senior, whether such confirmation required the passing of a prescribed 
examination as is the case for clerical officers;

(«) all public servants who have reached the age of forty years at the time 
of their appointment/promotion into any grade of the Administrative 
Class;

07101. The object of the examinations specified in this chapter is to test 
the candidates’ ability to apply the rules and principles contained in the books, 
Acts, etc., which form the subjects of the examinations. Accordingly, candidates 
will be allowed to refer during the examinations to the relevant books, Acts, etc., in 
question but not books of model answers or prepared questions.

07102. There shall be an Examination Board appointed by the Cabinet Office 
consisting of representatives of the Cabinet Office, the Ministries of Establishments, 
Justice, Finance and Economic Development and Education and Information which 
shall be responsible for the general policy and conduct of the examination.

07103. An officer who fails to pass, within the time-limits quoted in the 
relevant Rules, the examinations specified in this Chapter as compulsory for him, 
is liable to have his probationary appointment terminated, or his confirmation 
deferred whichever is appropriate to the circumstances and he shall not be considered 
for promotion.
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Gkoup A—Law Examination

No. of Act

149

J

J
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83
89

141

Title of Act

Commissions and Tribunals of Inquiry (1961).
... Illiterates Protection.
... Interpretation.
... Notaries Public Oaths Act, 1963;

Official Secrets Acts, 1962.
... Petitions of Right.

I

i

Group B—Examination in Official Publications

This examination consists of two papers:—
(i) Civil Service Rules.

(n) Financial Instructions.

visions) Act No. 2 of 1958;
2. Legislative Houses (Powers and Privileges) Act (Cap. 102) of

This examination consists of two papers, on the following subjects:—
(!) (a) Nigerian Legal System.

(Z>) Ministerial Government Procedure based on:
1. Ministers’ Statutory Powers and Duties (Miscellaneous Pro-

Syllabuse* 
of exami­
nations.

07203. The following are 
Officers:—

1958; ' 
3. Transfer of Functions (Federation) Order L.N. 258 of 1959;
4. Sections 90-93 of the Constitution of the Federation.

(ii) The main provisions of the following legislation:—
(a) the Constitution of the Federation;
(b) the following Chapters of the Laws of the Federation of Nigeria 

and Lagos, 1958 and the subsidiary legislation made there 
under:—

(iii) all officers who are on first appointment or have been promoted/ 
transferred to senior positions in the Administrative Class, for example, 
Administrative Officer Class V on Grade Level 10 or Administrative 
Officer, Grade IV, on Grade Level 12.

07202. An Administrative Officer who possesses legal qualification obtained 
from a Nigerian University or has been called to the Nigerian Bar may be exempted, 
at the discretion of the Government, from taking Group A of the Examination.
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B.—Examinations under the Pharmacy Act (Cap. 152)
N

addition to whichever of the following specific fees may be appro-

0.50

duties ... Nil

See Rule 09002 for sharing of fees between examiners.
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Civil Service Rules

C.—Other Examinations (e.g., in Official Publications, etc.) 

As for Law Examinations under A above.

For Setting Administrative papers
For correcting paper (per candidate) ...

Sharing of 
fees 
between 
examiners.

N
... 10.00
... 1.00

D.—Part-time Teaching:

Part-time Lecturers/Instructors in Post-Primary Institutions, etc. ... 4.00

Initial fee for undertaking the duties of examiner (per subject and in 
addition to whichever of the following specific fees may be appro­
priate) ......................................................................................................... 4.50

For setting papers (per paper)........................................................................ 10.00
For correcting papers (per examiner, per candidate)............................. 0.50
For conducting practical examination (per subject) ... ... ... 10.00
For conducting viva voce examination (per subject) ... ................10.00
For each candidate examined viva voce (per examiner, per subject)...
Officers of Ministry of Health who are engaged on full-time teaching

FEES FOR EXAMINERS AND PART-TIME LECTURERS/INSTRUCTORS

09001. No fees may be paid to examiners except in accordance with this 
Chapter.

09002. Except where otherwise indicated in the scales of fees, only one fee 
payable for correcting papers in respect of each candidate and only one fee is payable 
for setting a group of papers; if more than one examiner is employed the appropriate 
single fee will be divided between the examiners.

09003. The following is the scale of fees approved for examiners in respect of Scale of 
the examinations specified:— *ees‘

A.—Law Examinations (Rules 07203 and 07403)
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those mentioned in this chapter will be furnished, except that this rule will not confiden-

Health or the transfer of such record to the corresponding office when a servant is 
transferred to the service of another Government.

10103. Every person selected for appointment either in a temporary or in a 
permanent capacity' shall be required to present himself for examination to a Govern­
ment medical practitioner (or one so approved by Government) with a view to its 
being ascertained whether he is physically fit for service. Unless otherwise provided 
in the offer of appointment, the fee for such examination shall be paid by the 
Anambra State Government. If the candidate is not finally passed as physically fit 
for service, his appointment shall not be proceeded with.

10104. The Head of Department may at any time (and shall, if the officer so 
requests) call upon an officer to present himself for examination to an approved or 
Government medical practitioner, or to a duly constituted medical board, with a 
view to its being ascertained whether the officer is physically capable of performing 
the duties of his appointment or of any appointment to which it may be proposed 
to transfer him.

10105. An officer on leave of absence may be required, or at Iris own request, 
may be permitted, by the Anambra State Government or its accredited representative 
to present himself for examination to an approved medical practitioner, with a view 
to obtaining a report as to the officer’s physical fitness to return to his duties or to 
take up a fresh appointment.

10106. In the case of examinations under either of the two preceding rules:—
(a) any fees in respect of the examination shall, in the absence of any 

special regulations or arrangement to the contrary, be paid by the 
Government;

Section 1—General.
Section 2—Facilities for Medical Treatment.
Section 3—Facilities for Dental Treatment.
Section 4—Absence from Duty on account of illness.
Section 5—Curtailment of tour on grounds of ill-health.
Section 6—Health Rules in connection with absence from Nigeria.
Section 7—Injuries.

Section 1—General
10101. “Hospital” means a Government Hospital or 

Government Agency.
“Medical Officer” means a Government Medical Officer or a Medical Officer 

in a hospital run by a Government agency.
“Private Practitioner” means any other Registered Medical or Dental Prac­

titioner.
10102. The medical certificates, report of medical boards, dental treatment 

records, reports of private practitioners and confidential health reports mentioned 
in this chapter will be treated as strictly confidential. No copies of them except treateci 
those mentioned in this chapter will be furnished, except that this rule will not confiden- 
preclude the keeping of an officer’s or employee’s health record in the Ministry of tial.

run by a
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10201. 
iployees and their families and the scale of charges for other Government medical F16”?.

---*■• " — • "o' - ' ' s Nigeria,
thereto.

Attendance by private practitioners in Nigeria
10202. An officer or employee who prefers to be treated by a private practi­

tioner instead of availing himself of Government medical facilities must himself 
bear all expenses incurred through such treatment.

10203. In special circumstance, however, claims for the refund of expenses ExPe°?eA 
incurred by an officer or his wife or dependent children under the age of eighteen r“ “ 
years in obtaining medical treatment from a private medical practitioner may be 
considered where the applicant shows evidence in respect of the following:—

(i) That medical facilities are not available within easy reach at his station;
(«) that he made efforts to obtain medical treatment in a Government 

hospital/health institution, but could not be treated owing to lack of 
medical facilities;

(Hi) that the reference to a private hospital for medical treatment was made 
on his behalf by a Government medical officer; and

(iv) exceptionally, that the case is one of extreme emergency.

Attendance by Ship’s Surgeons
10204. If an officer is embarked by Government or its accredited representa­

tive in a sea-going vessel as an invalid and placed in the charge of the ship’s surgeon, 
the latter s fees for medical attendance on the officer during the voyage will be 
payable by the Government.

(b) the person or persons appointed to conduct the examination shall have 
discretion to call a specialist into consultation and any fee due to the 
specialist for assistance in rendering a report to the Government shall 
be paid from public funds;

(c) the report of the examination shall be furnished to the Government and 
may be communicated to the officer concerned at the discretion of the 
medical officer;

(d) the officer shall, however, be informed at the earliest possible date of the 
decision reached upon his case by the Government after consideration 
of the report; and if the officer is dissatisfied with that decision he shall 
be at liberty to make representations to this effect, in which event the 
Government shall decide at its discretion whether any further medical 
evidence shall be called for.

10107. An officer may be granted leave by his Head of Department for the 
purpose of visiting a medical specialist/dentist, but only if it is certified by the 
local Government medical officer that he is unable to deal with the case himself and 
that it will definitely affect the health of the officer if consultation is postponed. 
An officer granted leave in such circumstances will be treated for the purpose of 
free transport facilities (but not for travelling allowance) as travelling on duty. 
If no medical certificate is given, it will be open to an officer to apply for casual 
leave under Rule 15405.

Section 2—Facilities for medical treatment
The Government medical facilities provided free to all officers,

emj  o  
facilities are specified in the current Hospital Fees Regulations and amendments
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10205. Government will consider claims for the refund of medical expenses 
incurred by officers and their families during voyages duly authorized by the 
Government in cases of serious illness occurring en route and provided that the ill­
ness is not attributable to the officer’s or his family’s negligence. Claims for petty 
bills incurred on board ships will not, however, be entertained.

10206. The Ministry of Establishments may authorize a refund of medical 
expenses (including charges for maintenance) incurred by an officer while overseas 
on leave or on duty provided—

(«) the illness was not due to the officer’s own negligence; c KT- ■
(bj the illness was attributable to conditions in or the climate of Nigeria,
(c) the officer sought to avail himself of the services of the local National 

Health Service (where applicable) and could not obtain the requisite 
attention thereunder within a reasonable time;

(d) the officer informed the nearest accredited representative of the Anambra 
State Government of Nigeria at the earliest date possible that he was 
unable to obtain the requisite attention through the National Health 
Service; and

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

(a) Approval for journeys outside Nigeria for medical treatment will 
only be given by the Head of Service on the recommendation of 
the Chief Medical Officer to the Anambra State Government or 
his Deputy, if he is not available, and will be confined to serious 
cases where a patient’s life is in danger or where the examination 
is necessary for diagnosis of difficult cases or to ensure that a 
patient is fully recovered and able to undertake the duties of his 
office. Where an officer is permitted by the Government of 
Anambra State to receive medical treatment overseas which 
does not involve actual hospitalization, he is entitled to the 
payment of allowances at the normal Estacode rates. Allowances 
also at the normal Estacode rate will be paid to an officer permitted 
by the Government to receive post-hospitalization medical care 
overseas as an out-patient. In all cases, medical treatment overseas 
shall be on the recommendation of a properly constituted Medical 
Board.

(b) Approval for medical check-up abroad will be given by the appro­
priate authority.

SECTION 3—FACILITIES FOR DENTAL TREATMENT 
Government Facilities

10301. The dental treatment provided free by Government dental surgeons 
to officers, employees and their families and the scales of charges for other dental 
treatment provided by Government dental surgeons are specified in the current 
Hospital Fees Regulations and amendments thereto.

10302. Except in cases ot emergency dental treatment by Government dental 
surgeons can only be provided “by appointment”. Except in cases of emergency, 
officers and employees must not leave their stations to visit a Government dental 
surgeon before the latter has confirmed an appointment for the treatment required.

Treatment by Private Dental Practitioners
10303. An officer or employee who prefers to be treated by a private practi­

tioner instead of availing himself of the services of a Government dental surgeon 
must himself bear all expenses incurred through such treatment.
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10304. Tills Rule refers only to types of dental treatment for which no ExPe“?e?1 
charge will be made if provided by a Government dental surgeon. When a servant f® 

ll-J 1 *1 C - t r...„«>nn ... r.r.f . cases.

employee not being on leave of absence nor an in- Duty to 
-------------- . i----- _. • .... report 

when sick.

is compelled, because the services of a Government dental surgeon are not avail­
able to avail himself of the services of a private dental practitioner in order to obtain 
urgent treatment prescribed by a medical officer, he will be responsible in the 
first instance for the fees payable. If, however, the circumstances are recognized 
by the Chief Medical Officer to the Anambra State Government as requiring such 
services, he may authorize a refund to the servant less charges payable under the 
current Hospital Fees Regulations.

SECTION 4—ABSENCE FROM DUTY ON ACCOUNT OF ILLNESS 
Medical Certificate

10401. The following types of Medical Certificate are used in connection Types, 
with the sickness of servants—

(a) Excused Duty Certificate, Combined Medical Form No. Med. 166.
(b) Light Duty Certificate, Combined Medical Form No. Med. 167.
(c) Medicine and Duty Certificate, Combined Medical Form No. Med. 168.
(d) Certificates issued by hospitals run by Government agencies.

10402. An officer or employee seeking one of these certificates should do so 
either—

(a) by presenting himself to the appropriate medical officer for examination— 
in which case he will, unless admitted to hospital as in-patient, be given 
by the medical officer who examines him whichever certificate the 
latter considers appropriate; or

(Z>) by forwarding to 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 collection from such 
medical officer of whichever certificate the latter decides to issue in the 
light of the private practitioner’s report (See Rule 10414).

Responsibility of Officers and Employees
10403. Every officer or employee is responsible for keeping his department Duty 

informed in writing of the address at which it will be possible to find him or ascertain nnrif' 
his whereabouts in the event of his being prevented by illness from attending his 
place of work.

10404. (a) An officer or <
patient in a government hospital who is prevented by illness 
from performing his duties at his place of work, must either 
report the fact immediately to his Department or, within twenty- 
four hours, cause to be delivered to his Department an excuse 
duty certificate, signed by the appropriate medical officer, with 
the contents of which the officer or employee has made himself 
acquainted.

(6) On reporting sick to his Department an officer or employee will 
either:—

(i) receive instructions to seek medical advice forthwith—in 
which case he must cause one or other of the medical certi­
ficates listed in Rule 10401, with the contents of which 
he has acquainted himself, to be delivered to his Department 
within twenty-four hours, or





10405
Chapter 10

ascertain the cause of absence.

Anambra State 
Civil Service Rules

Whois 
responsible.

Recording 
of 
addresses.

Duty to 
seek and 
comply 
with medi­
cal advice.

Enquiries 
about 
absentees.

Duty to 
attend 
Medical 
Boards and 
comply 
with 
recom­
menda­
tions.

Reporting 
of staff’s 
sickness.

10410. Whenever an officer or employee becomes so ill that he is physically 
unable to present himself for medical examination, the circumstances and his 
whereabout should be reported by his Department to the nearest medical officer.

Departmental Responsibilities

10407. Heads of Departments will arrange for the responsibilities described 
in the following four rules to be allocated to appropriate officers.

10408. In each departmental office an up-to-date record must be maintained 
of the residential addresses of the officers and employees employed there (See 
Rule 10403).

10409. If an officer’s or employee’s absence from duty is not explained by 
him within twenty-four hours, enquiry should be made at his recorded address to

(«) be authorized by a responsible officer 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 officer 
is available the specified period will be at the discretion of 
the responsible officer.

(c) Unless absence from duty through illness is covered either by 
admission to a government hospital, by departmental authority 
as explained above, or an Excuse Duty Certificate, it will be treated 
as absence without leave (See Rule 04201).

10405. An officer or employee stationed at a place where a medical officer 
is available must, when so instructed by his Department or when he has been 
prevented by illness for two days from performing his duties at his place of work 
(whichever event occurs first), seek medical advice. An officer or employee may 
seek such advice either from the medical officer or, if he prefers, from a private 
medical practitioner in the neighbourhood; in either case he must comply with 
the advice given. If he prefers to be treated by a private practitioner he must 
obtain the latter’s consent to meet the medical officer in consultation.

An officer or employee stationed at a place where no medical officer is available 
must, when so instructed by his Department, comply with any official arrangements 
made to provide him with medical advice and must comply with the advice so 
obtained.

An officer or employee who has failed to comply with this rule will render 
himself liable to be treated as having been absent without leave.

10406. If for any reason it is decided that an officer or employee should be 
examined by a Medical Board, he must present himself for examination at the 
place and time instructed, and must afterwards comply with the recommendations 
of the Board, which will supersede any medical advice already given to him by a 
medical officer or private practitioner. An officer or employee who has failed to 
comply with this rule will render himself liable to be treated as having been absent 
without leave.



1



10411
Chapter 10

I

Anambra State 
Civil Service Rules

depart­
ments.

When 
Depart­
ment 
reports 
patient 
unable to 
attend.

When 
patient 
attends in 
person.

Appoint­
ment of 
Medical 
Board.

When 
patient 
sends 
private 
practi­
tioner’s 
report.

:nted by illness from performing 
j or authorized as 

requesting the medical

Instructions 
to staff 
reporting 
sick.

10411. When an officer reports that he is prevet— - 
his duties, he should (unless Rule 10410 applies) be instructea 
explained in Rule 10404 (6) and be provided with a note r. 
officer to examine and treat him.

10412. When it is desirable to appoint a Medical Board, it is the responsibili y 
of the Head of Department to initiate action in that regard.

Responsibility of Medical Officer

10413. When an officer/employee presents himself to a Medical Officer for 
examination, the latter will examine and treat him and either give him whichever 
of the certificates listed in Rule 10401 the Medical Officer considers appropriate or, 
if he admits him to hospital as an in-patient, inform his Department.

10414. When a Department reports to a Medical Officer that an officer/ 
employee of the Department is so ill that he is physically unable to present himself 
for medical examination, the Medical Officer will, as appropriate, either arrange for 
the officer/employee to be brought to hospital for examination and treatment or 
visit the officer or employee to examine and treat him. If the examination results in 
the officer/employee being admitted to a Government hospital as an in-patient, the 
Medical Officer will so inform the officer’s/employee’s Department; otherwise he 
will give the officer/employee whichever of the certificates listed in Rule 10401 he 
considers appropriate.

10415. When an officer/employee forwards to a Medical Officer a report on 
his sickness by the private practitioner attending him, the Medical Officer will, 
after such consultation with the private practitioner as he may deem necessary, 
issue whichever of the certificates listed in Rule 10401 he considers appropriate in 
the light of the private practitioner’s report.

The period of excused duty or light duty entered on the first certificate he issues 
will not exceed three days unless the Government Medical Officer has himself 
examined the patient, in which case the period may be for up to seven days. Each 
period of extension thereto shall not exceed seven days and not more than a total of 
thirty-one day’s sick leave may be allowed on such certificates. If the officer or 
employee is still not fit for duty after thirty-one day’s sick leave he shall be examined 
by a Medical Board. This shall also apply to a servant admitted to a private hospital 
on the instruction of a Government Medical Officer, but it shall not apply when a 
servant is admitted to a Government hospital unless the period exceeds three months 
when a Medical Board would have to be held.

10416. On any of the occasions listed in this Rule the Medical Officer will Reports to 
report the circumstances to the officer’s/employee’s Department:—

(a) when an officer/employee is admitted to and when he is discharged from 
Government hospital;

(b) when an officer/employee refuses to carry out or, in the opinion of the 
Medical Officer is neglecting to carry out, the medical advice he has 
been given;

(c) when in the opinion of the Medical Officer, an officer/employee is feigning 
ill-health.
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10421. Sick leave for a period up to three months may be allowed on the 
certificate of a Government Medical Officer. If at the end of that period the officer or 
employee is still unfit to return to duty, his Head of Department must make an 
arrangement for him to be examined by a Medical Board with a view to its being 
ascertained whether he should be invalided from the service or allowed further 
sick leave.

Sick Leave Rules
10417. An officer or employee not being on leave of absence who is absent 

from duty on the ground of ill-health will, provided such absence is covered by 
proper authority be regarded as absent on sick leave.

10418. An officer or employee on vacation leave who is prevented from 
resuming duty at the expiration of his authorized leave by reason of ill-health duly 
certified by a Government Medical Officer may be granted an extension of leave.

10419. (i) An officer can be allowed a maximum aggregate of six weeks sick 
leave during any period of twelve months. Any officer who has 
been on sick leave in excess of this maximum aggregate, unless 
hospitalized, should be made to appear before a Medical Board.

(w) An officer who is incapacitated as a result of injury sustained in the 
course of his official duties shall be entitled to draw full salary until 
he is discharged from sick leave or permanently invalided.

10420. An officer or employee who is recommended by a Medical Board or 
a Medical Officer to be permanently invalided ceases, with effect from the date of 
recommendation, to be eligible for sick leave (See Rule 15205).

Section 5—Curtailment of Tours of Expatriate 
Officers on Grounds of Ill-health

10501. It is the duty of Heads of Departments and Medical Officers to take 
steps to ensure that no expatriate officer is ..L„. ;.lo ololc ui
health renders it desirable for him to go on leave. This in no way limits the clear

10422. On the certificate of a Government Medical Officer (or when circum­
stances render such certificate unduly difficult to obtain, on the certificate of a 
responsible departmental officer), daily-rated staff absent from work in consequence 
of illness may be allowed sick leave up to the following aggregate limit within 
each calendar year:—

(а) 14 days on full pay;

(б) 12 further period of days on half pay, at the discretion of Head of 
Department; and

(c) In case of a special hardship, an extension of sick leave on half pay up to 
a maximum of 32 days should be granted at the discretion of the Head 
of Department.
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duty of every individual officer to report to a Medical Officer when he considers 
that his health is becoming impaired and to carry out any recommendations or 
instructions made or given to him by a Medical Officer in order to mitigate such 
impairement. No expatriate officer will serve a tour of over eighteen months without 
a special medical certificate stating that he is fit to extend his tour.

10502. After an expatriate officer has completed twelve months of his tour, 
a certificate from a Medical Officer, giving in full the reasons for his opinion that 
the state of the officer’s health renders it desirable for him to go on leave, will be 
sufficient to justify the officer’s Head of Department authorizing him to proceed on 
vacation leave without completing his full tour.

Invaliding

10503. At any stage of his tour an expatriate officer may be invalided by the 
Government on the recommendation of a Medical Board composed normally of 
the Superintending Medical Officer as President and one or two Medical Officers 
as members.

10504. When a medical board recommends that an expatriate officer should 
be invalided, the board will:

(a) forward to the Chief Medical Officer its proceedings and recom­
mendations in triplicate, on Combined Medical Form No. 26, together 
with full clinical notes in duplicate;

(Z>) immediately inform the local head of the officer’s Department of its 
decision to recommend invaliding and of the passage arrangements it 
recommends;

(c) copy the information under (6) to the Medical Officer attending the 
officer;

(il) at its discretion the board will inform the officer concerned.

10505. On learning that it has been decided by a Medical Board to 
recommend the invaliding of one of his expatriate officers a Head of Department 
or his local representative will:—

(a) on the advice of the Medical Officer attending the invalid and in 
collaboration with the Anambra State Cabinet Office and the Ministry 
of Establishments, the necessary passages and the preparation of leave 
papers will be arranged in accordance with Rules 15406 and 16221 and 
instruct the officer as to the date on which and the route by which he 
should travel; in cases of urgency the requests for passages and leave 
papers should be made by telegrams and confirmed by the appropriate 
written forms;

(b) forward, in triplicate, to the Medical Officer last in attendance on the 
invalided officer, Combined Medical Form No. 25 (confidential health 
report) with answers to the first three questions thereon duly inserted 
and signed.

10506. On learning from a Medical Board that it has been decided to > 
recommend the invaliding of an expatriate officer he is attending, a Medical Officer ( 
will:—

(a) provide the invalided officer’s Department with such advice and 
assistance as may be necessary in connection with passage arrangements;
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10602. Unless the rules in this section are complied with, an officer will not 
be entitled to pay during any extension of his absence from Nigeria which may be 
necessitated by ill-health.

10603. r - ‘  
Nigeria, every officer is required to present himself to the appropriate Medical

Not earlier than seven days before leaving his station to depart from Medical
— " J examina-

Officer for medical examination. *” rr r Hon^before

(6) obtain three signed copies of Combined Medical Form No. 25 from the 
officer’s Head of Department (or if the invalided officer is himself the 
Head of Department, from the Ministry of Establishments) and forward 
them to the Permanent Secretary, Anambra State Ministry of Health 
after completing the first page on all three copies.

10507. On receiving the proceedings of Medical Board recommending that 
an expatriate officer be invalided the Permanent Secretary to the Anambra State 
Ministry of Health will:—

(a) send one copy of the Board’s proceedings to the Anambra State Ministry 
of Establishments;

(b) send one copy of the Board’s proceedings together with the copy of 
clinical notes to the Embassy/High Commission of the officer’s country 
of origin in Nigeria;

(c) file the triplicate copy of the Board’s proceedings and the duplicate of the 
clinical notes;

(d) obtain from the Medical Officer last in attendance on the invalided 
officer the three completed copies of the first page of the Combined 
Medical Form No. 25 referred to in Rules 10505 and 10506, file one 
copy and send the other two to the Anambra State Ministry of 
Establishments for onward transmission as may be necessary;

(e) in the case of an officer from a State Public Service, copies of the above 
documents will not be filed by the Permanent Secretary to the Anambra 
State Ministry of Establishments, but will be sent to the appropriate 
State Ministry of Establishments.

(/) advise the Anambra State Ministry of Establishments of the appropriate 
decisions to be taken in cases of permanent invaliding, whether the 
decision of the Board should be approved or the officer could be 
temporarily invalided for further medical treatment and return to duty.

10508. Cases of temporary invaliding will be referred to an appropriate 
Consultant Physician for further advice as to the officer’s further usefulness to the 
Anambra State Government.

Cases of permanent invaliding recommended by a Medical Board and 
supported by the Chief Medical Officer to the Anambra State Government will be 
regarded as final and appropriate invaliding action will be taken by Government.

Section 6—Health rules for expatriate officers during absence
from Nigeria

10601. In this section the word “officers” means an expatriate officer proceed- Application 
. i------  anj defini­

tion.
Effect of 
rules on 
salary.
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Section 7—Injuries

This section does not apply to any person who is a workman to whom Application.10701. ‘_______ „_vr................................ „
the provisions of the Workmen’s Compensation Act (Cap. 222) apply.

10702. When an officer or employee sustains an injury as a result of an Actionby 
accident encountered in the course of performing his duty, he must immediately 
inform the nearest Medical Officer unless he is unable, by reason of his injury to 
do so.

Medical form of advice regarding health during absence from 
Nigeria

10604. On presenting himself for examination in accordance with Rule 
10603, an officer will receive from the Medical Officer a form of advice (Combined 
Medical Form No. 24) regarding the care of his health during his absence from 
Nigeria.

10605. L ,
contained in his combined Medical Form No. 24 and may be required to show that 
he is doing so.

10606. An officer may, during his absence from Nigeria, be required by the 
Anambra State Government or its accredited representative to produce his Com­
bined Medical Form No. 24. If he is unable to do so he will either be sent to a 
Consultant Physician and required to pay the latter’s fee or be directed to furnish a 
medical certificate at his own expense. No refund of any of these costs will be 
entertained unless the officer can offer an acceptable explanation for his inability to 
produce his Combined Medical Form No. 24.

10607. If an officer falls ill and so requires medical attention during his 
absence from Nigeria, and remains ill for a week, he must report the fact to the 
nearest Nigerian Mission Overseas or, where applicable, to such other office as 
may be specified for this purpose in his leave papers; and he should at the same 
time forward a certificate from his medical attendant stating the nature of the 
illness and its probable duration. In return he will receive instructions as to any 
further action he should take.

10608. If the Medical Officer who examines an officer before the latter’s 
departure from Nigeria recommends that he should be examined by a Physician 
during his absence from Nigeria, this information should be transmitted to the 
Nigerian Mission in the country which will advise him accordingly. Similarly 
an officer may, after reporting to the Nigerian Mission in accordance with Rule 
10607, receive instructions to present himself for examination by a Physician. 
Every officer is required to comply with such instructions and to carry out such 
advice as he may be given by the Physician.

10609. It is the duty of every officer to consult a Dental Surgeon and to 
secure all necessary dental treatment. In cases where dental treatment required 
after an expatriate officer’s return to duty is held to be directly attributable to 
neglect of this rule, Government reserves the right to refuse the grant of leave with 
pay and transport facilities under Rule 15402 for obtaining such treatment, and 
the refund under Rule 10304, of any expenses incurred in obtaining it.
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10703. When a Medical Officer receives information of injury to an officer 
or employee, whether the information is received from the injured person or from 
any other source, he shall as soon as possible report details of the injury to the 
appropriate Head of Department or the latter’s local representative.

10704. When a Head of Department or his local representative is informed Action ^by 
by a Medical Officer, or any other person, of an injury sustained by an officer or '*’* n 
employee as a result of an accident in the course of his duty, which might lead to a 
claim for a special award under the Pensions Act or otherwise, he shall call for a 
report by a Medical Officer if no such report has already been received. On receipt 
of the medical report the local Head of Department 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 Ministry of Establishments, sending 
a copy of his report to the Head of the injured person’s Department. If, however, 
after his inquiry the local Head of Department 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 ?
(A) Was the accident due to any fault of the injured person ?
(c) Was the accident specifically attributable to the nature of the duty being 

discharged ?
. The Board’s report shall be forwarded by the local representative together 

with his report thereon to the Anambra State Ministry of Establishments through 
the Head of Department concerned.

In the case of fatal injury the local representative shall convene a Board in the 
same way unless the information provided by the Coroner’s inquest is clearly 
sufficient for the purpose of deciding whether a special award should be made.
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11004. The passage privileges for which an officer is eligible in respect of his Passages for
wife and children are specified in section 2 of Chapter 16. The booking arrange- 'Y‘?Xand
"tents for free passages are explained in Rules 16221 and 16223. children.

RESIDENCE IN NIGERIA OF WIVES AND CHILDREN OF 

EXPATRIATE OFFICERS

11001. This Chapter applies to expatriate officers only.
11002. Every officer, irrespective of grade has the privilege of bringing his 

wife and children to Nigeria. When an officer intends to exercise this privilege he 
should inform his Head of Department of the date on which his wife and/or 
children are expected to arrive.

11003. It shall be a condition on which an officer exercises the privilege 
described in Rule 11002 that he shall not be entitled to any preferential treatment in 
the matter of posting, housing and allocation of duties by virtue of the fact that his 
tl'lA * nn/J -a.1—’___
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CHAPTER 12
EQUIPMENT, COMPENSATION, INSURANCE AND 

PERSONAL EFFECTS
12001. Where necessary, officers holding senior posts arc required to provide 

themselves with camp equipment (including an approved type of filter); see Chapter 
20 for rates of allowances. Heads of Departments should, when advertising to fill 
vacancies in senior posts, indicate whether or not it will be necessary for the officers 
appointed to provide themselves with camp equipment.

Compensation for loss of Private Property
12002. (a) Officers will not in general be entitled to compensation from 

public funds for loss of property in circumstances arising out of their service, 
and their attention is drawn to the possibility of insuring their property against 
many types of loss or damage. Cases of loss arising through special circumstances 
will be considered on their merits; but even if compensation is approved ex gratia by 
the Government, it will as a rule be given only in respect of articles actually or 
conventionally necessary at the place of the loss when it occurred, and the amount 
of the grant will as a rule be limited to two-thirds of the current value of such 
articles. Claims for compensation may be withheld altogether if the loss or damage 
was due to negligence for which the officer was responsible or which could 
reasonably have been covered by' insurance.

(h) If it is necessary' to insure Government furniture as well as personal effects 
of an officer occupying Government rented building, it will be necessary for such 
officer to pay into revenue his share of the insurance premium paid on his behalf 
during the period of his occupation of such building in order that he may have his 
share of claim from the insurance company' in the event of any loss or damage 
to his property in such building.

12003. Since all the Local Government areas in the Anambra State are 
tsetse infected areas, no officer is entitled to horse allowance 
thereof in the case ot the loss of a horse owned by an officer.

12004. If the motor vehicle of an officer, whilst being used for official duties 
is damaged as the direct result of civil disturbance, Government will accept 
responsibility for such damage. Eor the purpose of this Rule, “Official duties’’ will 
be deemed to include journeys between house and office.

Passenger Flight Insurance
12005. 1 he following persons when travelling by air, land or sea 

ment expense will be eligible for free insurance cover as follows:—
Capital Benefits

Insured
N
20,000 
10,000 
10,000 
10,000 
10,000
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12012. To minimise the risk of loss or
« baggage, officers are adv;sed in their own 
baggage by baggage p • r to proceeding on 

nftC°U'd shipped as they stand
12013. On receiving an officer’s application 

shipment, a Head of Deoartment shall— .
(") complete the necessary “Application for Shipment of Unaccompan. 

Baggage” Form Gen. 52 and forward it to the Government Coas 
Agent;

M) ensure that baegage is marked in large clear letters with the name of t 
officer and consigned to the Government Coastal Agent at the Lag 
terminus flddo) if sent bv rail. The number of the waybill and date 
despatch should be telegraphed to “COASTAGENT, Apapa” and t 
waybill forwarded to the Coastal Agent at Apapa by the quickest meai 

baggage is sent by road it should be delivered to the Baggage Offic 
of the Government Coastal Agency at Apapa;

K) obtain and forward to the Coastal Agent a Statement showing the numb 
and type of package. Insurance will be arranged by the Coastal Agei 
"desired by the officer, in which case he should state the value for whi 

,cover is required;
( ) forward to the Government Coastal Agent by registered post keys 1 

opening of cases if required by Customs;
obtain from the officer concerned the name and address of a clean’. 
agent nominated by him which should be communicated to the Gover 
"lent Coastal Agent for the onward despatch of shipping documer 
and keys. If so requested, the Government Coastal Agent is prepar 
0|a!’P0lnt such an agent at the port of destination;

retired C°aStaJ ^gcnt the CXtent ,o which the personal effects 
The bJ 1CCr%a7 -,h.C,r tran,sP°rt are covered by Government warrar 
loads .r ’?■ °f ?C‘gllt be recoverable from the officer before t’ 
itMUb are shipped;
contaOc?Ctehe,,eing bagga«e/n excess of his normal entitlement shou 
to make; G"'ernment Coastal Agent on the appropriate depos

C oastal Agency at Ports of Port Harcourt .Gov.er",ne’
<>r any other port. arcourt, Calabar, Warn and Sape
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(including acting appoi

MEMORIAL8

Section 1—General.

Section 2—Petition Rules.

SECTION

on matte 
allowance

or private nai
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chapter
and petitions

SECTION 2—PETITION RULES

13201. For the purpose of this section a “petition” is a formal appeal te= 
ultimate authority that is to the Head of Government for special consideration o 
a matter affecting an officer personally. It must be distinguished from a letter o 
representation addressed to an appropriate senior officer of Government in th= 
normal way.

13202. Petitions by an officer (or by an ex-officer on matters relating to hi= 
conditions of employment as an officer or his condition as a pensioner of Govern— 
mentjniust be submitted in accordance with the rules set out in this section.

13203. An officer must not attempt to bring political or other outside inffiicnc<= 
to support his individual claims as a civil servant. If he is dissatisfied, his prope^H 
course is to make representations to his immediate superior officer or Head o= 
Department. If his representations are not successful, it is open to him to submit 
a formal petition to the appropriate authority under Rule 13101.

13101. Every officer who has any reprei 
make to the Government should address them to

(«) The Secretary to the Anambra State Public 
respect of matters relating to appointments ( 
"rents), promotion, transfer and discipline;

OR
(A) The Permanent Secretary, Ministry of Establishments, 

relating to other conditions of service, e.g., leave, passages, 

pensions, gratuities, etc.
L102. Any officer in the Anambra State Public Service may address tl 

Head of Government, in which case he must transmit such communicatioi 
unsealed and in triplicate to any of the channels mentioned in the preceding Rul 
requestmg that the petition be forwarded in due course to the Head of Governmen 
I'.'ery letter, memorial or other document which may be received by the Head c 

ournnient otherwise than through the proper channel will be returned to th. 
"nter. f he rule requiring transmission of communications to the Head of Govern 
mint through the appropriate channel is based on the strongest grounds of publE 
lomemence, in order that all communications may be duly verified as well ra 
reported on before they reach the Head of Government. It extends therefore t 
communications relating to public affairs as well as to the concerns of the writer.





I

Ji

13211. Representations 
staff will not normal^ 1 
wliosc decision shall be final.

_1_. ; or petitions from 
illy be forwarded beyond the II

ed to any of the eha 
’ and an advai 

case, one copy '

12204, j
tnefe, na , Petition must be submitted th 
“ ~ nie,y through die petitioner’s immed 

■"‘—t rhe petition with his cc 
,..1 State Public Scrvii 
of Establishments in 

It is in the pet 
>uting of a petiti 

duly verified and

State 
bivil Service Ru[e$

the Secretary of the A”a,nb,r - ■ 
Secretary of the Minify °J 
instructions in forcc at the time, 
mentioned rule concert1111® ? • 
order that the petition wi» bC 
final destination.

13205. A petition address'.
Rule must be submitted >n d.£CCas< 
appropriate authority In e,th 
Department.

n,n, a -t bear the signature
b206. A petition must ..,hen written by t

Petition should contain « statement that he has bee 

person or persons.

•3208. A petition which:—
(') docs not comply with Rule 13206;'
(«) deals with a case in which legal remedies

('") is illegible or meaningless;
('<■') is anonymous;
(v) is worded in abusive or improper languu

(w) merely repeats the substance of a previ
new relet ant matter, will not be entertai

13209. A petition should conclude by' stats 
redress sought, and a petition which exceeds in lei 
a 0 include a summary of the reasons adduced in sn

13210. When a petition is submitted more t! 
complained of has been given, the petitioner should 

allure to give an adequate explanation will materi:
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circumstances, they

Condition
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... General.

... Officers on Grade Level 07 and above.

... Officers on Grade Level 06 and below.

Care of 
quarters.

Certain 
appoint* 
ments

Alterations 
to structure 
and fixture

OCCUPATION OF GOVERNMENT QUARTERS

Section 1 ...
Section 2 ...
Section 3 ...

14104. It shall be a condition on which an c    
Government quarters that he pays rent therefore by deduction from salary in 
accordance with the rent rules specified in Rule 14206.

14106. An officer provided with Government quarters is responsible for 
maintaining in good order all articles of Government furniture included therein, 
and for the cleanliness of the quarters including the compound and domestic 
servants’ quarters, which he must inspect from time to time.

14107. An officer provided with Government quarters is prohibited from 
altering the structure or fixtures. If any alteration is desired application must be anu UIIUIC 
made to the Ministry of Works and Housing responsible for the quarters which will prohibited, 
arrange for the alteration if approved. Mosquito proofing and fixings must not be 
removed without the approval of the medical authorities. The officer to whom the 
quarters have been allocated will beheld responsible for any contravention of this Rule.

Section 1—General

Compulsory Occupation of Government Qi'arters

14101. The members of Fire Services up to and including the rank of Station 
Officer are normally required to live in barracks whilst on duty and if, in exceptional  
: ---- 1------- , are not provided with rent-free Government quarters they will carry liabi-
bc eligible for a rent allowance at rates determined by Government in the light of

- ~ — — - ... - - - - - - • ** ’ » Certain
night he may be required to live in specified Government quarters in the necessitate 

. u:—i------ c----- 1- occupation
of specific 
quarters.
Otherwise 
no compv 
sion.

14103. Except as provided in the two preceding Rules no servant shall be 
compelled to occupy Government quarters if he prefers to make other arrangements 
for his accommodation.

. . . , . , conoiuuu
officer is provided with aftaching 

’ 1 to occupa­
tion of 
Govern­
ment 
quarters 
payment of 
rent.

14105. It shall be a condition on which an officer is provided with 
Government quarters that he does not sub-let any part thereof or use the quarters p 
to take in a lodger or paying guest. An officer who fails to comply with this Rule is 
guilty of gross misconduct.

such circumstances.

14102. If a servant’s duties necessitate his being available at any hour of the 
day or r „'' ’ , ’ — ■ - ■ ~
vicinity’ of his place of work.
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payment.

5

Anambra State 
Civil Service Rules

Notice of 
vacation.

Vacation of 
quarters on 
resignation,

retirement.

Removal of 
furniture 
prohibited.

14108. Government furniture in Government quarters belongs to the quarters 
to which it has been issued and no articles of furniture may be interchanged between 
quarters (or between quarters and offices) w ithout the prior sanction of the officer 
controlling the quarters.

14114. No officer shall continue to occupy government quarters after the 
date on which his resignation takes effect, or beyond 42 days from the date on which rc51Emmo_ 
he starts his retirement leave or from the date he finally leaves the service from any transferor 
other cause.

(i 14110. Government quarters must be taken over from, and handed

and Housing) of the officer controlling the quarters. Anin-coming occupant must 
acknowledge receipt of the quarters and all articles of Government furniture therein by 
signing the furniture inventory and key register; an out-going occupant must hand over 
the keys of the quarters he is vacating to the authorized representative of the officer 
controlling the quarters, and remains responsible for the quarters and all articles 
of Government furniture therein until he obtains the signature of such authorized 
representative to the furniture inventory and key register in acknowledgement 
of their surrender.

.14113. On taking over Government quarters an officer must immediately J.®??0?5’' 
notify the fact to the authority (or authorities) locally responsible for making ' !-£v“r_ 
electricity and water charges. At least forty-eight hours before surrendering the Electricity 
quarters he must notify the same authority (or authorities) of his intention to and Water 
surrender them; otherwise he will be responsible for any charges accruing up to Authorities,
such time as the meters are read.

14110. Government quarters must be taken over from, and handed over to jj^and 
the authorized representative (normally the quarters clerk of the Ministry of M orks handing1 TT- • - - • — .... t must over

14109. An officer provided with Government quarters must give at least 
forty-eight hours notice to the officer controlling the quarters of his intention 
vacate the premises.

14111. Unless an officer, at the time he takes over Government 9“ar?.^’ biiity for 
inuemnifies himself by reporting any deficiency or damage to the officer contro i g degeien.

making good any deficiency, damage or neglect discovered at the time he han . 
over the quarters. In particular, an officer will be charged 25k for every ordina , 
or rim lock keys he fails to surrender, and N1.25 for every yale key.

Electricity and Water Charges

14112. Unless exempted by special conditions of service an officer provided 
with Government quarters is required to pay all electricity and water charges raised 
thereon in respect of the period during which he retains the use thereof. Accounts 
for these charges must be settled promptly.
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Quarters in 
Govern­
mentrest 
houses.

Sharing of 
quarters.

Rates of 
rents.

Full rent to 
be deducted 
from salary 
in first 
instance.

■

Retention of 
Government 
quarters 
during 
vacation 
leave 
normally 
prohibited 
to expatria 
officers. 1

14203. No rent is payable by an officer if the sole accommodation with which officers 
he is provided by Government is:— occupying

certain 
building not intended for permanent occupation quarters.

• nr hut prprtpH in connection with a special and/or

I!

except with the permission of the Head of Department m writing.
If occupation of quarters continues beyond the period specified in this Rule, 

the occupants would be ejected.

SECTION 2—OFFICERS ON GRADE LEVEL 07 AND ABOVE

14201. In this section the term “Officer” means an officer on Grade Level 07 
and above.

14202. Except as provided in the second part of this Rule no expatriate^officer 
may retain the use of Government quarters during his vacation leave, even thoug 
he may be willing to pay the rent. In special circumstances and provided that me 
duration of an officer’s vacation leave is not expected to exceed forty-two daysne 
may, at the discretion of the officer controlling the allocation of the: quarters in 
question, be given special permission either to retain the use of his quarters or to 
moved into other quarters during his vacation leave, on payment of re ■
An expatriate officer is only eligible to retain the use of Government qua 
his vacation leave if he is expected to resume duty at the same station and 
controlling the allocation of the quarters, at his discretion, authorizes the retennon.

Rent Rules
14203. No rent is payable by an officer if the sole accommodation with whi

(a) a tent;
a temporary shelter or bu.iumg m.u.uw..... r—-------- ‘ j/nl
such as a “bush” house or hut erected in connection with a spe
temporary duty;

(c) a caravan.
14204. An officer staving with another officer in Government 

own station shall be deemed to be provided with Government quarters u 
prejudice to his entitlement to separate quarters when available.

14205. Except for the first three days and the last three days of each period of 
posting to a station an officer who occupies a Government rest house in 
station shall be deemed to be provided with Government quarters unti sue 
as other quarters are available.

14206. Officers provided with Government quarters other than thosespecified 
in Rule 14204 are required to pay rent at the rate of one-twelveth of salary ( J/o) J 
to a maximum of N300 per annum. For the purpose of this Rule the alary o 
officer includes basic salary, acting allowance and inducement a i ion, 
applicable.

14207. Except in respect of periods when, by virtue of Rule 14203, no> rent is 
payable (in which case the circumstances must be explained and certi e Y 
on behalf of the officers’ Head of Department in the remarks column ot the o cer 
monthly salary voucher, and no rent deduction will be made therefrom) u ren
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Rent rebate 
of 100 per 
cent.

Entitlement 
to Govern­
ment 
quarters.

When 
quarters 
cannot be 
allocated a 
refund of 
hotel 
expenses 
maybe 
granted.

Rent rebai 
of 75 per 
cent.

Rent rebate 
of 50 per 
cent.
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from’t? ^stance, be deducted from the total of an officer’s monthly salary
oreced'le '1C 0CCUP*ed Government quarters to the date immediately 

0 The wbich he officially hands over his quarters—both dates inclusive.
of the sPonsibihty for claiming any rebate allowance under the following three Rules 
be m-wf11 S° , ducted will then rest with the officer himself. Rebate claims should 
certificatesT0?*dd a** ^reasur-' ^orm 166 duly supported by the appropriate 

under^Ruf" 1«n7^1Cer sbab cnt’dedto a rebate of 50 per cent, of the rent paid 
with whiclThe’ 'l^espeet °f any period during which the sole accommodation 

(«) quarters shared with another officer, or with other officers with the prior 
permission of the officer responsible for allocating quarters in the 
station in which they are situated; or

' ) quarters .whether temporary, semi-permanent or permanent, which do 
not provide at least two living rooms for the exclusive use of the officer 
(or this purpose a bedroom is classed as a living room); or

(c) unfurnished quarters, whether temporary, semi-permanent 
permanent; or

(d) temporary quarters with or without furniture.
under1 ata-7 ^CCr s'la" be entitled to a rebate of 75 per cent, of the rent paid 
with whe k k • Z in resPect any period during which the sole accommodation 
* «* H2O30" (■WI
during wk’ i ?®cer is entitled to 100 per cent, rebate on rent paid for any period

r.1 “e ls not °ccupying Government quarters. An officer is regarded as 
P. g oc ernment quarters until he has officially handed over his quarters.
14211 - (») The following officers are entitled to Government quarters:—

(а) An expatriate officer;
(б) An officer whose salary' is N2,856 and above per annum;
(c) An officer appointed” to duties which require him to be 

.... °n “call duty” night and day.
(“) W hen an officer entitled to quarters cannot be allocated one, he 

" ill be eligible to receive a rent supplement in lieu of Government 
accommodation at the rates specified hereunder:—

Officers on salary Grade Level 15 and above N60 per month 
Officers on salary Grade Levels 10-14 ... N50permonth 
Officers on salary Grade Levels 8-9 ... N40 per month

A female officer who vyould otherwise be eligible to receive rent supplement 
ut is married to an officer in any sector of the public service who already receives 

rent supplement or occupies Government quarters is excluded.
14212. \\ hen an officer, who would normally be allocated quarters is required 

to stay at an hotel or catering rest house until quarters can be found for him, he may 
be granted a refu nd of the bill for the board and lodging only of himself, wife and 
children, less 75k per night per person for the first twenty-eight nights and less 
•4 J-50 per night per person for any period thereafter for himself and his wife and 
half those rates for each child. No Nigerian officer may stay in an hotel for more 
than 28 days at Government expense.
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“officer” does not include an

■ided with Rates of
rent.

... 60k per room per

allowance drawn.
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officer on Applica­
tion.

... 50k per room per month.

month.

14301. In this section the term
Grade Level 06 and below.

14302. An officer is entitled to retain the use of Gov ^^"^station and the 
his vacation leave unless he is expected to resume duty at a dttteren^ ]eave 
officer is then expected to vacate his quarters within one mon o s

(c) Standard type quarters 
completed on or after 
1st January, 1947

(6) Standard type quarters 
completed prior to 1st 
January, 1947 with:

(i) One or two 
rooms

(it) More than two 
rooms

Retention 
of Govern- 

,v.------- ment
if starting his leave, quarters 

during vac­
ation leave.
Compul­
sory occupants 
exempt.
Period 
rent.

Section 3—Officers on Grade Level 06 and Below

Steffisat Government expense) less 75k per night per person. on vacation

special cases und )S ?^a^e.'3y an officer, who by virtue of Rule 14101 or in the 
Cute 14102, is required to occupy specific Government quarters.

specified in tlwU^n * Pr°y>ded in the preceding Rule rent, at the appropriate rate 
over Government °"’lnK Rule is payable from the date on which an officer takes 
officially hands m t^u?I?ers t0 the date immediately preceding that on which he 
controlling the quarters I?”h <1 .aut^or,zec* representative of the officer

14305 Tl

ype of quarters Appropriate rate of rent
- on-standard type ... As fixed by the local Head of Department in 

consultation with the Resident or Administra­
tive Officer in-charge of division subject to a 
maximum of 6% of salary or salary plus acting 

allowance.
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In this Chapter the following terms are used with the following Definitions.
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Section 5 ...
Section 6 ...

Leave

... Definitions and General.

... Leave Rules for Nigerian Officers.

... Leave Rules for Expatriate Officers.

... Miscellaneous Leave Rules for Officers on Grade 
Level 07 and above.

... Leave to take Examinations.

... Leave Rules for Daily-rated Staff.

Section 1—Definitions and General

Section 1 ...
Section 2 ...
Section 3 ...
Section 4 ...

15101.
meanings:—

Aiit/ion^ed Leave. “Authorized leave” is the vacation leave actually 
thereof °n any Part*cu'ar occasion, together with any authorized extension

;The “declared destination” of an officer and his wife, 
6 Passa8“ Privileges, is the place, within the country in respect of 

e passage privileges are granted, which is declared by the officer to be 
me place to which he himself will proceed on disembarkation in that country.

Deferred Leave. Deferred leave” is vacation leave which an officer is 
P.. . e ,° carry forward to an occasion subsequent to that immediately 
following the year or tour in respect of which it was due.

Larned Leave. Earned leave” is the vacation leave due in respect of the 

XX/rJ«rC-Precedine the occasion on which if “enjoyed'
(a) I he tour of an officer granted Nigerian leave ends on the day he 

, rS °uty to proceed on leave (except that the end of tour of 
a est African officer who spends his Nigerian leave in his home 
country at his own expense may be calculated as though he were 
proceeding on overseas leave, provided there is no unnecessary delay 
between his relinquishing duty and leaving Nigeria).

(Z>) rhe tour of an officer granted overseas leave ends on the day 
immediately preceding that on which the ocean-going vessel or airliner 
by ,'vh'oh he travels from Nigeria departs from the port or airport at 
winch fie joins it, or if he travels overland on the day immediately 
preceding that on which he leaves his approved point of departure.

Leave.—Unless otherwise stated in the context “leave” means leave with 
full salary.

“Leave-earning service” is a tour and any other 
period of c uty which the Government may approve to be leave-earning service.
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Dismissal.

Sunday and 
public 
holidays.
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Authority 
for leave.

than would be involved by payment of leave transport grant to.and fromth 
officer’s Nigerian home place; except that the Ntgenan destina ton of a West 
African officer who decides to travel to his home country a Nireria) 
for his Nigerian leave may be taken as the port (or other exit pom B
from which he may reasonably be expected to travel to his home J •

Nigerian Leave.-' ‘Nigerian leave” is vacation leave transport grant limited 
to journeys to and from a place within the Federal Republic o g

Overseas Leave.—'“Overseas leave” is vacation leave enjoyed overseas with 
passage privileges.

Resumption of Duty.—
(а) The date of resumption of duty of an officer returning from

leave is the date on which he reports for duty at the pl « speafied 
for this purpose by his Head of Department (ex“P, countrv 
African officer who spends his Nigerian leave in hi hp.reated
at his own expense may, for the purpose of resuming y,
as though he were returning from overseas leave, provided that n 
reports for duty at the place specified by his Head o p 
without unnecessary delay after re-entering Nigeria).

(б) The date of “resumption or assumption of duty of an officer 
from overseas leave (or assuming duty) is the date on w 
leaves, in Nigeria, the ocean-going vessel or “fhner y  
returns or, if he returns overland, the date on which he arrived at 
approved point of arrival or, if he returns to Nigeria befor xp 
tion of his authorized leave, the date on which he repo s J •

Tour.—A “Tour” is the period of service between the 
resumption of duty and the end of tour as defined above, both dates inclusive.

Vacation Leave.—“Vacation leave” is leave with full salary following a tour, 
at the rates quoted in Rule 15207.

Leave Year.—The term “leave year” is the period between the first o 
January and the 31st December of the same year.

General
, .k Unless otherwise stated in these Civil Service Rules, leave is granted 
by the Government at its discretion and Heads of Departments are authorized to 
sanction the grant of such leave as is permissible under this Chapter to officers, 
employees and daily-rated staff under their control.

15103. Officers and employees who are dismissed will not be granted leave.

■ z 15104. The period of any leave granted under the provisions of this Chapter 
therein °therW'Se 8tated) incIus‘ve of all Sundays and Public Holidays occurring
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the ground of public policy.Unless
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leave for 
courses of 
study.

Duty during 
leave.

against 
deferred 
leave.

Leave 
rosters.

Action by Head of Departments

15105. In order to maintain uniformly, the proper proportion of officers on 
duty and to ensure that all officers are granted the amount of leave for which they 
will be eligible during the leave year at the times most convenient to the Public 
Service, Heads of Departments are required to prepare and maintain leave rosters 
in respect of annual vacation leave for all officers in their Departments. Such leave 
rosters should be prepared during the first quarter of the leave year. The Head of 
Department will then notify all officers when it will be convenient for the officers 
to proceed on annual leave. Such notification should be made before the end of 
April of any leave year except in the case of an officer joining the service during the 
course of the leave year, in which case Rule 15210 shall apply.

15106. Heads of Departments will notify before hand the Secretary to the 
Anambra State Government of the date on which they propose to go on leave.

15107. When an officer or employee is granted leave on half or no pay his 
Head of Department will report the fact to both the Auditor-General and the 
Accountant-General of the Anambra State, where appropriate, quoting the name, 
rank and station of the officer or employee and full details of the leave granted.

15108. Temporary staff (excluding month-to-month

Leave of 
Heads of 
Depart­
ments.
Leave on 
half or no 
pay to be 
reported to 
Audit or 
Treasury.

15108. Temporary staff (excluding month-to-month employees) may be Temporar 
granted vacation leave, leave to visit a dentist, leave to take examinations, casual staff­
leave and leave to take part in sporting contests in accordance with the relevant Rules 
in Sections 4 and 5 of this Chapter and sick leave in accordance with the provisions 
applicable to daily-rated staff (see Rule 15606).

Extensions of Leave

15109. Any extension of leave granted under the following Rules will be Count 
deducted from any vacation, annual or deferred leave due to the officer at the time 
the extension is granted.

15110. An officer or employee may be granted by the Government, special Special 
leave without salary for the purpose of undertaking a course of study which is 
considered likely materially to enhance his value to Government. Such leave will be 
subject to such conditions as may be specified at the time it is granted. If the 
recipient has been awarded by Government a scholarship, a bursary, a training 
course or “study leave”, in respect of the relevant course of study, leave granted 
under this Rule will be treated, for the purpose of calculating retiring benefits as 
having been granted on the ground of public policy.

15111. If an officer is required, in the course of his vacation leave, to under­
take any duty, such period of duty shall not be reckoned against the officer's leave 
entitlement.

15112. An officer attending a course of instruction to which special conditions Special
— • • J • • -• = courses of

instruction.apply will be granted such extension of leave as is allowed by the conditions in 
question.

15113. Extensions of leave may be granted by the Anambra State Govern- Public 
ment or its accredited representative on the ground of public policy. Unless policy­
otherwise directed such extensions will be on full salary.
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Place of 
leave.

Application 
for exten­
sion.

Leave for 
cultural 
and sport­
ing events.

Casual 
leave.

15117. An officer or employee may be granted leave by his Head of Depart­
ment for the purpose of taking part in any Cultural/Sporting event and such leave 
shall be determined as follows:—

(а) number of days required for the actual activity;
(б) number of days required for travelling to and from the place arranged 

for the event;
(c) any number of days in excess of (a) and (A) above-mentioned, which are 

certified as necessary by the appropriate Cultural/Sports Council, shall 
be allowed.

An officer or employee granted leave under this Rule will not be eligble for 
transport at Government expense.

15118. Officers may be granted, at the discretion of Heads of Departments, 
occasional permission to absent themselves from duty for a few days without loss of 
salary, provided that if an officer is permitted to leave his station on such casual leave 
it shall be at his own expense. Casual leave in excess of seven days in any leave year 
may not be given by a Head of Department without the specific approval of the 
Permanent Secretary, Ministry of Establishments.

15114. An officer on vacation leave may, in exceptional circumstances, be Urgent 
granted an extension of leave on the ground of urgent private affairs on full salary pJ2v.ate 
up to the expiration of all his deferred leave and thereafter without salary.

15115. An officer on vacation leave who wishes to apply for an extension 
thereof should address his application, if within Nigeria, to his Head of Department, 
if outside Nigeria, to the nearest Nigerian Mission or the Permanent Secretary, 
Ministry of Establishments, Anambra State.

15116. An officer spending his leave outside Nigeria must, before his passage 
from Nigeria is booked, inform his Head of Department in writing of his intended 
destination.

15119. (a) Paid sick leave is subject to a maximum of six weeks which can 
be allowed an officer during any period of twelve months. Any 
officer who has been on sick leave in excess of this period, unless 
hospitalized should be made to appear before a Medical Board.

(b) An officer who is incapacitated as a result of injury sustained in 
the course of his official duties shall be entitled to draw full salary 
until he is declared fit to return to duty or permanently invalidated.

(c) an officer who is recommended by a Medical Board to be 
permanently invalidated will forthwith commence vacation leave 
prior to retirement;

(d) Sick leave for a period up to three months in the first instance 
may be allowed on the certificate of a Government Medical 
Officer to an officer who is hospitalized. If at the end of that period 
the officer is still hospitalized, his Head of Department must 
make an arrangement for him to be examined by a Medical Board 
with a view to its being ascertained whether he should be 
invalidated from the service or allowed further paid sick leave.
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On retire­
ment.

Leave 
to attend 
important 
trade union 
confe­
rences/ 
business.

Normal 
grant of 
annual 
leave.

On perma­
nent invali­
dation.

15202. Annual vacation leave is compulsory. No officer should be required, 
or allowed, to take working leave, whereby the officer reports for duty during his 
approved leave period. All public officers must therefore take and exhaust their 
vacation leave within the calendar year in which such leave is earned or by the first 
of February of the following calendar year. Any period of such vacation leave 
not so exhausted shall be regarded as having been forfeited.

Abnormal Grant of Annual Leave
r • A.n. °®cer or employee who retires in circumstances in which he is 

eligible for retiring benefits before he has completed the full leave year may be 
granted a proportion of his vacation leave prior to retirement (see Rule 15208).

15204. When a Medical Board recommends that an officer or employee 
should be permanently invalided he will forthwith commence vacation leave prior 
to retirement. The amount of leave granted will be either:—

(a) his deferred leave, if any, plus the proportion of his annual leave cal­
culated in accordance with Rule 15208; or

(b) two months;
whichever is the greater amount.

It will commence on the day on which the Medical Board recommends permanent 
invalidation and retirement will take effect from its expiration.

15205. Provided that it will not interfere unduly with the work of his Depart­
ment an officer who is an official of a Registered Trade Union may be granted casual 
leave and if necessary a special extension of such leave to attend an important 
1 rade Union Confercnce/Business.

Section 2—Leave Rules for Nigerian Officers

15201. In this section the term “Nigerian Officer” includes all officers of 
Nigerian origin, but it excludes:—

(a) expatriate officer;
(&) daily-rated staff;
(c) monthly-rated unestablished staff;
(d) officers engaged on month-to-month terms;
(e) Nigerian Officers appointed to any of the following post prior to 1st 

April, 1962:—
(f) Chief Judge of Anambra State;
(if) Anambra State Justices;

(ill) Members of the Electoral Commission of Anambra State;
(iv) Members of the Public Service Commission of Anambra State;
(o) Auditor-General of Anambra State;

(of) Members of Anambra State Schools Services Commission;
(off) Members of the Local Government Service Commission, 

Anambra State.
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Action by 
the officer.

At Govern­
ment 
request.

At officer’s 
request.

Rate of 
vacation 
leave.

New 
entrants.

Officers 
employed 
away from 
home* 
places.

Pro rata 
calcu­
lations.

15206. An officer may be granted vacation leave, which may be taken in 
instalments (provided that the leave transport grant under Rule 15219 shall be 
rates^ °nty Once during a leave year) at any time in a leave year at the following

Salary Grade Levels Leave per annum
Grade Levels 08 and above ........................   30 days
Grade Levels 04 to 07............................................................. 21 days
Grade Levels 01 to 03............................................................. 14 days

15207. (d) Proportionate leave under Rules 15204 to 15206, 15212 and 15213 
will be reckoned at the appropriate rates shown in the ready 
reckoner at the end of this Chapter in respect of each completed 
month’s service. No period of service less than one month will 
be reckoned for proportionate leave;

(6) In any case where it is established that an officer has enjoyed more 
than the proportionate leave for which he is eligible, the cost of 
the excess leave will be recovered from any benefit accruing to him 
or from him directly as a debt due to Government.

(c) Annual leave entitlement will be at the rate applicable to the 
officer’s substantive basic salary on the first of January of the 
leave year concerned and will not be subject to any increase 
during the course of the leave year on account of increments, 
promotions or for any other reason.

Vacation Leave Procedure
5208. It is the responsibility of every officer to indicate to his Head of 

ep ar tm ent during the month of January of each year the date when, subject to the 
vMrlc'fk Ot tle serv*ce> he would wish to take his annual leave during the leave 
: th m C sugSested date has not been confirmed by the first of April, it will be up 
fnr 6 'i “cer.conccrned to apply to his Head of Department without further delay 

con rmation or alteration of his suggested date of vacation leave.
f 15209. An officer who joins Anambra State Public Service during the course 

an w^° not scrved for a minimum period of six months will not
C ^ra?tc<l vacation leave but his pro rata leave will be carried over to the 

owing year. If however, under exceptional circumstances, such officer is allowed 
proceed on leave, he shall not be entitled to leave transport grant.

Curtailment of Leave
15210. An officer may with the consent of the Head of Department be 

required to return to duty before the expiration of his authorized leave. Any portion 
1icon? S0 curta>fod shall be taken at a later date in accordance with Civil Service 

Rule 15203.
15211. When an officer or employee is permitted by his Head of Department 

a is own request to return to duty before the expiration of his authorized leave, 
the authorized leave thus foregone will be forfeited.

Leave Transport Grant
15212. An officer or employee serving at a station away from his Nigerian 

home-place may, when granted annual leave, be provided with leave transport grant 
at the rates specified in Rule 15215 to and from his Nigerian home-place.
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N1.908 to N2,855

Below N 1,908

»

Anambra State 
Civil Service Rules

travelling 
separately.

Rate of 
grant.

15215. j_______________r________ __________________ ....
a leave transport grant and kilometre allowance when travelling on leave. He should

Free use of 
Govern­
ment trans­
port prohi­
bited.
Overseas 
vacation 
leave.

Officers 
employed 
in their 
home-

. use of Government transport 
their baggage while proceeding

15216. Leave transport grant will be payable at the rate applicable to an 
officer’s substantive basic salary on the first of January of the leave year concerned 
and will not be subject to an increase during the course of the year on account of 
increments, promotions or for any other cause.

15217. Officers will not be entitled to the free 
for the conveyance of themselves, their families or 
on or returning from leave.

15218. Where an officer on Grade Level 07 and above is required to proceed 
overseas on duty or on a course of instruction, he may be permitted to take any 
earned leave for which he is eligible in the country to which he is required to travel. 
The period of the journeys to and fro is included in the leave period. The wife of 
such an officer is not eligible for free passage at public expense, except where the 
period of the duty or course of instruction is not less than nine months.

Not<   
inland waterways and for sea journeys as well as road journeys.

(if) If the wife of an officer to whom this Section of the Civil Service 
Rules applies does not accompany him when he proceeds on 
vacation leave or resumes duty, but joins him at his station during 
his tour or precedes him on leave, the rate of leave transport grant 
provided in this Rule may be utilized piecemeal by the officer or 
his wife as and when each of them travels provided that the 
amount paid on each occasion will be the amount payable to a 
single officer proceeding on or returning from leave, and the 
aggregate amount paid in any leave year does not exceed the 
amount specified in this Rule.

(«7) A woman officer whose husband has not claimed leave grant in 
a marital status can claim separately as a single officer.

An officer in receipt of motor-car basic allowance may not draw both Leave grant . . .. .. . ... . tt not payable
elect to draw either a leave transport grant or kilometre allowance. to kilometre

allowance.
Rate not 
variable 
during 
leave year.

Rate per kilometre
... Single 5k per kilometre 

Married 10k per kilometre.
... Single 4k per kilometer.

Married 8k kilometre.
... Single 3k per kilometre.

Married 6k per kilometre.
-The term “kilometre” in this Rule includes distance for journeys by Family

15213. An officer whose place of employment is also his home-place, or 
is within 800 kilometres of his home-place, will be eligible for a leave transport grant 
based on 800 return kilometres of travelling. Thus every officer in this category'  
proceeding on leave will be enabled to travel at least 800 kilometres in each direction places, 
from his place of employment at Government expense.

15214. (t) A flat rate of leave transport grant, in cash, for which he will not
be required to give account, will be payable once in every leave 
year to an officer when his annual leave is approved at the 
following rates:—

Substantive Basic Salary of 
Officers I Employees

N2,856 and over
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Officers appointed to the Anambra State Public Service may be Air travel.

request before completing his normal

Anambra State 
Civil Service Rules

Abnormal 
grant of 
vacation 
leave.

Normal 
tour.

Return 
from vaca­
tion leave.

Home 
leave for 
West 
African 
officer*.

15301.
excludes a Nigerian 
15201 (e)

15302.
required to travel by air when proceeding on or returning from overseas leave.

15303. The length of a normal tour of service shall be eighteen months 
minimum or as Government may decide from time to time.

VACATION LEAVE 
Leave Conditions

15304. An officer may be granted a local leave of 21 days at the end of his 
first 12 months of service for which he shall be paid a bonus of N120 if married or vacation 
N80 if single to facilitate his travelling within Nigeria. The period of such local 
leave will however be deducted from the officer’s earned leave. An officer whose age 
is about 50 at the time of his engagement will have his home leave annually. Curtail­
ment of a tour to less than 15 months requires the approval of the Anambra State 
Ministry of Establishments. An officer will not be required to serve a tour of more 
than 24 months except in special circumstances and with the consent of his Head of 
Department who will take into consideration the necessities of the service, the 
character of the stations at which the officer has been serving and his medical history.

15305. An officer may, at the discretion of the Government, be granted 
vacation leave otherwise than in accordance with Rule 15304:—

(a) on medical grounds;
(b) on the ground of urgent private affairs;
(c) on the ground of public policy;
(d) prior to retirement at his own 

length of tour.

Section 3—Leave Rules for Expatriate Officers
In this section, the term “officer” means an expatriate officer, but it Definition, 

or a West African officer excepting those defined in Rule

Rates of Leave

15306. Expatriate Officers will be granted vacation leave at the rate of five 
days for each completed month of leave earning service.

On each occasion on which an officer is granted vacation leave, the

15219. An officer or employee is required to resume duty after vacation leave 
on the day following the expiration of his authorized leave and to arrange his return 
journey accordingly.

15220. An officer or employee who, without an acceptable excuse, fails to Overstaying 
resume duty after vacation leave as required by Rule 15221 will be regarded as 
absent without leave (see Rule 04202) and without pay. The period of absence may 
not be set off against any future leave nor, save with Government permission, against 
any deferred leave already standing to the officer’s or employee’s credit. Lack of 
transport will not be an acceptable excuse for overstaying leave.

15221. Special leave and passage privileges granted to West African officers 
are set out in section 4 of Chapter 16 of the Civil Service Rules.

Vacation 
leave.

15307. On each occasion on which an officer is granted vacation leave, the earn®d 
leave actually authorized will be the whole of his earned leave together with all his authorized* 
deferred leave. In the event of any exceptional circumstances, making it impossible to 
authorize the whole of an officer’s earned leave the balance not so authorized will be

Normal 
grant of

leave.
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Abnormal 
grant of 
vacation 
leave.

Normal 
grant of 
vacation 
leave.

Overstaying 
leave.

15219. An officer or employee is required to resume duty after vacation leave Return 
on the day following the expiration of his authorized leave and to arrange his return ffom, vaca‘ 
journey accordingly- tionleave.

15220. An officer or employee who, without an acceptable excuse, fails to 
resume duty after vacation leave: as required by Rule 15221 will be regarded as 
absent without leave {seeRule 04202) and without pay. The period of absence may 
not be set off against any future leave nor, save with Government permission, against 
any deferred leave already standing to the officer’s or employee’s credit. Lack of 
transport will not be an acceptable excuse for overstaying leave.

15221. Special leave and passage privileges granted to West African officers 
are set out in section 4 of Chapter 16 of the Civil Sen-ice Rules. Home 

leave for 
West
African

Section 3—Leave Rules for Expatriate Officers offlce"'
15301. In this section, the term “officer" means an expatriate officer, but it Definition, 

excludes a Nigerian or a West African officer excepting those defined in Rule 
15201 (e)

15302. Officers appointed to the Anambra State Public Service may be Air travel 
require d to travel by air when proceeding on or returning from overseas leave.

15303. The length of a normal tour of service shall be eighteen months Normal 
minimum or as Government may decide from time to time.

VACATION LEAVE 
Leave Conditions

15304. An officer may be granted a local leave of 21 days at the end of his 
first 12 months of service for which he shall be paid a bonus of N120 if married or 
-N80 if single to facilitate his travelling within Nigeria. The period of such local 
leave will however be deducted from the officer’s earned leave. An officer whose age 
is about 50 at the time of his engagement will have his home leave annually. Curtail­
ment of a tour to less than 15 months requires the approval of the Anambra State 
Ministry of Establishments. An officer will not be required to serve a tour of more 
than 24 months except m special circumstances and with the consent of his Head of 
Department who will take into consideration the necessities of the service, the 
character of the stations at which the officer has been serving and his medical history.

15305. An officer may-, at the discretion of the Government, be granted 
vacation leave otherwise than in accordance with Rule 15304:

(a) on medical grounds;
(A) on the ground of urgent private affairs;
(c) on the ground of public policy;
(d) prior to retirement at his own request before completing bis normal 

length of tour.
Rates of Leave

15306. Expatriate Officers will be granted vacation leave at the rate of five Vacation 
days for each completed month of leave earning service. leave.

15307. On each occasion on which an officer is granted vacation leave the Full earned 
leave actually authorized will be the whole of his earned leave together with all his leaXe !° *!e 
deferred leave. In the event of any exceptional circumstances, making it impossible to au“onzed- 
authorize the whole of an officer’s earned leave the balance not so authorized will be
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I New tour.

By normal 
route.
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apply for 
leave.

Curtail­
ment of 
leave.

Curtail­
ment at 
officer’s 
request.

Return from Leave

15310. An officer granted overseas leave who returns to Nigeria therefrom by 
the normal sea or air route is required to return by the first available passage after 
the expiration of his authorized leave booked for him by the nearest Nigerian 
Mission. The period of waiting for such passage after the expiration of authorized 
leave will be deducted from the deferred leave; if any, due to the officer; provided 
the delay is not due to the officer having failed to request the nearest Nigerian 
Mission at the proper time to book his passage. Such leave will be treated as leave 
on salary at whatever rate (i.e., full, half or none) the officer was receiving salary on the 
last day of his authorized leave.

15311. An officer to whom the preceding Rule does not apply is required to 
resume duty after vacation leave on the day following the expiration of his authorized 
leave.

Otherwise 
than by 
normal 
route.
Overstay­
ing leave.

Anambra
Civil Service R“les

15312. When an officer due to return to duty has failed to do so, his Head of 
Department will call the attention of the Permanent Secretary to the Ministry of 
Establishments to the fact, in order that enquiries as to the officer’s whereabouts may­
be made. An officer who without an acceptable excuse fails to resume duty after 
vacation leave as required by Rules 15310 and 15311 will be regarded as absent 
without leave (see Rule 04202) and without pay. The period of absence may not be 
set off against any deferred leave already standing to the officer’s credit.

15313. On resuming duty' after vacation leave an officer will start a new tour.

Procedure Prior to Leave

15314. An officer other than a Head of Department is required, three months 
before the expiration of his normal tour, to apply to his Head of Department for 
instructions as to the date of his departure on leave. The date on which an officer 
should leave his post to proceed on leave and the route by which he should travel 
to join the vessel or aircraft by which his passage has been booked will be decided 
by his Head of Department, who will instruct him accordingly. In no circumstances 
may an officer leave his post or hand over his duties in order to proceed on leave, 
without proper authority.

treated as deferred leave to be enjoyed at the next leave im j- deferment. Such circumstance should be explained tnfollowing the 
Secretary to the Military Government who will normally nn „® faction of the 
deferment of an officer s leave unless the exigencies of th S*Ve ”ls consent to the 
a step. tne sen-ice warrant such

15308. An officer may, with the consent of his H, h tnwill only be given in very exceptional circumstances! he „„ • TPartn'ent (which 
before the expiration of his authorized leave, in which ^qu.lredt0 return to duty 
his authorized leave and the leave actually enioved will 1 the dlfferencc between 
and carried forward to be enjoyed at the next leave ?S deferred leave 
deferment, otherwise it will be forfeited. ' e lmmediately following the

15309. When an officer is permitted at hiebefore the expiration of his authorized leave the m.H," t0 return to duty- 
forfeited. * the authonzed leave forgone will be
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warrant such

Return from Leave

15310. An officer granted overseas leave who returns to Nigeria therefrom bv 
the normal sea or air route is required to return by the first available passage after 
the expiration of his authorized leave booked for him by the nearest Nigerian 
Mission. The period of waiting for such passage after the expiration of authorized 
leave will be deducted from the deferred leave; if any, due to the officer; provided 
the delay is not due to the officer having failed to request the nearest Nigerian 
Mission at the proper time to book his passage. Such leave will be treated as leave 
on salary at whatever rate (i.e., full, half or none) the officer was receiving salary on the 
last day of his authorized leave.

15311. An officer to whom the preceding Rule does not apply is required to 
resume duty after vacation leave on the day following the expiration of his authorized 
leave.

15312. When an officer due to return to duty has failed to do so, his Head of 
Department will call the attention of the Permanent Secretary to the Ministry of 
Establishments to the fact, in order that enquiries as to the officer’s whereabouts may 
be made. An officer who without an acceptable excuse fails to resume duty after 
vacation leave as required by Rules 15310 and 15311 will be regarded as absent 
without leave (see Rule 04202) and without pay. The period of absence may not be 
Set °ff against any deferred leave already standing to the officer s credit,

15313. On resuming duty' after vacation leave an officer will

Procedure Prior to Leave

K f ^314. An officer other than a Head of Department is 
inirn exP‘rat*on °f his normal tour, to apply to 1 ® , 
shorn'MOns as t0 tlle date of his departure on leave. The dat 
to in' r1'0 bis Post to proceed on leave and the rou .

whL n.0fficer leave Ws post or hand over his dutie.
Qut Proper authority.

Anambra State 
Civil Service Rules

ne^t^^e iSiyl^'Z 
officer is permitted at his

Chapter 15

germed of an officer’s leave unless the exigencies of theS* 

a step-
15308. An officer may, with the consent of his Head of D 

will only be be required to Srn

^carried forward to be enjoyed at the 
deferment, otherwise it will be forfeited.

15309. When an officer is permitted at his own reouest tn ,.h . J
before the expiration of his authorized leave, the authorized leave forgone wiH? 
forfeited.
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Procedure Prior to Vacation or Annual Leave
15403. Leave Certificate for officers granted overseas or West Af™ , 

proceeding on overseas leave and travelling via Lagos should, if possible iTl-TT 
duplicate of his leave certificate en route from the Ministry of EstablishmentTh ere 
,t is prepared. When it is not possible for an officer so to collect the duplicate of hL 
leave certificate it will be posted by air to the leave address quoted on his Fonn N? 
L5. Leave Certificates for officers granted Nigerian leave will be prepared under ffie 
same conditions, but where it is not possible for an officer to collect the duplicate of

'"‘son his’FomNo L5eed“^Z * W*U be P°Sted t0 ,eave

■ eneral instructiom^^ procedure to be followed by officers on 
led in the .ompanying their Leave Certificates.

On retujj^^ .anual or vacation leave, every officer must complete 
i jX Duty Certificate (Form LIO) to his Head of Depart­

its accuracy and endorse it to the Permanent Secretary,

15401. In this section the word “officer” m
andabove whether Nigerian, West African or on Gradel^

!5402. An officer may be granted leave by his Hp ,

(but not for travelling allowance) as traveffingVdX h °f free
Lee to or from which his wife can reasonably be e betWeen his sta&nS^ acconi-
(e.g. a place on the railway). 3 e expected to travel witho^y^ Pany Wife'

-Leave to Take Examinations
of leave allowed for the purpose of taking an exa 
”test PW^^hich will allow the officer or empi 

‘ 1 and return to his station.
|B^ allowed special leave on full pay with 

|^^Rule 17207 to take an examination he is 
^W>ointment to pass.

ffioyee may be allowed special leave on full pay for up 
ort facilities as specified in Rule 17207 to take an 

which is not a condition of his current appointment, 
apartment certifies:—



i. : \ y

' ■ ■ .<

V ■

JI

i><

•!

'V

til

! .. , 
i .

; I

Ji

■ !



15401Kapler 15 r

an<

I

Leave to 
meet or 
accom­
pany wife.

accuracy and endorse it to the Permanent Secretary,

15406. r  „
when assuming duty, proceeding on transfer or on duty, are sj

Procedure 
during 
leave.

15405. On return from annual or vacation leave, every officer must complete pr0Cedure 
and submit a Resumption of Duty Certificate (Form LIO) to his Head of Depart- on return- 
ment who will confirm its accuracy and endorse it to the Permanent Secretary, mg 
Ministry of Establishments.

The transport facilities within Nigeria for which an officer^transport 
’P P Nigeria.

Definition.

full pay for up Non-Com-
' pulsory 

examina-
’ tion.

Section 4—Miscellaneous Leave Rules fn - --------
Officers on Grade Level 07 and Above

ld j,ote wheffiw NiS WeslAfri^ExpSe3” °ffiCer °n Grade Level 07

15402. An officer may be granted leave by his Head of n

£, "« fcr travelling allowance) u travelling bt„ 

be

Procedure Prior to Vacation or Annual Leave

15403. Leave Certificate for officers granted overseas or West Africa i. i will be prepared by the Permanent Secretary, Ministry of Establishment he fees 
authority of requests from Heads of Departments on Form No. L5 An officer 
proceeding on overseas leave and travelling via Lagos should, if possible collect the 
duplicate of his leave certificate en route from the Ministry of Establishments where 
it is prepared. When it is not possible for an officer so to collect the duplicate of his 
leave certificate it will be posted by air to the leave address quoted on his Form No. 
L5. Leave Certificates for officers granted Nigerian leave will be prepared under the 
same conditions, but where it is not possible for an officer to collect the duplicate of 
his leave certificate prior to proceeding on leave, it will be posted to the leave 
address quoted on his Form No. L5.

15404. General instructions for the procedure to be followed by officers on 
leave are specified in the instructions accompanying their Leave Certificates.

Section 5—Leave to Take Examinations

«»KitJi: f1.“«BF
reach the appointed place, sit the examination and return to his s a 10
fre .J5502’ An officcr or employee may be allowed sp ecial he is exami-
ree transport facilities as specified in Rule 1/—07 t natio .

roquircd by the conditions of his appointment to pass. , 
15503. An officer or employee may be allowed special [7207 to take an

0 six days with free transport facilities as speci e current appointment, 
examination the passing of which is not a condition of 
Provided that his Head of Department certifies:—
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Section 6—Leave Rules for Daily-rated Staff

15601. Artisans who «• S.
Pay each calendar year except the calendar year in wh c y
on the following scale:— ... 21 days

Senior Artisans on N3.27 to N3.40 ... 21 days
Artisans on N3.23 to N3.27 ••• ... 14 days
Artisans earning less than N3.23

15602. AU daily-rated staff who are regularly c*"P^d ^year except the 
pmay be granted fourteen days leave on full pay *** 
a endar year in which they are first employed-

Chapter 15
(?) dS ffis general value to thSpaXmjSX* °f duties>

(4 that the passing of the examination is likely to enha^?'0". and

pay in excess of sSJx days be deducted from the officer’s or employee’s subslquem vaX?e“Cess of

15504. Without the certificate required under Rule Kmi

is deducted tom hi. subsequent v.catien lesve. An’Z, «“'* 
leave under this Rule will not be eligible for transport at Governmen^ense8™^

15505. An officer or employee who has submitted an application for a Govern 
ment scholarship and has obtained a minimum educational qualification of West 
African School Certificate may be allowed special leave, with free transport facilities 
as specified in Rule 17207 to take an entrance examination to a University, provided 
that his Head of Department certifies that he has demonstrated his ability to 
undertake the course of study proposed in his scholarship application.

15506. An officer or employee who wishes to take a University entrance 
examination in order to secure entrance to the University for the purpose of taking 
a degree course at private expense may be allowed leave on full pay to take the 
examination on condition that the whole period is deducted from his subsequent 
vacation leave. An officer or employee granted leave under this Rule will not be 
eligible for transport at Government expense.

15507. Officers who undertake local and overseas courses should on 
completion of such courses be eligible to the grant of full annual leave in 
the calendar year in which the courses are completed. An officer who had undergone 
two years course of instruction cannot on return apply to be granted two J ears 
accumulated leave but would be eligible to full annual leave only in the calendar 
year in which he completed his course of instruction, returned and resume u j.

Anambra State 
Civil Service Rules
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APPENDIX 15

Pro-Rata Leave in Days
Leave Earning

Period 30 days 
per annum

30 
28 
25 
23 
2018 
15 
13 
10
8 
5 
3

l'

Ready Reckoner for Pro-Rata Leave Calculation 
(See Rule 15208)

Any Period of Service under 30 Days is not Reckonable

12 months
11 months
10 months
9 months
8 months
7 months
6 months
5 months
4 months
3 months
~ months
1 month

21 days 
per annum

21
19
18
16
14
13
11
9
7
6
4
2

14 days 
per annum

14
13
12
11

9
8
7
6
5
4
3
1

lybe When 
taken.

Daily-rated staff granted leave under Rule 15601 or 15602 will not be 15605. transport at Government expense, except that a daily-rated servant 
eligible for tre ^en away frOm his place of engagement will be eligible for free 
who has been,. if onty) at the cheaper rate, back to the place of his engagement 
transport V°r jeave on completion of the work for which he was transferred.

1S403- kidar'’y^ct in which it b greeted mdXS.'S’tta

15 gra° period of any leave granted under the provisions of this section
15604. 1 . f stated) inclusive of all Sundays and Public Holidays mswt- 

, (unless other" 
tierein.

Beiram 
Festival 
Day.
Transport.

Anambra State 
Civil Service Rules
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CHAPTER 16

Definitions.

Dismissal.

Definition.

■

PASSAGES

Section 1-Definitions and General.

Section 2—Expatriate Officers.

Section 3-West African Officers.

Passage not 
aright.

General
16102. Nothing in these Civil Service Rules shall give any servant a right to 

any passage privileges. The passage regulations embodied in this Chapter may at 
any time be revoked, altered, added to or amended.

16103. Officers who resign forfeit all claims 
privileges granted to such officers will be ex gratia.

16104. An officer who is dismissed will not be entitled to free passages.

to passages and any passage Resigna-

Section 1—Definitions and General

16101. In this Chapter the following terms are used with the following 
meanings. 8
Free Passage—A free passage is:—

(а) a first-class sea passage; or

(б) air passage at:—

(*) ^nC1T fi* °ffiCer- aPPoiPted t0 senior posts before August 1, 
1960 and.others appointed after that date into salary Grade Level 
15 and above; or

(ff) tourist class for officers appointed to posts graded below salary 
Grade Level 15 after August 1, 1960.

between Nigeria and some other countries provided at the expense of Government.

Free Transport—“Free transport” is transport within Nigeria (including 
coastal transport) provided at the expense of Government.

Normal Air Route—A “normal air route” is the direct air route between 
Nigeria and the approved destination of the officer.

Normal Sea Route—A “normal sea route” is the direct sea route between 
Nigeria and the approved destination of the officer.

“Passage Privileges” are the free passage privileges outside Nigeria set out in 
this Chapter.

Section 2—Expatriate Officers
. , 16201. In this section the term “officer” means an expatriate officer but it 

excludes a Nigerian or a West African officer.
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Nigeria.

Wife.

«

Children.

By normal 
route: 
officer.

Anambra State 
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Booking of Passages ---------- -------
16202. All free passages from Nigeria shall he k , 

and shall be booked through the Passages Office CV normal or air » 
Lagos, on the authorityof requests thereto front Coastal ASy
No. LI (for sea passages) and No. L. 2 (for air passages) Departm™s on Form

16203. All free passages to Nigeria by the nnrJi
by the nearest Nigerian Mission or the Crown Arem °>air route are booked No > 
requiring a free passage by any of these routes for either u °fficer on Pai?gaes 
request the nearest Nigerian Mission or Crown Arent, °r his wife must t0Nigeria. 
Nigeria, who requires a free passage to Nigeria bv norm i °Ok offi«r in 
wife to join him, and has not already whilst on leave reauellT.1?1' a‘r r°Ute for his

"""CrOT” Ageo,‘ “book “■ fefefe
Vacation Leave Passage Privileges

16204. An expatriate officer will be provided hv

unmarried officer, he may be granted vacation leave with free passages irrespec- 
tive of the number of months served during the tour);

(Z>) on leaving Nigeria prior to retirement at his own request before having 
completed a full tour of twelve months.

16205. (a) A free passage by the normal sea or air route will be provided by 
Government for the wife of an expatriate officer, who accompanies 
him to, or joins him in Nigeria, with the permission of the Govern­
ment once in each direction in respect of each tour (see Chapter II).

(b) Wife’s additional Passage Privileges. Where an officer has claimed 
under the following Rule less than the cost of two rebated adult 
passages from his country of domicile to Nigeria, and from Nigeria 
to his country of domicile, he will be permitted reimbursement up 
to the limit of the amount thus unclaimed, of the actual cost of 
further passages from and to Nigeria for his wife for the purpose 
of visiting the officer’s children in his country of domicile or 
approved destination provided that such reimbursement may not 
be claimed in respect ol a homeward journey undertaken within 
six weeks after a voyage to Nigeria on a free passage grante to icr 
as the wife of an officer or in respect of an outward journey 
undertaken within six weeks before her husband s; return to h>s 
country of domicile or approved destination, on vaca ion

16206. An overseas officer who brings his children to Nigeria will be^reim- < 
>urscd by Government the cost of their passage to and from - g Y 
w air route on the following conditions— •™r1„rsPI| a

(«) no such officer shall be eligible during aVn£b chHdXXge 
sum in excess of the amount actually spent byta on 
up to a maximum of the cost of two adult )
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Nigeria, and

Baggage.

< 'i

Officer.

Baggage.

Rail fare.

Detention 
allowance.

Anambra State 
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is utilized, from his recognized country of • •,
from Nigeria to his recognized country of domicikCl e ‘°

(b) reimbursement shall be made only in respect of , k-u
age of eighteen years on the date of embarkation. ' d Who is under ‘he

16208. An officer or his wife provided with a free oassaaennj d, . 
and 16205 (a) will be provided with the cheapest rail fare fncludina Jh? “ 16204 Railfare- 
Soon class fare by regular inter-island steamer seX beX 
dilated destination and the port or airport of embarkationsrdisemba Jation an? 

provided such declared destination is situated at a distance of more than 80 Wo 
meteres from the nearest or most convenient rail-head, with the cost of the cheap si 
form of transport between such rail-head and the declared destination. P

Alternatively:—
(а) if the officer or his wife proceeds to or returns from the declared destina 

tionby air, he or she will be granted the amount that the journey would 
have cost if the rail route had been used;

(б) if the officer or his wife proceeds to or returns from the declared destina­
tion otherwise than by rail or air, he or she will be granted the cost of the 
rail fare plus, subject to the above proviso, the full cost of the normal 
transport between rail-head and the declared destination;

(c) if the wife proceeds to or returns from a place other than the declared 
destination, she will be granted the full cost of the rail fare between the 
port or airport and the declared destination;

(d) if the officer returns from a place other than the declared destination, he 
will be granted full cost of the rail fare between the declared destina­
tion and the port or airport of embarkation.

16209. An officer returning from overseas leave (or travelling to Nigeria on 
first appointment) by the normal sea or air route, whose departure is delayed by 
reason of an official change in his passage arrangements after he has arrived at the 
port or air-terminal of departure in conformity with his original passage instructions, 
will be paid a detention allowance of N15 a night for each night on '™.c“ e ls 
obliged to sleep away from his home, between the port or air-terminal and his ome. 
Similar payment may be made in respect of an officer’s wife simdarly delayed when 
enjoying passage privileges under Rule 16205 (a).

Leave on urgent Private Affairs
16210. An expatriate officer granted vacation leave onjje<j with 

private affairs before completing a tour of twelve mon be

months of his curtailed tour that the officer has complete ). Nigerja provided
16211. In respect of each assisted air passage t0 °r . of «X" twelfths of 

under Rule 16210 the officer will be given a free baggag g 
N30.

j r Rule 16210 will not
16212. An officer provided with an assisted passagC ig [e^ve

be eligible for free rail travel within the country in wh.eh he sp
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i-i

privileges.

privileges.

Personal 
effects.

Wifeand
--•Jen.

- —. Retiring 
Will be towe 

completing 
ffnal tour.

Section 3—West African Officers
16301 General

‘n his home countT* African officer or employee who spends his vacation leave Special 
15215 to and fr, 5’ • Pr0VI'dWIth leave transport grant as specified in Rule privileg
^wd of Department 6 ^°,nt exit ^rom or entry 'nt0 Nigeria approved by his

Officers on Grade Level 07 and Above

16302. nabove mav'hp e',er7 t,lree years a West African officer on grade level 07 and Special 
class return s<- rantc° home leave to be spent in his home country with free first- 
1 ""Re countrv r Pa,sjiaKcs> between Nigeria and the most appropriate port in his 
J>any or precc. I •!llrnself, his wife and up to three of his children, if they accom-
cr,i°r post hof 6 lln1' I'hc officer must have completed three years’ service in a

°re the first occasion on which he is granted this privilege. On the

his wife r- - -’^ntedonffij

blgglge a^raSVwm not be affec'ted bv hisfrave hlfigf 

her bags 6 pnvate affairs. Ing been
around oi
° 16214. An officer who is retiring at his own request with,

ur of twelve months and is granted vacation leave under fie K&a 
‘ ided with homeward passage privileges as though he hadI T 15305 W1 •- - 
£-e on the ground of urgent private affairs (see Rules 16210 tc>1621“ VaCation

Miscellaneous Passage Privileges

16215. On retirement an expatriate or West African officerm- •

Sgeon 
'Tat^ledmcretion of the Shipping
,440 kilograms in weight inclusive of whatever ticket tariff baggage allTvX^d/ 

0 fixed baggage grants may be included in the normal passage privileges wh ffie 
officer may enjoy on that occasion. F s "n,cnthe

16216. When an overseas officer has paid for his fiancee’s passage to Fiancees 
Nigeria in order that they may be married on her arrival, he will, on their marriage 
be eligible to be refunded the cost of her passage within the limit allowed by Rules’ 
16205 and 16207 (whichever are appropriate) for the passage of a wife joining her 
husband in Nigeria.

16217. Free passages to the officer’s home country will be provided for the Family, 
wife and children of an expatriate (or West African) officer who dies in Nigeria, if 
they are in Nigeria at the time of his death and take advantage of this privilege 
within six months thereof.

16218. The Administrators of the estate of a deceased expatriate (or West 
African) officer may be granted the following assistance towards the transport of 
his personal effects to his home country

(а) an ocean freight warrant for the transport of baggage up to 12 cubic 
metres or ten shipping tons at the discretion of the Shipping Company 
concerned, subject to the maximum of 2,440 kilograms in weight; and

(б) N10.

>ay be paid a Extra

tirement.
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r
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4
Miscellaneous Passage Privileges

are applicable to West African

Repatriation 
on retire­
ment.

mnl Or with,n 8ix months of his death, be granted free passag 
■"Payee’s home country.

Repatriation 
of deceased 
officer’s 
family-

Officers on Grade Level 06 and Below

16304. Once every five years a West African officer or employee may be Vacation 
granted, in addition to the leave transport grant provided by Rule 15215, free return leave' 
sea passages of the class specified in Rule 17205 (a) between Nigeria and the most 
appropriate point of entry in his home country, for himself, his wife and up to three 
of his children, if they accompany' or precede him. The officer or employee must 
have completed five years’ sendee before the first occasion on which he is granted 
this privilege; each subsequent occasion on which it is granted must be at least five 
years after the occasion next preceding it. Free passages from Nigeria to an officer’s 
or employee’s home country provided under this Rule will be booked through the 
passages office, Government Coastal Agency, Lagos, on the authority of Heads of 
Departments on Form No. L.l. Officers or employees granted free passages under 
this Rule will be provided, by' the passages officer, with documents authorizing the 
provision of the passages back to Nigeria at the expense of Government, but must 
book the passages themselves.

Chapter 16 

,1*' ^“ege five y««" he ™ l«l granted th'l> h' will b, tnli,

16303- A West African officer granted vacation leave with

book the passage(s) himself. nment> but must during

Note—The provisions of the following Rules 
Officers on Grade Level 07 and above.

16215—Extra Baggage on Retirement. 
16217—Repatriation of Deceased Officers. 
16218—Family' and Personal Effects.

16305. A West African officer or cm
It which he may be granted retirement benefits may, a . from the 
jJ? Department, and provided he applies therefor wit■lin sl- cjfje(i jn Rule 
17t>n-fr \*S ,Cavin? the service, be granted free passages of e cc(ie him,
f72,0? («) to his home country for himself and, if they accompany orprec 
r is wife and up to three of his children.

RulescivilSer^eRules
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Section 1—Definitions and General

Definitions.

> '

K.

general

Economy in use of Transport
17102. The necessity for any journey at GovernmentexPe"st^orjzcj, 

established before the use of transport at Government exp ■ • e at

17103. (ff) The type of transport and die cost, the cheapest
Government expense must be de purpose of this Rule
route in all cases being utilize 1. ( Corporation, the
transport provided by the Nig . (.c corpOrations is
Nigerian Ports Authority, an 
regarded as non-governmen justify its use, but

officer himself. Subject to the app

CHAPTER 17

Free Transport Facilities Within Nigeria

Section 1—Definition and General.
Section 2—Free Transport facilities available.
Section 3-Miscellaneous Rules Regarding Free Transport facility
Section 4—Daily-rated Staff. les‘

(y‘u —

should be fully N--i*yyi

Choice of 
route.

R VSoi ChaPtef the f°I10Wing termS are USed With the mean‘ng defined

End of Tour. Resumption/Assumption of Duty.
Nigerian Destination. Vacation leave.
Overseas Leave.

The following terms are used with the following meanings:—
Cheaper Point—The term “cheaper point” means a place which may be Cheaper 

substituted for an officer’s or employee’s Nigerian home place as the starting Poin(' 
point or destination of a journey at Government expense, on condition that 
such substitution results in the transport facilities actually provided in respect 
of the journey involving neither greater cash disbursement by Government 
nor more excessive use of Government transport sendees than would be 
involved by providing similar facilities from or to the officer's or employee’s 
Nigerian home place.

Loads—The baggage allowance set out in this Chapter are given in terms of toads, 
carrier “loads”. In cases where freight rates are related to weight, the load 
allowances should be converted on the basis that one load weighs 25 kilograms.
Incases where freight rates are related to cubic capacity, the load allowances 
should be converted on the basis that one load occupies 3/25 cubic metres.
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General.

Nigerian Ports)

I

Canoe 
transport.

Airtrans­
port.

Free 
transport 
facilities 
not transfer­
able.

id

no aircraft of the Company is

Carrier ,Wa5'biil or Mus* *>e 
specific and 

■sport facilities in not Mcecd approved 
scales.

Chapter 17

other occasions separate transport m>?kUSe and ch>Wren i% ‘ u

Authority for use of Transport

17104. Authority for the use of transport facilities at C™

17105. The free transport facility authorized by y-------
Treasury Form 150 must not exceed that for which provision k "
Civil Sendee Rules If a servant wishes to avail himsdf of transport ffieiiitiS 
excess of those provided by the: Civil Service Rules, or facilities not provided by the 
Rules, he must pay for such facilities lumself in advance. The officer signing a 
transport warrant, carrier waybill or Treasury’ Form 150 is responsible for ensuring 
that the free transport facilities authorized therein, not only do not exceed the 
maximum allowed by' these Rules, but also do not exceed those actually required for 
the journey in question. In particular when the facilities include free fare for 
children the age of each child concerned must be ascertained and specified.

17106. Any servant who utilizes any part of the free transport facilities 
provided under these Civil Service Rules for a purpose other than that for which 
it is authorized or who, hairing received a cash payment in advance to defray the 
cost of such facilities, fails to refund on demand any part thereof not used to defray 
the cost of the specific facility’ for which he received it, or who claims payment in 
arrears in respect of any’ such facility he has not utilized for the purpose claimed, 
is guilty of gross misconduct.

17107. l.„  — —r— . .
orderly or personal attendant to another servant unless the employment of«.. 
orderly’ has been sanctioned by' the Ministry of Establishments (except as provided 
in Rule 17306).

17108. Canoe transport at Government expense may only be used when no 
cheaper or quicker means of transport is available.

17109. Journeys at Government expense by air 
the Nigeria Airways Company Limited except when 
available for a journey which is of vital urgency.

Section 2—Free Transport Facilities Available

, 17201. The free transport facilities
l|own in Rules 17102 and 17103, servants (including temp ra J 
r«Pect of journeys in Nigeria (including coastal journeys 
are set out in sections 2 and 3 of this Chapter, in w c . ^ren;

(a) the family passenger fare allowance is oro

rrant, carrier waybill or Treasury Foi 
their authorized representatives in

No servant may travel at Government expense in the capacity of 
prsnnnl attendant tn another servant unless the employment of an persona] 

attendants.
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General.
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I

’anoe 
msport.

■rl

trans­
it.

Must be 
specific and

approved 
scales.

Transport of 
orderlies or 
personal 

' attendants.

to the Ministry of Establishments, an officer’s spouse and children 
may be permitted to travel by air at Government expense where the 
cost is not excessive and where exceptional circumstances justify 
the use of air travel for an officer’s spouse and children. On all 
other occasions separate transport must be used for any of the free 
transport facilities (i.e., spouse, children, servant, loads) which 
may be necessary when an officer travels by air transport.

jlnanibra State 
Civil Service Rules

I

Authority for use of Transport
17104. Authority for the use of transport facilities at Government expense is How given. 

conveyed by warrant, carrier waybill or Treasury Form 150 signed by Heads ot 
Departments or their authorized representatives in accordance with the provisions 
of Financial Instructions.

17105. The free transport facility authorized by warrant, carner" specinc ana 
Treasury Form 150 must not exceed that for which provision is mademaese fl0( e„eed 
Civil Service Rules. If a servant wishes to avail himself of transport 
excess of those provided bv the Civil Sendee Rules, orfacihtiesnotproiide y ° 
Rules, he must pay for such facilities himself in advance.
transport warrant, Carrier waybill or Treasury Form 150 ^P0^ not exceed the 
that the free transport facilities authorized therein, ”0 . / tuafly required for 
maximum allowed by these Rules, but also do not exJee.,.. ;nc/ude free fare for 
the journewS^question. In particular when the ^'Xdspecified.
ch ild ren^ljkf each child concerned must be ascertain P

servant who utilizes any Pa^ f ^thTthimthat for which gS?
hese Civil Sen-ice Rules for a P“T f jn advance to defray the iransfer- 

or who, having received a cash paym not used to defray able.

’the specific
t of
/ capacityI F V
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Canoe 
transport.

Air trans­
port.

Must be 
specific and 
not exceed 

iroved 
les.

Transport of 
orderlies or 

:nt 01 an petsonal 
provided attendants.

to the Ministry of Establishments, an officer s spouse 
may be permitted to travel by air at Governm ■?' justify

sis “0,“”^
may be necessary when an officer travels bj air r P

Authority for use of Transport
17104. Authority for the use of transport facilities at Government expense is 

conveyed by warrant, carrier waybill or Treasury Form 150 stgne y ovisjons 
Departments or their authorized representatives in accordance v 
of Financial Instructions.

17105. The free transport facility authorized by warrant, carrier « y . e 
Treasury Form 150 must not exceed that for which provision is made m 
Civil Sendee Rules. If a servant wishes to avail himself of transp scal<
excess of those provided by the Civil Sen-ice Rules, or facilities not provim. y * 
Rules, he must pay for such facilities himself in advance. The o ensuring 
transport warrant, carrier waybill or Treasury Form 150 is responstwe.iu 
that the free transport facilities authorized therein, not only o n ' . .for 
maximum allowed by these Rules, but also do not exceed those ac y 4 
the journey in question. In particular when the facilities inc u 
children the age of each child concerned must be ascertained and specineu.

17106. Any servant who utilizes any part of the free lransP°rtf which 
provided under these Civil Service Rules for a purpose other than ■ jefray tiie nottransfei 
it is authorized or who, having received a cash payment in auvan ,. defray able, 
cost of such facilities, fails to refund on demand any part thereof n navment in 
the cost of the specific facility for which he received it, or c a claimed, 
arrears in respect of any such facility he has not utilized for th p p 
is guilty of gross misconduct. , ,

17107. No servant may travel at Government expense in the‘ ' P V 
orderly or personal attendant to another servant unless the e p) 
orderly has been sanctioned by the Ministry of Establishments (e p 
in Rule 17306).

17108. Canoe transport at Government expense may only be us 
cheaper or quicker means of transport is available.

17109. Journeys at Government expense by air must beCompany is 
the Nigeria Airways Company Limited except when no airc 
available for a journey which is of vital urgency.

Section 2—Free Transport Facilities Available
17201. The free transport facilities for which, subject W the pnn eligible in 

p"!)
are set out in sections 2 and 3 of this Chapter, in whic . •

(a) the family passenger fare allowance is for one wi e an
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Journeys 
to new 
station.

Duty 
journeys.

(6) the baggage allowance includes and is not additional to the tariff baggage 
allowance of a passenger ticket holder;

(c) the baggage allowance for a wife, child or servant only applies when the 
wife, child or servant actually travels.

Types of Journey
foil 1720Z ForJhe Purpose of the transport facilities specified in Rule 17205 the 
following types of journeys will be regarded as on duty :-

(a) all journeys undertaken in the course of an officer’s duty on specific 
,,, ?nstructi°ns from his Head of Department or his local representative;
W journeys to obtain dental treatment;
(c) journey's to consult a medical officer: i.e., journeys to and from the nearest 

oveinment Medical Officer when a servant is stationed or on leave
a a place without medical facilities and his local Head of Department or 

e ocal administrative officer (whichever is appropriate) certifies that in 
ms opinion the servant should consult a doctor;

' obtain hospital treatment: i.e., journeys to and from hospital
w en a Government Medical Officer certifies that it is necessary for a 
sen ant to leave his station and proceed to the hospital in question for 
medical treatment;

(e) journey s undertaken by' wives and children of servants to obtain dental or 
(<')b!nd'( /pbtme?1 ant t0 consu't a dental or a medical officer as in (5), 

,?Urn^s connection with the arrival, in, or departure from, Nigeria of 
lps ■ an.offi?cr °n Grade Level 07 and above (Rule 15403);
'4' . *} tr{Ps ’I,e,j journeys by a servant recommended bya Medical Board

CaYe.1,s atati°n for a change of scene or climate to and from a place 
en e by' Government vessel or the railways, free transport facilities 

her”?- Icstrlcted to travel by' Government vessel or railways except 
tween the servant’s station and the nearest point thereto served by

Government vessel or railways.

deemeifto include PurPosc fhesc Rules, journeys to new stations will be

(a) journeys undertaken when assuming duty on first appointment (i.e., 
(/>} -!ourneys to station from place of engagement or Nigerian home place);
' ) journey's undertaken when proceeding on transfer (i.e., journeys from 

old Station to new station) (see Rule 17208);
t 1 journeys undertaken when proceeding on retirement (in circumstances 

" ich render the servant eligible for retirement benefits) or for the 
purpose of repatriating the family, servant and personal effects of 

eceased servants: i.e., journeys from station to place of original engage­
ment (it so desired) or cheaper point (see definition) Nigerian home place, 
. igenan destination of final leave or exit point from Nigeria, whichever 
' VPProPr*atej provided such concession is utilized within six months of 
the date of retirement or of the death of the servant.

155()?^"tna Jou.r£'eys by a servant granted leave under the provision of Rules 
is held °r 15505 to and from the nearest centre at which the examinations
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First Class 
Second Class ...
Third Class

Unmarried 
Officer

12
8
2

Married 
Officer

MAXIMUM NUMBER OF LOADS 
FOR WHICH ALLOWANCE CAN 

BE CLAIMED

16
12
4

Maximum number of loads 
for which

Unmarried 
Officer 
36 
20 
12

v

Free 
transport 
facilities 
for journeys 
to new 
station.

an allowance may be 
claimed

Married
Officer

28
16

Free 
transport 
facilities 
available 
for duty 
journeys.

facilitiwar’ ^f^l>Urne^S sPec’^ed *n 17202, the following free transport

(а) For journeys by Train: Railway warrants for the officer, one spouse and 
children by the following class of travel:—
Salary Class

£41,908 and above ... First- •" "• ••• sXd
Below N900 T^rd

enfitUHc'ass travel may be obtained in respect of two servants of officers 
o travel first class and one servant of officers entitled to travel second class.

(б) For journeys by Road or River Transport—Either warrants by the 
same class as for journeys by train or cash in lieu of warrants at rates laid

own from time to time in the appropriate Anambra State Treasury 
circulars. r

 W A load allowance as follows:—

First Class
Second Class 
Third Class ...

^fhpassenQpr°^LC!Si.lniCilude’ and are not additional to the tariff baggage allowance 
train- ket,holders- Warrants will be issued for the carriage of loads by
or cash inV- rnV s By road or river, either warrants will be issued where possible

P M "arrants W*U Be payable at the rate of jk per kilometre per load;
unma^?Id 'Be first two loads of a married officer and the first load of an

Not. °rar.I™7 be reckoned at Jk per kilometre per load.
bievcio °r t C PurP0Se Of this Rule a bicycle does not count as a load. A

T37, w“ere appropriate, be carried at Government expense, but an 
additional warrant may be necessary.

facili!ies°a6r'c aSkfc3* in Ru*e 172°3’ f°1,0Wing
(a) the facilities authorized under sections (a) and (b) of Rule 17205 for the 

officer, wife, children and servant(s);
(o) A load allowance as follows:—

Authorized Class of Travel
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1 •'

sff.-
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- ■ y officers 
mte when travelling

available 
for journeys 
to take 
examina­
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1 in Rule 17204, the following free transport 
facilities

ithorized under sections (a) and (6) of Rule 17205;

Maximum number of loads which 
allowance may be claimed 

Officer only

4
2

one station and returning to 
-ithorized in Rule 17206 (6) “■
—jf has declared his 

(Rule 01003) he may be

17207. For journeys specified 
facilities are available:—

(а) the facilities aut.---------
(б) a load allowance as follows:—

Section 3—Miscellaneous Rules Regarding Free 
Transport Facilities

Train Journeys
17301. Subject to the exigencies of the railway service the following 

will be provided with reserved first-class, two berths compartmer.~ —

First Class
Second Class ...

17208. An officer proceeding 
another will be ell5lbl~ -1- ' 
respect of the journey from the first to the --------
intention to travel during leave to his Nigerian home place 
paid leave transport grant under Rule 15213. Transput*

17209. An officer, serving at a station where adequate mot°r^^^^^^^ vehicle and
are not available, for whom a motor vehicle is necessary tor tM P p r Qf Depart. motor-Je 
of the duties of his office, may be allowed, on the authori y the nearest ® epair.
ment, free transport for his motor vehicle or part thereof to and^rorn^ for
place where such facilities exist, for the purpose ot ettecung maintenance 
Normally, this Rule will not apply to motor vehicles requiring Head of
or servicing, but an exception may be made at the isc . essential large 
Department in cases where it is necessary for a vehic e to. rece gQ0 kilo.
scale servicing (for example, in the case of a new v e 
metres).

17210. Subject to the principle:
train or boat for an ‘ "
of Department when an
assuming duty' or is travelling on
free transport of his motor vehicle 1. 
free transport by any other service will 
is satisfied that:—

(a) the vehicle is necessary for the duty, and cononiical means

vehicle at such places for this purpose).

f ’.’-‘s laid down in Rule 17102, free transport by ^esport 
° cer s own motor vehicle may be granted by a Head motor 

officer is purchasing a new vehicle. When an officer is vehicles 
transfer, or on tour, or duty, warrants for the an^JC?cle. 

by Government ferry may be issued, but its au 
~'l only be allowed if the Head of Department

Change of 
returning -- stationaiw 
17206 (6) in leave., on leave from one s 

digible for the load allowance a“^“nhehas 
from the first to the second station.
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and driver
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be utilized „travelling
’ separately.

(») Members of the Advisory Council on the Prerogative of Mercy-
{ii) Chairman and members of Commissions established by the Anambra 

State Government; 7 CZUIdniDra

(Hi) Officers holding posts graded in salary Grade Level 15 and above 
When so accommodated officers will not be entitled to additional 
passenger tickets for their wives.

For other officers entitled to first-class accommodation, their wives and 
families, when travelling by train, such special reserved first-class accommodation 
as is suitable and available will be provided. In special circumstances, e.g., when 
an officer is being invalided, such special accommodation on the train as may be 
required and is available will be provided.

17302. Notwithstanding that an officer may be eligible for free transport of Baggage, 
more than 500 kilograms of baggage, he may not ordinarily take more than 500 
kilograms of baggage by passenger train; any excess over 500 kilograms must 
ordinarily be railed by goods train. As an exception to this rule, an officer may be 
authorized to take his full baggage allowance by passenger train provided his Head of 
Department is satisfied that by his doing so he will avoid unnecessary delay in 
reaching his station. Such authority must be included in the relevant railway 
warrant and will be subject, in respect of journeys by “limited” train, to prior 
agreement with the Station-master at the place where the train is boarded that the 
full allowance can be accepted.

17303. When an officer requires to take with him loads which are

UP four loads to the limit authorized in Rule 17205 (c).

17304. When it is necessary for the e®c*.ent P p^Xent*expense official 
fficer travelling on duty by air may take with him a Qf $ kilograms in
ocurnents, papers and office necessities up to a. ™ r ticket.

addition to the tariff baggage allowance included in his passeng

17305. A judge travelling on circuit may and also for an °r^e.r^’

. 17306. Any of the facilities '"hen each of them travels,
P’^ccmcal by the officer or his spouse orc i > .
prov.ded that: not exCeed those specified in that

(C) no member of the family u^sXn and his Nigenan home place 

direction between the o





17307
Chapter 17

the point of entry into

i

L

Incidental 
porterage 
allowance.

^mbra State
Cl0‘l Service Rules

„ 17308.
Government tra'i 
motor park and 
transport

Section 4-Daily-rated tran^’^^e 
17401. Daily-rated employees are not ^^stance5- *otk elsewh^J'and 

ment expense except that if, in exceptional c' „ageinentrt for hin« ,e is 
a daily-rated employee away from his place 0 tej free t gagetnent' 
period exceeding three months, he shall be gr p]ace ot Bsferred- 
his family to the new place of work and bacK was 
due for leave or on completion of the work for " etnp'°l ,e f terms

Notwithstanding the provisions of this rule. tujty 8r jetter PE1 p(de 17206 
from the Service with an annual al'°wanl.ca.nt’s c‘fc jnrovid611 *fengagement, 
of Anambra State Ministry of Establish^ fjciliU^)aCeix month 
of 2nd September, 1977, may enjoy transport mC place izcd w>* 
from his last place of work to his Nigeria jeited 
whichever is appropriate. This privilege is t° >ent shal! .
of the date of his retirement. of ell?^hc event of bi

A daily-rated employee taken away h ce of eng 8 
provided with free transport back to "'’^yon- 
appointment being terminated at the new

cheaper point (see definitions), his old station and his new station, his 
P ace of engagement or the point of entry into or exit from Algeria 
°n a journey from or to the officer’s home overseas—whichever is 
appropriate.

17204 niav dP^ers who undertake journeys permitted under Rules 
set out in this* P IF'cltLcntal porterage allowance on the conditions an 
incurred in nav' U f ^b’s a^owance is intended to cover out-of-pocke.tenses 
at arrival anr? • ? b°r tbe handling of an officer’s load at the dep of
incidental nortP, en?.ediate statio^. The following rules apply to the grant 

purrerageallowance:— . „ .j

hen proceeding on transfer an officer *nay,bt frailway station or 
nsP°rt in his station between his house an £ Governtne * 

t cannot VCe ver®a on his arrival at his new sta ° • rates approved by
the appropriate Authoritieded’ °fficcr ma' be **

who retires

Use of 
Govern- 

vers"1S St^On betwee“ his h°US! Z Whwe Government Xpert 
, ersa °ti his arrival at his new station. aDproved by from house 

torailway 
station, etc.

Proceeding on transfer an officer may be pro:
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Duty and Courses of Instruction Outside Nigeria

Section 1—General.
Section 2—Duty visits outside Nigeria.
Section 3—Courses of instruction outside Nigeria.

Section 1—General

18101. This Chapter applies to occasions on which servants are required, 
with the prior approval of Government—

(а) to undertake special duty visits to countries outside Nigeria;
(б) to discharge official duties during vacation leave outside Nigeria;
(c) to take courses of instruction outside Nigeria.

18102. For the purpose of this Chapter the following terms are used with Definitions, 
the following meanings:—

Duty visit—A “Duty Visit” is an official tour outside Nigeria on a delegation or 
visit to an organization for a short period during which the officer is eligible 
for the rates of allowances set out in Rule 18201.

Courses of Instruction—A “Course of Instruction” includes any attachment to 
an organization overseas for any period in excess of 28 days. In such an event, 
the officer is regarded as being on a course of instruction and he is eligible tor 
the rates of allowance set out in Rule 18304.

Procedure

18103. (a) In respect of official visits, by Heads and Deputy Heads of Obtaining 
Departments on leave outside Nigeria, the prior approval of approval. 
Government may be assumed.

(A) In all other cases, Heads of Departments should seek the prior 
approval by application to the Ministry of Establishments through 
the appropriate channels. Unless an application is in respect of 
a course of instruction for which a special procedure has been 
issued (in which case it should accord with the special procedure 
in question) it should specify:—

(«’) details of the visit, duty or course proposed;
(«’) why the visit, duty or course is considered warranted in the 

public interest;
(««') the approximate dates on which it is proposed the officer 

should arrive in and depart from the country in which the 
duty or course is to be undertaken;

(fv) the officer’s address whilst absent from Nigeria;
(®) the probable duration of the duty or course;
(w) the total estimated cost including all travelling expenses, 

subsistence allowance and fees (if any).
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Away from 
normal 
place of 
residence.

the amount of leave due to an officer of his Course of 
instruction.

of instruction Briefing of 
officers.18104. An officer required to undertake duties or a course

outside Nigeria must be furnished by his Head of Department with detailed 
instructions regarding such duties or course and be informed in advance and in 
writing of the allowances and travelling facilities for which he will be eligible at 
Government expense in connection therewith.

Effect of Leave

18105. Where an officer is required during his vacation leave to undertake Special 
any duty, the period of duty will be leave-earning and not leave-consuming. A duty vis 
period of duty outside Nigeria during an officer’s tour will be regarded as part of 
his tour (see also Rule 15113).

18106. The normal effect on
attending a course of instruction during his vacation leave is specified in Rule 15114.

18107. Where provision is made in this Chapter of the Civil Service Rules for Class of 
reimbursement to officers of actual expenditure on rail fares, the most expensive ,f"“ 
class of fare reimburseable is:—

Officer Class of Rail Fare
Heads of Departments and Officers on salaries of

Grade Level 13 and above First
Other officers Second

Section 2—Duty visit outside Nigeria

18201. An officer directed to visit a Country outside Nigeria on duty (includ­
ing an officer required to perform a short period of duty away from his home during 
his vacation leave) will normally be granted the following:—

(a) Passages—Ocean or air passage for himself only; but where the duration 
of an officer’s duties is not less than nine months, his wife may 
accompany him at Government expense.

(b) Transport—Reimbursement on actual expenditure or transport essential 
to the business of the visit.

(c) Duty Allowance Abroad—Where a government or other body providing 
the training as a form of technical assistance to Nigeria also provides 
free board and/or lodging, the officers concerned shall be entitled to 
only 10% of the estacode rates appropriate to their grades for their 
incidental expenses such as laundry and internal transportation. Where 
the cash allowance from a sponsor under a technical assistance prog­
ramme is less than 30% of the appropriate estacode rates, the affected 
officers will be entitled to claim the difference from the Government.

Discharging duties during vacation leave

18202. An officer who, with prior approval of Government, discharges 
official duties during vacation leave outside Nigeria and who is obliged to take 
accommodation away from his normal place of residence or home, will be treated 
as proceeding to such a destination on duty visit and will be eligible for duty 
allowance abroad as indicated in Rule 18201 so long as no accommodation is 
provided at Government expense at such a destination.
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Expatriate 
officer.

Nigerian 
officer.

Courses 
with special 
conditions.

At or near place of residence
18203. A Nigerian officer for whom accommodation is provided who, with

, e fn°5 .op Government, discharges official duties during his vacation
,'nn ° j s* 5Nigeria is eligible for a refund of daily travelling expenses necessarily 
incurred in the discharge of such duties plus a daily subsistence allowance of N14.00

1 e*Patr*ate officer who, with prior approval of Government, 
oblioeriSrn tavCla' dutles during his vacation leave outside Nigeria but who is not 
travel!' 1 accommodat‘01} away from home is eligible for a refund of daily 

suS^SS®the diSCh3rge °f SUCh dUtieS P'US a dai*y
Section bourses of instruction outside Nigeria

for the bekefi^s^out^^ifSom ‘°“’”ofin8tructionfaeligibIe

connect°eddthlrmvith^f ^^ned agreement t0 refilnd t0 Government all expenses

(b) doS not return to Nfo?/ 8atisfectOry attendance at the or

of1thetGoveany °tber course instruction without the specific approval

(d) resigns from the Anambra State Public Service within a period of:—
t]V° yCars por courses lasting for twelve months or less;

t ) ree years for courses of between twelve and twenty-four
... months duration;S • ' o; ' 0 years Por courses lasting for more than twenty-four months, 

leave the se'rvir»rt.Undert-a^*n® courses lasting for less than twleve months could 
good the cost of the coura™6 C°UrSeS W‘th°Ut being required t0 make

on the officers SUcb courses convey no academic or professional qualification

18302 A ~ tinstruction Grade Level 07 and above sent overseas on a course of Passages,
the duration of th *glble f°r. free ocean °r passage for himself only; but where-t less tin nine months, L wife may

certain3coiirsr^Pnr1;11 ^ateS °P al*°wances, etc., are prescribed from time to time for 
in question instruction, and they apply to all officers attending the courses

of insfnirtior.^r^K118 Yb°’ Pr‘or approval of Government attend courses
allowances at the following rata™‘° WWCh I83°3 appHeS) Sh°U'd ^d

rn 2,?Cersonsalary Grade Level 15 and above... N75 per night
I \ r>!cCCrS ?n Salary Grade Level 10 and above... N60 per night 
>7. Officers below salary Grade Level 10 ... N50 per night
(^VUni°rOfficer3............................................ N20 per night
Subsistence or Incidental Allowance  25% of the appro­

priate Estacode
rate.
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Where the host Government or institution merely contributes in cash towards the cost 
of accommodation and other living expenses, an amount less than the appropriate estacode 
rate, the officer is entitled to claim in lieu of subsistence allowance, the difference between 
the cash payment by the host government or institution and the estacode rate applicable.

Procedure.
Externally assisted courses

18306. Where training facilities under a foreign Government’s technical 
assistance scheme is required, all application forms for the nomination of candidates 
will be forwarded to the Permanent Secretary, Ministry of Establishments, who on 
approval of the nomination for a particular course will complete the application 
forms and forward them to the Ministry of Finance and Economic Development.

18307. Officers attending courses of instruction under a technical assistance Conditions, 
scheme will continue to receive their salaries, and all other conditions of service 
will be decided in accordance with the existing arrangements between the donor 
Government and the Anambra State Government.

18305. An officer undergoing a training course overseas who receives a Overseas 
salary from an employer in the overseas country will not be eligible for any salary 
or allowance from the Anambra State Government except as may be specifically 
approved by the Permanent Secretary, Ministry of Establishments. training

courses.

Courses of instruction outside Nigeria.—All officers on Training Courses shall 
receive a consolidated allowance for boarding, lodging, entertainment, books and 
other incidentals representing thirty per cent, of the estacode rates appropriate to 
their grades, after receiving full estacode rates for the first twenty-eight days of 
arrival on training courses.

Where a government or other body providing the training as a form of technical 
assistance to Nigeria also provides free board and/or lodging, the officers concerned 
shall be entitled to only ten per cent, of the estacode rates appropriate to their 
grades for their incidental expenses such as laundry and internal transportation. 
Where the cash allowance from the sponsor under a technical assistance programme 
is less than thirty per cent, of the appropriate estacode rates, the affected officers 
will be entitled to claim the differences from the Government.

Junior officers, that is, officers below the rank of a substantive Executive 
Officer, salary Grade Level 07, are regarded as trainee students and are entitled 
to N160 per month.
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n._art_ ’» Where M officer is permitted on the recommendation of his Head of 
emdirira? ° a course instruction at the officer’s own request, special 
Ministrv kilniP0Se^‘ Conditions will be decided by the Permanent Secretary 
the wiffidrL, ita“1,shinents, and may include the grant of leave without pay and 
Chanter Tn k a °*-a”^ ^e a^owances or other privileges prescribed in this 
the officer in •^?ses *? the responsibility of the Head of Department to inform 
decided. ” ln®’ “e^ore his departure, of the conditions which have been
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Section 1—-General.

Section 2—Outfit Allowance.

Section 4—Warm Clothing Allowance.

Section 5—Uniform Allowance.

Section 6—Camp Equipment Allowance.

Allowance 
not a right.

SECTION 1—GENERAL

19101. Nothing in these Rules shall give any officer a right to any of the 
allowances set out in this Chapter, the provisions of which may at any time be 
revoked, altered, added to or amended at the discretion of the Government.
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SECTION 4—WARM CLOTHING ALLOWANCE

SECTION 5—UNIFORM ALLOWANCE

Grade Level 07and ab^ onafter the 13th of May,

Eligibility.

Nursing Sisters,
Q" *_________ i nc. 40

,W503. An officer who has already received

1

19402. An officer who is required by Government to E“g*b,11,5‘
country on duty or on an approved course of instruction will be eligible t 
clothing allowance of N200.

19501. In this section the word “officer” means a Nigerian officer appointed Definition.
■ to a post on Grade Level 07 and above on or after the 13th of May,

locni . a: has already received an outfit allowance under the Exception.

Sister Tutors and Superintendents, Health
Sisters and Midwifery Tutors 

. 19401. IIIU1
n^PenSi°nablel 
ndode P°ver~t 

under the 1.7 ‘ 
award schemes?

In this section the word “officer" means a Nigerian officer appointed Definition.
""''i “post on Grade Levels 01-16and the special grades,butit does not

.ent scholars and other persons awarded Government bursaries
Ministry of Education and Information scholarship or training

Amount of 
Allowance

N
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°fficcr^S^c‘ Uniform allowance at the rates set out hereunder is payable to an 
°n first appointment to any of the posts listed hereunder—

Posts

?96P0rOm°tcd

ing Warm clothing allowance is not payable to an officer under the follow

w
clothing allowance.



I
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not 
automatic.

Rate of 
allowance.19604. Camp equipment allowance at the rate of NSO is payable to an officer 

who qualifies under Rule 19602.

19602. The payment of this allowance to any grade of officers is not automatic; Payment 
it is only payable to an individual field officer when he is actually required to tour 
under bush conditions and on a certificate personally signed by the Permanent 
Secretary of the Ministry concerned to the effect that the officer is definitely 
required to use and maintian camp equipment.

19601. In this section the word “officer” means a Nigerian officer appointed Definition, 
or promoted to a post on Grade Level 07 and above on or after the 13th of May, 1960.

19603. An officer who has already received an outfit allowance under the Exception, 
conditions prevailing before the 13th of May, 1960 is not eligible for this allowance.
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When 
made.

'r Post in 

apP'^ble

Not made 
unless 

ices necessary. 
f an

Pr°Cedui-(

20105. The date on which an acting appointment commences will k 
ated in the G/isette Notice authorizing the appointment. Normally tl °e 'ndiC- 
date of commencement will be that on which the acting officer takes ov 6 
and responsibilities of the post, except that if he takes over from the* dlffies
holder the gazetted date of commencement will not be earlier than 
the latter, after handing over— c Ott whi^

(a) leaves the station or the post,
(/.') takes over substantively or himself commences to act in a 

the same station, or °t‘1ei
(c) commences vacation leave in the same station, whicheve • 

according to circumstances. ls

Sg-

20103. Acting appointments are not intended as a means of testin 
suitability of officers for promotion; they will normally be made only in orde t m 
posts that are temporarily vacant and their duration should be limited arr„Ji- ° ,

cordlngly. pro>notiOn-
20104. Recommendations for acting appointments must be forward 

the Anambra State Public Service Commission on General Form No. 66 a i to 
include thereon either— n n'ust

(a) a certificate to the effect that the acting officer will assume the fi,|i j
and responsibilities of the post in question; or dufies

(b) a statement to the contrary effect, with a recommendation ■>
reduced rate of acting allowance that should be paid [see Rul^or? dle 
Approved acting appointments will be gazetted by the Anamh *^02). 
Public Service Commission but it will on no account be back d 
period in excess of two months of the date of receipt of the rec ated to a 
tion by the Commission. Ornrrienda.

ACTING APPOINTMENTS AND ALLOWANCES

Section 1—Acting Appointments.
Section 2—Acting Allowances.

SECTION 1—ACTING APPOINTMENTS

20101. When it is necessary that a particular duty post (of status not lower 
than Senior Clerical Officer) should continue to be filled at a time when no officer of 
corresponding substantive rank is available for posting thereto, some other officer 
may, with the approval of the Public Service Commission, be formally appointed 
by notice in the Gazette, to act in the duty post and assume either fully or in part 
the duties and responsibilites thereof.

20102. The mere fact that the substantive holder of a duty post will be 
absent therefrom for a short period (e.g., on casual leave or on the sick list) does not 
in itself justify an acting appointment; there may however be circunistaru 
(such as compliance with statutory provisions) which necessitate the making of 
acting appointment for a relatively brief period. The decision whether anacf 
appointment is necessary or desirable in any particular case will rest with th^ 
Anambra State Public Service Commission. "e
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20201 a SECTION 2—ACTING ALLOWANCES
the pPPf°priate rat^Cer duly gazetted as acting is eligible for acting allowance at WJlen 
atel v tted da'e of *pecified in Ru,« 20202 to 20204, whichever is applicable from payabIe- 
exc<-r>»PJece<En£ th,. COmmencen>ent of his acting appointment to the date immedi- 
of ill k Or any dav« ■ ®azetted date of termination thereof (both dates inclusive)

"i-health. No =n exeess of 14 days of continuous absence from duty on account 
extend beyOntj °4^nces will be paid if the period of acting appointment does

20202. (■,-> ,
' • 'llen ,an officer has been recommended to act in a grade Rates of 

mediately higher than his own, he will be regarded as adequately acting 
Performing the full duties of the higher post and shall be entided ^“wance. 

W Per Cent’ actln£ allowance.
' , ,cn an °dicer has been requested to act in a post two or more 

grades above his substantive rank he should receive fifty per cent.

When an officer has been requested to act in a post two or more 
grades above his substantive rank, the maximum amount of acting 
allowance which he may receive, will be calculated as the difference 
“ttween the salary of his substantive appointment and the initial 
salary of the post immediately superior to his own.
An officer who is acting in a grade higher than his but who has 
not served for at least one year in his substantive rank shall not be 
entitled to any acting allowance.

20106. The date on which an acting appointment ceases will be indicated Date of^ 
in the Gazette Notice reverting the officer’s appointment. Normally, the gazetted date 
of cessation will be that on which the acting officer relinquishes the duties ana 
responsibilities of the post, except that if he hands over to the substantive holder, 
the gazetted date of cessation will not normally be later than the date on which the 
atter, before taking over—

(fl) arrives in the station,
(6) ceases to hold substantively or to act in another post in the same station,

or

ceases vacation leave in the same station, whichever is applicable accor­
ding to circumstances.

sinn Mjnistry sEall be required to notify the Anambra State Public Sen' 
swn when officers revert from acting appointments by completion of Form No 
Gen. 15a which shalfbe folded-t less than two weeks before cessation of the 
acting appointment.

res 201?7- Ana«ing officer will not be regarded asrelinquishing ^ “r
'S taCt7aar°intmd "LIS foW- - on a'sea-voyage 

he-een it i^necessa^ during any such leave
ppoint another officer to act in the duty post in question.
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20203. When a gazetted acting appointment requires an officer to discharge 
simultaneously the duties of more than one office, the following rules s aPP}

(a) if the two offices are distinct and separate offices in different ^eP^rtI?e^ 
they do not stand to one another in any immediate sfiP . t an 
or subordination, the rate of acting allowance payable 
appropriate amount not exceeding half the minimum asie Y . 
post (or, if both are held on acting appointments, ofthe higher of the two),

(i> ^1^^»

20202.

20204. Where either the acting officer’s substantive post or the p

Part of his substantive basic salary for the purpo 
,n accordance with Rule 20202.

, 20206. The actual substantive salaries of officers “^“d^nsionable 

20202, be taken as the theoretical pensionable
S actual salary is fixed. means an officer’s actual salary,

, (N.B. The “theoretical pensionable Y•^contract addition). inducelnent addition in a

20207. In the case where an basic' sah£,derateof acting
ng scale is acting in a post ' the rate of the inducement

p addition associated with the lower post.



I
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DEFINITIONS
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APPROVAL TO DRAW “REGULAR” MOTOR TRANSPORT
ALLOWANCE

When justi­
fied.

TRANSPORT ALLOWANCES

Section 1 —Motor Transport Allowances.

Section 2—Bicycle and Auto-Allowances.

Section 3—Miscellaneous.

are used with the followina

21103.
(») When in the opinion of his Head of Department it is necessary for an 

officer to own a motor vehicle for the proper performance of the duties 
of his substantive office he may be granted “regular” transport allowance 
in respect of one vehicle owned by him in accordance with the rules set 
in the second part of this Civil Service Rule. In deciding whether it is 
necessary for an officer to possess a motor vehicle for the proper perfor­
mance of the duties of his office, Heads of Departments should be 
guided, not only by the amount of official travelling which the officer 
may have to perform while in occupation of the post which he holds 
at the time the question is raised, but also by the general nature of the 
duties attached to the service or grade to which he belongs, and by 
the general consideration (related to all the circumstances, including

21101. • In this chapter the following terms 
meanings—

Auto-cycle—An “auto-cycle” is a cycle designed by the manufacturer for 
propulsion both by pedal and motor or a pedal cycle fitted with an auxiliary’ 
motor.

Motor-cycle—The term “motor-cycle” includes a scooter and a motor-cycle 
with a side car.

Occasional Motor Transport Allowance—is paid to an officer who does not 
normally require to own a motor vehicle for the efficient performance of his 
duties, and who is not therefore eligible to receive regular motor transport 
allowance whenever, with the approval of his Head of Department, he uses 
his car for official purposes.

Regular Motor Transport Allowance—consists of a basic monthly allowance 
and a kilometre allowance paid to an officer who owns, and maintains at his own 
expense, a motor vehicle which is considered necessary for the efficient perfor­
mance of the duties of his office.

21102. Allowances for motor-cycle and auto-cycles are set out in Rule 21117.
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motor 
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in Rule 21117, payable irrespective of the distance covered together with a 
allowance at the rates prescribed in Rule 21116.

Allowance 
notreduce 
on transfer

21106. An officer who possesses a motor vehicle but is not eligible to bi 
granted * ‘regular’ ’ motor transport allowance may—

(t) with the prior approval of his Head of Department in respect of eac^ 
journey draw “occasional” motor transport allowance 
journeys made on official duty in his own vehicle,

(«) with the approval of his Head of Department draw/occ"

A--""
Rules 21115.

the responsibility of his official position and the place: where; he is 
required to reside) as to whether the possession of ti. j.:m 
would effect a material saving in his time and energy an 
to be a more profitable servant to Government.

(n) “Regular” transport allowance will not normally be granted to sen ’ 
who are not substantive holders of Grade Level 07 and above, app' 
by officers outside these categories may be considered an 
by a Head of Department provided that the officer c°"‘crn“ *’her 
receipt of the initial salary on Grade Level 08 per ann • 
applications personally recommended by a Head of eP <■ tj]c 
be submitted under his signature together with full rea 
recommendation, to the Permanent Secretary to the Ministry of . 
lishments for determination.

21104. The allowance to be drawn will be specified at the time it is g 
either by the Head of Department or the Ministry of Establishments and w.imr 
be higher than the class permissible under Rule 21103 as appropriate to the sue 
tive duty post when occupied by the officer; and the Auditor-Gener 
Accountant-General must be informed of the class of allowance granteo 
officer.

21105. An officer may, on transfer, continue to draw the allowance.

Regular” motor transport allowance will be drawn in the form of a Regular 
-----  • • - - . .... . -l j motor 

transport 
allowance.

KILOMETRE ALLOWANCE RULES
21108. Kilometre allowance whether drawn under Rule 21107 or as occas" 

ional” allowance, may only be drawn in respect of distance travelled on official duty, runn{n0<1

21109. Kilometre allowance may not be drawn in respect of journeys between 
an officer’s quarters and his normal place of work save as provided in Rule 21106 
(n) and when an officer is allocated quarters so far from his normal place of work 
(his Head of Department being fully satisfied that nearer quarters are not available)
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able when 
other 
transport 
used.

Kilometre allowance may not be drawn in respect ofJ°“r“ys 
fficer also utilizes other transport at Government exp 

transport of himself, his wife, servant or baggage save,
(a) in special cases with the prior approval of the officer s Head o P 

ment;
(/>) when the officer is proceeding on transfer.

h°use-to-work journeys exceed 640 kilometres a month. Journeys
duties 140 kllometres maY be heated as having been undertaken on official

21110. r-... •
which the officer also

motor basic allowance rules
(a) An officer who has received a loan for the purpose of a new 

' f I*" 6 s .u^ receive basic allowance from the date of registration 
o the vehicle at the prevailing rates until the sixth anniversary of 

o registration. To receive further basic allowance, the officer 
must obtain a certificate of roadworthiness not earlier than one 
n'°®m before the Ministry of Works and Housing on the payment 
o the fee of two naira, twenty kobo to any Government Treasury.

his certificate must be attached to the first Payment Voucher 
?r basic allowance in favour of the officer submitted after the 

sixth anniversary.
When an officer is on leave on the sixth anniversary of the original 

asic allowance in respect of his car, he will continue to draw 
asic allowance until he resumes duty. He will then be required 
o obtain the necessary certificate before further payments are 

made to him.
(c) To continue to draw basic allowance on the vehicle in subsequent 

years, the officer must produce a certificate of roadworthiness for 
each succeeding year.

Basic allowance will cease:—
( ) On the date the officer ceases to own the vehicle;
( ) On the date the officer starts drawing motor transport allowance in 

respect of another vehicle;
( ) On the date the vehicle is damaged to such an extent that it is unlikely 

again to be roadworthy;
(d) On the date a contract officer, whose current contract will expire at the 

enc of that leave, proceeds on leave provided that if the officer is later
e-engaged by the Anambra State Government and resumes duty in 
I I^Cri? w‘thout a break in service at the expiry of his leave, he may 
raw the amount of basic allowance which has been withheld from him 

m respect of such leave;
(e) On the date the officer ceases duty in Nigeria to undertake duties outside

igena expected to last at least a calendar year or to take up a course of 
instruction or scholarship expected to last at least a calendar year;
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SECTION 2—BICYCLE AND AUTO-CYCLE ALLOWANCE

21201. When in the opinion of his Head of Department it is necessary for 
an officer or employee to possess a bicycle for the proper performance of the duties 
of his office, he may be granted bicycle allowance (which may be drawn concurrently

Basic 
allowance.

21115.
kilometre.

21116. The following 
21109:—

Class of Allowance and Rate in kobo
Type of Journey per kilometre

Touring outside locality or station  5k 
Local  3k

21117. Every entitled officer should receive a car basic allowance of N50 
per month. Public officers entitled to official chauffeur-driven cars shall, without 
prejudice to their eligibility for motor vehicle advance or loan, not be eligible for 
motor basic allowance in respect of their personal cars.

(/) Two months after the date on which the officer while on duty outside 
Nigeria, scholarship or course of instruction, becomes aware that it will 
last at least a year, whichever occurs first;

(g) On the date when an officer on the permanent establishment or on a 
contract not expiring with leave, gives notice, while on leave, of his 
intention to resign or retire.

21113. If while an officer is on duty in Nigeria the vehicle in respect of which Suspen- 
he is drawing basic allowance is, by reason of mechanical defect or lack of essential sion. 
parts, temporarily unusable for a period exceeding three months, the officer must 
report the fact to his Head of Department and the basic allowance will be suspended 
from the commencement of the fourth month from the date on which the vehicle 
ceased to be usable until it is again fit to be used by the officer on official duties 
(i.e., if the vehicle becomes unusable on the 20th of January, 1962, basic allowance 
will be suspended from 21st April, 1962, inclusive).

Rates of allowances
21114. The following are the approved rates of allowance per kilometer.

(a) Kilometre Allowance.—The rates of 5k per kilometre for journeys 
undertaken outside an officer’s station and 3k per kilometre for local 
running shall apply.

(Z>) Motor-Cycle I Auto-Cycle Allowance.—Any junior officer who is entitled 
to a motor-cycle or an auto-cycle allowance shall continue to be paid a 
monthly allowance of N10. Those who are not entitled but use their 
vehicle in the discharge of their duties shall be paid as follows:—

For the first 320 kilometres  3k per kilometre 
321-960 kilometres 2k per kilometre 
over 960 kilometres Ik per kilometre.

Occasional allowance under Rule 21106 is at a flat rate of 5k per Occasional 
transport 
allowance.

are the approved rates of allowance under Rule Regular 
transport 
allowance.
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NOTE
Civil Service Rule No. 21203 and Section 3—Horse Allowance, Numbering 

from 21301 to 21304 are omitted.
Reason for Omission.—horse allowance is not payable in the anambra 

STATE OF NIGERIA.

with other transport allowance) of N4 a month. The allowance may be drawn 
from the date the bicycle is first used by the officer or employee for the purpose for 
which the allowance is approved. It will cease as soon as he ceases to own and 
maintain a bicycle or his duties cease to necessitate its use.

21202. A 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 10k a day for such journeys subject to a limit of N4 (four naira) in any 
calendar month.

SECTION 3—MISCELLANEOUS

21301. Claims for payment of transport allowance are required to be sub- Claims for 
mitted monthly. Payment vouchers for motor transport allowance must be supported allowance, 
by certificates that no other allowance has been or will be claimed in respect of that 
month. Claims not submitted within two months will be disallowed unless there is 
valid reason for the delay.
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Persons 
eligible.
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22001. Travelli ALLOWANCE

°fCthe°rnpe^orne7°gab"e8mTT t0 servants to travel on official Not an 
toa servant’s effects- The allowance C°mpensate t,lwn tor actual wear and tear emolu- 
servant hao Sa,aryand if it js sh “ lsLIn no sense an emolument or an addition men(- 
equant f nd/ngCred his hefc ? T C of the Government th« a Sequent’ili°d> etc" he "’ill bSfet0 Pro"de himself with adequate camp

Uness. to be placed on half or no pay during any

altered nfdado4Warlce and the proviT Sendee Rules shall give any servant a right to

"tended to cover expenditure in SjI?’ants "hose salary’ is not assessed at

22004. Sub' When Eligible
'oiling allowance forth^^^j5 sPec‘6ed in Rule 22005, a servant is eligible
(“) jn reaching his t - OdN*ena necessarily spent-
(*) in travelling to S T"0” -°" assuming °r resuming duty from overseas;

"'hen proceeding11 « a"ait*ng a passage at the place where his tour ends 
Win travellinptnhf °n VaCati°" '«« overseas;
(</) on duty away ne'V.Station on transfer;

any extension of Tk p.ermanent headquarters or station; including 
by his own sickne pen?d (aPart from days in hospital) necessitated 
negligence on his par* Pr°vided the latter was not due to any fault or

llow»ng circumstifnces^inf t5®.pcriods listed in Rule 22004 to which any of the Exceptions.

(°) when his sub •t0 <'ualif>’the traveller for travelling allowance— 
Government expert • ' lnc'uded in the transport facilities provided at

(c) whenheacc '* rCfUnd °f hotel expense under Rule 22008;
staff (this excent'ln,e!it,le Governoras a member of the latter’s personal 

(rf) when he is -1P , ““ n°‘ apP,>'t0 motor drivers and messengers);
servant; ' °arc the vessel to which he is permanently posted as a

ess of his wife.
W^otion from one Brademrai°nS|.Of Sa,ar’'or anf additions to salary not involving Rates 
co IgOry (as quoted in the fi anotber> which brings a servant’s salary into a higher P®"003'” 

» de are eligible which his colleagues on normal salaries in the same increase
rate of 
travelling 
allowance.
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Officers on Grade Level 12 and above  
Officers on Grade Levels 07 to 11 
Officers on Grade Levels 04 to 06 
Officers under Grade Level 04 and daily-rated staff ...

22009.
22008:—

When 
granted.

Table of 
rates.

Travelling 
Allowance 
per Night 

N 
6 
5 
4 
2

Catering 
Rest 
Houses, 
etc., 
included.

22007. Travelling allowance is payable at the following rates for each night 
of a qualifying period—

Substantive basic salary of traveller discounting any "personal"
salary right—(See Rule 22006) or

Basic salary of higher office in which he is acting by gazetted
acting appointment

Hard-Lying Allowance

22011. When in the opinion of tl'.e Head of Department a servant eligible for 
travelling allowance under Rule 22003 undertakes touring sufficiently arduous to 
justify the payment of hard-lying allowance authority may be sought by the Head 
of Department for such payment as a supplement to travelling allowance, at the 
rate of one-half of the travelling allowance applicable under Rule 22007. Hard-lying 
allowance will not be payable except to servants compelled by touring in excep­
tionally arduous conditions to live under canvas or in temporary improvised 
structures in places where no other accommodation is available.

Claims

22010. Claims for travelling allowance will be submitted at the end of each 
month on Treasury Form No. 5. Claims not submitted within two months will not 
be considered unless there is valid reason (such as serious illness) for the delay.

The following may be regarded as hotels for the purpose of Rule

(i) a Government Catering Rest House;
(ii) an Ocean-going Vessel in port;

(Hi) a train (except when the officer is travelling in his own coach— 
whether or not it is coupled to a train with catering facilities).

Refund of Hotel Expenses

22008. If during any of the periods specified in Rule 22004 an officer on Grade 
Level 07 or above is obliged to stay at an hotel (see Rule 22009), he may in lieu of 
travelling allowance, be granted a refund of the hotel bill for the board and lodging 
of himself and his wife (if accompanying him at Government expense).

If the wife of an officer on Grade Level 07 or above is obliged to stay’ at an 
hotel when travelling in Nigeria at Government expense on joining her husband 
from Overseas or preceding him on vacation leave Overseas a similar refund may 
be granted.
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Provisional 
protection 
of inven­
tions.

INVENTIONS

Awards Committee

Govern­
ment’s 
opinion.

Rules 
applicable 
when 
officer 
allowed 
controlling 
rights.

23001. There shall be constituted for the purpose of the rules in this Chapter Appoint- 
an Awards Committee which shall consist of a Judicial or Legal Officer appointed meat, 
by the Head of Government as Chairman and such other persons as the Head of 
Government may from time to time appoint by notice in the Gazette.

23002. The function of the Awards Committee shall be to make investigations 
and recommendations in connection with Rules 23008 and 23009.

23003. The Awards Committee may make rules for regulating their proceed­
ings, but no such rules shall come into force until they shall have been approved 
by the Head of Government. An officer shall be entitled at his own expense to 
appear personally before an Awards Committee or be represented in such manner 
as the Awards Committee may approve. All conclusions of the Awards Committee 
shall be embodied in recommendations which shall be forwarded to the Head of 
Government.

23004. An officer who has made an invention must immediately report it 
under Secret Cover to Government through the Head of his Department. He may, 
at his own expense, and shall at the expense of Government if so required, lodge an 
application for provisional protection with the Registrar of Patents and Designs. 
When so lodging any such application, the officer shall simultaneously send a copy 
thereof to the Head of Government through the Head of his Department. The 
Head of Government shall decide as expenditiously as possible whether the invention 
shall be regarded as secret, and his decision shall be forthwith communicated 
to the Head of the officer’s Department for the information of the officer.

Controlling Rights in Patents

23005. An soon as practicable the Head of Government shall decide whether 
the officer shall or shall not be allowed controlling rights in the patent and his 
decision shall be communicated to the Head of the officer’s Department for the 
information of the officer. Where an invention is in all respects alien to the employ­
ment of the officer, he shall normally be granted the full rights in such invention. 
Pending the decision of the Head of Government as to the controlling rights, all 
rights in the invention shall be deemed to belong to and be held in trust for the 
Government.

23006. If the Head of Government decides that the officer shall be allowed 
controlling rights in the patent, the following provisions shall apply:

(а) the officer shall, subject to the provisions of Rule 23004, be responsible 
for all expenditure in taking out the patent;

(б) the Head of Government may attach to his decision such conditions 
as he may think fit; in particular he may reserve to Government a right 
of user of the invention free of royalty and/or may reserve to the Govern­
ment a right to share of any commercial proceeds;
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Determi­
nation.
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applicable 
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not 
allowed 
controlling

Modifica­
tion.

23007. If the Head of Government decides that the officer shall not be 
allowed controlling rights in the patents, the following provisions shall apply:—

(a) the officer shall assign all his rights in the invention to Government;
(b) the Government shall be responsible for all expenditure in taking out 

the patent;
(c) the Head of Government shall decide whether the officer shall or shall rights, 

not be allowed a share of any commercial proceeds;
(d) the officer may, whether he is allowed a share in the commercial proceeds 

or not, apply to the Awards Committee through the Head of his Depart­
ment for an award in respect of his invention.

Awards and Shares of Commercial Proceeds

23009. In the event of a material change taking place in the circumstances 
which existed at the time when an award or allocation of commercial proceeds was 
made, the original decision under Rule 23008 may be modified by the Head of 
Government after further investigation by the Awards Committee; provided that, 
in any such modification of the original decision, the amount of an award which 
has been paid shall not be reduced. Where the Inventor considers an award by the 
Head of Government unacceptable, he may apply to the Court to determine 
whether or not such an award is a fair remuneration under the Patents and Designs 
Decree, 1970.

23008. The question whether an award shall be made, the amount thereof, 
and the amount of the share of commercial proceeds to be reserved to the Govern­
ment under Rule 23006 (b) or allowed to the officer under Rule 23007 (c), shall be 
determined by the Head of Government after investigation by the Awards Com­
mittee. In fixing the amount of any award or share of commercial proceeds—

(а) any reasonable expenses to which the officer may have been put in 
connection with his invention shall be taken into account;

(б) the reservation of a right of user free of royalty to the Anambra State 
Government shall not be taken into account, but if and when such right 
shall be exercised by the Government, a material change shall, for the 
purpose of Rule 23009 be deemed to have taken place.

(c) the officer may, whether any rights are reserved under sub-paragraph (i) 
or not, apply to the Awards Committee, through the Head of his 
Department, for an award in respect of his invention.

23010. Nothing in this Chapter shall affect the duties and liabilities of any Secrecy, 
officer under the provisions of the Official Secrets Act, 1962—as subsequently 
amended.
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working 
week.

on a relay or shift

of the normal working day.

24005. (a) Overtime will be calculated in half-hours and to nearest half hour. 
Example—A man works 15 minutes overtime; that period is 
disregarded for the purpose of overtime payment.

(6) Overtime will be computed in respect of each day and there will 
be no aggregation of period disregarded under section (a) of this 
Rule. Payment will be made monthly.

overtime fees:—
(f) all officers on Grade Level 10 and above and officers whose posts are 

gradedinsalaryGradeLevels08,09,andNursesonsalaryGradeLeve!07;

(ft) all officers whose posts are graded in salary Grade Level 07 other than 
those who, by the nature of their work, are regarded as qualified for 
overtime payment. Overtime shall not be paid to Works Superinten­
dents, etc., or Foremen whose duties are generally of a purelysupervisory 
nature, although should exceptional circumstances demand that they 
themselves perform manual work the grant of overtime may be 
recommended if they are otherwise eligible;

(iti) all clerical and other office workers;
(tv) Fire Fighting Services;

(v) servants whose special terms of employment require attendance for 
work or duty at any time and for any period that the exigencies of the 
service may demand, and whose conditions of employment have been 
taken into consideration when their emoluments were fixed;

(vi) servants whose work does not admit of supervision and whose hours of 
work or attendance are not prescribed or scheduled, e.g., pharmacists, 
hospital orderlies, ambulance drivers, ferrymen.

24003. The normal working time per week for the purpose of computing Normal 
overtime payment due under this Chapter will consist of five days of eight hours a *u'"“ 
day provided the number of hours may vary in the following cases

(a) certain grades in the Printing and Stationery Division of the Ministry of 
Education and Information, Produce Section of the Ministry of 
Industries, Co-operatives, Trade and Transport, for whom special 
departmental arrangements are already in force;

(b) those employees whose working time is regulated 
basis.

24004. Payment for overtime where due will be made for time worked in Payment 
excess of the normal working dav. over"time.

Method of 
computing 
overtime.

OVERTIME

24001. Overtime fees will be payable in accordance with the provisions of Applica- 
this Chapter only to the servants specified in the list shown at Appendix 24a at tl0ns‘ 
the end of this Chapter.

24002. Officers in the following categories do not qualify for the payment of Exceptions.
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worked on 
public 
holidays.

calculation 
of over­
time.

Limitation 
of total 
monthly 
overtime.

24006. Only overtime work duly authorized by the responsible officer shall 
qualify for payment.

24007. Payment for overtime on 
time-and-a quarter.

24014. (o) No servant qualified for overtime payments shall work overtime 
in excess of 45 hours in any one month, unless this is authorized 
in special circumstances by the Head of Department.

work-free days, time-and-a-half will be paid, Payment 
 r. — L for tune

worked on 
work-free 
days.

(<’) Established staff will receive payment for actual time worked up payment 
to eight hours at the scheduled single-time hourly rate subject to a for time 
minimum payment as for four hours. Time worked in excess of 
eight hours will be paid at the scheduled time-and-a-half rate.

(«) Daily-rated staff will receive one day’s pay whether required to 
work or not and if required to work, will in addition, receive 
payment for actual time worked up to eight hours at the scheduled 
single-time hourly rate, subject to a minimum payment as for 
four hours. Time worked in excess of eight hours will be paid at 
the scheduled time-and-a-half rate.

24012. These are credited to Government revenue, the servants in question Fees paid 
receiving payment for overtime under this Chapter. public for

overtime 
services 
rendered 
by Servants.

24013. Wherean officer eligible for overtime payments is gazetted as actingin Effect on 
a post which attracts overtime payments, he will be paid for overtime on his full acting 
acting salary. If, however, the post in which the officer is acting is one which does *PP°jn' 
not attract overtime payments, no overtime payment will be made; but if the officer 
receives no acting allowance in the post for the reason that his substantive salary is 
higher than the minimum of the acting post, he will qualify for overtime payment 
at the rate attaching to his substantive salary notwithstanding the fact that the 
acting post is not in itself overtime-earning.

Authority 
for working 
overtime.
Rate of 
payment 
of over­
time.

24008. The hourly rate of salary will be calculated at 1/190th of the monthlv Method of 
salary for the monthly rated staff and at 1 /44th of six days’ wages for daily-rated 
staff. Established staff will be paid overtime allowance as laid down in Appendix A 
to this Chapter.

24009. For the purpose ot this Chapter a “work-free day” means that day in Work- 
each period of seven days which is regarded as work-free, e.g., for large number of ee 
servants, Sunday is the normal work-free day, but this is not always so; hence the 
need for a generic term.

24010. For time worked on \---------- j .
subject to a minimum payment as for four hours in respect of each day.

his full acting
ment.
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Allowances 
in lieu of 
overtime.

Treatment 
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not quali­
fied for 
overtime 
payments.

(Z>) No officer whose post is graded in salary Grade Level 07 may 
draw more in basic salary plus overtime, in any one month than 
the minimum monthly salary of an officer in the salary Grade 
Level 08. (Such overtime should be authorized in advance by 
the superior officer in charge of the work except in an emergency). 
This limitation does not affect the obligation laid upon all officers 
by Rule 04220 to discharge any duties assigned to them by 
Government. The obligation to work after normal hours continues 
even though overtime fees are not in issue.

24015. Except where the salaries have been so fixed taking into consideration 
the special circumstances of the duties being performed:—

(a) monthly-rated, established staff, will, wherever practicable, be given 
time off on a working day in lieu of time worked on a work-free day or 
Public Holiday;

(A) daily-rated, unestablished staff, will, wherever practicable, be given 
time off on a working day in lieu of time worked on a work-free day or 
Public Holiday. Where this is not practicable, time-and-a-half will be 
paid subject to a minimum as for four hours.

24016. The categories of staff listed in Appendix 24b at the end of this 
Chapter will be eligible, in lieu of overtime payments, and in lieu of the provisions 
of Rule 24015, for the allowances indicated in column three of the Appendix.
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EMPLOYEES NORMALLY ELIGIBLE FOR OVERTIME PAYMENTS

Ministry or Non-Ministerial Department

(a) All Ministries and Non-Ministerial Departments.—
1. Drivers.
2. All daily-paid and established labour force.
3. All stores staff who work a normal 44-hour week.
4. Standard Technical Grade Officers.
5. Other Tradesmen.
6. Artisans (including Chargemen).
7. Craftsmen.
8. Technical Officers and Assistant Technical Officers except those mentioned in General

Order 24002 (w).
9. Foremen and Assistant Foremen.

10. Gatemen and Watchmen.
11. Inspectors of Works.

(/') Printing Division, Ministry of Education and Information.—
1. Printers.
2. Press Engineer’s Assistant.
3. Assistant Press Mechanic.
4. Senior Book-binding Assistant.
5. Book-binding Assistant.
6. Senior Press Attendant.
7. Press Attendant.
8. Technical Officers below salary Grade Level 08.
9. Press Engineer.

10. Office Equipment Engineer.
11. Assistant Technical Officers-in-Training.
12. Senior Overseers.
13. Overseers.
14. Printers, First Class.
15. Learner Printers.
16. Apprentice Printers.
17. Senior Foremen.
18. Mechanicians.
19. Office Equipment Mechanics.

(c) Information Division, Ministry of Education and Information.
Driver/Projcctionist.
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APPENDIX 24k—continued

EMPLOYEES NORMALLY ELIGIBLE FOR OVERTIME PAYMENTS

Ministry or Non-Ministerial Department

(</) Industries, Co-operatives, Trade and Transport.—
1. Draughtmen.
2 Timekeepers.
3. Weight and Measure Inspection Attendants.

(e) IForZtr and Housing.—
1. Works Superintendents (Roads, Building, Mechanical, Electrical and Waterworks);

Assistantant Works Superintendents, Wood-working Officers, Technical Officers and 
Assistant Technical Officers.

2. Technical Assistants.
3. Timekeepers, Grades I and II.
4. Senior Baggage Assistants.
5. Baggage Assistant, Grade I.
6. Road Overseers Grade I and II.
7. Miscellaneous Subordinate Staff.
8. Baggage Foreman.
9. Assistant Technical Officers.

(/) Veterinary.—
Laboratory Technician.

(?) Produce Inspection Division.—
1. Assistant Produce Officers.
2. Produce Inspectors.
3. Laboratory Technicians.

(//) Community Development Division.—
Campmasters.

(») Surveys.—
1. All staff in the Technical grades including Survey Assistants.
2. Air Mapping Assistants.
3. Air Survey Attendants.
4. Draughtmen.
5. Drawing Office Attendants.
6. Map Mounters and Letterpress Operators.
7. Lithographers.
8. Lithographic Mechanics and Lithograph Attendants.
9. Survey Photo Assistants.

10. Photographic Attendants.
11. Technical Assistants, computing.
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Chapter 24

STAFF ELIGIBLE FOR ALLOWANCES IN LIEU OF OVERTIME PAYMENTS

Post

17| per cent, of basic salary.

171 per cent, of basic salary'.

12| per cent, of basic salary.

Works 10 per cent, of basic salary.

Rate of AllowancePosts

12 J per cent, of basic salary.

Rate of Allowance

12 per cent, of basic salary.

Department

Health

Hall Porters 

(Establishment Circular No. 15/1973).

Anambra State 
Civil Service Rules

12 per cent, of basic salary'.
17| per cent, of basic salary.
27 per cent, of basic salary.

APPENDIX 24a—continued

EMPLOYEES NORMALLY ELIGIBLE FOR OVERTIME PAYMENTS

Ministry or Non-Ministerial Department

(J) Inland-Waterways.—
1. Boatwains.
2. Floating staff serving ashore.
3. Timekeepers.
4. Ferry Attendants.
5. Crews of Harbour Craft.
6. Turstile Operators.
7. Wireless.
8. Patrolmen.
9. Technical Assistants.

10. All Technical staff—Hydrological Assistants, Draughtmen, Laboratory Technicians, etc.

Forestry Division.—
1. Forest Assistants.
2. Forest Surveyors.
3. Forest Draughtmen.

All Ministries I Non­
Minis terial Departments

... Hospital Attendants working a three-shift 
system.

Hospital Attendants working a two-shift 
system covering twenty-four hours.

Ambulance drivers working a non-shift 
system but liable to be called up after 
normal working hours.

Junior Port Health staff working at air and 
sea ports (where circumstances warrant).

... Transport Clerical staff of Ferries.
Shift workers on the Water works section—
3 shifts 
2 shifts 
1 shift 
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APPENDIX 24b

Salary per annum

I1

Anambra State
Civil Service Rules

ESTABLISHED STAFF OVERTIME TABLE BASED ON A 44-HOUR WEEK 
(EFFECTIVE FROM 1-10-75)

N
1.0000
1.0333
1.0667
1.1000
1.1333
1.1167
1.1583
1.1667
1.2000
1.2083
1.2417
1.2500
1.2833
1.3000
1.3250
1.3500
1.3667
1.4083
1.4667
1.5250
1.5833
1.6167
1.6750
1.7333
1.7917
1.8500
1.9083
1.9667
2.0000
2.1000

N 
2.0000 
2.0667 
2.1333 
2.2000 
2.2667 
2.2333 
2.3167 
2.3333 
2.4000 
2.4167 
2.4833 
2.5000 
2.5667 
2.6000 
2.6500 
2.7000 
2.7333 
2.8167 
2.9533 
3.0500 
3.1667 
3.2331 
3.3500 
3.4667 
3.5833 
3.7000 
3.8167 
3.9333 
4.0000 
4.2000

N 
.3158 
.3263 
.3368 
.3474 
.3579 
.3526 
.3658 
.3684 
.3789 
.3816 
.3921 
.3947 
.4053 
.4105 
.4184 
.4263 
.4316 
.4447 
.4632 
.4816 
.5000 
.5105 
.5289 
.5474 
.5658 
.5842 
.6026 
.6211 
.6316 
.6632

N 
.3947 
.4079 
.4211 
.4342 
.4474 
.4408 
.4572 
.4605 
.4737 
.4770 
.4901 
.4934 
.5066 
.5132 
.5230 
.5329 
.5395 
.5559 
.5789 
.6020 
.6250 
.6382 
.6612 
.6842 
.7072 
.7303 
.7533 
.7763 
.7895 
.8289

N 
.4737 
.4895 
.5053 
.5210 
.5368 
.5289 
.5487 
.5526 
.5684 
.5724 
.5882 
.5921 
.6079 
.6158 
.6276 
.6395 
.6474 
.6671 
.6947 
.7224 
.7500 
.7658 
.7934 
.8210 
.8487 
.8763 
.9039 
.9316 
.9474 
.9947

N 
720 
744 
768 
792 
804 
816 
834 
840 
864 
870 
894 
900 
924 
936 
954 
972 
984 

1,014 
1,056 
1,098
1,140 
1,164 
1,206 
1,248 
1,290 
1,332 
1,374 
1,416 
1,440 
1,512

I

Overtime at Work free 
Time-and-a day at time­

quarter and-a-half

Daily Half days
equivalent of pay 1/60 Hourly rate
1/30 o/l/12 o/l/12 1/190 0/1/12





Chapter 24

APPENDIX 24b—continued

Daily
Salary per annum and-a-half

I

Anambra State
Civil Service Rules

Daily Half days 
equivalent of pay 1/60 
1/30 0/1/12

N 
2.2000 
2.3000 
2.4000 
2.5000 
2.6000 
2.6500 
2.7833 
2.9167 
3.0500 
3.1833 
3.3167 
3.4500 
3.4667 
3.6333 
3.8000 
3.9667 
4.1333 
4.3000 
4.4667

N
.8684 
.9079 
.9474 
.9868 

1.0263 
1.0461 
1.0987 
1.1513 
1.2039 
1.2566 
1.3092 
1.3618 
1.3684 
1.4342 
1.5000 
1.5658 
1.6316 
1.6974 
1.7632

N 
1,584 
1,656 
1,728 
1,800 
1,872 
1,908 
2,004 
2,100 
2,196 
2,292 
2,388 
2,484 
2,496 
2,616 
2,736 
2,856 
2,976 
3,096 
3,216

N 
1.0421 
1.0895 
1.1369 
1.1842 
1.2316 
1.2553 
1.3184 
1.3816 
1.4447 
1.5079 
1.5710 
1.6342 
1.6421 
1.7210 
1.8000 
1.8789 
1.9579 
2.0368 
2.1158

N
4.4000
4.6000
4.8000
5.0000
5.2000
5.3000
5.5667
5.8333
6.1000
6.3667
6.6333
6.9000
6.9333
7.2667
7.6000
7.9333
8.2667
8.6000
8.9333

ESTABLISHED STAFF OVERTIME TABLE BASED ON 44-HOUR WEEK 
(EFFECTIVE FROM 1-10-75)

0/1/12 1/190 o/1/12 quarter

N 
.6947 
.7263 
.7579 
.7895 
.8211 
.8368 
.8789 
.9211 
.9632 

1.0053 
1.0474 
1.0895 
1,0947 
1.1474 
1.2000 
1.2526 
1.3058 
1.3579 
1.4105

Overtime at Work free 
Hourly rate Time-and-a day at time-
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Chapter 25

Chapter 25
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Rate of 
allowance.

Not a 
right.

Definition 
of transfer.

Not an 
emolu­
ment.

25003. Nothing in these Civil Service Rules shall give any officer a right to 
disturbance allowance and the provisions of this Chapter may at any time be 
revoked, altered, added to or amended.

DISTURBANCE ALLOWANCE

25001. Disturbance allowance is granted as compensation for out-of-pocket 
expenses not covered by other regulations, but which are incurred by officers and 
employees in the course of transfer, as defined in Rule 25002.

25004. Except that there shall be a minimum payment of N5 and a maximum 
payment of N55 disturbance allowance may be paid at the rate of one-sixtieth of 
the annual basic salary of the officer or employee.

25002. For the purpose of this Chapter “Transfer” includes the following, 
except where the move is at the officer’s own request:—

(i) transfer from one station to another during a tour of service;
(it) transfer from one station to another on return from leave;

(Hi) transfer or secondment from the service of another Government 
to Anambra State Government;

(zr) evacuation, on the instructions of the appropriate housing authority, 
from a Government quarter, of an officer allocated the quarter on 
other than a pure!}’ temporary basis, for the reason that the quarter is 
required for another officer; provided that the officer thus forced to 
leave quarter is obliged thereby to move outside the residential area 
concerned. Any claim made under this sub-paragraph should be 
supported by a certificate from the appropriate housing authority to 
to the effect that the move in respect of which a claim is made constitutes 
a move from one residential area to another at the instruction of the 
housing authority.
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Serial No. 
of Sheet

SCHEDULE OF REPLACEMENT SHEETS
Note—The sheets which are replaced should be reinserted behind 

this schedule.
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Rules affectedGazette reference
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SCHEDULE OF MINOR AMENDMENTS
Note—The actual amendment slips should be pasted over the blank 

pages behind this schedule in serial order.

Serial No. of
Amendment I
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