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Chapter I
Preliminary

1.1 The conditions of sexrvice of
Public Officexs, instructions for the
conduct of public business and of officers
and other matters are cmbodied in these
Orders which arc entitleé "Genceral Orders
for the Public Service of the British -
Virgin Islands®™ and are published under the
authority of the Governor.

1.2 The Orxders take cffect from the 1lst
August, 1971 and they superscde the corres-—
ponding provisions in the General Orders of
the Leeward Islands made in 1956.

1:3 All public officers are required to
familiarize themselves thoroughly with the
Geheral Ordets and any amcendments and
additions thercto which may from time to
time be issued. The Orcders should be
readily available to all officers in every

Department and it is the duty of a Head of
Department to ensure that a sufficient

number of copies-is available for consulta-

tion by all officers in his Department.

1.4 The provisions of these Orders shall
apply to all public officers provided that
where special regulations are made in regard
to aparticular category or class of officcrs
such special regulations shall have prece-
dence over related provisions in thesc
Orders.

1.5 Public officers are reguired to make._
themselves acquainted with all Government
notifications and orders, whether published
in the Government Gazette or conveyed by
circular or other means of communication
and Heads of Departments will be held
responsible for the necessary circulation
of such publications within their Depart-
ments.

1.6 Public officers will be liable to
disciplinary action under the regulations
of the appropriate Service Commission in
respect of a breach of any of these Orders.

1.7 In these Orders unless the context
otherwise reguires:

“Chief Establishment Officer"” means the
officer designated by the Governor to
perform that function;

"Department” includes references to a
Ministry;

"Head of Department™ mcans, in relation
to a Ministry, the Permanunt Sccrcotary
of that Ministry;
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"employee means a person other than a public
officer employed by the Government of the
Pritish Virgin Islands; ;

"office of emolument” in relation to the
definition of "public office” means any
pensionable or non-pensionable post which
is shown under a personal emoluments sub-
head in the Estimates;

“public officer” or "officer” means any |
person who:

(a). holds an office of emolument in the
Public Sexvice of the British Virgin
Islands and is employed on permanent
pensionable terms; or

e

‘is.employed on contract in a post
established in the Personal Emoluments
sub-heads of Annual Estimates; or

(b):

PR

(c)’ is employed permanently or temporarily
. . on non-pensionable monthly terms;

. "Service Commission” means the Public Service
Commission, the Judicial and Legal Service
Commission or any other Service Commission
appointed under the Constitution of the
British Virgin Islands.

.- Chapter II .

Appointmentg;_?romotidné"dnd Transfers

Authority of
appointments

Effective date
of appointment

Re-employment of
dismissed officer

Eligibility for
appointment to
the Public
Service

¥ R

i 2,1 Savé as may otherwise be provided

" _in the Constitution of the British Virgin

‘Islands or in regulations made under the
Constitution appointments of the Public
-Service are made by the Governor acting after
‘consultation with the appropriate Service
Commission.’

2.2 The effective date of an appointment
is the date on which an officer becomes
eligible to receive emoluments. In the case
of officers first appointed locally that is
the date on which the officer assumes duty,
which is also the date of commencement of
resident service.

. 2.3 No officer who has been dismissed
from the Public Service, whether from a
pensionable or non-pensionable post, may be
re-employed in any capacity without prior
reference to the Chief Establishment Officer.

2.4 To be eligible for appointment to
an established post in the Public Service a
candidate must:- )

(1) be over 16 ycars of age;
(2) possess such minimum educational

gualifications as may be prescribed
from time to time;



Married women
in the Public
Service

Temporary
increases
in staff

Medical reports
on appointment

Further medical
report

- -

{3) except in the case of appointment in
& temporaxy capacity, be certificd by
a Government HMedical Officer to be in
sound health and mentally fit for
employment in the Puklic Service:

(4) produce two recent certificates of good
character of which one, if the candi-
date has not previously been in employ-
ment, must be from the head of the
school or college hc last attended, or
if ke has previously been employed,
from his last employer.

2.5 A married woman who is appointed to
the Public Service shall not ke exempt, by
reason of her married status, from any of the
normal regnirements and conditions of her employ-
ment including regular attendance, working over-
time when required. to do so and the liability
to transfer.

2.6 No exzpenditure shall be incurred on
the employment of temporary officers over and
above the approved establishment of a Ministry
or Department without the agreement of the Chief
Establishment Officer and the sanction of the
Financial Secretary.

2.7 (1) The Government Hedical Officer
certifying a candidate's fitncss for employment
must state in the certificate of fitness that
he has madce a complete and thorough examination
of the candidate and that he has enguired into
the medical history of the candidate's family.

¢2) HNo fee is payable to the Medical
Officer for this examination.

(3) licads of Departments will ensurc
that no salary is paid to a person selected for
approintment until a medical certificate of fit-
nass has been produced. If the person selectead
fails to produce a certificate within one month
of the date of notification of his selection,
the appointment may be deemed to be cancelled,
and if the person selected is reported to be
unfit for service his appointment shall not be
mads .

(4) If an officer has already passcd
the prescribed medical examination in respect
of an earlier appointment immediately preceding
his appointment to the permancnt establishment,
a further medical cxamination may be dispended
with.

2.3 An officer, whether or not he is on
leave of absence at the time, may be required by
the Chicef Establishment Officer, or at his own
request may be permitted to present himself for
exemination by an approved medical practioner,

a Government Medical Officer or a duly consti-
tutec¢ Medical Board with a view to ascertaining
whether he is physically and mentally capabla of
performing the cdutices of his office or of any
other public office to which his appointment
migi:t be contemplated. The cost of such erxamina-
tion, in thc azbsence of any special regulation or
arrongement to the contrary will be paid froam
public fungs.
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2.9 Heads of Departments are required to
maintain a record of service for all officers
in their Departments.

2.10 Vhen an officer is appointed to a
pensionable office after non-pensicnable service
in an office in which he has becn performing
the same or similar duties, the period of his
probation in the pensionable office may be
reduced by the length of his non-pensionable
service provided that there is no break betwecen
his non-pensionable and pensionable service.

2.11 The conditions of service of an officer
appointed on contract are those provided in his
contract but he may, during the duration of his
contract, unless it is specifically provided
otherwise, benefit from changes in conditions
of service applicable to officexrs of equivalent
grade who are appointed to permanent, pensiona-
ble offices. .

2.12 The provisions of this Order shall
apply to a person who is selected from outside
the British Virgin Islands for first appoint-
ment to a public office. The term ®children”
in this Order means the legitimate and legally
adopted children. of the person appointed who
are below the age of nineteen years, unmarried
and dependent upon him. The term "passage”.
means a passage by a route approved by the
Governor as a normal route in the course of
removal.

The person appointed will:-

(i) 1in the absence of any arrangements to
the contrary be provided with passages
at the expense of the Government of
the British Virgin Islands by the
cheapest and most direct route from
his country of residence to the
British Virgin Islands for himself and,
if married, for his wife and not more
than four of his children who are
below the age of ninetecn years,
unmarried and wholly dependent on him,
if they accompany him or follow him
within six months of his appointment.
The person appointed will be required
to execute a passage agrecment in the
form prescribed in Appendix I to re-
fund the cost of the passages in
certain contingencies;

(ii) be paid full salary from the date
prior to the date of his arrival in
the British Virgin Islands;

(iii) be granted the following allowanrces
for the transportation of his baggage
and personal cffects:
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(a) Ocean Freight Charges

- not exceeding five shipping
tons (or 200 cubic feet)
exclusive the free baggage
allowance provided on the
tickets issued to the officer
and his family:;

(b) Transport

the cost of transporting
baggage and personal effects
from his house to the place of
embarkation and from the port
of disembarkation to his
destination;

(c) Incidental Expenscs

the reimbursement of incidental
expenses excluding insurance,
but including the cost of
crating, packing and handling
baggage up to the maximum of
U.S. $100;

(d) Excess baggage allowance

if the person appointed travels
by air, an additional allowance
for accompanied baggage not
exceeding 10 kilograms in re-
spect of each air ticket provi-
ded.

+ He will be required to submit
vouchers in support of claims for
the payment of the above allowances
and the liability of the Government

- in respect of (b) and (c) will be
limited to that portion of the
baggage falling within the volume
limitation set out in (a). No
additional allowances will ke payable
for the transport of such items as
motor cars, motor cycles, wireless
sets, radiograms etc. except as
provided for in Order No. 2.13.

Officers ©"2.,13 (1) »nn officer appointed to the
appointed on Public Service on transfer or secondment
transfer of from the Public Service of another Caribbean
secondment ) Territory including Guyana and Belize may

in addition to the baggage allowance payable
under Order No. 2.12 be provided with free
transport for his moter car if i .- deemed
by the Governor as necessary for the
performance of his duties. An officer who
is provided with free transport for his
motor car under the provisions of this
Order will not be reguired to pay import
duty on such motor car provided that
evidence is produced that import duty has
beecn paid in another Territory.



Seniority as
between posts

Seniority as
between officers
in the same grade

Liability to
transfer

Application
for transfer

6=

{(2) An officer who is provided with
passages and other allowances under
the provisions of this General Order
or General Order 2.12 will be required
to sign a Passage Agreement in the form
set out in Appendix I to these Orders.”

2.14 The relative seniority of different
grades of officers in the Public Service is
determined by the salary scale attached to the
grade, the grade with the higher maximum salary
being the senior. Where the maximum salaries
of two grades are the same, the grade with the
higher minimum salary will be the senior.

2.15 An officer's seniority is determined
by the date of his appointment to the particular
grade. Schiority as between officers appointed
on probation and subsequently confirmed in their

AR
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appointment is determined by the date of confir- |

mation. The seniority of officers appointed to
the same grade from the same date will be in
accordance with their seniority in their former
grade. 7

2.16 Officers are liable for transfer to
any post of equivalent grade in the territory.

2.17 (1) Subject to the provisions of
paragraph (2) of this Order a transfer not
involving a change in emoluments of an officer,
or the grading of his post may, where the trans-
Feps=i; )

(a) is within a Ministry or between a Ministry
and any Department of the Ministry, be made
by the Permanent Secretary: i

(b) is within a Department, be made by the
Head of that Department;

(c) is between Ministries or between Depart-
ments of different Ministries be made by
" the Chief Establishment Officer -

Provided that all transfers ordered under (a)
and (b) above shall be reported forthwith to
the Chief Establishment Officer.

(2) Where an officer is, or is to be
transferred under any of the foregoing
provisions of this Order, a Permanent Secretary
or Head of Department, or the officer concerned
(through the Permanent Secretary or Head of
Department) may lodge a written objection with
the Chief Establishment Officer; and if an
objection is lodged it shall be transmitted to
the Governor.

2.18 An officer who wishaes to be considered
for transfer within the territory to a post of
equivalent grade may apply in writing to the
Chief Establishment Officer through his Head of
Department and Permanent Secretary.
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2.19 +#hen an officer is required tempora-—
rily for duty in another post with the intentiecn
of reverting to his substantiwe post at a lzter
date he will be seconded for temporary duty.

All secondments must be authorised by the Chief
Establishment Officer.

2.20 The effective date of a promoticn will
be fixed by the Governor. It will normally be
the date upon which an officer who has been
selected for promotion assumes the duty of a
higher office which has fallen vacant, provided
that -

(1) if the promoted officer is on leave
at the time the higher office falls
vacant and assumes duty thereon
immediately on his return from leave,
the promotion may be made effective
from the date on which the higher
office becomes vacant;

(2) 4if the promoted officer has been acting
continuously (apart from periods of
leave) in the higher office or in an
office of eguivalent grade, prior to
his selection for promotion thereto,
his rromotion may be made effective
from a date not earlier than the date
on which he commenced such continuous _
acting or the date on which the higher
office fell vacant, whichever date is
later;

(3) for purposes of this Order, the higher
office will be deemed to fall vacant not
later than four months from the date on
which the officer vacating it proceeds
on leave prior to retirement, transfer
or promotion to anothcr post notwith-
standing such leave may extend beyond

. four months;

(4) if the higher office is that of
Permanent Secretary or Head of Depart-
ment the office shall be deemed to fall
vacant on the date the holder of the
office proceeds on leave pending
vacation of the office.

Chapter III

Concduct of Fublic Officers

3.1 (1) An officer shall discharge the
usual duties of the office to which he is
appointed and any other related duties that the
Permanent Secretary or Head of Department or
Governor may, at any time, call upon him to dis-
charge. =

(2) In the discharge of his dutics, an
officer shall be courtcous and polite both to
members of the staff and to meibers of the public.
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. (3)." Any act by-an officer that is
considered to be- likely to bring the Public
Service into.disrepute must-be reported to the
Chief Establishmént Officer’ by- the Permanent
Secretary or Head of Department of the officer’s
Hinistry or Department.

3.2 (1) .Th rma 8
offlcers(o%her %hgg P llgu5°rgg'Wﬁggpiggl?ubllc

Registrar's Office, Land Registry and Post Office
st2ff arc 40 hours in each week. Daily office
hours will be 8.30 a.m. to 4.30 p.m. Mondoy to
Friday inclusive, and will include a lunch brecak
not exceeding one hour. Office lunch breaks will
be staggered as necessary for individual staff
members so that Government offices remain open

to allow services to be availazble to the public
throughout the mid-day period. No additional
staff will be provided on this account, neither
will overtime payments be justified for this
sexvice. Heads of Departments may’require any
or all of the staff of their department to work
temporarily -for longer hours than those prescri-
bed whenevér the public interest makes this
desitable.

(2) An officer may be required by his
Head of Department to work on any public holiday
but in such cases the officer will, whenever
poc51ble, be compensated by being given time off
in lieu unless he receives overtime payment for
the duty.

(3) Technical staff supervising indus-
trial employees or staff employed on outdoor work,
are required tb work a forty hour week or an
eight hour day, the same hours as the employees
they are supervising.

(4) The hours of work of the Registrar's
Office and Land Registry staff will be 9.00 az.m. -
2.00 p.m. including a one-hour lunch break on
weckdays, and 92.0C a.m. to 12.00 noon on
Saturdays.

(5) The hours of work of Hospital and
Post Office staff will be as prescribed by the
Chief Medical Officer and Postmaster or the
Perinanent Secretary of the Ministry concerned.

3.3 No officer may absent himself from duty
during working hours without the permission of
the Head of Department in which he works or
such other officer as may be deputed by the Lead
of Department to give such permission.

3.4 (1) An officer who absents himself
from duty without permission, except in cases of
illness or other unavoidable circumstances shall
render himself liable to disciplinary action.

(2) An officer may not leave the
territory without permission given in writing by
th. Chief Establishment Officer or, in cases of
em. rgency, by a Permanent Secretary or Head of
Department who will infcrm the Chief Establish-~
mert Cfficer accordingly.
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2.5 Every officer save those who may be
xcmpted by the Head of Department shall sicn
his name in the Attendance Register kept in the
department for this purpose dnd insert the time

of his arrival and departure from duty in thec
mornings and afternoons. The Bead of Department
shall depute an officer to examine and initizal
this Register overy day and bring to his notice
any case of habitual or frequent unpunctuality
or &bscntecism on the part of any officer.
Registers shall be forwarded to the Chief
Establishment Officer during the first weck of
ezch month for examination.

3.6 Subject to the following and except
in the caese of an officer cmployed part time, on
officer's whole time is at the disposal of
Government:

(a) an officer a2y not engage in any privatc
activity whatsoever during his normal
hours of work;

(b) an officer may be called upon at any time
to undertake without additional remunara-
tion official duties in the public interest.
In particular, senior officers will be ex~
pected to work longer than official hours
when the public interest makes this
desirable;

(c) subject to sub-paragraph (d) of this Crder
an officer may not at any time engage in
any private activity which might:

(1) bring the officer or the Government
into disrepute:

{ii) conflict with his official duties or
responsibilitiesy

(iii) place him or give the appearance of
placing him in a position to use his
official position for his private
benefits;

(iv) make him unavailable for reasonable
out of hours duties or official com-
mitments. )

(d) an officcr, who is of the opinion that any
private octivity upon which he is engagec
or in which he has a private pecuniary in-
teorest is likely to offend against the
provisicns of sub-paragraprh (c) of this
Order, must declarce it fully to the
Governor and eithor discontinuce the activity
or divest himself of his interests in it,
or undertake not to pursuc the activity as
long as the prevailing circumstances
continue or to comply with such conditions
or restrictions as the Governor, after cuc
enguiry ray censider nacessary.

(¢) within a period of thirty days after his
first appointment to a public office an
officer shall disclose in uwriting to tke
Gevernor particualzrs of any investment or

/sharcheldipg.....
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shareholding which he possesses. in any
company carrying on business in the British
Virgin Islands and-also of any direct or
indirect interest which he has in any pro-
fessional, commercial, agricultural or
industrial undertaking in the British Virgin
‘Islands;

(f)  an officer who invests in or acquires shares
in any company carrying on business in the
British Virgin Islands or who acquires any
direct interest in any professional,
commercial, agricultural or industrial
undertaking in the British Virgin Islands
shall within a period of thirty days there-
after inform the Governor;

(g) whenever the Governor is of the opinion that
an officer's performance of his duties is
likely to be influenced by the fact that he
owns shares or investments in any company.
or he has direct interest in any professional,
commercial, agricultural or industrial under-
taking the Governor may require the officer
to dispose of such shares, investment or in-
terest within such period as the Governor
may specify or may transfer the officer to
other duties. If the officer, on being
required to dispose of such shares, invest-
ment or interest fails to do so within the
specified period, he shall be liable to
disciplinary, action.

3.7 BAn officer is required to report to the
Governor through'the Chief Establichment Officer
any interest in trade, commerce or agricultural
undertaking held by his wife as a principal or on
her own account. Where it is considered by the
Governor that the interests of an officer's wife
in this connection conflict, or are likely to
conflict, or may seem to conflict with the effi-
cient and faithful performance of the officer's
duties, the Governor may direct the transfer of
the officer to other duties where such conflict
real or appasent, does not exist, unless his wife
has in the meantime divested herself of her in-
terests. The restriction in this paragraph does
not extend to the employment of an officer's wife
as a paid employee of Government or any private
firm. '

3.8 (1) Officers are not permitted to
undertake work for public boards or committees
without previously obtaining the sanction of the
Governor.

(2) HNo officer in the full-time employ-
ment of the Government will be eligible to receive
any fece or other emoluments from Government funds
in respect of his membership of, or service to, a
public board or committce.

2.9 Ho officer may accept any paid
cmpleyment whilé on leave without previously
obtzininc the express sanction of the Chief
Estaklistment Officer, which will not normally Q*'
?e withheld when an officer is on retirement

eave ,

el
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3.190 No officer shall sign or procur=z
signature to any public petition to the
Government which may require—executive action
or which relates to any action or proposals of
the Government of the British Virgin Islands
or of any other Government.

3.11 (1) #Ho officer, whether he is on
duty or leave of absence shall -
TACt “as Tedi oY 6F @y mnelispaper,- magazine
0K pexiodical or take part directly or
'1ndirectly wxxh the managemcnt thereof; or

(b) contribute to, whether anonymously or
otherwvise, or publish in any necwspaper,
magdazine or periodical or otherwise cause
to be published in any manner, in the
British Virgin Islands or elsewherc, any:-
thing which may be regarded as of a
political or administrative nature; or

(c) allow himself to be interviewed on
questions of public policy, or on any
matter of a political or administrative
nature or on matters affecting the adminis-
tration or the security of any state or
territory; or

(d) speak in public or broadcast in any way
on matters which may rcasonably be
regarded as of a political or administra-
tive nature.

Provided ‘that the provisions of this Orxder

shall not apply to an officer acting in the

pursuance of his official duties and with the
prior permission of the Government.

Provided also that statements for publications
of factual and technical information may he
made by Permanent Secretaries, Heads of Depart-
ments and other senior officers if authorised
by the Government.

3.12 No officer may, without the written
approval of thé Governdr make ‘public or
cemmunicate to the Press or to unauthorised
individuals any documents, papers or informa--
tion which may come into his possession in bis
official capacity, or makec private copies of
any such document or papers Every public
officer is regquired to cxercisc duc care ancd
diligence to prevent unauthorised acceéss to or
disclosures of such documents and information.

3.13 Nothing in the preceding two Orde
sinall be deemed to prevent an officer frow
puizlishing in his own name, by writing, spoecch
or broadcast, matters other than that which wmay
reasonably be regarded as of a political or
administrative nature, provided that if the
publication is a book, article or other work,
the subject of which is connected with the
Officer's official duties or those of other
officers, the prior conscont of the Governer is
cbtainad.

3.14 Nc officer may call a public measting
to consider any action of thz Government or
actively take rart in such a mceting.
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3.15. No-officer may seek to influence any
member of the Legislature or any other person
as a means of bringing his services to official
notice especially in connection with appoint-
ments, leave, postings, transfers, discipline,
promotions, or any conditions of service, or as
a means of furthering his’ interests in the
Government service in any way. The employment
of such methods will not be to the advantage of
the person concerned and may render him liable
to disciplinary proceedings.

3.16 Officers are expressly forbidden to
participate actively on behalf of any party or
candidate in an election to the Legislature or
Local Authority election. They are expressly -
forbidden to act as agents, sub—-agents or
canvassers at elections of this nature. -

3.17 Public officers may be members of a
trade union and they are entitled to attend
private meetings of their union, even if of a
political character, and to speak and vote at
such meeting. But they may not hold office in
a trade union, the objects of which are wholly
or in part political, nor may they speak or vote
at public meetings organised by such trade union.

3.18 Public officers are prohibited from
receiving valuable presents (other than ordinary
gifts from personal friends) whether in the
shape of money, goods, services or other
personal benefits, and from giving such presents.
This rule applies not only to the officers them-
selves but also to their families and officers
will be held reésponsible for its observance by
their families. It does not apply to remunera- :
tion for special services rendered and paid for
with the consent of the Government.

(2) A present given to an officer by an
officer or representative of a foreign Covern-
ment or a member of a recognised organisation
in the Territory, either official or unofficial, . _.
which cannot be refused without giving offence,
may be accepted but the fact and the circum-
stances must at once be reported to the Chief
Establishment Officer and the recipient shall
abide by any instructions which may be given
as to the disposal of the gift.

. (3) The collection of subscription from
Junior staff which may defray the cost of
testimonials and presentations to senior
officers is prohibited.

(4) This Order may be relaxed on the
occasion of an officer's retirement from the
Service, but only with the prior consent of
the Chief Establishment Officer.

3.19 No steps may be taken by public
officers to institute civil proccedings in any
Court in conncxion with matters arising out of
the_discharge of their public duties, or against
a H%nister, Permanent Secretary or other public
officer, for anything done in the performance
of his duty, unless, and until the sanction of
the Governor has been obtained.
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3.20 (1) Subject to the provisions of
this Order, the Governor will unless advised
otherwise by the Attorney Ger®ral in any
particular case, accept responsibility for the
defence of officers against whom legal proceed-
ings are threatened or instituted in respect
of acts done or liabilities incurred in the
execution of their duty. i

(2) Where any such legal proceed-
ings are threatened or instituted, the fact
thereof shall be reported forthwith to the
Attorney General and no legal or other
expenses shall be incurred by the officer
against whom the proceedings have been
threatened or instituted, or othexr steps taken
in connexion with any such proceedings until
the directions of the Attorney General have
been received by the officer.

3.21 (1) Public officers are..required to
be prudent in the conduct of their private
financial affairs. Serious pecuniary embarrass-
ment arising out of the imprudent conduct of
an officer's private financial affairs may be
regarded as impairing his efficiency thus
affecting his claim to promotion or increments.
In an aggravated case of this description the
officer concerned will be laible to discipli-
nary proceedings with a view to his dismissal
and the onus will rest upon him to show that
the circumstances do not justify the imposition
of the full penalty of dismissal.

(2) An officer will be liable to
the provisions of this Order if he becomes a
party to accommodation bills, or promissory
notes, under whatever plea, whether for his
own purposes or for another person, and whether
resulting in pecuniary embarrassment or not. -

3.22 In the event of an officer filing
a petition in bankruptcy or of bankruptcy pro-
ceedings being taken against him, or of his
entering into a composition with his creditors
under the Bankruptcy law, or of any other
serious financial embarrassment on his part
the officer shall immediately notify. the Head
of Department who will report the fact to the
Chief Establishment Officer.

3.23 In every instance of bankruptcy
proceedings against a public officer, the
officer of the Court before whom the proceedings
are taken shall forthwith report the matter to
the Chief Establishment Officer giving
particulars of the officer's indektedness. On
the conclusion of the examination the officer
of the Court shall furnish a further report to
the Chief Establishment Officer showing whether
or not the officer's difficulties were occa-
sioned by (a) imprudece or extravagence or (b)
unavoidable misfortune or other extenuating
circumstances.

3.24 Any public officer who is publicly
sued for debt and against whom, after an order
of payment has bcen made, a judgement summons
is issuced, will be regarded, in the absenco of
a reasonable explanation of his failure to pay
the debt, as having brought himself within the
rms of Ordoy 321,

rtor
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Returns by Clerks . 3.25 Clerks of the Courts shall furnish

of Courts to the Chief Establishment Officer a quarterly
return of officers against whom judgement
summons have been issued giving particulars of
the indebtedness of such officers.

Loans to and 3.26 No officer shall borrow.at interest
by public from or make any loan at interest, to, any
officers public officer or borrow from or lend money to,

any public officer, in return for payment of a
larger sum or any other valuable consideration
whatever, or shall act as intermediary betwecen
any public officer and a money-lender or shall
take part in collecting debts on behalf of a”
money-lender. In particualr, no officer shall
borrow money from a subordinate officer. Heads
of Departments are responsible for reporting to
the Chief Establishment Officer any:officer who
is known to be contravening this Order ard such
an officer will render himself liable to
disciplinary action. R
Misconduct 3.27 An officer will be llable to disci~
_pllnary action for any misconduct including
general misconduct to the prejudice of discip-
line or the proper administration of Government
business and contravention of specific rules and
regulations.

Strikes by 3.28 Public officers who go on strike
public officers violate the terms of their-employment and

? © render themselves liable to instant dismissal.
Certificate g 3.29 Any public officer may, if he so
of Service ‘wishes, obtain on leaving the Service a certi-

ficate of Service in the prescribed form. The
purpose of ‘a Certificate of Service is that it
may be used as a reference covering the holder's
Government service when seeking other employ-
ment. Accordingly, a Certificate should contain
" that information which a prospective employer
_might fairly cxgect to obtain from that person
who had previously employed the holder. In no
Circumstances may a public officer who leaves
the 8ervice be provided with a personal
) testimonial.
B

Valedictory 3.30 Valedictory letters may be sent by
letters the Chief Establishment Officer to public
officers who retire after long and valuable
service.
Chapter IV

Salaries and Acting Allowances

Salaries to be 4.1 The salaries aétached-to'public
determined by offices are shown in the approved salary scales
the Legislature provided in the Government's Annual Estimates

of Expenditure and passed by the Legislaturc.

Incremental 4.2 Where the salary of any post is in an

salary scales incremental scale, subject to the provisions of
these Orders, it shall be normal for an officer
appointed on a permanent basis to be paid ini-
tially the minimum salary of the scale and for
the salary to be increased by the annual
increments at the rates provided until the
maximum of the scale is reached.
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Payment - 4.3 (1) An officer will receive the full
of salaries salary of his post from the date upon which ho
: assumes the duties of the post.

(2) Except on the authority of the
Governor no salary will be paid to an officer
in respect of any period during which he has
been absent from duty without leave.

(3) An officer who is proceeding on
leave outside the territory may receive, prior
to embarkation, his salary for the whole of the
month in which he leaveées the territory.

(4) Salaries will be paid normally on
the last but one working day of the month.
#“hen this day falls on a Monday, payment will
be made on the preceding Friday. In the month
of December salaries, pensions etc. will be .
paid on dates to be determined by the Financial
Secretary. : : i

Promotional 4.4 The following- shall apply where an
increases ¢ - . officer is promoted to an office carrying
in salary el - 'salary on an incremental scale:

(i) If immediately prior to his promotion
the salary of the officer was -less
than the minimum of the new office, he
shall receive the minimum, but if the
grant of the next increment in his
former office would have brought his
salary in that office up to the
minimum of the scale of his new office,
He shall receive one increment in the
new scale on his promotion.

(ii) If immediately prior to his promotion
the officer's salary was below tho
maximum of the scale of his office,
and was not less than the minimum of

the scale of the new office, he shall
receive a salary at a point in the
new salary scale, one increment higher
than the salary of his former office.
In such case, the officer's pre-

- promotion incremental date should be
retained on promotion.

(iii) If the maximum, or fixed, salary of
his former office was not less than
the minimum of the scale of his new
office, and the officer has, at the
date of his promotion, served at that
meximum, or fixed, salary for a period
exceceding one year, he shall, immecdia—
tely be eligible for two increments in
the new scale appropriate to the point
on the scale at which he enters.

Incremental 4.5 There shall be two increment~l daotes
dates in the year for the public services i.e.
(a) 1st January next for all officers

appointed or promoted on or hetween
lst January and 30th June; and

(b) 1st July next for all officcrs appoin-
tcd cr promntad an ~r betwecen lst July

and 2)lst Decomboer.
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4.6 (1) All normal increments accruing
to the salaries of public officers for which
provision has been made in the Annual Estimates
will be paid, as a matter of course when due,
save in any case where a Head of Department
considers that the increment should not be
paid to an officer for the reason prescribed
in the Regulations of the appropriate Service
Commission..

(ii) When a Head of Department con-
siders that an officer's increment should not
be paid, he should notify the Chief Establish-
ment Officer, the Accountant General and the
Chief Auditor as early as possible and in any
event not later than two weeks before the date
on which the increment falls due. The
Accountant General should immediately on the
receipt of such notification,acknowledge the
receipt thereon, and if no acknowledgement is
received within three days of notification
the Head of Department should, if necessary,
send a duplicate notification.

4.7 (1) A certificate in the prescribed
form is necessary before an officer can be
considered to have passed an efficiency or
promotion bar. Advancement beyond the point
in a salary scale at which a promotion bar is
fixed is equivalent to promotion except that
it does not depeéend on the occurance of a
vacancy in. the establishment of the higher
grade. ,

(2) Where a certificate referred to
in this Order' is withheld but subsequently
granted it will become effective from the
latter date only. An officer who fails to
pass an efficiency bar or promotion bar will
fall, in seniority, below an officer who was
junior to him, but who succeeds in passing the
same bar before him.

4.8 The advancement of a clerical officer
or clerical trainee on the incremental scale
will be dependent solely on his conduct,
efficiency and industry, certified by the Head
of his Department.

4.9 Where an officer is promoted to an
office in another department, arrangements
should normally be made wherecby he assumes
his new duties on the date of his appointment.
If however, exceptional circumstances
necessitate his retention in his former depart-
ment beyond his promotion date, he shall be
considered to be holding his new office from
the date of his appointment to it and
seconded to his former department. 1In any
such case of retention the authority of the
Chief Establishment Officer must first be
obtained. 1In such cases, the salary of the
officer at the new rate will be borne by the
department to which he is secconded.
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4.10 (1) In the case of absence on annual
leave or short absence due to illness or other
cause, there will be, in gencral, no need for
an acting appointment and no acting allowance
will be payable. Eut where in such cases thoe
nature of the duties attaching to the office
is such as cannot reasonably be expected to be
pexformed by another officer in the same depart-—-
menit, then an acting appointment may be macde,
regardless of the length of the absence of tae
substantive holder of the office.

(2) 1In special circumstances, for
eszample, owing to the length of the absence orx
to the fact that by law or rcegulation certain
matters can be dealt with only by the officer
holding the senior post or an officer acting in
that post, an acting appointient may be madc.

(3) In meking an acting appointrent
in the temporary absence of the substantivc
holder of an office the claims of all suitakle
candidates will be considercd, and while no
claim to act as right will be recognised, every
consideration will be given to the record of
service and suitability of the officer next in
seniority in the department in which the acting
appointment is to be made.

(4) Heads of Departwmoents will male
their recommendations for acting appointments
to the Chief Establishment Cfficer through their
Permanent Secretary, at least onc month before
the vacancy which it is proposed to fill by
acting appointment, occurs. They must state
either that the officer recommended to act will
assuime tHe full duties and responsibilities of
the post in cuestion or the extent to which hc
will take over those duties and responsibilities.

(5) All recommendations for acting
eppointments will be referred by the Chicef
Establishment Officer to the appropriate socrvice
Commission.

4.11 (1) An officer duly appointed to act
in & higher office than his own in anv post of
Executive Officer lovel and akove shall if co-
gquired to act for a continuous period of four-
teen days or more be paid on the following basis:

i} if the salary of thc higher officce
is not incremental, the full salary
of the post:

ii) if the salary of thc higher office
is incremental or if the salary
scale of the officer’s substantive
of fice touches or overlaps the salary
scale of the highcr office -

a)  if the actual -salary drawn by the
officer in respoct of his substan-
tive post is less than the mini-
mum of the higher office, he
chould be paid the minimum of
the salacy scale of the hicaor
cffice;
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b) if the actual salary drawn by
the officer in respect of his
substantive post is equal to or
greater than the minimum of the
higher office, at a rate equiva-
lent to the amount of one incre-
ment above the actual salary of
his substantive post.

(2) When an officer discharges the

duties of another office in addition to his
own, for a continuous period exceeding fourteecn
days, the following shall apply:

i)

1)

131)

(3)

if the two offices are distinct and
separate offices in different
departments, the officer shall be
eligible for a special duty allowance
on -the approval of the Governor in
addition to his own substantive salary
not exceeding one-fifth of the miniicum
salary of the office in which he is
acting; :

if the two offices are distinct and
separate offices in the same depart-
ment the officer shall be eligible
for a special duty allowance, on the
authority of the Governor, in addition
to his substantive salary, not exceed-
ing one-fifth of the minimum salary

of the-office in which he is acting;

if the offices are distinct and
separate offices in the same depart~-
ment, but stand to one another in
immediate relation of superiority or
subordination, the officer shall not
be eligible for any allowance, unless
the office in which he is acting is
higher than his own, in which event
he shall receive an acting allowance
calculated as if his case fell under
paragraph (1) of this Order.

A duty allowance which is attached to

an office is payable to the holder of the
office only whén he is actually-.perferming
the duties of the office. During his absence
or incapacity, the acting officer shall draw
the allowance: provided that, in any case
where an acting appointment is necessitated
by the absence of the substantive officer on
duty ontside the British Virgin Islands or on
casual leave or sick leave for a period not
exceeding fourteen days at any one time, the
duty allowance shall be payable both to the
substantive holder and to the acting officer.

(4)

The fees, if any, attached to an

office may be paid to an acting holder of that

office.

(5}

For the purposes of this Order:-

(i} an officer's owr. substantive
salary comprises the whole of
the offi=zer’'s rcceipts from publi~
funds by wvirtue of his cccupaticr
of his substantive office
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(including personal allowance if
any) but does not include duty
allowance, fees or allowances
for out of pock®@t expenscs nor
travelling allowance:;
(ii) the "salary of an office”™ mcans
the salary attached to an office
exclusive of fces or allowances
of any kind;

"distinct and separate offices”
include offices which are of
similar designation either in the
same or different departments.
(iv) "higher office than his own" means
an office the fixed salary of
which (or the minimum salary of
which if an incremental scale is
attached to the office) exceceds
the officer's own substantive
salary.

4.12 An actlng allowance will be paynhle
Erom the datc on which the officer assumes the
duties of his acting appointment up to the date
prior to that on which he hands over the duties
of the office, provided that no acting allowance
shall be paysble in respect of any period for
which an officer acts in any office unless
such period is a continuous one of not less
than 14 days.

1.13 , An officer who is in receipt of an
acting allowance may continue to be paid the
allowance while he is on annual leave or sick
leave provided that it has not been necessary
to appoint another officer to perform the
duties of the post in which he is acting.
BExcept in the case of annual leave or sick
leave as provided for under this Order, no
officer may he paid an acting allowance while
on leave.

2.14 An officer appointed to act in a
higher office will be eligible for subsistence
and transport allowances at the ratces prcerlm
ved for the higher office.

4.15 (1) All cstablished officers are
cmployed and their renumeration is fixed con
the assumption that their whole time is at
the disposal of Government anéd it follows that
if the public interest regquires such officer
to work outside his normal working hours as
cccasion dcmands, he should normally do it
without further remuneration. Overtime
payments will thercfore be strictly controlloed
by the Chief Establishment Cificer z2nd approval
for such payments will norinally be given only
for officers whosc duties regularly require
them to work out of normal hours, i.c.
Immigration, Customs, Air Traffic &nd Fost
Officec staff.
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(2) Overtime will be related directly to
the officer's salary and calculated on the
following basis:-

Saturdays and Sundays 104
Public Holidays 13
Leave ) 24
41 non-working days

222 working days
8 working hours
per day including
lunch for which
pay is made

1,752

Overtime = Annual Rate
in % = Hourly Rate
1,792 ' .

This formula will vary at different levels ,
depending on the officer’s annual leave entitle- :
ment.

Overtime rates for work in excess of 40 hours
in any week should be time-and-a-half. When
working on a day when an officer would normally
be off duty, the rate would be doubled. In the
special cases of Immigration, Post Office, Air
Traffic and customs personnel, the following
rules apply:-

(a) between the hours of 2260 hours and 060C
hours all,time will count as time-—and-a-
half after 40 hours work has been completed;

(b} all time worked on Sundays and Public
holidays including nights will count ag
double time;

(c) a minimum credit of two hours will be
allowed for broken attendance;

(d) otherwise overtime shall be paid at
ordinary hourly rates.”

Chapter V

Advances, Subsistence, Travelling and Other Allowances

Advances
General

(A) ADVANCES

S.1 An Officer may receive advances from
public funds for the purpose, and on the con-
ditions sct forth in Gencral Orders 5.1 - 5.9
following. Application should@ be made to the
Chief Establishment Officer through the officer's
Eead of Department and will require to be
accompanied by the latter's comments and
specific recommendation. Whare such an advance
is not specifically provideé in General Crders,
an adv.nce will be made only in excaptional
circumstances and will rz=quire the prior
sancti-n of the Financizl Secrotary who will
specif. the conditions cf sccurity, interest
&nd re:cyment in cech porticular special cacse
zpprov d.
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5.2 (a). An officer who is appointed to
the permanent and pensionable establishment
may obtain an interest-free advance of salary:

(i) when going on leave if he takes not
less than 30 days leave to be spent
in the West Indies; other than in the
British Virgin Islands.

(ii) when going on leave if he takes not
less than 60 days lcave all or part
of which will be spent outside the
flest Indies.

(b) An advance made under sub-
paragraph (i) of paragraph (a) shall not
exceed one month's salary and an advance under
sub-paragraph (ii) of paragraph (a) shall not
exceed two months gross salary. In neither
case shall the advance be made more than one
month before the officer goes on leave.

(i) an advance under sub-paragraph (i)
of paragraph (a) shall be repaid in
not. more than three egqual successive
monthly instalmcnts starting not
later than the month following that
in which the officer resumes duty.

(ii) an advance under sub-paragraph (ii)
of paragraph (a) shall be repaid in
not more than six equal successive
monthly instalments starting not
later than the month following that
in which the officer resumes duty.

5.3 If an officer or his immediate family
(vhich expression shall mean his wife and
chiléren who have not yet attained the agce of
19 years) .requires medical, dental or opthal-
mic treatment which is not available in the

territory, or a change of climate - for reason

of health, and has not sufficient private mecans
to meet the necessary expenditurce, he may be
granted an advance from public funds without
interest on furnishing adequate security to

the satisfaction of the Financial Secretary

and subject to the following conditions:

(i) A medical certificate must be
obtained from a Government Hedical
Officer certifying the need for a
change of climate or the necessity for
trecatmaent that is not available in tho
territory.

(ii) Except in special circumstances, the
amount of the advance will be limitecd
to threc months salary of the officer.
Thc advance will also be restricted
to expenditurce actually necessary in
connection with the proposed journey
and/or treatment.

(iii) The advance must be repaid by not
more than twelve equal successive
monthly instalments commcncing not
later than the cnd of the month
following that in which the officer
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returns to duty in the case of the
officer and at the end of the month
following that in which the advance
was received in the case of a member
of his family.

(a) Officers who are designated

officers or are recognised by the Chief
Establishment Officer as needing a motor vehicle
for the efficient pexformance of their lulies
may apply for a loan for the purchase of a

motor car or motor cycle. Applications should
be submitted in the prescribed form through the
officer's Head of Department and the Chief
Establishment Officer to the Financial
Secretary.

(b) The loan, if it is approved.will

be made by the Accountant General from Treasury
funds at 5% interest per annum at current’
interest rates and for a period not in excess
of five years and subject to the following
conditions: - =

(1)

{ii)

(itiy

{iv)’

(v)

{c)

if the loan is for the purchase of a
new vehicle, repayment will be

required within three years in the case
of officers on the pensioanble estab-
‘lishment and within the period of the
contract in the case of officers
employed on contract;

if the laon is for the purchase of a
second- hand vehicle, repayment will be
reguired within a period to be deter-~
mined by the Financial Secretary;

before the advance is disbursed, the
officer will be required to insure

the vechicle comprehensively in the
joint names of himself and the Govern-
ment of the British Virgin Islands, as’
interests may appear, against accident,’
theft, fire and unlimited third party
risk, etc., for an amount not less

than the sum loaned or remaining un-
paid from the loan and to produce
evidence of such insurance within seven
days of receiving the loan;

the loan, together with the intercst
due, will be recoverable from the
officer's salary by such monthly
installments as are laid down when the
loan is approved;

an officcr who receives a loan for the
purchase of a motor vehicle will be
required to sign an agreement with

the Government of the British Virgin
Islands undertaking not to sell or
otherwisc dispose of the vehicle uvntil
the wholce loan together with the
interest thercon has been paid. Such
agreement shall be registered.

Advances would norimelly crnly b2 granted

on the officer's first acquiring & vehicle.



Advances to
officers
travelling
on duty

Advances for
local study
expenses

Advances for
overseas study
expenses

Limitation to
the total of
personal Advances

Loans to
officers

Subsistence
Allowance

—g G

. (d) A sccond advance will be allowed only
in exceptional circumstances on the approval
of the Minister of Finance and not while any
part of an earlier loan remains outstanding.

5.5 An officer travolliégbon duty to
another territory will be allowed to draw an
advance in anticipation of subsistence allow-
ance. The advance may not exceed the total
amount that would be drawn by that officer at
the authorised rate payable to him for the
period he is expected to be out of the Territory
and in any case may not exceed subsistence
allowance for the period of one month. The
advance is recoverable in full immediately the
officer returns to the Territory and no advance
may be drawn while any portion of & previous
similar advance is outstanding unrc-paid.

5.6 Subject to the agreement of the appro-
priate Service Commission, an advance may be
made to an officer’ to enable him to pursue a
course of study within the British Virxgin
Islands. In such a case an advance may also be
made to enable the officer to purchase necessary
books. The total of advances made under this
General Order shall not excecd three months'

" salary of the officer or the actual cost of the

fees, books ctc. of the course whichever is
less. The advance may be subject to interest
at the rate prescribed by the Government and be
recoverable in not more than eighteen succcssive
monthly installments commencing in the month
next after that in which the advance is made.

5.7 An officer undertaking an approved
course of study overseas may be granted an
advance on the same conditions as for local
study advances laid down in the preceeding
Order except that the limit to the advance will
be six months salary and the limit to the
period of repayment will be 36 months.

5.8 The total advances made to any one
officer must be limited to an account such that

- the monthly repayments do not exceed one half

of his monthly emoluments.

5.9 Any application for loans for any
purpose which may be received from Civil
Servants should be regarded in the same light
as applications for advances and dealt with in
like manner and in accordance with the procedure
laid down for dealing with applications for
advances.

(B) SUBSISTANCE ALLOWANCES

5.10 The payment of a subsistance allowance
is intended to ensure that an officer who is
required to travel on duty shall not be out of
pocket as a result, but that, on the other hand,
no officer shall derive any pecuniary benefit
froim travelling on duty. Subsistence allowances
are therefore calculated to meet only the addi-~
tional expenditure which an officer when
travelling on duty away from home is obliged to
incur over and above the expenses which he
would otherwise normally incur at home.
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Claims for 5.11 An officer will submit his claims for
subsistence subsistence to his Head of Department for
allowances Certification. The officer will also certify

as correct any receipted bills and submit

g these with his claim. Heads of Departments
are required to satisfy themselves personally
that the details of the claim are correct,
that the journey was made in the public interest
and that it was completed without delay. If
he is satisfied on these particulars, he will
certify the claim as follows:

"T hoereby cortify Ehat ..vesssvcvoneananss
was travelling on duty on the days specified
and I am satisfied that the amount claimec¢ in
respect of such duties is, in my opinion fair
and reasonable.” '

Rates of 5.12 Subject to Order 5.13 officers
subsistence travelling on duty within the Territory will
allowance in " be eligible for subsistence allowance, on
respect of submission of receipted bills, at the rate
journeys within laid down in Appendix II provided that an
the Territory officer who is absent from his station ovex-

night be refunded his hotel/guest house ex-
penses (full American plan) or equivalent
(including service charge) and cost of

transport.
Basis on which 5.13 (a) Subject to sub-paragraph (b)
allowance is of this Order, no subsistence allowance will
calculated be paid in respect of an officer whose absence

from his station does not include the period
from 12 noon to 2 p.m.

(b)" An officer whose duty involves
absence from his normal station during the day
only will reocelve subsistence allowance in
accordance with Appendix II.

Subsistence 5.14 (a) Officers who are required to
allowance when travel on duty outside the Territory other

travelling on than to attend a course of training will be
duty outside paid expenses on the submission of receipted
the Territory hotel bills and be eligible for subsistence

allowance at the rate laid down in Appendix II
to meet out~-of pocket expenses. :

(b) For purposes of this and the
Order immediately following, "hotel expenses”
means hotel/guest house expenses (full
American plan) or equivalent, including service
charge. All other expenses such as laundry,
drinks, etc. must be met by the officer himself
but the cost of necessary official transport
airport/hotel and hotel/place of business,
will be refunded.

(c) The payment of hotel bills will
be limited to the grade of hotel, guest house,
boarding house or other cstablishment con-
sidered appropriate to the post of the officer,
unless he can show to the satisfaction of the
Financial Secretary that such accommodation
was not available and he had to obtain
superior accommodation. Officers eligible for
subsistence allowance therefore, will normally
only be reimbursed with the cost of hotel
accommocdation appropriate to his status.
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(d) Officers who are required to
travel on duty to the Virgin Islands of the
United States and who are not required to spend
the night away from their station will be re-
imbursed the cost.of not more than two meals
and departurc tax up to a maximum of $25.00 if
his annual salary is $16,464, plus cost of
transport.

5.15 Officers who attend courses of
training or study outside the Territory will
not normally be eligible to receive subsistence
allowance provided that an officer:attending an
in-service training course not exceeding 90 days
duration will be eligible to receive subsistence
allowance at rates which will be determined in
the light of all the circumstances of the
course. < : )

5.16 (i) If the duties to be performed
necessarily entail the officer's absence over-
night from the town, in which he is spending
his leave, a daily allowance at the rate sct
out in Appendix II (travel outside the
Territory) in-addition to his hotel and
travelling expenses, will be paid.

(ii) If the officer is not absent

overnight from the town in which he is spending

his leave daily allowance as set out in
Appendix II, in addition to travelling expenses,
will be paid. '

5.17 Officers travelling on duty by air
or by sea will not be eligible for subsistence
allowance in respect of the period in which
they are travelling where meals are supplied
as part of the fare. Should the passage
ticket for travel by sea not include meals,
officers will be eligible tc receive subsis-
tence allowance at the rate laid down in
Appendix II.

5.18 If an officer is required to travel
on duty to a cold climate he will be eligible
for a warm clothing allowance of $250.0C not
more often than once in three years.

(C) TRAVELLING ALLOVANCE

5.19 Travelling expenses incurred by
officers while on official duty outside the
Territory, which are directly connected with
such duty will be reimbursed.

5.20 (1) Those officers who are required
to possess and maintain their own means of
transport for the efficient performance of their
official duties and are designated travelling
officers by the Governor will be eligible to
receive travelling allowance at the rate pre-
scribed in Appendix III (i). A list of desig-
nated officers is shown in Appendix III (iii).

(2) An officer who is not designated
a travelling officer will be eligible to receive
mileage allowancc in respect of travelling
undertaken with the approval of the Chief
Establishment Officer in his own vechicle on
official dutics on the basis of Appendix IIT
§337) ..
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Travelling 5.21 No mileage allowance shall be paid
between home for journeys between an officer's home and

and place " his office during working hours; provided that
of work an officer may, on the recommendation of his

Head of Department be eligible to draw such
allowance in respect of any extraordinary
journcy between his home and his normal
place of work if he is required by the Head
of Department to return to his place of work
outside. the normal hours. '

Mileage records 5.22 (1) Officers in receipt of mileage

and Mileage allowances are required to keep a daily
allowahce record of their journeys on duty. This record
claims must show the dates, places visited and actual

mileage. Heads of Departments will be res-
ponsible for seeing that proper records are
kept.
(2) Claim for the payment of
mileage allowance other than commuted mileage
£ allowance: must be submitted in the prescribed
.2 form monthlywithin three days of the end of
: the month in .which the expenditure was
“incurred, together with a certified statement
of places visited, dates and distances
travelled. Responsibility for the correctness
of the claim will rest in the first instance
upon the officer making the claims and
subsequently upon the officers counterszgnlng

it.
Economy to be © 5.23 Permanent Secretaries and Heads of
exercised in Departments should ensure that travelling on
travelling ) . duty by their officers is restricted to the
on duty minimum consistent with the efficient dis-

charge of theik duties, and that the provision
‘in the annual estimates for travelllng on duty
‘is not exceeded.

Continuation ; 5.24 Commuted trévelling allowance shall

of allowance be payable during annual leave or sick leave
during leave - not exceeding a total of three weeks in any..

calendar year.

(D) TRANSFER ALLOWANCES

Family to 5.25 If an officer's family does not
accompany him accompany him on his transfer, the expenses of
or follow the - removal subsequently will be allowed only if
officer within his family follows him within six months unless

six months there are special reasons for exception glven
to the satisfaction of the Governor. :

Reimbursement 5.26 When an officer is transferred from
of removal one station to another within the territory
expenscs on the following expenditure in connection with
transfer his transfer will be met from public funds.

(i) travelling expenses in accordance with
these Orders as if the officer were
travelling on duty for himself his wife
and children and not more than onc servant;

(ii) free transport for his motor car or
motor cycle or mileage in lieu if either
is deemed by the Governor as necessary
for the performance of his duties;
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(ii1i) thc cost of transporting his baggage

including furniture and housechold effects
not exceeding four tohs in weight (ox 20¢
cubic fect if transported by sea) in the
casc of married officers and three tons
in weight (or 150 cubic fget if trans-
ported by sca) in the case of other
officers,

(iv) 1nc1denta1 exponses incurred in connection

with the transfer up to a maximum of one :
hundred dollars (U.5.) in the case of a
married officer and 50 dollars (U.S.) in
the case of a single officer.

5.27 (1) Wwhenever the transfer of an
officer from one station to another involves
the conveyance of the officer's baggage g
including furniture and houschold effects, tﬁe

" Head of -the Officer's Department should make

a request t6 the Chief Engineer, Public Works
Department who will then arrange for the
transportation of 'the officer's baggage to
his new station. ‘If damage to baggage occur
during transit, such damage will be assessed

- after consideration of the report of a

responsible officer of the Public Works
Department, ‘and the cost reimbursed to the
officer concerned, provided that no reimburse-
ment will be made if the cause of damage is.
due to fault"packinq.

i ..- (2) If the Chief Engincer, Public
Works Department is unable to provide the
necessary transport, transportation of the
officer's baggage to his new station may be
arranged: by the officer himself and in such
circumstances no liability for damages
occuring to the baggage during transit will
be accepted by the Government.

‘Chapter VI
LEAVE, SICK LEAVE, ETC.

(a) LEAVE

6.1 All leave is granted subject to the
exigencies of the Public Service. No public
officer or employee is entitled to claim leave
as a right.

6.2 (1) Heads of Department have
authority to grant annual leave to officers
and omployeés in their Departments and all
such lcave granted will be reported to the
Chief Establishment Officer for record.

Annual leave to Permanent Sacretaries and
Heads of Department will be granted by. the
Chief Establishment Officer after consultation
with the Minister of the Ministry concerned.

_ "(2) BAll lcave other than annual
lcave will be granted by the Chief Establish-
mcent Officer, who will, in the case of
Permanent Secretaries and Keads of Depart-
ment , .consult the Minister of the Minlistry
concerned.
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Applications for vacation leave must be
submitted on the prescribed form through
: Permanent Secretaries or Heads of Department
) to the Chief Establishment Officer no* less
‘ than three months: before the date on which it
is desired that the leave should commence.

Leave not to 6.3 As a genecral rule, Heads of Depart- =
entail the ment are expected to arrange for the perfor-

employment of mance of an officer's cuties while i.. . on

extra staff leave without extra staff.

except in certain

circumstances _ Subject to the availability of funds the

employment of temporary leave reliefs will be
sanctioned by the Chief Establishments Officer,
only in case of officer's absence on leavc f0r
periods edceeding 14 days. )

Period régarded 6.4 Subject to the provisions of Order

as leave . 6.14, leave will be computed in working days
and will commence from the working day after
an officer has handed over his duties and end
on the working day preceding that on which he
resumes duty.

Cancellation 6.5 (1) Any leave granted under these

of leave Orders may be cancelled if it is desirable that
an officer or employee should return to duty
before the expiry of the leave granted,
providédathat in such cases the unexpired
portion of leave may be taken on a subsequent
occasion.

Further accumulation of leave will, subject to
the provisions of Order 6.11, not exceed the
limits prescribed in the Schedule to this
Ch:pter, unless the Governor otherwise direcis.

(2) An officer or cemployee recalled
from leave overseas will be eligible for free
passages for his return journey to the British
Virgin. Islands -foxr himself and his family,
provided-that they accompany him or follow him
within a period of two months.

Termination of 6 6 An officer who has been granted

leave vacation leave. in excess of three months and
who wishes to resume duties before the expira-
‘tion of his vacation may be granted permission
to do so provided that he or she applies for
such permission not less than 21 days in advance
of the date on which he or she would like to
resume duties.

£ 6.7 An officer or employee seceking an ex-
tension of leave must in:the absence of excep-
tional circumstances apply to his Head of
Department in sufficient time for a decision
on the application to be communicated to him
before the expiry of the leave granted. An ap-
plication for an extension of leave on the
ground of ill health must be supported by a
medical certificate from a fully accreditecd
medical practioner.

‘ompulsory 5 6.8 An offj ors employee nay be reguired
.eave . 7 by the Chief BHeld s n{ Officer to toke leave
- Sy ~ whicl is due to Bim-and an officer or employee

N\ Day be required on public grounds to remain on

leave granted to him.
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6.9 An officer or cmployecce who abscnts
himself from his station or his duties without
leave, or who, without an acceptable excuse,
fails to resume duty when he is due to do so,
will be regarded as absent without permission
and will not be entitled to salary during such
absence. All such absences will be reperted
to the Chief Establishment Officer and the
period of abscnce-may not be.set off against
any leave cligibility without the approval of
the Governor.

6.10 When an officer is gfanted more
annual leave than the maximum for which he is
eligible, he may cither:

(a) have the excess leave taken deducted from
the amount of leave in the next lcecave
year, or, if this is not possible,

(b) be required to refund salary in respect

‘ of the days of ecxcess taken and have the
days counted as lcave without pay for
purposes of pension or gratuity.

6.11 Any annual leave due and nct taken

~in a particular year will be forfeited unless

the officer or employee is precluded by the
exigencies of the Service from taking such
lecave. The approval of the Chief Establish-
ment Officer must be obtained for annmal
leave not taken to be deferred and taken in
the following year.

6.12 (1) The rates at which officers
earn leavq and the extent to which the leave
will be accumulated arc set out in Appendix
IV to General Orders. In the event of an
of ficer who has accumulated the maximum lecave
entitlement, applying for but not being
granted the leave for which he is eligible
within three months of the receipt of such
application by the Chief Establishment Officer,
such officer shall continue to earn leave on

. full pay in respect of the period for which

his leave #s delayed. In such cases the
application for leave shall be granted within
the further period of onc year.

(2) The rate of leave for which an
officer is eligible will be determined & : -
by his basic salary at the time leave was
carncd. :

5.13 (1) Except as provided by thcse
Orders, leave.will be granted in respect of . .
resident service. Abscences on duty and absences
on leave taken annually not in conjunction with

-accumulated leave and sick leave on full salary

not exceeding 28 days in twelve consecutive
months will count as resident service.

(2) Lcave eligibility will be
calculated on the basis of completed months of
resident service in a year, one twelfth of the
annual rate of the leave applying to cach
completed month of resident sdérvice. d
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6.14 Subject to the exigencies of the
service, Permanent Secretaries and Heads of
Departments, should arrange:

(a) that officers and employces take
annual leave in the year in which it
accrues:;

{b) that officers and employees arc not
required to forfeit any accumulated
leave;

and they will maintain leave registerxs in which
all leave taken by “their staff will be recorded.

" 6.15 Officers entitled to leave passages

‘will:be granted travelling time on full salary
"for the outward and return journeys to and .from
the place wheére the leave is spent and to which

a leave pa;sage is -granted. Such travellihg
time will not exceed three days each way.or the
time that would be taken by the direct air
route whichever is less.

6.16 The Chief Establishment Officer must
be notified of officers intent to spend their
leave overseas. Such notification should be
made well in advance of the date on which the

-leave will commence. When officers are granted

leave in excess of 320 days to proceed outside
the British Virgin Islands, the Chief Establish-
ment Officer will inform the Accountant General.

6.17 (1) Officers proceeding on leave,
wherce such leave is to be spent away from their.
normal place of residence in the British Virgin
Islands, chould report their leave address and
any changes to the Head of their Department,
who will inform the Chief Establishment Officer.

(2) +‘fficers proceeding on leave to
the United Kin;uom are required to report their
arrival by letter to the Crown Agents for Over=-
seas Governments and Administrations giving an
address at which communications can reach them

with minimum delay.

6.18 In every case where leave for more
than one month will be spent abroad mnless the
officer has clected in writing to draw his leave
salary in the British Vlrgln Islands, -a leave
and last pay certificate in the prescribed form
should be submitted after the leave has been
approved. The leave and last pay certlflcate

"will be prepared in quintuplicate in .the

Establishment Division and 'sent to the officer
for the addition of specimen signatures and his
address abroad. The Certificate will be re-
turned through the Permanent Secretary or Head
of Department to the Accountant General for
completion and return to the Chief Establishment
Officer. Onc copy of the completed ccrtificate
will be scnt if appropriate to the agents for
the Government of the British Virgin Islands in
the country where the officer proposes to spend
his leave, one copy will be sent to the
Accountant General, one will be given to the
Officer, one retained by the Ministry or
Department concerned, and one copy will be .
retained by the Chief Establishment Officer.
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6.19 An officer applying for leave with
the intention of retiring may be granted,
immediately prior to the effective date of his
retircement or pension, the accumulated leave
for which he is eligible togetifer with any
additional full pay leave accumulated in
accordance with Order No. 6.11. Provided that
without the authority of the Governor no officer
shall be granted a total period of more than 12
months leave prior to his retirement.

\5416 An officer or employee who has
served for not less than 12 months and resigns
his appointment after giving the prescribed
notice or because of i1l health will be granted
the annual and accumulated leave for which he
is eligible, Provided - °

(a) that leave shall not be included as part
of the period of notice of termination of
service, and :

(b) that any officer or employee who, while
on duty, resigns and fails to give the
reguisite period of notice or who pays
salary in lieu of notice, will forfeit
any leave for which he is eligible.

6.21 If an officer or employee retires or
resigns during his leave without having given .
notice of his desire to do so, the date at
which the payment of his salary is to cease will
be determined by the .Governor according to the
circumstances of the case.

6.22 (1) An officer or employee who
(a) is dismissed; or
(b) is discharged for misconduct; or
(c) resigns to avoid being discharged for
misconduct;

will forfeit any leave for which he may be
eligible. ’

6.23 Teaching staff will be eligible for
leave during school vacations only.

(b) SICK LEAVE

6.24 An officer or employee may be granted
sick -leave:=-

(i) if he is ill or injured, provided that
the illness or injury prevents him from
carrying cut his duties and was not caused
by his own m\&conduct or by his failure to
take reasonzble precautions;

(ii) if he is confined to a hospital or similar

institution for a period of not less than
fourteen days whilst on vacation leave.

6.25 (1) fick leave on full pay to cover
absences from éc\.ﬂ\j due to illness or injury may
be granted by licads of Departments up to the
limits set out in Appendix IV without affecting
eligibility for annual or accumulated leave.
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Such leave may be granted in short periods or
all at one time provided that absence for more
than two days on any one occasion must be
supported by a medical certificate. Officers
and employees requiring lecave on grounds of
illness or injury must submit applications for
sick leave not later than the second day of
absence from duty. i
(2) All applications for sick leave .
approved under the provisions of this Order
will be reported immediately to the Chief
Establishment Officer for purposes of record.

- (3) Sundays and public holidays falling
within a period of sick leave will count as
days of sick leave.

6.26 Sick leave in excess of the limits
set out in the Schedule to this Chapter will
be granted only on the certificate of a
Government Medical Officer. Applications for
such sick leave or extension of sick leave
together with medical certificates should be
forwarded through Permancnt Secretaries or

.Heads of Departments to the Chief Establish-

ment Officer for approval.

6.27 (1) Pensionable Officers

An officexr who is on the permanent and
pensionable establishment may be granted leP
leave on full salary up to a maximum period of
six months during any period of twelve months
ending on the final days of sick leave granted
to him if there is reasonable prospect of his
recovery from .illness or injury. Thereafter,
if necessary, further e:xtension of sick leave
on half salary may be granted subject to a
maximum period of twelve months sick leave in
all on full and half salary combined provided
that if an officer is cligible for accumulated
leave when suck leave or half pay is granted,
such accumulated leave may be taken on full
salary and thus reduce the period of sick

leave on half salary. GSick leave beyond an

aggregrate of twelve months in any period of
four years or less will be without salary and
will not count as service for salary incrcments
or pension.

(2) Officers appointed on contract’
and employees other than cemployces engaged on
daily ratec oi pay may be granted sick leave on
full salary up to a maximum period of 60 days
during any p cicd of twelve months ending on
the final d=y of .. :k leave granted. Any
extension of sick leeve will be without salary
and will not count as service for salary
increments or gratuity.

(3) Employees engaged on daily rates

of pay

Employees engaged on daily rates of pay mey be
granted sick leave on such conditions as ray
from time to timc be laid down by the Govern-
ment.

-
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6.2¢ BAn officer may be called upon at any
time by the Sovernor to sybmit him=clf for
examination by such Medical Officer or Medical
Board as may bc designated. hn officer who
has been on sick leave for continuou" period
of thrce months, will unless sbecifically
exempted on the advice of the Chief Medical
Officer, be required to submit himself for
examination by a Medical Board appointed by
the Chief Bedical Officer. Subsequeht
cxaminations may be recvired after considera-
tion of the first report of the Medical
Board.

6.22 If a Medical Board appointed under

Order 6.28 advises that it is unlikely that

an officer will be able to return to duty at
the end of his sick leave and that he should

be discharged because of ill health, the Chief
Establishment Officer may grant sick leave on
full salary and half salary to the maximum
period laid down in.Order §.27 until a decision
has- been made on the rccommendation of the
Board, provided that in such cases all officers
and employees ‘other than thése engaged on daily
rates of pay shall in the circumstances be"
granted a minimum of two months sick leave on

full salary.

6.30 (1) The Governor in his discretion,
may grant sick leave on full pay in addition
to a period of sick leave on full pay provided
under these orders, where, in his opinion, any
officer is suffering from:

(a) an injury sustained when in the
execution of his duties; or

(b) an.illness caused by or directly
attributable to the nature of his
duties.

(2) Sick leave granted under this
Order shall not be taken into account for
purposes of any other General Order.

* 6.31 An officer who is confined to a
hospital or similar institution for a contin-
uous period of not less than fourteen days
while on leave, may on production of a wmedical
certificate from the hospital or institution
concerned, be eligible for-sick leave for the
period of his confinement. His leave will not,
however, be extended beyond the date up to
which it was approved without the authority of

-the Chief Establishment Officer.

6.32 An officer must seek medical advice.
when he is unwell or when he is instructed to
do so by his Head of Department. If he fails
to do so or fails to comply with the medical
advice given he may render himself liable to
disciplinary action.

6.33 If for any reason it is decided that
an officer should be examined by a Medical
Board, he must present himself for e:amination
at the place and time instructed and if he fails
to do so, he will render himself liable to
disciplinary action.
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6.34 A female officer who requires leave
for maternity purposes may be granted leave
for which she may be eligiblc and if she is a
pensionable or contract officer may be granted
in addition:

(i) special maternity leave on full salary
for a period not e:iceeding one month;
and

(ii) leave on half pay for two months, and

(iii) 1leave without pay for an additional

period not exceceding one month.

SAVE that in the case of a contract officer any
absence from duty for maternity purposes in
excess of normal leave earned shall not count
as part of the term of the contract. .

(c) OTHER FORMS OF LEAVE

6.35 An officer may be granted lecave on
the grounds of urgent private affairs and an
application for such lecave must be accompanied
by a statement of the reasons for the applica-

- tion and be submitted to the Chief Establish-

ment Officer through the Head of Department
to which the officer is posted. The statement
will, if desired, be treated as confidential.:

6.36 Leave on ﬁrgent private affairs will

- be granted on the authority of the Governor

and the officer, granted lecave will be required
to take, as nccessary all leave for which he is
eligible. .- He may be granted in addition leave
on full salary'to bring the total leave granted
to three months, provided that such additional
leave as may be granted will count against his

-future leave eligibility. If the officer

retires, resigns or is discharged before he
becomes eligible for leave equal to the
additional un-earned leave taken, he will re-
fund to the Government the salary he was paid
during that leave.

6.37 (1) Special leave on full sala
may be granted by the Governor in the follow1ng

: circumstances: -

(a) to enable officers and employecs who
are selected by the proper authorities
to represent the British Virgin
Islands or the i’est Indies in sporting
events.

(b) to cnable officers and emplovees who
belong to the Poy Scouts, Boys'
Brigade, the Y.iJ.C.A., the Girl
Guides, the Red Cross and similar
organizations and are selected by
the proper authorities to attend
gatherings of a world wide or inter-
national character connected with such
organizations.
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(2) This special leave facility is ex-
tended to include officers or employees
selected by the proper authorities to repre-
sent a State or inter-State or intermational
side either in an administrative or playing
capacity.

(3) In such cases special leave will
normally be limited to not more than one
calendar month on any one occasion or in any
one year and any leave reguired over and above
this maximum will be counted as leave if the
officer is eligible therefor, otherwise as~
leave without salary: provided that > aay
special cases additional leave on full or
half salary may be granted.

6.38 Special leave on full salary may
also be granted by the Chief Establishment
Officer - .

(a) to enable an officer to sit an examina-
tion which the GOvernment recognizes to
be necessary for the officer's advance-
ment in his branch of the Services;

(b) to an officer to be absent from duty
because he has been in contact with
an infectious disease. In such
circumstances special leave will be
granted on the recommendation of a
medical practioner only after approval
by the Chief Medical Officer.

6.39 (1) 1In-service training.leave i.e.
leave to attend Government sponsored courses
may be granted to an officer who -

(i) is nominated by the Government to
attend a course of study; or

(ii) is nominateéd by Government for a bursary
or other award to follow a course of
study.

(2) Where an officer is granted in-
sexvice training leave he will be cxpected to
utilize all the vacation and accumulated
vacation leave for which he is eligible and
in addition will be granted:

(i) leave on full salary for the first year
or part thercof and at half salary for
the remainder of the course exclusive
of vacation leave subject to satisfac-
tory performance;

(ii) an allowance to assist with the purchase
of books;

(iii) tuition and examination fees; and

(iv) a maintenance allowances which would
vary according to the location of the
course, if this is not included in any
award which the officer receives.
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(3) In-gervice ti>iming:toursesHFEEpaot
TidrmdlIp -beé of an underjeadduese ndtufe; and
w4 ITsRér Bordfially be £Hr mérg than 2 years.

(4) An officer proceeding on an in-
service training course may be granted a short
recreation leave prior to attending the course
and a recreation leave of not more than 2 weeks
duration, on completion of the course.
Recreation leave taken before the course will
be deducted from the officer's vacation leave.

6.40 (1) sStudy leave may be granted to
an officer to attend a course of study at his
own request with the. approval of the Government.
Government approval will only be granted if it
appears that the .additional qualification is
likely to be of value to the Government.

(2) BAn officer who receives a
bursary or anothefraward t¥ aktend :a xaugse of
study or is.-otherwise accepted for ddmission
to a course but is not nominated by the
Government to attend the course may- apply for
approval for his attendance at the cocurse. If
approval is given, the following conditions
will ‘apply: oy

(i).. the officer will be expected to
utilize for the purpose of. the
course, all the vacation and

- accumulated vacation leave to which
he is entitled; - ;

(ii) an officer who has been-confirmed in
a pensionable-office will be granted

study 'leave on full pay for the first _ _

year of the course in addition to

vacation leave, and on half pay for the --

remainder of .the course;

(1ii) an officer who. has not been confirmed ...
in his appointment must resign his
appointment if he wishes to atten
the course; :

Provided that .in either case an officer may .
be granted the full amount of leave for which
he is eligible. :

(3) Leave salary pzid under the provisions
of paragraph (2) of this Order will be less
the amount of any bursary or training award
which may be granted exclusive of that~part of
the bursary or training award which is for
;ravelling expenses, tuition and examinatjon

ees. ’ :

(4) In exceptional circumstances an
officer may be granted permission to attend’a
course of study although the particular course
nay not be immediately in the public interest.
tihere this applies, :to . the.efficer may-be
scanted leave of absence without pay. in addi-
tion to the vacation leave and Aaccumul~ted
1zave te which he is entirled, for the purpose

C7 wndertalking the cou. =c.

A
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6.41 The grant of in-service training
leave and study leave under General Orders
6.39 and 6.40 will be subject to the execution
of an agrcement by the officer who is granted
study leave to undertake to remain in the
Public Service of the British Virgin Islands
for a prescribed minimum period after the
expiry of his leave. The minimum period will
be- -

{a) Qhere an officer attends a course of
" less than six months duration:
: 1 year.

_{b) where ‘an officer attends a course of
. six months to 1 year duration:
2 years.

i R e ..'._‘-‘,

(ci where ap officer attends a course of
. mpre than 1 year but less thrn ?
R yegrs dyration: .

I3

3 years. - .'.¢ -,

(d) where an officer attends a course of
more than 2 years but less than 3
years duration:

5 years.

.(e) . where an officer attends-a course of
_more than 3 yeéars but.less than 4
years duration:’ 37
6 years. :

(£) . where an officer attends a course of
. more than 4 years but less-than 5
4. years duration:.. :

7 years.

(g) where an officer attends a course of
more than 5 years but less than 6 -
years duration:

8 years.

(h) where an officer attends a coursge of
. more than 6 years but less than 7
years duration:
9 years.

The agreement may be in the form of a bhond

~with or without sureties on a default of which

the officer or his sureties will use iasole to
repay to the Government all or any &dprt of. any
allowances, fares, passades and-salary paid to
him during the period of the course as the
Gavernor may prescribe.

6.42 An officer may be granted recreation
leave up to a maximum of two weeks immediately
following in-service training leave, or study
lecave which has been approved by the Govern-
ment. The amount of recreation lecave will
depend on the length of the course.
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6.43 An officer attending a course of
study may be required to furnish, at such
periods as may be prescribed, a certificate
from the appropriate authority at the institu-
tion at which he is pursuing the course of
study in proof of his regular attendance and
of his diligence and energy in his studies.

If it is cvident that the officer has abandoned
the course or his progress is so unsatisfactory
that it would be in the public interest to do
so, the remaining period of study leave shall
be cancelled and the officer required to retur
to duty. J

officer who attends a course
approval of the Government

or who undertakes an approved course of study
by correspondence and the courses involves, on
completion, an examination by a recognized body,
and who passes the examination, will be eligible
for a refund of any examination fees which he
has himself paid. :

6.44° (1) An
of study with the

(d) LEAVE - MISCELLANEOUS PROVISIONS

6.45 BAn officer's eligibility for leave
will lapse on his death and any payments of
salary or allowances made in respect of a period
subsequent to his death will be recoverable
from his estate.

6.46 Leave granted on full or half pay
counts as pensionable service and sexvice
gualifying for pension. Leave granted without
pay does not break continuity of pensionable
sexvice but is counted as pensionable service
only when granted on grounds of public policy.

6.47 Leave granted without pay will not
count for purposes of increment unless it is
granted as study lecave.or on the grounds of
urgent private affairs.

6.48 An officer proceeding on leave or

'iﬁransfér who is responsible for cash, stores
or furniture who does not follow the handing

over procedure laid down in Financia) Regula-
tions and Store Rules will be liable for any

-deficiency which may subsequently be dis-

covered.

6.49 All officers resuming duty after
leave are required to report in writing to the
Permanent Secretary of their Ministry the date
orr which they resumed duty. In the case of
of ficers who hava been on leave outside the
territory, the date of arrival in and
departure from the place in which the leave
was spent must also be reported in writing at
the same time. The Permanent Secretary will
transmit the information to the Chief
Establishment Officer.
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6.50 On the occasions listed in this
Order a Government Medical Officer will report
the circumstances to the Chief Establishment
Officer and the Head of Department of the
officer concerned:

(i) when an officer refuses to carry out,
or in the opinion of the Hedical
Officer is neglecting to carry out
the medical advice he was given;

(ii) when in the opinion of the Kedical
Officer, an officer is feigning i1l
health;

(1ii) when in the opinion of the Medical
Officer the illness of an officer
has been caused by his own negligence
or misconduct. 3

6.51 Absences from duty on grounds of
sickness caused by, an officer's misconduct or
negligence may be counted as leave with or
without pay and such absence may form the
basis of a disciplinary charge against the
officer concerned.

Chapter VII
LEAVE PASSAGES ..

7.1 An officer appointed on secondment
from another Caribbean territory or an over-
seas officer appointed on contract terms will,
unless the terms of the secondment, agrecement
or contract provide otherwise, be eligible on
completibn of secondment or contract, for
return passages to the country from which he
was appainted, for himself, his wife and
children and the allowances laid down in
General Orders 2.12.

7.2 The wife and/or children of an
officer may be permitted to travel in advance
of or after the officer, provided that

(a) if they travel in advance of the officer
on the outward journey not more than six
months will elapse between their date
of departure from the British Virgin
Islands and the departure of the officer
himself;

(b) if they travel after the officer on the
return journey, they rcturn to the
British Virgin Islands not later than
six months after the officer has
returned to duty.

Failure to comply with these conditions may
result in the officer being required to
refund the cost of passages for his wife and
children.
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7.3 If an officer who is appointed on
contract dies whilst in the Service, passages
will be provided for his widow aznd children
under the age of 18 years who are unmarried,

.and who were dependent upon him, to the place

where the officer was originally recruited,
or to the country of domicile or to the
birth placc of the widow, provided the
removal takes place within six months of the
officer's death. Shouléd the widow leave the
Territory within this period to reside clse-
where, she will be provided with a passage
grant not exceeding the cost of the passage
to the nearest of the places above mentioned.

In 2ll the aforementioned circumstances,
widows will be eligible for a baggage allowance
as follows:

(1) the entire cost of surface transportatiodn
of the personal and household effects up
to a limit of 200 cubic feet, or five
shipping tons, including such incidental
charges as port duces, wharfage, dock and
cartage charges, clcarance charges and E
agency fees customs attendance and
carriage to the ultimate destination,
but excluding all insurance charges.

The baggage allowances may be paid in the

~appropriate circumstances, to the administra-

tors of a deceased officer's estate for the
transportation of the personal ecffects of the
deceased o6fficer té6 his home country.

Chapter VIII

Resignation, Retirement and Terminal Benefits

Resignation

8.1 (1) An officer on probation or
appointed otherwise than on contract or pen-
sionable.terms may resign after giving not less
than one month's notice in writing to the
appropriate authority. - The appropriate
authority will be the Head of the officer's
Department in the case of officers holding
non-pensionable appointments maximum salary of
which does not exceed $5412 per annum and in
all other cases the Chief Establishment Officer.
The notice will be exclusive of leave.

(2) An officer who has been con-
firmed in his appointment to a pensionable post
may resign his appointment to a pensionable
post may resign after giving not less than
three months notice (exclusive of leave) in
writing to the Chief Establishment Officer.

) (3) An officer appointed on contract
may resign his appointment only in the terms
of his contract.
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(4) Notwithstanding the provisions in
paragraphs (1) and (2) of,this Order, an
officer gther than an officer appointed on
contract terms may instead of giving due
notice resign his appointment at any time
after paying to the Government one month's
salary in licu of notice. In such cases the
officer will forfeit all leave and passage
privileges for which he might be eligible.

(5) All resignations will be reported
immediately to the Chief Establishment Officer
the Accountant General and the Chief Auditor.

8.2 ‘The appropriate authority may refuse
to accept notice of resignation:

(a) if it is conditional; or

(b) if the officer does not intend to
complete & period of service for
which he is bonded to serve the
Government; or

(c) if the officer is indebted to the
Government; or

(d) 4if disciplinary proceedings against
the officer are contemplated or
pending. .

8.3 An officer may not give notice of
resignation while on leave. The provisions
of Order 8.1 (4) may however apply; but in
addition to paying the Government one month
salary in lieu of proper notice and to
forfeiting the balance of his leave an, officer
who resigns on leave will be held liable for
the total refund of the cecst of leave
passage for himself and his family which may-
have been granted in respect of his leave.

8.4 When an application for cmployment is
received from an officer who has previously
resigned from the Public Service, the
circumstances which prompted the resignation
will be investigated before a decision is
taken on the application. Such investigation
will include reference to the Chief Establish-
ment Officer.

8.5 An officer whether employed on
pensionable or non-pensiocanble terms will be
required to retire on attaining the age of
50 years: provided that in exceptional
circumstances and in the public interest an
officer may be permitted by the Governor
to remain in the service after he has
attained the agc of compulsory retiremont.

£E.6 Cfficers who have retired from the
Public Service of the British Virgin Iclands
or any other Terriotry may be re-engaged on
the authority of the Governor on temporary
terms such re-engagements will only be made
where:
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(a) the prospects of scrving officers are not
- prejudiced;

(b) the vacancy cannot otherwise be readily
filled, and

(c) the retired officer is medically fit and
in-211 respects suitable for re-cngage-
ment.

8.7 (1) Permanent Secretaries and Eeads
of Departments will forward to the Chief
Establishment Officer in December each year a
return of all, officers of whatever grade ser-—
ving in their Ministry or Department who have
attained or will attain the age of 60 years
beforé the end of the succeeding year. -

(2) In each case it must be stated
whether or not there arc any special-cgrounds
for departing from the goeneral rule, that such
officer should be retired upon attaining the
age of compulsory retirement.

8.8 If an officer is reported by a
Government Medical Officer to be incapable by
reason of infirmity of mind or body of dis-
charging efficiently the duties of his office
and such infirmity is likely to be permanent,
the case will be referrcd to the CEief
Establishment Officer, who may require the
officer to appcar before a Mcdical Board
appointed by the Chief Medical Officer.

The recommendations of the Medical Board will
be referred in the prescribed form to tho
appropriate Scervice Commission. If the officer
is on leave of absence outside the Territory
the initial examination may be made by an
approved medical practioner on the authority

of the Chief Establishment Officer.

€.9 (1) All claims to pensions, gratuity
and other retiring allowances should he made
in prescribed form and should be submitted to
the Accountant General os soon as a decision
has been taken regarding an officer's
retirement. The form should bc properly and
correctly prepared by the EBead of Deparxtment
of the officer who is to retirc and submitted with
all the neccessary supporting documents attached
thereto to the Chief Estoblishment Officer for
verification and thereafter to the Accountant
General and the Chief huditor.

(2) The submission of pension and
gratuity papers should not be delayed until
the date of retirement. When the datce of
retirement has been reached the HMinistry or
Departmcnt concerned should immediately advisc
the hccountant Generzl, in the form of a Last
Pay Certificate whether or not there have been
~ny changes in particulars submitted in the
original report. A copy of such certificate
cheoevld bo forwarded tc the Chief Auditor.
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(3) In cases where it is not possible to
locate the nccesserxy records in relation to
an officer’s service & statutory declaration
should bc submitted by one or more reliable
persons attesting to the continuity of sorvice.
The status of the- declarant should be stated
and he should also give the sgirce of hic
knowledge of thc facts cgiven in the declara-

_:tion.

L+ 10 The officer's birth certificate
should be furnished as evidence of his age.
tthere this is not possible a statutory
declaration by the officer himself or any
other reliable person may be submitted.

8.11 A pensionable officer whose pension
is governed by the Pensions Act (Cap. 157).,
if he desires to receive a reduced pcnsion
and gratuity in place of his full earned
pension must so indicate in writing not later
than the date immediately preceding the date
of his retirement. !

0.12 The apportionment of the pension of
an officer who has served in more than one
territory is determined by the ratio between

~ aggregate pensionable emoluments calculated

at the time of retirement. The rate of ex-
change to be adopted for this purpose is
that obtaining at the date of ﬁetirement of
the officer concerned.

8.13 An officer's service before he
attains his eighteenth birthday will not be
counted as pensionable service although it
may count towards the ten years qualifying
service for an award under the Pensions Law.

8.14 . In the event of the dcath of a
serving officer, the Head of Department will
be responsible for ensuring that prompt
application is made for any payment ovr
gratuity that may be due.

8.15 (1) A female officer who intends
to marry shall report her intention not less
than one month before the proposed date of
marriage, to the Chief Establishment Officer
through the Head of her Department.

(2) A female officer who has not
less than five years pensionable servicoe may,
on marriage, exercise the option to resign
and take a marriage gratuity under the provi-
sions of the Pensions Regulations. Such
option, which will be irrevocable, must be
taken within three months of the date of
marricge and if the option is not exercised -
in writing within the specificd period it
will be deemed that the female officer has
2lected to continue her pensionable service
to normal retirement.

(3) A marricéd female officer whose
domestic responsibilities interfere with the
discharge of her official duties may bo called
upon to resign, in which case she will bo
eligible to receive the marriage gratuity for
which she would have been eligible at the time
of her marriage.
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Provided that in such case the officer must
be warned in good time that her retircment
is contemplated and given an opportunity of
replying to charges of loss of efficiency.
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9.1 Public Officers and employees are
expressly forbidden to give any unauthorised
persons information relating to the busincss
of the public service. The publication of
cfficial documents or information is governed
by the provision of General Orders 3.11 and
3.12. : i

9.2 Confidential and secret correspon-
dence and documents must always be kept
separate from open correspondence and material,
and wmust be kept under lock and key: Ho
reference to confidential or secret corres-—
pondence shall bc madﬂ in any open corres-—
pondence.

. 9.3 (1) It is the responsibility of
Permanent Secretarices and Heads of Depart-
ment.to ensure that the member of their.
staffs, other than officers authorised to do
50, shall be in a position to handle ox sce
confidential or secret documents.

(2) .All correspondence marked
"Sccret" "Personal,™ *tonfidential®™ or "In
Confidence"” must be opened by the addressee
personally. Hbads of Department shall '
themselves be responuible for the cccu;;ty
of secret and confidential material that
comes into their hands. Permanent
Secretaries may afrange for one clerxk to be
appointed in each Ministry to whom all scecret
and confidential work will be cntrusted.

9.4 (1) All official corrcspondence
‘addressed "Sccret," "Confidential™ or "In
Confidence” must be cnclosed in two cnvelopes,
one inside the other. The inner cnvelope
must be marked "Secret; " “"Confidential® OR .
"In Confidence,” as the casec may be, but the
outer envelope should not be marked. ‘'rhe
inner envelopc should be-folded rather
smaller than the outer, so that both will
not be opened at. once-.’ e

(2) quc-nuct be exercised tha
secret and confidential papers are not
passod about the office, or btheen onc
office and another, chept in- scaled covers
marked "Secret,” “Confidcential” or "In
Confidence." - )

9.5 Dccisions affoecting an officer
personally shall be conveyed to him in
writing. No officer through whose hande
such correspordcnce passos may communicate
any of the contcnts to any person or persons
without written instructions from tho Chicf
establishment Officer.



Copies of
official
correspondence
not to be made

Official
correspondence

Communications
to be answered
without delay

Opinion by
law officers

ey a—

9.6 (1) Copies of communications te or
from the Government must mot be conveyed to
any persons without the authority of the
Permancent Secretary of thc Ministry concerned.
If the orxders therein containcd are intended
to be communicatad, they will Be embodicd in
a letter addressed to the person concerncd.

(2) Ho officer may take copies of
communications and reports referring to him-—
self or any other officer, and any officer
found in unauthorised possession cf such docu-
ments will be liable to disciplinary action.

9.7 Permanent Secrctaries will corres-

. pond directly with other HMinistries and with -

the public upon the affairs of their own
Ministries and Departments. Important
questions of principle or of policy will be
referred to the Hinister concerned and
proposals which involve reference to other
Ministries should be fuily discusscd between
the Permanent Sccrctary and the Heads of
Departments concerned, before they are
submitted to the Minister and the fact that
this has becen done should be stated in the
submission. Personnel questions, (other than

“those which are for detcrmination by the

appropriate Service Commission) and Estab-
lishment matters that may be resolved within
the terms of thesc Orders as amended from time
to time, will be dealt with by Permancnt
Secretaries and Heads of Departments, exncept
that personnel matters which may have a
Service-wide implication and establishment
matters which do not fall within the
provisions of these Orders or suggest a

_departure from existing policy or the

establizhment of a novel principle or a new
provision or define an issuc which may have
repercussions throughout the Service, shall be
referred to thg Chief Establishment Officer.

9.8 (1) All communications, whether
from the public or from other Ministrics or
between a Ministry and Department, must be
answered with the least possible delay.
Where it is not possible fcr a prompt reply
to be sent, an interim acknowledgcment must
be made and a reply sent as soon thercafter
as possible.

(2) Communications must, ns far
as possible, be confined to a single subjoct.
Where it is found to be esscential that more
than one subject is dealt with in one
communication, additional copies, according
to the number of subjects, must be furnished.
In every communication, paragraphs must be
numbered consecutively throughout and «ach
page numbered.

9.9 ©No opinion of the Government law
officers may be quoted directly to a private
individual. If it is nccessary to refer to
2 legal opinion this should be preceded by
the worg "The Government is advised that
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9.10 The precserxvation and the destruction
of Government documents is regulated by the
following:

{1)  no correspondence or document shall be
considercd for destruction before it is
five years old;

(2) any file over five ycars old, that is
put away, shall bear a direction by
senior officer in the Ministry
responsible for the subject, that it shall

bex:: :

(a) preserved because of its continuing
value to the GOvernment; or

(b) destroyed at once; or
(c) destroyed on a stated date if there
is no further action.

{(3) If a file is retained in accordance with
sub~-paragraph (2) (a) of this Order, it
shall be kept fifteen yecars from the date
of its creation, and shall then be
considered by the GOvernment Archivist
for destruction or for further retention.

(4) A recoxd shall be kept of all documents
and files destroyed and date on which
- they were destroyed.

(5) The following documents shall not be
destroyed:

(a) those'rcquired by law or regulatioﬁs
tc be presexved;

(b) docunments of historical or other
interests, particularly thosa
relating to the history of the
Territory or the West Indies:

(c)} documents relating to land and the
ownership thereof and to the value
of land and property, especially
Crown Lands;

(d) documents that are more than fifty
years old unless they are of a
routine nature.

(6) Documents that, as a rule, must be kept,
arc those referring to policy docisions,
precedents, legal opinion and the
preparation of legislation; to evidence
of rights and obligations of Government,
and claims for compensation not subject
to tim2 limit; to report on ficld trials
and experiments; to reports by Depart-—
mental committees and wocking partices;
to organisation and staffing anc the
personal files of public officers.

2.11 &An cfficer in cach Ministry and
Departmont should be nominated to comply with
the provisions of the preceding Order and to
make reports 2t stated intervals to his
Pcracnent Secretary or Head of Department.

T
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9.12 The provisions of Orders 2.J0 and 9.11
do not apply to Legal Departments, whose
official documents are subject to the provisions
of the Registration and Records Act (Cap. 67).

$.13 oOfficial stationery must on no
account, be used for private correspondence or
for any purpose not directly connected with
the work of the Ministry or Department. -
Permancent Secretaries and Beads of Department
will ensure that the strictest cconomy in the
use of stationery is exercised in their
Ministries and Departments. All orders for
stationery must be scrutinized beforc they
~rc issued by a responsible officer deputed
for this purpose.

9.14 oOfficial correspondence (including
letters, printed matters and miscellaneous
packets) is transmitted free by the island
post, provided that ‘it bears on the envelope,
or cover, the words, "On Her Majesty's Service™
or tha letters "0.H.M.S." and, in the lower
left hand corner, the signature and cfficial
designation of an officer duly authorised to
frank official postal packages.

9.15 Impressions of official seal shall
not be given to any privatce person.

$.16 Telegrams may be approved for Ges-—
patch only by Permancnt Secretaries, HNeads of
Department , or officers authorised by them.
In the interest of economy, the usec of tclegrams
should be avoided wherever possible unless the
communications is urgént or a telegraphic reply
has been specifically requested.

éhagter b4
GOVERNHMENT QUARTERS

10.1 Frec gquarters are provided for members
of the Royal Virgin Islands Police Force bhelow
the rank of Sergeant who occupy single
accommodation din Police barracks and to members
of the Prison Department who are requirad to
live in accommodation provided for them at the
Prison.

10.2 oOfficers who are not domiciled in
the British Virgin Islands or who are comicilced
on an island of the British Virgin Islands
other than that on which they arc stationed
may be provided with Government Quarters on the
authority of the Chief Establishment Officer.
10.3 (1) All officers providec¢ with
Government quarters will be required to pay
the actual or assessed rental of the guarters
allocated to him up to 25% of his basis salary
if the officer is in receipt of a gratuity, and
5% if hc is not eligible for gratuity:
provided that if the guarters arc unfurnished
the maximum rental shall be 4% of the officer's
basic salary.
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(2). An officer who is domiciled and
stationed on the scme island may be provided
with housing at a rental not cxceeding 25% of
his salary if the house is furnished and 20%
of salary if the housc is unfurnished.

(3) &An officer who is stationed on an
island other than that on which he domiciled,
may be granted housing at 5% of salary.

10.4 Basic furniture may bc provided in
Government gquarters on the scale laid@ down in
Appendix V to these Orders. Variations to the
scale may be only with the authority of the
Governor.

10.5 (1) The allocation of Govermment .
quarters to officers shall be the rﬂsponglbl--
lity of the Housing Committee under the
Chairmanship of the Chicef Establishment Officer,
comprising the Financial Secretary, znd the
Chief Engineer, Public ilorks Department.

(2) If a Government guarter zllocated
to a particular officer is for any rcason left
unoccupied by the officer ordinarily entitled
to occupy it, it may be allocated temporarily
to anothcr officer.

(3) An officer allocated Government .
quarters shall continue to pay rent for such
quarters whila on lecave other than accumulated
leave.

10.6 Officers sharing Government gquarters
will be required to sharc the actunl or assessed
rent but in no case will an officer be required
to pay more than 5% of his basic salary if the
quarters are furnished and 4% if the quorters
are unfurnished. In the case of officers who
are in receipt of a gratuity the maximum. rental
contribution of each officer will be 25% for
furnished and 20% for unfurnished quarters.
Government gquarters may not be shared,
however, without the approval in writing of the
Chief Establishment Officer.

10.7 The rent due from cach officer in
respect of Government gquarters allocated to
him will be deducted from his salary 2t the
end of cach month in arrecas. Rental is
payable from the date on which an officer
takes over Government quarters to the date
immediately preceding the date on which he =
hands them over, both dates inclusive. Ho
remission of rental will be granted on tha
grounds that quarters could not be occupied
while repairs were being effected unless the
sanction of the Chief Establishment Officer has
been obtained previous to vacating the house.

10.3 The Chicf Establishment Officer will
designate an officer in his Department Hcusing
Officer to be in chargc of Government querters
and furniturc. The Housing Officer will be
responsible for -

b
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(a) maintaining inventories of all
governwent furniture and fitting takoen
over by officers;

(b) thc custody of the keys of all unoceu--
pied government quarterss

(c) taking over government guarters vacpted
by officers and furniture rcturned by
them and for handing over government
quarters and furniture which are
allocated to officers;

(d) reporting through his Head of Department
to the Accountant General the occumancy
and vacation of all Government guarters.

19.9 (1) Government guarters and )
furniture must be taken over from the outgoing
occupant and handed over to the Housing Cfficer.
An incoming occupant of guarters must acknow-
ledge receipt of the quarters and all articles
of Government furniturc and equipment therein
by signing the inventory.- An outgoing
occupant must hand over the keys of the
guarters he is vacating to the Housing
Officer and remain responsible for the
quarters and all articlces of Government fur-
niture and equipment therein until he obtains
the signature of the guarters officer to the
inventory in acknowledgement of their surren-
der. An officer provided with Government
quarters must give at least one weeck's
notice to thce HOusing Officer that he wished
them to be taken over.

*(2) It will be the personal
responsibility of the officer concerned to
report through his Permancnt Secretery or
Head of Department to the Accountant
General, the date on which he occupies or
vacates Government quarters and the responsi-
bility of the Housing Officer to repeort to
the Chief Establishment Officer, and
variations in the scale of furniture issued
to an officer.

10.10 Unless an officer, at the tiwme he
takes over Government cuarters, indemnifics
himsclf by reporting any deficiency or
damage, it will be assumed that he rceceived:
the quarters and all articles of furniture
and cquipnent belonging thercto in good
condition and he will bc liable for the
cost of making good any dificiency, camage
or neglect discovered during his occupancy
or at th2 time he hands over the quartcrs.

10.11 (1) nn officer is reguired to
take reasonable care of the Government:
quarters and its fixtures and all articlcs
of Government furniturce allocated to him. An
officer allocated Government quarters or
offices is prohibited from altering the
structurc of fixtures. If any alteration is
cosired, oapplication must be made to the Chicf
ngincer, Public Werks Department. Al
defects must be reported promptly by thoe
officer to the Chief kEngincer, whose Depart-
went is responsible for undertaking rencirs.
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(2) an officer is also responsible for
maintaining the grounds of Government guarters
in rcasonable condition. If the grounds arc
neglected,  the housing authority may dircct
the officer to restore them to a neat and
orderly state and if the direction is not
compiled with within such period of time as
may be allowed by the housing authority, the

~housing authority may order the Public dYorks
. Department to cffect the desire improvuient

at the expense of the officer concerned.

10.12 Govermnment guarters are intended
for the accommodation of officers, their wives,
children and dependent relatives only. Ho part
of any Government guartcrs may be regularly
occupied by other relatives or friends without
the permission of the Chief Establishment
Officer. .

10.13 The housing authority may terminate
the tenancy of a housc at any time by giving
one month's notice to the occupant.

10.14 Officers who are entitled to occupy
Government quarters and’ for whom no quarters
are immediately available, will have their
hotel bills paid by the Government in respect
of board and lodging only upon payment by the
officer of a contribution eof 5% of his salary
in respect of accommodation, a further 15% in
respect of the officer®s board and a further
15% in respect of board for his .wife and
children, if any, accompanying him.

Chaptexr XTI
'MISCELLANEOUS : . s

11.1 (1) &An officer who wishes to make
representations relating to his conditions of
service or any other matter of a public naturec
must first address his Head of Department or
Permenent Secretary. If he is not.satisfied
by the reply he receives he may then write to
the Chief Establishment Officer through his
Head of Department or Permanent Secratary who
must forward the communication without unduc
delay and advisc the officer that this hzs
been done. In every such case the ficad of
Departinent and Permanent Secretary shiould
embody in & separate memorandum, his own vicws
on thec representations made and forward this
with the communication.

(2) The Chicf Estsblishment CQfficer
will address his reply to the officer and send
it through the officer's Permanent Sccretary
or Hend of Department.

(3) Represcntations reccived other
than through the corroct channels will be
returned unanswered to the officer through
his Permanent Sccretary or Head of Dewnnrtment.

‘ru i
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11.2 A petition is & formal reforence to
ultimate authority for zpgcial considaration
of a matter affecting a public officoer
personally. If representations made in
accordance with Order 11.1 arc not succecsful
and they are not concernced with & matter which
is the proper subject of an appeal in accord-
ance with the provisions of the Regulations of
the appropriate Service Commission an officer
may submit a formal petition to the Govecrnor in
accordence with the following;

(1) A pctition must bc submitted through a
petitioner’s Head of Department, the
Permancnt Scecretary of his Ministry, and
the Chief Estzblishment Officer to the
Governor, providing sufficient ccpies to
enable each officer thrcugh whom it is
forwarded to retain one copy. A petition
must be forwarded without delay, togzsther
with any commenhts it is desired to make.
Petitions or cgopics of petitions sent
direct to the Governor will be ignored.

(2) A petition must bear the signature, or
independently attested mark, and the
address of the patitioner. When written
by a person other than the petitionoer,
the signattre and address or the writer
must be included.

(3) A petition which -
(2) does not comply with (1) above; or

(b) decals with a matter in which legal
*remedies are still open, or

(c) . is illegible or worded in abucive
or improper language; or

(f) merely repeats the substance of a
previous petition without intro-
ducing new matter,

will not be contertained.

(4) A petition should conclude by stating
concisely the nature of the redress
sought, and & petition which excceds in
length two poages of foolscap must also
include a summary of the recasone adduced
in support of the redress sought.

(5) when o petition is submitted more than
six months after the decision complained
of has been given, the petitioner must
furnish satisfactory reason for the delay.

11.2 (1) A confidential report on all
officers will be preparced annually in tho
prescribed form and will be submitted during
the month of January. Such reports will
relate to the twelve months ended on the
preceding 31lst day of Deccember.
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(2) Rcports on Permancnt Secretarics,
the Chief Auditor and the Chief of Police
will be prepared by the Deputy GOvernor.
Reports on Heads of Departments will be made
by the Permanent Secretary. Reports on other
officers will be wmadc by the Permanent )
Sccretary in the case of officers sexving in
the Hinistry Headquarters and by Heads of
Departments in the casc of officers serving
in their Departments or by & scnior officer
under vhose supervision the officer reportcd
on worked during the.year. All Reports other
than Reports madc by the Deputy wovernor will
be signed. or .countersigned by the Permanent
Secrctary or Head of Department concerned.

13} Confldent1a1 Reports will be trans-~

-mltted to the Chiéf Establishment Officer for
-record in the confidential personal file of

the officer reported upon and such reports
will be available to the ﬂppropriato Service
Commission.

11.4 Reports on officers during thoir
probationary service will bc submitted in
accordance with the provision of the Public
Service Commission Regulations. ithere there
are special reasons, confidential rgport on
officers may be submitted at any time. ‘“he
Chief Establishment Officor may also call for
special confidential reports on officers.

11.5 (1) . An officer shall be shown a
copy of his confidential Peport which he shall
be required to sign.

(2) If an'officer's work has becen un-
catisfactory in any respect, and it is felt
that he is capable of improvement, he should
be warned before his confidential report is
submitted. A copy of the warning letter and
of any rcply which the officer has made will
be submitted to the Chief Establishmoent
Officer at the time the annual confidential
report on the officer is submitted.

11.6 A Head of Department will roport
immediately the death of an officer if this
occurs at hecadguarters. If o death occurs
on lcave or elsewhere it will be thoe
responsibility of the first officer tc whom
it becomes known to make the report. The
report will be sont to the Perinancnt
Sccretary of tho officer's Hinistry and to
the Chief Estoblishment Officer by the
quickest moans. The full name and designation
of the officer must be given, with particulars
of the date, rlaze and causce of death.

11.7 On first appointment an officer is
required to notify to the Chicef Establishment
Officer the names and addresses of not more
than two relatives or friends whom ho would
wish to be informed in the event of his
death or sericus illness. Any change in
these particulars should be notified promptly
to the Chicf istablishment Officer.
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11.3 If an officer is killed or injured
as a result of an accident while he is cn
duty, an immediate investigation will be made.
The. Permancnt Secretary or Head of Department
will ask for the appointment af a Board of
Enguiry to investigate the circumstances of
the accident and to determine whether the
accident took place when the officer was on
duty, whether it resultcd directly from that
duty and whether the officer was himself to
blame in any way. The Board will be appointed
by the Chief Establishment Officer and will
include a HMedical Officer and o senior officer
of .the Ministry or Department in which the
officer was employed. The Board's report
will be sent through the Chief Medical Officer
to the Permanent Secrctary or Head of Depart-
ment concerned, who will forward it with his
recommendations to the Chief Establishment
Officer. : '

11.9 (1) Claims from employces eligible
for compensation under thec Workmen's
Compcnsation Ordinance should be made in the
prescribed form through the Head of Department
to- the Labour Commissioner, who will express
an opinion as to liability and assess the

‘compensation payable. All claims will be

referred to the Chief Auditor for verification
before any compensation payments are made.

(2) Wvhere Government work is given
out by contract the contractors should be
required under the contract to insure their
liability in respect of the workmen cmployed
by them.

'11.10 Mo officer shall be entitled to
claim compensation in respect of losses of,

. or damage to, private property incurroed through

fire, theft, riots or otherwise in thce ccurse
of his service, but in special cases the grant
of compensation may be made as an act of
grace. No such concession shall bce¢ made in
respect of losses or -damage which, in the
opinion of the Financial Secrctary were due

to negligence for which the officer was
responsible or which could reasonably have
been covered by insurance.

11.11 (1) Permanent Secretaries and
Heads of Departments arc responsible for
ensuring that all public buildings under their
charge: -

(i) are cquipped, where necessary, with fire
extinguishers and that arrangements are
mace for the pericdical examinstion of
such equipment and the supply of refills:
and

(ii) eore, as far as practicable, hurricanc-
proof, and that all doors, windows ctc.
are made secure on notification of &
hurricane warning.
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(2) The responsibility for maintaining
all Government buildings is vested in the
Chief Enginéer, Public Horks Department, whose
duty it is to repair all damage to propcrty
chargeable to public funds including that
which occurs through fault or neglect on the
part-of the authorised occupiers.

(3) Ho alterations or improvements to
public buildings may be undertaken at public

cost without the authcrity of the Ministry of

Communications and Works.

. (4) wWhen alterations, additions or
1mprovement5 to official premises are desired,
Permanent Secretaries or Heads of Departments
will apply to the Ministry of Communications,
VWorks & Infustry stating the reguirements in
detail and fully explaining the necessity or
desirability of the proposed work.

11.12 Permancnt Secrctaries and Heads of
Departments will censure that arrangements are
made for every Governmcent building and grounds
in their charge to be maintained in clean,
neat and orderly condition.

11.13 (1) Before or immediately after
occupation is taken of a Gevernment building,
the Permancnt Secrctary or llead of Department
taking occupation or officer designatcd by
them will call for the keys of the building
and report to the Chief Engineer, PFublic
ilorks Department’ any defect or damage which
may be observed.

(2) Officero entrustod with
Goernment keys are personally rcspongiblc
for +iecir adequate carw. The loss of any key
in circumrstances suggesting negligencce by the
offlcer concerned will render him personally
lidable for any expense incurred by the
Government in its replacement or in furnish-
ing - new' locks: and keys.

{5) Heads of Departments arc
required to keep a register of all keys to
buiildings and officers tc whom keys are
issucd for retention will be required to
acknowledge tho receipt of keys by signature

in “ho register. Duplicates of keys must not
be koot in offices of buildings for which they
ara ssed. Heads of Departments must ensure

that keys of offices ancé buildings are handed
only ky responsible officers. Any loss of
leys muat be reported at conce to the Head of
Departacnt.

(£) The Accountant General will
keep all duplicate keys of safes in the
Treasury vault and maintain & record of all
saf~= ~-nd officcrs to whom the safe keys are
isgrrze QFF - orn to whoa safe keys ore
issuoad - oo e A tespereihle for thoir
securiv, v ! il rooort losses immediately
to the Eousuastant General.
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Appendix I
‘PASSAGE AGREEMENT s

(General Order 2.13)

AGREEMENT made this..........day of.....ce.cucuvu.e....0one thousond
HIAG RUDAT A AN L eie e e emam e s s o s e s i e S S e A S T e e
Betwcen....:................... ...... AT S e e
hereinafter callced the "Person selected™) Ofiiciveceinssoassniose
of “the Dre part ang the UBAEESTgNoR . s ewee e s e ees s s
for and on behalf of the Government Of ¢ eeeeceeeeeencnnccscncanens
(hereinafter called "the Government”) of the other part.

HHEREAS the person selected has been Felected for appointment

G5 cesesssnrassrssstssrnnrsvecssencassssnnsenssaslllaccsssssasnennasess

s s e s e v IRoEelnatber cal lad Tike Territery")
and will be provided with a passage to the Torritory for himsclf
and his wife if she accompanies him to, or joins him in, the
Territory and may in certain circumstances be provided with a
passage back to the élace of recruftment;

AND WHEREAS the person selected may on certain conditicns be
provided with assistancce towards the cost of his children's
passages to the Territory:

How the person sclected, in consideration of these premises, doth
hereby agree that should he fail to proceed to the Terriéory as and
when directed, or within the period of two ycars from the date of
his arrival in thc Territory, edither quit the Territory without
leave or lecave the scrvice of the Government, or be dismissed or
removed from his appointment in consequence of misconduct, he will
fefund and repay to the Government the amount paid for his passage
to the Territory and for the passage of any member or members of
his family.

AND the person selected doth hereby also agree that, for the
purposes of this Agrecment, the amount paid for his passage and
the passage of any member or members of his family shall be deemed
to. mean the totzl cost to the Government of transporting the person
selected and his family and baggagc to the Territory.

PROVIDED always that nothing herein containcd shall bind or
oblige the perscon sclected to repay the aforcsaid passage money if
at the time he shall leave the service of the Government of the
Territory as aforeszid, it shall be certified by o duly gualified
Hedical Officer ecirployed by the Government or by a Consulting
Psysician to the Ceclonial office that the norzon sclected is
unable from bodily or mental infirmity -~ Ju~ tc his own éefault,
negligence or misconduct to continuve in ihe performance of his
duty.

WITHESS our hands the d-vy and year above written.

SEGHED by the Eaid.cwsecas soumds RS

in the presencce cf:-— sign ovcer staomp



Signaturea-..--............................'..................

of the‘ggggon Selected

7 - PP PO G e S e S e PR Ry O

Hi sSs X
Htne Occupatlion s sssisiisuss i s siass s aaaas

S ECHER: Y s o L e e e e Lot L L i DT N AT AL
{on behalf of the GOVermment OF iciseicivsisirsrtsosinnennn

B T e e e |

In thc Drosonceiobicn 00t o sis s vieimibisecamislaaisie uetoetn st bl e e



APPEMDIX II
suasxs'rjaacs:' ALLOVANCE

GEREBAL ORDER .5.1) - 5.17"

(i) TRAVELLIHNG OH DUTY WITHIN 'THE TERRITORY

Officers who are required to travel on duty within the
Territory will be eligible to receive subsistence allowances
at the following rates when absent from their stations:-—

Where duty involves absence fron Refund of hotel/guest

normal station overnight house bill (Full American
Plan) or equivalent
(including scrvice charge
and taxes) and ccst of

= s g tronsport.
Where duty involves absence . Refund of a maximum of
from normal station during $12 per day for meals
the day only (3ix hours or plus the cost of transport

more but not overnight) -

(ii) TRAVELLING OMN DUTY QUTSIDE Tiii TERRITCRY

211l travel on duty (in cascs lefund of hotel/guest
where costs are not m2t by house bill (Full iimerican
external agencioes). Flan) or equivalent

(including service charge
and takes). Cost of
departure tasxx, transport -
airport/hotel and hotel/

. place of business. Daily
allowance for incidontal
and travelling expensaes:

Deputy Governor
Financial Scecretary
Permanent Secrectaries

and llcads of Deparxtments

- $25.
Other Public Officers
-~ $20.
Officers travelling on éuty Refund of cost of meals
outside the Territory, who arc up to a maximum of $25
not reguired to spend the night for Permanent Secretaries
away from their stations. and Heads of Departments;

$20 for other Public
Officers, plus the cost

of transport and departure
tax



APPENDIX ITT

TRAVELLING ALLOWANCES -

{G.0. 5.19 — 5.2%)
=

(i) A designated travelling officer is permitted to receive a fixed
travelling allowance assessed on a flat rate basis, provided he owns
and drives his vehicle personally. Rates payable are %125 per month
for the undermentioned officers:

Deputy Governor
Attorney General
Financial Secretary
Permanent Secretary
District Officer

All officers who own 4 wheel drive vehicles will receive %108 and
those who own 2 wheel drive vehicles $90 per month.

(ii) A non-designated travelling officer is permitted to receive a
travelling_allowance on the following mileage basis:-

Type of Vehicle " Rates per mile

Four-wheel drive .45¢ a mile for the first 150 miles
35¢ a mile for the next 150 miles
16¢ a mile thereafter

Two-wheel drive : 40¢ a mile for the first 150 miles
30¢ a wile for the next 150 miles
10¢ a mile thereafter

(iii) The following is a list of approved designated Travelling
Officers

Department/Ministry Post

Deputy Governor's Office Deputy Governor
Senior Administrative Officer
3 Assistant Secretary (2)
Housing Officer

Audit . Chief Auditor
Financial Control Adviser

Legal Attorney General
Legal Assistant

Judicial Registrar
Baliff
Magistrate

Police Chief of Police
Deputy Chief of Police
Inspectors (3)

Chief Minister Permanent Secretary
Senior Administrative Officer
U.N. Adviser
Economist

Ministry of Finance Financial Secretary
Deputy Financial Secretary
Accountant General
Commissioner of Inland Revenue
Cemptrollers (2)
Revenue Officer (2)
Comptroller of Customs -



- Ministry of Natural
Resourses and Labour

Agriculture
Lands and Survey

Ministry of Communications
and Works

Public Horks

Water and Sewerage

Post Office

Ministry of Health Education
and Welfare

Education

public Health

'Prison

Immigration

Labour

Permanent Secretary

Lands Officer :
L]

Chief Agricultural Officer

Livestock Adviser _

Agricultural Officer

U.N. Fisheries Adviser

Veterinary Officer

Chief Surveyor
Town Planner
Planning Assistant

Permanent Secretary

Senior Administrative Officer
Suprintendent of Aerodromes
Air Traffic Controllers (3)
Ports Manager

Water Development Engineer

Chief Engineer

Deputy Chief Engineer
Engineers (2)
Architect

Mechanical Supervisor
Roads Officer . _ .
Housing Officer
Roads Foreman
Surveyor

Building Inspector
Storckeeper

Chief Engineer Water and Sewerage
Suprintendent Water and Sewerage
Foreman Water and Sewerage

Post Master
Assistant Postmaster

Permanent Secretary
Assistant Secretary

" Administrative Officer

Chief Education Officer
Education Officers (2)
Principal BVI High School
Guidance Officer

Head Teachers

Chief Medical Officer

Medical Officers (4)

Clinical Psychologist

Health Educator

Radiographer

Public Health Hurse

Public Health Inspector

Public Health Assistant

Family Planning Hurse Practioner
Family Planning Family Life Educator
Theatre Hurse

Dental Officer

Dental Hygienist

Keeper of Prison

Chief Immigration Officer
immigration Officers (2)

Chief Labour Officer
Senior Labour Officer
Labour Officer



L]
Community Developaent Community Development Officer
Assistant Community Development
Officer g

Customs : Deputy Comptroller of Customs
E Senior Customs Officers (2)

Library- Librarian

A spccial rate of $75.00 per manth w111 be paid to Air Traffic
Controllers, and Head Teachers.



RPPENDIX IV

oS ]

(G.C., 6,12 = 6,25)

ANNUAL RATES OF LEAVE AND SICZ LTZAVE

Cateonriecs of Staff Leave : Part of leave Maximum Sick loave = Maximum
which must be hccumulation to be approved annuzlly
taken anually of leave by Head of Department

() Offic:irs Whogewarinudbysalaxy: _
-;5gggiy&gﬁﬁgﬁggabov& ' 36 days 12 days 108 days 14 days

(b) Officars vhogcssnpual salawy’

iv abover$l3,596400t less

thern #21,504¢ 3% cdays . 12 cays 24 days 14 days

(e) OJfficors dfi-recogpt of annual
salary beiow 310,734 and above < .
$7,0873 24 days 12 days §C days 14 daye

(d) Cfficers in receipt of annual
salaxy of 57,060 or lass 18 days 12 cdays 36 days 14 days



