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'r:1E GOVERHXEtIT 01-' THE l'RITI5!JVIRGIi'{ISL1;tJO~

GENERAL ORDERS FOR 'l"HE ProLIC SERVICE OF THE BRITISH
VIRGIN ISLANDS

Chupter I

Title

1::ffectivedate
of introduction

Orders to be
availwble to
all officers

Application of
General Orders

Officers to make
themselves acquain-.
ted with 011
government notifica
tions and orders

Liability to
disciplinary
action

Definitions

PreliminLlry

1.1 The condition~ of service of
Public Officers, instructions for the
conduct of public busin25s and of offic0rz
cnd other matters are c!.1bodi€din thes~
Orders ,.,hicharc entitled "General Orclcr:>
for the Public Service of the Dritish
Virgin Islimds" and <Irepu;:>lish~dund'~r the
authority of the Governor.

1.2 The Orders take effect from the 1st
August, 1971 and they supersedc the corres
ponding provisions in ~le General Orders of
the Lecward Islands ffiGdein 1956.

1.3 All public officers are required to
familiarize themselves thoroughly with ~le
General Orde:ts and any i:.wendmentsand
additions thereto which m~y from time to
time be issued. The Orders should be
readily Gvailable'to all officers in every
Department and it is the duty of a Head of
Department to ensure that a sutt~c~en
number of co ies·i'savailable for consulta
t~on by a 1 off~cers ~n his D~partmcnt.

l.~ The provisions of these Orders shall
apply to ~ll public officers provided that
,.here special regulations i:lrcmade in regard
to a 'particular catcgory or class of,officers
such specii:llre9.ulations sh<:lllhave prece..
dence over related provisions in these
Orders.

1.5 Public officers <:Irerequired to make_
themselves acquainted with all Government
notifications and orders, ",hether publiGhed
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
ment·s.

1.6 Public officers will be liable to
disciplinary action under the regulations
of t~e appropriate Service Commission in
r2sF~ct of a breach of any of these Orders.

1.7 In these Orders unless the conte::t
oth0rwise requires:

CChief Estnblishment Officer" means the
officer designated by the Governor to
perform that function;

".oe?artment" includes references to a
t1inistry;

"Hcad of Department" JnC.:lns,in reI.,tion
to a Ministry, th0 Pecm2n~nt Secretary
of th2t Ministry;
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-employee means a person other than a public ~
officer employed by the Government of the
British Virgin Islands;

·office of emolument" in relation to L;e
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)'.

(b)!

holds an office of emolument in the
Public Service of the British Virgin
Islands and is employed on permanent
pensionable terms; or

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

is employed permanently o~ temporarily
on non-pensionable monthly terms;

l'~uthority of
appointme!lts

"1.:',
"Service Comiid.ss·ion"means the Public Service
Commission, the Judicial nnd Legal Service
Commission or any other Service Commission
appointed under the Constitution of the
~ritish Virg~n Islands.

Chapter·II..!' "';
AppointmentS'~·Promotions 'and.Transfers

. ," -,."..

,;.,'" '.:2.1' S~veas may otherwise be provided
".....in the Constitution of the British Virgin

, .'. r' 'Islands or in regulations made under the
Const~tution appointments of the Public
.'Seryicreare made by the Governor acting after
'consultatipnwith the appropriate Service
Commission".:'

Effective date
of appointment

Re-employment of
dismissed officer

Eligibility for
appointment to
the Public
Service

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, ~hether from G
pcnsion<\blc or non-pensionable post, may be
re-employed in any capacity without prior
reference to the Chief Establishment Officer.

2.'1 '1'0 be eligible for appointment to
an established post in the Public Service a
candidate must:-

(1) be over 16 years of age,

(2) possess such minimum educationnl
qualifications as may be prescrib0d
from time to time,
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(3) ~xccpt in the c~se of appointment in
~ temporary c~pucity, be certified by
a Government Medical Officer to be in
sound health and ment~lly fit for
employment in the ~lic Service;

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

2.5 A married woman who is appointed to
the Public Service shall not be exempt, by
r0ason of her married status, from any of the
norm<ll requirements' and conditions of her employ
ment including regular attendance, working ov~r
time when required. to do so and the liability
to transfer.

2.5 No eApcnditure shall be incurred on
the employment of temporary officers over and
above the approved establishment of a Ministry
or Departm~nt without the agr0ement of the Chief
Establishment Officer and the sanction oftlw
Financial Secretary.

7..7 (1) The 'Government t,lC!dicaIOfficer
certifying a candidate's fitness for employment
must state in the certificate of fitness that
he has lI\adea complete and thorough examination
of the candidate and that he has enquired into
the medical history of the cc.ndidate's family.

~2) No fee is payable to the Medical
Officer for this examinc.tion.

'(3) Heads of Dcpartmcn ts will ensuru
ttwt no sal2ry is paid to a person selectee. for
c.ppointment until a medical certificate of fit
ness has been produced. If the person selected
fails to produce a.certificate within one month
6f tho date of notification of his selection,
the:appointment may be deemed to be cancelled,
and if the person sQlected is reported to be
unfit fo~ service his appointment shall not be
madc; _

(4) If an officer h~s alre~dy p~ssed
the prescr.ibed medical c~~amination £h respect
of dn earlio£ appointment immediately precGding
his flppointment to the perm~nant establishment,
a further medical eX2mination mzy be dispend8d
wit~.

2.3 ~n officer, whether or not h2 is on
leave of absence at the time, may be requirad by
the Chief Establishment Officer, or at his 0'-111

request may be permitted to present himself for
e;:2Iolin,1tionbi an app~ovcd medical ptactioncr,
a Government Medicnl Officer or a duly consti
tuted ~edical Board with a view to ascertaining
'.;hethcrhe is physically and r.!cntallycapable! of
performing the duties of his office or of ~ny
other public office to which his Clppointmcnt
r!1igi';tbe contemplated. The cost of such e~:<,-mina
tion, in the ~bsencc of ilny special regulation or
~rI:"nqcm~nt to the contrac{ ~.-ill be p<:id froi.!
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 Jllienan officer is appointed to ~
pensionable office after non-pcnsicnablc service
in ~ office in which he has been performing
the some 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 between
his non-pensionable and pensionable service.

2.11 The conditions of s~rvice of an officer

appointed on contract are those provided in his
contract but JW.~r.n·:iy.,' aur.i,~!!ltli~:··~i.1X:at.iOJ1}).f his
contract, unless it is specifically provided
otherwise,· benefit from changes in conditions
of service applicable to officers 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 ~childrenn
in this Order means the legitimate and legally
adopted children. of the person appointed "lho
are below the age of nineteen years, unmarried
and dependent upon hJ.m. 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) in the absence of any arrangements to
the contrary be provided with pass~ges
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 nineteen years,
unmarried and wholly dependent on him,
if they accompany him or follow him
within six months of his appointment.
The person i'lppointed will be required
to execute a passage agreement in the
form prescribed in Apr-endix I to re
fund the cost of tho 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 allowa~ces
for the transportation of his b0ggage
and personal effects:

- .
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-~-
(n) Ocean Freight Charges

not exceeding five shipping
tons (or 200 cubic feet)
exclusive ~ the free baggag~
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 disembarkat{on to his
destinAtion:

(c) Incidental Expenses

the reimbursement of incidental
expenses excluding insuruncc,
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 Governffi~nt
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 allow3nces will be 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.

"2.13 (1) 1\nofficer appointed to tho
Public Service on transfer or socondment
from the Public Service of another Caribbean
Territory including GuyanL\ and Belize Ini'IY

in addition to the baggag2 allowance payable
under Ordor No. 2.12 be provided with"free
transport for his moter car if i .~ doem~d
by the Governor as necessary for the
performance of his duties. An officer ~ho
is provided with free transport for his
motor car under the provisions of this
Order will not be required to pay import
duty on such motor car provided that
evidence is produced tlwt import duty D2S
been paid in another Territory.
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(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 sa~ary
being the senior. ~llierethe 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. sehiority as between officers appointed
on probation and subsequently confirmed in their
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.

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~
fer

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

(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) \~here an officer is, or is to be
transferred under any of the foregoing
provisions of this Order, il Permanent Secretnry
or Head of Department, or the officer conc2rned
(through the Permanent Secretary or Head of
Department) may lodge a vlri tten objection \Jith
the Chief Establishment Officer: and if an
objection is lodged it shall be transmitted to
the Governor.

2.18 An officer who ~ishes to be considered
for transfer within the Lcrritory to il post of
equivalent grade may apply in writi~g to the
Chief Establishment Officer through his Hcad of
Dep~rtment ~nd Permanent Secretary_
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7..19 'rlhen<\nofficer is ccquin ...-u tcmpor<1
rily for duty in another post with L~e int~nticn
of reverting to his substanti~ post at a l~ter
dnte he will be seconded for temporary duty.
All zecondments Dust De authorisedby the Chief
Establishment Officer.

2.20 The effective date of <1promotion will
be fixed by the Governor •. It will normally be
the date upon which an officer who has been
selected for promotion assume~ the duty of a
higher office which has fallen vacant, providGd
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 le.:Jve,'
the promotion may be made effective
from the date on-which the higher
office becomes vacent;

(2) if the promoted officer has been acting
continuously (apart from periods of
leave) in the higher office or in ~n
office of equivalent grade, prior to
his selection for promotion thereto,
his !=romotion mny be:made effective
from a date not earlier ~1an the date
on which he commenced such continuous
acting or the date on which the higher.
office fell vQcant, whichever date is
later:

(3) for purposes of this Order, the higher
office will be deeffiedto fall vacnnt not
l~ter than four months from the date on
which the officer vac~ting it proceeds
on leave prior to retirement, transfer
or promotion to another post notwith
standing such leave may extend beyond
four months:

(/:,)if the higher office is that of
Permi:!nentSecretary or /lead of Depc~it~
mont the office shall be deemed to fall
vacant on the date the holder of tho
office proceeds on leave pending
vacation of the office.

Clwpter: III

Conduct of Public Offic~rs

3.1 (1) An officer shall discharge the
uS1.ml duties of the office to '''l1ichhe is
appointed and any other related duties th2t th~
Permanent Secretary or H0ad of Department or
Governor milY,at ~ny time, call upon him to r}is
chi:!rge.

(7.) In t.hedisch~rge af ilisdutie:s, GPo

officer shi:!llbe courteous <lndpolite both to
membcrs of thl2staff <lnd to mei··:.:)(?rsof the public.
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(3J..' Arty act -J:>y--anofficer that is
considered-to be-likely to bring the Public
Service int.o.dis_rep~te niust:-be :-reportedto the
Chief Establiihment~Offlcer'by- b~ePermanent
Secretary or Head of Department of the officer's
Ministry or Department.

3.2 (l) _The normal bours pf work tor publicofficers other than Publ~c rlorks, Hosp~tal,
Registrar's Office, Land Registry and Post Office
fit~ff ~rc ~o hours in each weak. D~ily office
hours will be 0.30 a.m. to 4.30 p.m. Mond~y to
Friday inclusive, and will include a lunch brGak
not exceeding one hour. Office lunch breaks will
be staggered ~s necessary for individual staff
members so that Government offices remain open
to allow services to be avail~ble to the public
throughout the mid-day period. No additional
staff will be provided on thin account, neither
will overtime payments be justified for this
service. Heads of Departments may'require any
or all of the staff of their department to work
temporarily-for longer hours than those prescri
bed whenever the public interest makes this
desirable.

(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
possible, be compensated by being given time bff
in li2u unless he receives overtime payment for
the duty.

(3) Technical staff supervising indus
triul employees or staff employed on outdoor \-lor.k,
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 Registr2r's
Office and Land Registry staff will be 9.00 2.m. 
4.00 p.m. including a one-hour lunch break on
weekdays, and-g.OD a.m. to 12.00 noon on
Saturdays.

(5) The hours of work of Hospital and
Post Office staff will be as prescribed by t~e
Chief Medical Officer and Postmaster or the
permcnent Secreti:lryof the Ministry concerned.

3.3 No officer may absent himself from duty
during working hours without the permission of
the Head of Oepartment in which he works or
such other officer as may be deputed by the He2d
of Dcpcrtment to give su~h permission.

3.4 II) An officer who absents himself
from duty without permission~ except in cases of
illnes3 or other unavoidi:lblecircumstances shall
render himself liable to disciplinary action.

(2) An officer may not lei:lvethe
territory without p~rmission given in writing by
;~h,Chief EstC'_blishm-:=ntOffic2r or, in cases of
em~rg0ncy, by a Perm2.nent Secretary or Head of
Dc;::artmcnt".-ho..•.i11 infer:mthe Chief Establish
:n<:r.tCfficcr <:.ccorci;;gly.
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3.5 Every offic~r SilV'::: tho$c ;./homay b0
e~ernpted by the Read of De~~rb~cnt shall sign
his n~c in the httendance P~ist~r ~cpt in th~
d~partmcnt for this purpose -;:tndinsert the tiinC
of his arrival and departure from duty in e~c
mornings and 2fternoons. The H~ad of D~pcrtmcnt
shall depute 2n officer to eXGmine and initicl
this Re~istcr ~very day and bring to his notice
any case of habitual or fr~quent unpunctuality
or cbsenteeism on the ~1rt of any officer.
R~gistQrs shall be forwarded to the Chief
Establishment Officer during the first \.,ccJ~ of
e~ch month for e~amination.

3.6 Subject to the fo IlmTing and e7.cept
in the case of an officer employed part time, <!n
officar's whole time is at the di5r~sal of
Governi"ent:

(<1) an officer ;;I~ynot enga<J~ in any priv;:lte:
activity whatsoever during his normal
hours ?f work i

(b) an officer may be called upon at any time
to undertake without addi'donal remun.::;ra
tion official duties in the public inter:.?!;t.
In purticular, senior officers will be e~:
pected to work longer than official hours
when the public interest r;;<tkesthis
desirable;

(c) subj~ct to sub-paragr.aph (d) of this Order
an officer may not at any time engage in
any priVc~i:eactivity \-Thiehmight:

(i)

(ii)

(iii)

(iv)

bring the officc~ or the Government
into disrepute;

conflict \-lithhis official duties or
responsibilities~

place him or give the appearance of
plGcing him inn position to use his
official position for his private
benefit's;

make him unavailable for,reasonable
out of hours duties or official COi1I"
mi t,.lents.

(d) an officer, who is of the opinion that Gny
pJ:iv<:1teectivity upon whieh he is en<J~<]ed
or in \,;hichhe has a priv t8 pccuni.:1ryin-
terest is likely to offend ~g.:1instthe
provisie~s of sub-paragr2rh (c) of thi~
Order, m~st dccldre it fully to the
Governor ~nd either di!;continu~ the ~ctivity
or divest himself of his int8rcsts in i~,
or un~ert2ke not to pursue the ectivity ~G

long as the prevailing circumstances
continue or'to comply with !;uchconditions
or restrictions as the Governor, after cue
onquiry rey consider n2c2ssary_

(e) "ithin ....•?criod of thirty U.:1ysafter ;~is
first api'ointment to <•••• put-lic office an
officer ,.,halldisclose in \.-L-itingto U:c
Governor particu.:11£rsof 2ny investment or
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shareholding which he possesses_i.n any
company carrying on business in the British
Virgin Island~ and-also of any direct or
indirect interest which he has in any pro
fessional, commercial, agricultural or
industrial undertaking in the British Virgin
I~lands;

(f) "an officer who invests in or acquires shm=es
in any c;ompanycarrying 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 opinio~that
an officer's performance of his duties"'is
likely to be influenced by the fact that he
owns shares Or investments in any compe~y,
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.

Private family
interests

Work for
public boards
or Committees

Privc~e
emplcj"rnent
while on leave

3.7 An officer is required to report to the
Governor through·theChief Establishment Officer
any interest in: trade, commerce or agricultural
undertaking held by his wife as (1 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 appar.ent, does not exist, unless his wife
has in the meantime divested qerself of her in
terests. The'restriction in this paragraph docs
not extend to the employment of an officer's wife
as.a paid employee of Government or any private
firm. "

3.0 (1) Officers are not permitted to
undertake work for public boards or committees
\vithout previously obtaining the sanction of the
Gov2rnor.

(2) No officer in the full-time employ
ment of the Government will be eligible to receive
any fee or other emoluments from Government funds
in respect of his membership of, or service to, a
public board or committee.

-:.9 110 officer may accept Clnypaid
emplC:Z-'I1entwhile on leave without previously

obt~inin~ the express sanction of the Chief ~Establishment Officer, which will not normally ~
be ~ithh~ld ~hen an officer is on retirement
lea-,-': .



Public Officers
not to sign
public petitions

Public
officers and
the press

Publication
of official
documents

Publication of
Books and
Articles

-ll-
3.10 No officer shall sign or procur~

signature to any public ~tition to the
Government which may requir~xecutive action
or which relates to any action or proposals of
tlleGovernment of the Briti~h Virgin Islands
or of any other Government •.

3.11 (1) i~oofficer, lIhether he is on
duty or leave of absence shall -

?-(al:.7actr-~-:<3~7e~E6T~6T:-anYii~\·isPi:i-Perr" m<ig2-.zin::::
, . ·or~~io(ji,cal: 6i;- ~akepart direct.ly or

.incfirec.:t.l.):"~i.~h:~!-j"e""lI1anagcmcntthereof; or

(b) contribute to, whether anonymously or
othcr\lise, or·publish in any ncwsr:ap<~r,
magazine or periodical or othen'lisc cause
to be publisR~d in" any manner, in the
British Virgin Islands or elsewherc, any"
thing which may be r~garded 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 \V?y
on matters which may reasonably be
regarded as of a political or administra
tive nature.

Provided 'that the provisions of this Order
shall not apply to an officer acting in t~Q
pursuancQ of his official duties and with the
prior permission of the Government.

Provided also that statements for publications
of factual and technical informatiori may be
made by Permanent Secretaries, Heads of Depart
ments and other senior officeis if authoriscd
by the Government.

3.12 No officer may, without thcwritt0n
approval ofth8 Gover.nor ,nake·public or
com'l.unicateto the Pross or "to unauthoriscd
individuals any documents, papers or info:CI.12··
tion which may come into his possession in bis
official capacity, or maK0 private copie~ of
any such document or papers. Every publ~c
officer is reouired to exercise due care an~
diligence to prevent unauthorised access to or
disclosurcs of such docume~ts and information.

3.13 Nothing in the preceding two Orders
shall be decmed to prevent an officer from
publishing in his own name, by writing, speech
or: broadcBst, matters other than that \/hiciliilay
rea~onably be regarded as of a political or
adffiinistrativGnature, provided that if t~Q
put>lication is a book, article or other '.•."ork,
the subject of which is connected with the
Officer's official duties or those of oCh0r
officers, the prior consent of the Governor is
obtain>?d.

3.14 ~c officer may call a public meeting
to ~on~ic~r any action of th2 Government or
2ctivel~ take ~art in s~ch a m~eting.
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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 con~ection with appoint
ments, leave, postingsr.transfers, discipline,
promotions, or any .cond~tions of service, or as
a m~ans of furthering ~is' 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 thi~ 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 ~he
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 responsible 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 Govern
ment or a member of a recognised organisation
ip the Territory, either official or unofficial,.
Hhich 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 frOh)
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 proceedings in any
CQurt in conncxion with matters arising out of
the disch2rge of their public duties, or against
a Minister, 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 Ge~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
e~ecution of their duty.

(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 other 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 ~n 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 Rnother 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 indebtedness. 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 agains~ whom, after an order
of payment has been made, a judgement summons
is issued, will be regarded, in the absenc0 of
a r~asonablc explanation of his failure to pay
the debt, as having brought hims2lf ~ithin tha
~2~~S a: Crecl 3.21.
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3.25 Clerks af the Caurts shall furnish
to.the Chief Establishment Officer a quarterly
return af afficers against wham judgement
summans have been issued giving particulars af
the indebtedness af such afficers.

3.26 No.afficer shall borraw,at interest
fram ar make any laan at interes~.ta, a~y
public afficer ar borraw fram arlend .ma'neyto.,
a~y public afficer, in returQ far 'payment af a
larger sum ar any ather valuabl~ cansideratian
whatever, ar shall act as intermediary between
any public afficer and a maney-lender ar snaIl
take part in callecting debts an behalf af a'·
maney-lender. In particualr, no.afficer shall
borraw maney fram a subordinate afficer~ Heads
af Departments are responsible far reP9rting to.
the Chief Establishment Officer anY:Q~flcer who.
is knawn to.be co.ntravening this Order and such
an·o.fficer will render himself li~ble to.
disciplinary actian.

3.27 An afficer will be li~ble to.disci~'
piinary actian far any miscanduct including .
general miscanduct to.the prejudice af discip
line ar the praper administratian af Gaverrunent
business and contraventian af specific rules and
regulatians.

3.28 Public afficers who.go.an strike
vialatethe terms af their,€~playment aQd
iender Ehemselves liable to.instant dis~issal.

3.29 Any public afficer may, if he so.
wishes, obtaip an leaving the Service a certi
ficate of Service in the prescribed farm. The
purpase af'a Certificate of Service is that it
may ,be used as a reference cavering tne halder's
Government servi<;:ewhen seeking athei-.-emplay
ment. Accardingly, a certifi~~te shauld contain
that. infprmatibn which a pro.spective emplayer
might fairly G~Pect to.abta~n fram that persan
who. had previauslyemplayed the halder. In no.
Circu~stances may a public afficer who. leaves
the 'Service be pro.vided with a persanal
testimanial •

3.30 Valedictary letters may be sent by
the Chief Establishment Officer to.public
afficers who. retire after lang and valuable
service •.

Chapter IV

Salaries and Acting Allawances

4.1 Thesa'lar8..<2$attached to.public
offices are shown in the appraved salary scales
pravided in the Gavernment's Annual Estimates
af Expenditure and passed by the Legislature.

4.2 vlhere the salary af any post is in an
incremental scale, subject to.the pravisians af
these Orders, it shall be narmal far an afficer
appointed an a permanent basis to.be paid ini
tially the minimum salary af the scale and far
the salary to.be increased by the annual
increments at the rates pravided until th~
maximu@ of L~e scale is re~ch~_

•
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4.3 (1) An officer will receive the full
salary of his post from the date upon which h0
assumes tl1eduties of the ~.

(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 leaves 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 salar~es, pensions etc. will be .
paid on dates to be determined by the Financ~al
Secretary •.. " "

4.4 The following' shall applY where an
officer is promoted to an office carrying
'salary on an incremental scale:

({) 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 hfs new office,
He shall receive one increment in tb8
new scale on his promotion.

(ii) If immediately prior to his promotion
the officer's salary was below th2
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
ne~ 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 tho scale of his new
office, and the officer has, at the
date of his promotion, served at th~t
m2ximum, or fixed, salary for a period
exceeding one year, he shall, imme0ia
toly be eligible for two increments in
the new scale appropriate to the point
on the scale at which he enters.

4.5'l'I.Fre shall lD~ two inQt'c',10nt·....l d.:::tcs
in the year for the public services i.e.

(a) 1st January next for all officers
appointed or promoted on or between
1st January and 30th June; and

(b) 1st JlIly next for all offi,c:ls ~~poin
tcd or p~·c>r"'",~,'rI nn 0,· C:-<?t;..'ccn 1st .}'Jly
0nd ~Jst Dcc0~~r.
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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) lfuena 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 Gener~l should immediately on the
receipt of such notification,acknowledge the
receipt thereon, and if no acknow~edgement is
received within three days of notification
the Head of Department should, if necessary,
send a duplicate n~~ification.

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 depend on the occurance of a
vacancy in the establishment of the higher
grade.

(2) Nhen:/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
fa.ll, in seniority, below an officer who vms
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 whereby 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. In ?ony
such case of retention the authority of the
Chief Establishment Officer must first be
obtained. In such cases, the salary of the
officer at the new rate will be borne by the
department to ~hich he is seconded.

( ... .
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4.10 (1) In the case of absence on annual
leave or short absence due to illness or oeler
cause, there will be, in gen~al, no need for
an acting appointment and no acting allowanc2
will be payable. But where in such cases the
nature of the duties attaching to the offic~
iz such as ccnnot reasonably be expected to be
performed by another officer in the same u~pcrt
ment, then an acting appointment may be mad~,
regardless of the length of the absence of t;lG
substantive holder of the office.

('-) In special circumstances, for
G;:arnple,o"ting to the length of the absence or
to the fact that by law or regulation certain
matters can be dealt with only by the officer
holding the senior post or an officer acting in
that post, an acting appoinbR~nt may be mad0.

(3) In making an acting appoinu~ent
in the temporary absence of the substantive
holuGr of an office the claims of all suita~le
candidates will be considered, and \ll1ileno
claim to cct as right ~ill be recognis~d, every
consideration will be given to the record of
service and suitability of the officer ne~t in
seniori ty in the d\.!partmentin \~hich the acting
appointment is to be mucic.

('!) Heads of Deparbi1l,nts \-1illilmb~
their recommendations for acting appointIRcn-;:s
to the Chief Establishment Officer through th<:dr
Permam::nt Secretary, at least one month before
the vacancy which it is proposed to fill by
acting appointment, occurs. They must stab~
ei1:her that the officer recommended t.O act v,ill
aSGume the full duties and responsibilities of
the post in Question or the c:~~tentto which he
~ill-take ov~r those duties and responsibilities.

(5) All rc:commend~tions for acting
2.pf'Ointments,,;i11be rGf0rrOG by the Chi8f
Establishment Officer to the appropriate service
Commission.

-l.1J. (1) An offic(,c dul:{ <1ppointed 1:0 E1c;t
in 2. higher office than his DIm in any post of
Ex~cutivo Officer level and above shall if ra
quirsd to act for a continu0uS period of fouc'
te~"l1days or more be paid on t!w follo\">in<)):><-,5is:

i) if the salary of the higher office
i~ not incremental, th0 full salary
of the post,

ii) if the salE1ryof the higher office
is incremental or if the salary
scal~ of the officer's substantive
offic.:.!touches or oV0rl<lps the ~;al.;:ry
scnle of the high0J: office -

;;;) if the actual-s"11i'!.LY9r<1wn by~hc:
0fficer in respact of his su~~t~n
tiv~ post is less them the ittini-
,roumof tbe higher of fice, b"
~·.hould be p.:!id the rni nir.1U:n of
the s<11zcy scc:le of the hic;:.2r
office;
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b) if the actual salary drawn by
the officer in re5pect 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 disch~rges the
duties of another office in addition to his
own, for a continuous period exceeding fourteen
days, the following shall apply:

i) if the two offices are distinct and
separate offices in different
departments, the officer shall ~e
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 minimum
salary of the office in which he is
acting ~-

ii) 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 e}tceed
ing one-fifth of the minimum salary
of the"office in which he is acting;

iii) 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
th~~office in which he is acting is
higher than his mm, in which event
he shall receive an acting allmoJance
calculated as if his case fell under
paragraph (1) of this Order.

(3) A duty allowance which is attached to
an office is payable to toe holder of the
office Drily ·wqeR-he i~ u.ctuall-y.,pc:!J:fgrming
the duties of the office. During his absencG
or incapacity, the acting officer shall draw
the allowance: provided that, in any case
\;here an acting appointment is necessitated
by the absence of the substantive officer on
duty ~ltside the British Virgin Islands or on
casual leave or sick leave for a period not
e;:ceeding fourteen days at anyone 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:-

(il an officer's o~ substantive
salary comp::ise5 the ",hole of
~he cfr'~er's r~ceipts from public
funes b·l ·...i::t'.Je ,,:>f his ccct;F'2.tic-;.
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 poc~ expenses nor
travelling allowance: '

(ii) the "salary of an office" means
the salary attached to an office
exclusive of icc~ or allowanccs
of any kind~

(iii) "distinct and separate officeG"
include offices which arc 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 thQ minimum salary of
whicp if an incremental scale is
attacht~ to the office) exceeds
the officer's o~n substantive
salary.

~.12 An acting allowance will be pay~hlc
from the date on which the officer assumes the
dutios of his acting appointment up to the0ate
prior to that on which he hands over the duties
of the office, provided'that no acting allmmnce
shall be payable in respect of any period for
which an officer acts in any office unless
Guch period is a continuous one of not less
them Ii}duys •

'1.13 . An officer who is in receipt of an
acting allovwnce may continue to be paid the
allowance whil.:!he is on annual le.::lveor sick
leave provided that it has not been neccs~ar.y
to appoint another officer to perform the
duties of the post in which he is acting.
Except in the case of annual leave or sick
leave as provided for under this Order, no
officer may be paid an acting <Jllm>'i1nce,>,hile
on leave.

~.l4 ~n officer appointed to act in a
higher office will be eligible for subsistence
and transport allowances at the ra·tes prescri
~ed for th~ higher office.

IJ .15 (1) All established officers arc
cmploYGd and their rcnumerLltion is fixed on
the assumption that their ,,,holetime is at
tho'disposal of Government and it follows .that
if the public interest resuirc~ such officer
to vloek outside his normal working hours ~G

occasion demands, he should normal1v do it
.1ithou t further rCl!1uncrction. Over time
p2ymunts will therefore be strictly control12d
by 'theChief Establishment Cfficer 3.ndapFrovc:l
for Guch pcyments Vlill norinc.llybe givon only
for officers whose: duties regularly require
them to ,>'orkout of normal hours, i. e.
Im~igrc.tion, Customs, Air Traffic 2nd Fost
Of.fico 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
Public Holidays
Leave

104
13
24

I~l non-w?rking days

224 working days
8 wOt;king hours

per day including
lunch for \-;hich
pay is made

1,792

Overt.ime Annual Rate
in $ = Hourly Rate

1,792

This formula will vary at different levels
depending on tileofficer's annual leave entitle
ment.

Overtime rates for work in excess of 40 hours
in any week should be time-and-a-half. Uhen
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 personne~, the following
rules apply:-

(a) between the hours of 22GO hours arid0600
hours all.time will count as time-and-a
half after 40 hours wO.dehas been completed;

(b) all time worked on Sundays and Public
holidays including nights will count ~G
double time;

(0) a minimum credit of two hours will be
allo\ved for broken attendance;

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

Chapter V

Advances, Subsistence, Travel;i~an~Other Allowances

(A) ADVAUCES

Advances
General

5.1 An Officer may receive advances from
public funds for the purpos~, and on the con
ditions set forth in General Orders 5.1 - 5.9
following. Application should be made to the
Chief Establishment Officer through the offic0r's
Eead of Department and will require to be
2ccomp~nied by the latter's comments and
specific recommendation. \1h·.)resuch ilnLldv2.nce
is not specifically providec in G2neral Crders,
an ad,,·.nce \;il1 be mad...:only in exc·:?ptional
circum,tances and ~ill l0quirc the prior
sancti~n of the Financi21 S~crctary ~ho will
specif:: thl2condi tions of security. ir.ten.:st
<end rc '::y'OUC:'lti:1c-.:::ch?~~tic-11ar special c~:::c
2pprov d.
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.5.2 (a)..An officer "'lhois appointed to
the permanent and pensionable establishment
may obtain an interest-free advance ..?! salary:

(i) when going on le~ve if he takes not
less than 30 days leave to be spent
in the West Indies; other than in the
Briti~h V~rgin Islands.

(ii) when going on leave if he takes not
less than 60 days l~ave all or part
of which will be sPent outside the
Host-Indies. -

(b) An advance mad0 under sub
par~graph (i) of paragraph (a) shall not
exceed one month's salary and an advance under
sub-paragraph (ii) of par~graph (a) shall not
er-ceed two months gross sal~ry. In neither
case shall the advance bG mace 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 equal successive
monthly insta~mcnts 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
(v7hichexprc,ssion sh?\ll mean his wife and
childr0n ••.!ho have not yet C1ttained the age of
19 years) .requires medical r ck.;ntalor opth3l··
mic treatment· which is not av;:lilablein the
territory, or a change of·climate - for reason
·of health, and has not sufficient private means
to meet the necesgary expenditure, 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 l-1edic2l.·
Officer certifying the need for a
change of climate or the necessity for
treatr.1'..!ntthat is not available in the
territory.

(ii) Except in special circumstances, the
amount of the advance will be limitec
to three months salary of the officcr
The advance will 21so be restricte0
to expenditure actually necessary in
connection with the proposed journey
and/or treatment.

)
(Hi) The advanc~ must be repaid by not

morc than twelve esual successive
monthly instalmcnts commencing not
later than the end of the month
following ~)~t i~ 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 fall!ily.

5.4 (a) Officers who are designated
officers or are recognised by the Chief
Establishment Officer as needing a motor vehicle
for the efficient performance of their }~~ieG
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 Gnd the Chief
Establishment Officer to the Financial
Secretary.

(b) The loan, if it is approved. will
b0 mcde by the Accountant General from Treasury
funds at 5% interest per annum at curren~
interest rC\tes and for a period not in m~ceSG
of five yeC\rs and subject to the fo~lowing
conditions:-

(i) 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 contre.ct;

(ii) if the laon is for the purchase of a
secondhand vehicle, repayment will be
required within a period to·be deter
mined by the Financi<:\J-,Secretary;

,
(iii) before the advance is disbursed, the

officer will be required to insure
the vehicle 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;

(iv)· the loan, together "lith the interest
due, will be recoverable from the
officer's salary by such monthly
installments as are laid down when the
loan is approved;

(v) an officcc who receives a loan for the
purchase of a motor vehicle will be
required to sign an agree~cnt with
the Government of the British Virgin
Islands cndertaking not to sell or
othcrwis0 dispose of the vehicle until
the whole loan together \-liththe
interest thereon has been paid. Such
agreement shall be registered.

(c) Adv2nc2s ~ould norill211ycr.ly t~ gr~nted
on the officer'sf:rst acquiring 2 ,~hicle.
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(d) h s~cond advance will be allowed only
in exceptional circumstances on the approval
of the Hinister of Finance and not while any
pert of an earlier loan remains outstanding.

--..
5.5 An officer travelling on duty to

another territory will be allowed to draw an
advence in enticipation of subsistence allow
ance. The ndvance may not exceed the total
amount that would be drawn by that officer et
the authorisc~ rate payuble to him for the
period he is expected to be out of the Territory
and in any cese may not exceed subsistence
allowance for the period of one month. The
advance is recoverable in full immediately the
officer returns to the Territo~y and no advancQ
may be drawn while any portion of c previous
similar advance is outstanding unre-paid.

5.6 Subject to the agreement of the appro
priate Service Commission, an advance may bG
made to an officer to enable him to pursue a
course of study within the British Virgin
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 excced'~hree months'
salary of the officer or the actual cost of the
fees, books etc. of the course whichever is
less. The advance may be subject to interest
at the rate prescribed by the Government end be
recoverable in not more than eighteen SuccGssive
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.

5.0 The total advances made to anyone
officer must be limited to an account such that
the monthly repayments do not c:;{ceedone half
of his monthly emoluments.

5.9 Any applic~tion for ioans 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) SUDSISTANCE AL~WANCES

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 shull derive any pecuniucy b0ncfit
from travelling on duty. Subsistence allowances
are therefore calculated to meet only tho eddi
tional expenditure which an officer when
trGvelling on duty away from home is obliged to
incur over and above the expeonses which he
would otherwise nor-mally incur at home.
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5.11 An officer will submit his claims for
subsistence to his Bead of Department for
Certification. The officer will also certify
as correct any receipted bills and submit
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: .

RI hereby certify that ••••••••••••••••••
was travelling on duty on the days specified
and I am satisfied that the mnount claimed in
respect of such duties is, in my opinion fair
and reasonable.-

5.12 Subject to Order 5.13 officers'
travelling on duty within the Territor~ will
be eligible for subsistence allowance, on
submission of receipted bills, at the rate
laid down in Appendix II provided that an
officer who is absent from his station over
night be refunded his hotel/guest house ex
penses (full American plan) or equivalent
(including service charge) and cost of
transport.

5.13 (a) Subject to sub-paragraph (b)
of this Order, no subsistence allo~ance will
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 reoeive subsistence allowance in
accordance with Appendix II.

5.14 (a) Officers who are required to
travel on duty outside the Territory other
than to attend a course of training will be
p~id expenses on the submission of receipted
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 th8
Order imm2diately 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
?irport/hotel and hotel/plnce 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 cstoblishment con
sid0rcd appropri0tc to the post of the offic0r,
unl2ss he can show to the satisfaction of 'dIG
Financial Secretary that such accommodation
was not available and he had to obtain
superior accommodation. Officers eligible for
subsistence allo~ance therefore, ~ill norrn?lly
only be reimbursed with the cost of hotel
acco~rnoCation 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 r~quired to spend
the night away from their station will be re
imbursed the cost-of not more than two ~eals
and departure tax up to a maxffuum of $25.00 if
his annual salary is $_16,-164,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 subsi&tence
allowance at rates which will be determined in
the light of a-IIthe circumstunces of the
coursc.

5.16 (i) If the duties to be perfo~ncd
necessarily entail {he officer's absence over
night from the town.in which he is spending
his leave, a daily allowance at the rate set
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
App~ndix 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 wi~l be eligible to 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 eligibl8
for a warm clothing allow~nce of $250.00 not
more often than once in three years.

(C) TRAVELLING ALLOHANCE

5.19 Travelling expenses incurred by
officers while on official duty outside the
Terri tory, which ore directly connected \"litb
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 ~nd 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 allowance in respect of travelling
undertaken with the approv01 of the Chief
Establishment Officer in his o~n vehicle on
official dutiGS on ~hc basis of ~PPQndix III
(ii).
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5.21 No mileage allowance shall be paid
for journeys between an officer's home and
his office during working hours: provided that
an officer may, on the recommendation of his
Head of Department baeligible to draw such
allowance in re!pact of any extraordinary
journey between nis home and his normal
place of work if he is required by the Head
of Department to return to his place of work
outside_tho normal hours.

5.22 (1) Officers in receipt of mileage
allowances are required to keep a daily
record of their journeys on duty. This record
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 tha prescribed
form monthly within 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 of-ficer_-makingthe claims and
subsequently upon the officers countersigningit. "

5.23 Permanent Secretaries and Heads of
Departments should ensure that travelling on
duty by their officers is restricted to thG!
minimum consistent with the efficient dis
charge"of their duties, and that the provision
in the annual estimates for _travelling on duty
is not exceeded.

5.24 Commuted travelling allowance sl12.l1
be payable during annual leave or sick leave
not exceeding a total of three weeks in any-_
calendar year. "

(D) TRANSFER ALLO~'lANCES

5.25 If an officer's family does not
accompany him on his transfer, the expenses of
rClnoval subsequently will be allowed only if
his family follows him within six months unless
thero are special reasons for exception given
to the satisfaction of the Governor.

5.26 When an officer is transferred from
one station to another within the territory
the following expenditure in connection with
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 hjs wife
and children and not more than one servant;

(ii) free transport for his motor C2r or
motor cycle or mileage in lieu if eith0r
is deemed by the Governor as necessary
for the performance of his duties;
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(iii) the cost of transporting his baggage
including furniture and household effects
not exceeding four toh~ in weight (or 20~
cubic feet if transpOrted by sea) in the
case of married officers and three tons
in weight (or 150 cubic ~t if trans~
ported by sea) in the case of other
officers;

(iv) incidental expenses incurred in connection
with the transfer up to a maximum of one
hundred dollars (U.S.) in the case of a
married officer and 50 dollars (U~S.) in
the case of a single officer.

5.27 (1) Whenever the transfer of an
officer from one station to another involves

tfieconveyance of the officer's baggage - Iincluding furniture 'and household'~ffects, tl'1~
Head of -,th'~Officer"'s Depa"rtment should mnke
a request to the ,Chief Engineer, Public Works
Department who will then Grrangc for the
transporta~ion of ·the officer's baggage to
his new station. -If damage to baggage occur
during tran~it, such damage will be assessed

-after consideration of the report of a
responsible officer of the Public ~lorks
Department, '~nd th~ cost reimbursed to the
officer concerned, provided that no reimburse
ment will b~ made if tilecause of damage is ,
due to faulty-packing •

. ,-(2) If thu Chief Engineer, Public
Horks Department is unable to provide the
necessary transport, transportation of tile
officer's baggage to his new station may be
arranged. by the officer himself and in such
circumstances no l~ability 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
officur or employee is entitled to claim leave
as a right.

6.2 (1) Heads of Department have
authority to grant annual leave to offic8rs
anc ~mployees in their Departments and all
such leave granted will be reported to the
Chief Establishment Officer for record.
Annual leave to Permanent S2cretarics and

Heads of Department will be granted by, the
Chief Establishment Officer after consultation
with the l1iniste~ of the Ministry concerned.

, "{2) nli leave other than annual
leave ~ill be granted by the Chief Establish
ment Officer~ who will, in the case of
P0rmanent Secretari~s nnd Heods of De~art
Mont,.consult the Minister of the Min1stry
concerned.

9,
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Applications for vacation leave must be
submitted on the prescribed form through
Permanent Secretaries or Heads of Depar~nt
to the Chief Establishment Officer no~ less
than three months. before the date on which it
is desired that the leave should commence.

6.3 As a general rule, Heads of Depart
ment are expected to arrange for the p~{for
mance of an officer's ~~~ies while L~. on
leave without extra staff.

Subject to the availability of funds the
employment of temporary leave reliefs w.ill be
sanctioned by the Chief Establishments Officer',
only in case of officer's absence on leave for
periods exceeding 14 days.

6.4 Subject to the provisions of Order
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.

6.5 (1) Any leave granted under these
Orders may be cancelled if it is desirable that
~n officer or employee should return to duty
before the expiry of the leave granted,
provided~that 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 5.11, not exceed the
limits prescribed in the Schedule to this
Chcpter, unless the Governor otherwise directs.

(2) An officer or employee recalled
from leave overseas will be eligible for froe
passages for his return journey to the British
Virgin.lslands.for himself and his family,
provide~·that they accompany him or follow him
within? period of two months.

6.6 An officer who has been granted
vacation leave.in excess of three months anel
who wishes to resume duties before the Gxpira-
: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 ~uties.

6.7 An officer or employee seeking an e~
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 ce~tificate from a fully accredited
medical pr~ctioner.

6.8 An 0 enployee cay' be required
by tho Chie.! s ~D O.!.!icerto tc..koleave
.•••hicl1·is due to-ED!! an an o.!.!iceror ecploycc
'c~y bo required OD public grounds- to .remain OD
leavo granted to him_
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6.9 An officer or employee who ubscnts
himself fr~~ his station Or his duties without
leave, or ~10, without an acceptable ~~cuse,
fails to resume auty when he is due to do so,
will be regarded as absent wi~out permission
and will not be entitled to salary during such
absence. All such absences will be reported
to the Chief Establishment Officer and the
period of absence.may not be-set off ~g~inst
any leave eligibility without the approv~l of
the Governor.

6.10 When an officer is granted more
annual leuve than the·rnm~imum for which h~ is
eligible, he may either:

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

(b) be required to refund sulary in r~spect
of the days of exccss taken and h~vc the
days counted uS leave without pay for
purpose~ of pension or gratuity.

5.11 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 tuking such
leave. The approval of the Chief Establish
ment Officer must be obtained for an~al
leave not ~~ken to be deferred and taken in
the following year.

6.12 (1) The rates at which qfficers
earn leave and the extent to which the leave
will be accumulated arc set out in Appendix
IV to GcnerC\l Orders. In the event of an
officer who has accumulClted the maximum leuve
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 Chicf Establishment Officer,
such officer shall continue to earn leavo on
full pay in respect of the period for which
his leave is deluyed. In such cases the
applicntion for leave·sh~ll be granted within
the further period of OnG year.

(2) The rate of lcnve for which nn
officur is eligible will be determined ,>.

by his basic salary at ~he time leav~ was
earned.

6.13 (1) Except 2S provided by these
Orders, lenvewill be granted in rcspe~t of·
resident service. Absences on duty and absences
on leave taken annually not in conjun~tion with
·accumuluted leave and sick leave on full salary
not exceeding 20 days in twelve consecutive
months will count as resident service.

(2) Leave eligibility ~ill be
calculated on the basis of completed months of
resident scrvic~ in ~ ycar, ono t~elfth of the
annual rate of the leav~ applying to ~ach
completed month of rosid~nt service.



Arrangements for
the grant of
leave

TrGvel time

Overseas leave

Address while
on leave

Leave and last
pay certificate

-~o-

6.14 Subject to the exigencies of the
service, Permanent Secre~~ries and Heads of
Departments, should arrange:

(a) that officers and employees take
annual leave in the year in ~~ich it
accrues;

(b) that officers and employees ere not
required to forfeit any accumulated
leave;

and they will main~ain leave registers in which
all leave taken,by 'their staff will be xecorded.

, 6.15 Officers entitled to leave passages
~ill: be g!=al)te<:i't,ra~el,ling'time on full salary
'for the outward and return journeys to and £r~
the 'place where ,the leave is spent and to which
a leave passage is 'granted. Such travelling
time will not exceed·thr~e 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 30 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,
where' such leaVe!is t()be spent away from their"
normal place of residence in the British Virgin
Islands ,should. report -their..leave address and
any changes to tbe Head of their Department,
who will infor~ 'theChief Establishment Officer.

, '

(2) -ifficers proceeding on leave to
the UnitcdKin;~0m 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 £Dr more
than one month will be spent abroad ,unless the
officer has elected in '«iting to d,raw'his leave
salary in the British Virgin Islandsi'a leave
and last pay certificate in the prescribed form
should be submitted after the leave has been
approved~ The leave and last pay certificate
'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. One copy of the completed certificate
wil1 be scnt if appropriiJte to the agents for
the Government of the British Virgin Islonds in
the country uhcre the officer proposes to spend
his leave, one cepy will be scnt to the
Accountant General, one will be given to the
Officer, one retainee by the Ministry or
Department concernc~, and one copy will be
retained by the Chicf E~t<:blishment Officer.
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6.19 An officer applying for le~ve with
the intention of retiring may be granted,
immediately prior to the effective date of his
retire~nt or pension, the accumulated leave
for which he is eligible toge~r with any
additional full ~~y 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.

/
~6~O 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 ill 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, !:esigns and fai·ls to give the
requisite 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 th~ 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 tnat
the illness or injury prevents him from
carryi!"!':]01lt tis duties and was not ci1used
by h1$ o~ ~~nduct or by his failure to
take reason~ble 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) ~ick leave on full pay to cover
absences from <\~ due to illness or injury may
be granted by Ec<>.dsof Departments up to the
limits set out in Appendix IV without ~ffecting
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 IQOre
than two days on anyone occasion must be
supported by a mediCal certificate. Officers
and employees requiring leave on grounds of
illness or injury must submit applications for
sick leave not later than the second day of
absence from duty.

(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~eave 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. Applicqtions for
such sick leave or extension of sick leave
together with medical certificates should be
forwarded through Permanent Secretaries or
.Heads of Departments to the Chief Establish
ment Officer for approval.

6.27 (1) Pensionable Officers

Amount of
sick leave

l\n officer who is on the permanent and
pensionable establishment may be granted sick
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}~tension of sick leave
on half salary may be granted subject to a
maximum period of twelve months sick leave in
all on full and naIf salary combined provided
that if an officer i~ eligible for accumulated
leave when suck leave orh<'llf pay is granted,
such accumulated leave may be taken on full
salary and thus reduce the period of sick
leave on half salary. Sick 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 increments
or pension.

(2) Officers appointed on contract
and employees other than employees engaged on
daily rate of pay may be grcnted sick leave on
full salary up to a maximum period of 60 days
during any i.",r"C ;.vJ ·:-f tvlGlve months ending on
the final d0Y of ~_ :k leave granted. Any
extension of sick l~~ve will be without salary
and will not count as service for salary
increments or gratuity.

of pay
(3) £~10yees engaged on daily rates

Employees engaged on daily rates of pay ffi2Y be
granted sick 10ave on such conditions 2S ~~y
from time to time be laid dow~ by the GoV0rn
ment.
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6.7.U An officer ~y L~ c~lled ur~n ~~ any
time ~y the Governor to fi~bmithim!:'~~lffor
examination by such Medical Officer or Medical
Bonrd as may be designated. hn officer who
has been on ~ick leave for ~ontinuou~ period
of three months, will unless specifically
exempted on the advice of the Chief Me<lical
Officer, be required to submit himself for
examination by a Medical Bocrd appointed by
tllU Chief Medical Officer. Subscqu~ht
e;:2Junations may be reCJ1.';rc..>dafter considera..,
tion of the first report of the Medical
Board.

6.29 If a Medical Board appointed under
Order 6.28 a.dvises that it is unlikely th<:lt
an officer will be able to return to duty at
the end of his sick leave <:lndthat he zhould
be discharged because of ill health, the Chief
Establishment Officer may grant sick leavo on
full salary and half salary to the maximum
period laid down in.Order 6.27 until a occision
has- been made on the recommendation of tho
Board, provided that in such cases all officers
and employees'other than those engaged on daily
rates of pay $hall in the circumstances be·
granted a minimum of two iilonthssick 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 ""hen ih tho
execution of his duties; or

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

(2) Sick leave grantGd under this
Order shall not be taken into account for
purposes of any other General Order.* 6.31 An officer who is confined to R
hospital or similar institution for a contin
uous period of not less than fourteen days
""hile on leave, may on production of a h1edical
certificate from the hospital or institution
concerned, be eligible for~sick leave for the
period of his confinement. His leavo will not,
however, be extended beyond the date uD to
which it was approved without the authority of
the Chief Establishment Officer.

6.32 An officer must seek medical advice.
when h~ is unwell or when he is instructed to
do so by his Head of Depcrtmcnt. If he fails
to do so or fnils to comply with the ["cc1ical
advice given he may render himself liable to
disciplinary action.

6.33 If for nny reason it is decided that
an officer should be e)~amined by a ~1cdic.:11
BO.!1rd,he must present himself for e;:amination
at the place and time instructed and if he fails
to do 60, he will render himself liable to
di~ciplinary action.
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6.34 A female officer who require~ leave
for maternity purposes may be granted leave
for whic}l she.may be eligible and if she is a
pensionable or contract officer may be granted
in ~ddition:

(i) s~~ial maternity leave on full salary
for a period not e:~ceeding one month;
and

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

(iii) leave without pay for. an additional
period not exceeding one month.

SAVE that in the case-of a contract officer any
absence from duty for fik~ternitypurposes ~n
excess of no~al l~ave earned shall not count
as part of the-term of the contract.

(c) OTHER FORMS OF LEiWE

6.35 An ·officer may be granted leave on
the grounds of urgent private affairs and an
application for such leave must be accompanied
by a statement of the reason~ for the applica
tion and be submitted to the Chief Establish
ment Officer through the Head of Deparbment
to which-the officer is pOsted. The statement
will, if desired, be treated as confidential.,

6.36 Leave on urgent private affairs will
be granted on. the authority of the Governor
and the office~ granted leave will be required
to take, as necessary all leave for \.1hichhe is
eligible •..He may be ·granted in addition leave
on full salary ,to bring the· total le·:wcgrcmted
to three months, provided tqat such additional
leave ilS may be granted \-1illcount against his
·futureleave 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 Governrnent the salnry he '-TaS paid
during. that leave.

6.37 (1) Special leave on full salary
may be granted by the Governor in the following
circumstances:-

(a) to enable officer~ and employees who
ore selected by the proper authorities
to represent the British Virgin
Islands or the ~·?estIndies in !>porting
eVents.

(b) to e~able officers Gnd employees who
belong to the Boy Scouts, Boys'
Brigade, the Y.H.C.A., the Girl
Guides, the Red Cro~s ~nd simil~r
orgcniz~tions nno arc select0d by
the proper <lUthorities to i'.ttent'i
g.:ltheringsof (! world Hide or inter
nQtional charQcter connected with such
orgnnizi:ltions.
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(2) This speci~l leave facility is ex
tended to include officer~ or employees
selected by the proper authorities to repre
sent a State or inter-State or international
side either in an administra~e or playing
capacity. -

(3) In such cases special leave will
normally be limited to not more than one
calendar month on anyone occasion or in any
one year and any leave reqnired over and above
this maximum will be counted as leave if the
officer is eligible therefor, otherwise a~r:
leave without salary: provided that -.-.ailY
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) In-service training.leave i.e.
leave to yttend Goverlli~entsponsored courses
may be granted to an officer who -

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

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

(2) Where an officer is granted in
service training leave he w111 be expected 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 thereof and at half salary for
the rem~inder 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 examin~tion 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-&rvice .bTd~9d;.oI1r:~~;JPfi:r·!U)t
<iidnial~y.·~ <n';an under·Eji>~d\!la~e..~,:1.t.\!,~e;_a!11!1

~:n'''R~\:ne.rttiau.ji.pe ~ m6~ ..thqQ 2 years.

(4) An officer proceeding on an in

service training course may be granted a shortrecreation 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 c.ourse will
be deducted from the ofLicer's vacation leave.

6.40 (1) Study leave may 'J?e- .grant~d to
an officer to attend a course of s~udy. ~t his
ovm request with the..approval ·of,. the Government.
Government approval will only be granted if.it
appears that the...additlonalqucili£ication }..s
likely to be of value to the Government.

(2) An officer -who receives a
bursary or anot'h'e1'~~.QWa-r!it~ a~e'pq ;<\ -;Cqpk"seof
study ~r is.otherwiSe·acpepted fd~ admission
to a course but is not'nominated by the
Gqveritinentto attend --thecourse·JIIarapply for
~pprov~l for his attendance at the CGurse. If
approval is given, th~ following .conditions
will'~pply: -

(i).__thc'Officer will be expected .to
utilize for-the purpose of.the
course, all the vacation ~nd
accumulated vacation leave. to which
he is entitled;_

(ii) an officer who has been-confirmed in

a pensionable-office will be <]ranted
study ~eave on full pay for th0 first
year of the course in addition to
vacation leave, and on hall pay for the ..
remainder of_the course;

(iii) an officer who-has not beenconLirmed '._
in his appoinbnent must resign his
appointment if h~ wishes' to attend
the course~

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

(3) Leave sal~ry p~d under the provisions
of paragraph (2) of this Order will be less
the amount of any bursary or training ~ward
"..hich may be granted _exclusive of that:--p<lrt-of
the bursary or training award which. is-for
travelling expenses, tuition and examinat~onfees. --

(4) In exceptional circumstances an
officer may be granted Permission to attend/a
Course of study ulthough the particular course
roay not be immediately in the public interest.
iihere this appl ies. -.to .the .e;Jffieer ;I1Iay'.pe
scanted leave of ab~ence without pay, in addi
tion to the vacation 10<:!vccnd "":~~_lInl1J~ted
l?Clve to which he is ent;"l~l, foc the purfX>se
c~ nM~rt-;"t1ri nry 't")-.~ ' ..:'-"U_ :ce •..



Agreements 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 agreement by the officer whq is granted
study leave to undertake to r~iri°in the
Public Service of the British VirginOIslands
for a prescribed minimum period after th3
expiry oJ his leave. The minimum period 'olill
be: ·0

(a) where an officer attends a course of
less than six months duration:

l.y.ear.

(c)

where'an officer attends a course of
six months to 1 year duration:

~ ·x~a70s,:... ""'::"'",;.o.''::~. ,.
wQere ap off~q~r attends a course of
mpre thap· ~ Y~a~.but less th~ 2
year~d~~~t~~n:..
3 yem:s.· ~.:' ..•.,

Recreation
lenve

(d)where an officer attends a course of
more'than 2 years but less than 3years duration:.5 years •

.(e) . where an officer attends· a course of
,m:orethan~y'~ars but less than 4years duration:'

'•....: ':,
6 years •.J (0 .where an.officer attends. a course of.. more than 4 years but less·than 5

. ....

y~ars duration:" ..

7 years.

(g) where an officer attends n course of
more than 5 years but less. than 6
years duration:
8 .years.

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

The agreement may be in the form of'a bond
with or without sureties on a default of which
th~ officer or his sureties will 0C i~~ule to
repay to tho Government all or any aprt:of any
allowances, fares, passuges and·salary paid to
him during the period of the course as the
Gov~~nor may prGscribe •.

6.42 An officer may be granted recreation
leave up to a IDnximum of two weeks immediately
following in-service training leave, or study
leave which has been approved by the Govern
ment. The amount of recreation leave 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 ~uch
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 evident 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 return
to duty.

..

Examination
fees

Officer's leave
eUgibili ty to
lapse on.h.is
death

Leave·to, count
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Leave without pay
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certain circum
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6.44' (1) An officer who attends a course
of study With the approval of the Goverrunent
or who undertakes an approvad course of study
by correspondence an~ 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 \-,hichhe
has himself paid •.

(d) LEAVE - MISCELLliliEOUSPROVISIONS

6.45 An 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 hnlf pay
counts as pensionable service and se~ice
qualifying for pension. Leave granted without
pay does not break continuity of pensionable
service 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 leave or on the grounds of
urgent private affairs.

Officers .to '.. 6.48 An officer proceeding on leave or
·hand over cash, ~transfer who is responsible for cash, stores
·stores furniture' .or furniture who does not follow the handing
within his charge' over procedure laid down in FinanciaJ Regula-
.prior to proceed- tions and Store Rules will be liable for any
ing on leave or deficiency which may subsequently be dis-
transfer . covered;

Return to duty
to be reported

6.49 All officers resuming duty after
leave are required to report in writing to the
Permanent Secretary of their Ministry the date
or:which they resumed duty. In the ccwe of
officers ~ho hav~ 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 tne 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 Medical
Officer is neglecting to carry out
the medical advice he was given;

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

(iii) when in the opinion of the Medical
Officer the illness of an o~ficer
has been caused by his own negligence
or misconduct.

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, agreement
or contract provide othorwise, be "eligible on
completion of secondment or contract, for
return passages-to the country from which he
was appointed, for himself, his-wife and
children and the allowances laid do~n in
General Orders 2.12.

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

(a) if they travel in advnnce of the officer
on the outward journey not more than six
months wi}l elapse between their date
of departure from the British Virgin
Islands und the departure of the officer
himself;

(b) if thoy travel after the officer on the
return journey, they return to the
British Virgin Islunds not later thun
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
viII be provided for his widow cnd children
under ~~e age of 18 years who are unmarried,
_and ..mowere dependent upon him, to the place
where the officer was originally recruited,
or to the country of domicile or to tile
birth place of the widow, provided the
removal takes place within six months of the
officer's death. Should the widow leave the
Territory within this period to reside else
where, she will be provided with a p~ssage
grant not exceeding the cost of the passage
to the nearest of the places above mentioned.

In ~ll th2 aforementioned circumstances,
widows will be eligible for a baggage allowance
as follows: .

the entire cost of surface transportation
of the personal and household effects up
to a limit of 200 cubic feet, or fivc
shipping tons, including such incidental
charges as port dues, wharfage, dock and
cartage charges, clearance charges and
agency fees customs attendance and
carriage to the ultimate destination,
but excluding -all insuranc~ charges.

The baggage a~lowances may be paid in the
appropriate circumstances, to the administra
tors of a deceased o_fficer's estate for the
transportation of the personal effects of the
deCeased office1;t6his home country.

Chapter VIII

Resiqnation, netirementand Terminal Benefits

Rps:tYIl<l t ion 3.1 (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 moximum salary or
which docs not exceed ~5412 per annum ~nd in
all other cases the Chief Establishment Officer.
The notice will be exclu~ive 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 th0 Chief Establishment Officer.

(3) An officer appointed on contract
may resign his appointment only in the terms
of his contr!,ct.
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(4) Notwithstanding the provisiong in
paragraphs (1) and (2) of,this Order, an
officer Qther than an officer appointed on
contract terms may inste~d of giving due
notice resign his appointment at any time
after paying to the Governmenc one month's
salary in lieu 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 Est~blishment 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 a period of servic~ for
which he is bonded to serve the
Government: or

(c) if ~he officer is indebted to the
Government: or

(d) if disciplinary proceedings against
the of-ficer are contemplated or
pending.

G.3 An officer may not give notice of
resignation while on le~ve. 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 a~officer
who resigns on leave will be held liable for
the tota~ refund of the cost of leave
passage for himself and his family which may
have been granted in respect of his leave.

3.4 When an application for employment 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 includo reference to tho Chief Establish
ment Officer.

0.5 An officer whether employed on
pensionable or non-p~nsioanble tGrms will be
required to retire on attaining the age of
60 years: provided th~t in exceptional
circumstances and in the public interest ~n
officer may be permitted by the Governor
to remain in the service after he has
attained the age of compulsory retircm2nt.

B.6 Cfficers who h~ve retired from the
Public Service of e1e British Virgin I£lands
or any other Terriotry may be re-engcged 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 s0rving officerc arc not
prejudiced;

(b) the vacancy cannot otherwise be re~dily
filled, and

(c) the retired officer is medically fit nnd
in'~ll respects suitable for re-cngage
mente

8.7 (1) Permanent Secretaries and Head~
of Departments will forward to the Chief
Establishment,Officer in December each YCClr a
return of a1l;officers of whatever grade ser
ving in their f-iinistryor Department '-Thohave
attained or will attain the age of 60 yeClrs
before the end of the succeeding year.

(2) In each case it must be stated
whether or not there arc Clny special-grounds
for departing from the goneral rule.th~t such
officer should be retired upon attaining the
ege of compulsory retirement.

8.8 If an officc~ is reported by a
Government MedicalOfficcr to be incapable by
reason of infirmity of wind or body of dis
charging efficiently tho duties ,of his office
and such infirmity is likely to "be permanent,
the case will be referred- to ~;e Ceief
Establishment Officer, ,,,hoiimy requirt< the
officer to appear before a Medical Board
appointed by the Chief Medical Officer.

Tho recommendations of the l-JedicalBoard ,,,ill
be referred in the proscribed form to th~
appropriate Service Commission. If tho officer
is on leave of absence outside the Territory
tlw initial examination may be made by an
approved medical practioner on the authority
of the Chief Establishment Officer.

U.9 (1) All claims to pensions, gratuity
and other retiring allowances should be made
in prescribed form and should be submit.ted to
the Accountant General as soon as a decision
has been taken regarding an officer's
retirement. The form should be properly <lnd
correctly prepi1ced by theeHeac of Dcp;:rtment
of the officer who is to J:'etireand submitted with
all the necessary supporting documents ~ttached
thereto to the Chief Est~!blishm~nt Offic.:=rfor
verification and thereafter to the Accountant
Generill ~nd the Chief huditor.

(2) Tha submission of pension and
gratuity pnpers should not be del<ly~d until
the diltu of retirement. ~jhcn the d.~t~of
rctir2ment hus been re2ch~d the lIinist.ryor
Depcrtrncnt concerned f:hould iln!T1cdii'\tclyudvise
the l\ccount<lntGener.~l, in tJ1e form ef <.l JJGst
PilYCcrtific.,te Hheth0r or not there huvc: been
~ny ch~nges in pi'\rticul<lrssubmitted in ~)e
original report. A copy of such cc~tificGtQ
~ho~ld b2 fOD'2rdL~ tc th~ Chief Au0itoT..
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(3) In cases wherc-lt is not po5~ibl~ to
locate the nccess~ry"r~~ords in r~lation to
an officcr's service <lst~utory decl~ation
should be submitted by one or more reliablg
r~rsons attesting to the continuity of ~crvice.
The st~tus of th~"declarant should be GL~ted
and he should also give the s06rce of hie
knowledge of the facts given in the dcclura-
.tion.

-
G~lO The officer's birth certificate

should-be furnished as evidenc~ of his Qgc.
rfuere this is not possible a statutory
declaration by the officer himself or any
other reliable "person may be submittc~.

B.ll A pensionable officer who'se:pension
is governed by the Pensions Act (Cap. -157),
if he desires to receive a reduced pension
and gratuity in place of his full ezrncd
pension must so indicate in writing not later
than the date immediately preceding tlledate
of his retirement •.

3.12 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 dote of r~tirement of
the officer concerned.

G.13 An officer's service before he
attains -his eighteenth birthday will not be
counted as pensionable service alt~ough it
may count towards the ten years qualifying
service for an award under the Pensions L~w.

B.l~· In the event of the dGath of ~
serving officer, the Head of Department will
be responsible for ensuring that prompt
applicotion is made for any payment OL
gratuity that may be due.

B.15 (1) A female officer who intends
to marry shall report her intention not less
thon one month before the proposed dote of
marriage, to the Chief Establishment Officer
through the aead of her Department-.

(2) A female officer who has not
less than five years pension<lblc service may,
on marriage, exercise the option to r.esign
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 d<lte of
marri~gc and if the option is not ~xorcised
in writing within the specified period it
will be deemed that the femnl2 officer h3~
~lected ~o continue her p~nsionable service
to normul retirement.

(3) A murried female offic~r whose
domestic responsibilities interfere with the
dischorge of her officiol duties may b0 coIled
upon to resign, in which cnse she will be
eligible to receive the m<lI::ri~gegrctuity for
which she would have been eligible 2t the time
af her m?rri.:lge.
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Provid~~ that in such case the officer must
be warned in good time that her retirc~nt
is contemplated and given an opportunity of
replying to charges of loss of efficiency.

Chapter IX
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Corrcspondance and Public Business

9.1 Public Officers and employees are
expressly forbidden to give any unauthorised
persons information relating to the business
of the public service. The publication of
official documents or information is governed
by the provision of General Orders 3.11 and
3.12.

9.2 Confidential' and secret correspon
dence and documents must alw~ys be kept
separate from open correspondence and mat~rial,
and must be kept undor lock and key: No .
reference to confidential or secret corrcs-
pondence shall be made in any open corres
pondence.

Responsibility of
Permanent
Secretaries and
Heads of
Department for
the security of
classified docu
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'I'hehandling
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9.3 (1) It is the responsibility of
~~rmanent Secretaries and Hends of D~part
merit.toensure that; the member of their.
staffs, other than officers authori~~d to do
i3o, shall.be in a position to handle or see
confidentinl or secret documents.

(2) .All corr9spondence marJ~ed
"Secret" "Persona·l,~,·..••tonfidential" or "In
Confidence" mutt. be opcoad"bY'the addressee
personally. Hbads.of Department shall ..
themselves b<ire'sponsiblefor thesccui'ity
of secret and confidential material thP.t
comes into their hands. Permanent
Secretaries may arrange for one clerk to be
appointed in each i1inistry to \<lhomall secret
and confidential ~J0rk \dll be entrusted.

9.4 (1) All official correspondence
addressed "Secret," "Confidential" or "In
Confidence" must be enclosed in two envelopes,
one inside the other. The inner envelopw
must be marke,;!"Secrct~" "Confidentinl" OR
"In Confidence," "-sthe '<:i1SC may be, but the
outer envelope should not be marked. '.!.'he
inner <mvolopc. should- be·foldod r<:1.thcr
smaller than tpe outer, so tir<1tboth ",ill
not be opened at ..onc~.'·

(2) C~r-o-must !::>e' exercised thc;t
secret and confidenti ••l papers arc not
passed about the of.fice, or bot\veen cine
office 2nd another, e~~~pt in scaled covers
marked "S.:!cret,""Conf;i.d~nti~l·"or "In
Confidence."

9.5 Decisions off~cting ~n officer
pcrsonolly sholl be conveyed to him in
wr iting• No offico r throug h,l.'lsose hi1IK~~
such corrcspor>d0nc~ p.'SGCS m<1Y cOinmunic.'1tc
any of the contents to ~ny person or persons
wi thout \.Tritteninstructions from the Chi"f
~st~blishIDCnt Officer.
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9.6 (1) Copies of communications to or
from the Government must not be conveyed to
any parsons without the authority of th·~
Permanent Secre~LrY of the Ministry concerned.
If the orders therein contained arc intend~~
to be cOliUilunicat<X1,they will 15C ellll:>odicdin
a letter uddrcsscd to the person conc~rncd.

(2) No·officer m~y ta~e copies of
communications <lndreports ruferrjng to him
self or any other officer, and any officer
found in unauthorised possession ef such docu
ments will be lIable to disciplinary action.

9.7 Permaw~nt Secretaries will corres
pond directly with other -Hinistri~s <lnd \-;1 th
the public upon the affairs of their own
Ministries and Departments. Importunt
questions of principle or of policy will be
referred to the Minister concerned and
proposals which involve reference to other
Ministries should be fully discus30d between
the Permanent Secretary and the lIeuds of
Departments concerned, before they a~e
submitted to the r-tinisterand the fGct that
this has been done shoul.a be stated in the
submission. Personnel questio~s, (other thim
(those which are for detormina~on by the
cppropriatc Service Co'fu~ission)hnd Estnb
lishment matters that rn0.Y be resolved ui·i:hin
the terms of these Orders as amended frem time
to t±me, will be dealt with by Permanent
Secretaries and Heads of Depurtments, e;~cept
that personnel matters which may have a
Service-,,rideimplication and establishment
matters which do not fall within tlie
provisiond of these Orders or suggest c\

.departure from existing policy or the
estobli3hment of a novel principle or <.I new
provision or define an issue which may hi:!ve
repercussions throughout the Service, shall be
referred to thQ Chief Establishment Officer.

9.3 (1) All communications, whee~er
from the public or from other f1inistrics or
between u Ministry and Department, must be
answered with the least possible delay.
Where it is .not possiblQ fer a prompt reply
to be sent, un interim ucknowledgement must
be mude and a reply sent as soon thereafter
as possible.

(2) Communications must, 2S f~r
as possible, be confined to a single subj~ct.
Hhecc it is found to be essential that more
than one subject is dealt with in one
communiciltion, additional copies, uccording
to the number of SUbjects, must be furnished.
In every communication, paragraphs must b~
numbered consecutively throughout wnG 0.::\ch
page numbered.

9.9 No opinion of the Government law
officers may be quoted directly to iIprivate
individu~l. If it is necessary to ref~r to
a legol opinion this should be preceded by
the word "The Government is udvised thnt
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9.10 The preservation-and the destruction
of Government documents is regulated by the
following:

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

(2) any file over five yenrs old, that is
put away, shall bear a direction by
senior officer in the Ministry
resPonsible for the subject, that it shall
be::_

(a) preserved because of its continuing
v~lue 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 retain~~ in accordance with
sub-paragraph (2) (a) of this Oreer, it
shall be kept fifteen years from tiledate
of its creation, and shall then be
considered by tileGOVernment Archivist
for destruction or for further retention.

(4) A record shall be kept of all documents
and files destroyed and date on \-lhich
they were destroyed.

(5) 'l'hefOllowing documents· shall not he
destroyed:

(a) those'required by law or regulations
to be preserved;

(b) documents of historical or other
interests, particulnrly those
re1nting to tl1C history of the
Territory or the West Indie3~

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

(d) documents that arc more tilC!nfifty
yeLrs old unless they are of a
routine nature.

(6) Documents that, as a rule, must be ],cpt,
arc thO!;C referring to policy d,:.-ciGions,
precedents, legal opinion and the
preparation of legislation; to evid2nce
of rights and obligations of Government,
and claims for compensation not subject
to time limit; to report on field trials
and cXpl~riments: to reports by Dcpart
IR0ntal cOlo1mitteesand wocking parties:
to organisation and staffing an0 the
personal files of public officers.

9.11 l.n efficer in Coch lJinistry anc
Dep-<'rtm~ntshould be nOlll.inatcdto cowply ,,"ith
the provisions of the preceding Order ond to
m~ke reports ~t s~tcd intervals to his
PCCL.~n0nt $=rct...~ryor I~.,G of Department.
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9.12 The provisions of Orders 9.10 and 9.11
do n<:.'tapply to Leg"l Depa1itments, whose
offici~l documents arc subject to.tll~ provisions
of the Registration and Records Act (Cap. 67).

g.13 Official stationerylmust on no
account, be used for private correspondence or
for any purpose not directly connectcc1 uith
the ~~rk of the Hinistry or Department.
Permanent Secretaries and Beads of DepQrtmQnt
will ensure that the strictest economy in the
use of stationery is exercised in their
Ministries and Departments. All orders for
stationery must be scrutinized beforo they
~re issued by a responsible officer deputed
for this.purpose. :

9.l~ Official 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,hOn Her Majesty's Service"
or L'~letters "O.H.M.S.r. and, in the lower
left hand corner, the signature and official
designation of an officer duly authoriscd to
frank official postal packages.

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

g.16 Telegrams m<lYbe approved for d~s
patch only by Permanent Secretaries, ~e~ds of
Department, or off·icers authoriscd by them.
In the interest of economy, the use;,of tulegrams
should be avoided wherev~r possible unlcGs the
communications is urgcnt or a telegraphic re;,ply
has been specifically requested.

Chapter X

GOVERNHEHT QUARTERS

10.1 Free quarters are provided for members
of the Royal Virgin Islands Police i,'orcebelml
the rank of Sergeant who occupy sing10
accommodation ·in Police barracks and to members
of the Prison Department \"Tho arc reguir(!d to
live in accommodation provided for them nt the
Prison •.

10.2 Officers who are not domiciled in
the British Virgin Islnnds or who nre domiciled
on an island of the British Virgin Islnnds
other them that on which they arc stationed
may be providc~ with Government Quarters on the
c:uthority of the Chief Establishment Officer.

10.3 (1) All officers providcQ Hit!:
Government quarters •.•.ill be requircd to pay
the actu.:llor assessed rcnti'\lof t:h0 q\.1~rters
alloc~ted to hi~ up to 25% of his b2sis salary
if the officer is in receipt of a gratuity, and
5% if he is not eligible for gr~tuity;
provided th0t if the quarters are unfurnished
\:hema;dmu~ rentul sh~ll be 4? of the officer's
basic sc:l.:Jry.
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(2)_ An officer who is domiciled and
stationed on the ~e island may be provided
with housing at a rental not exceeding 25\ of
his salary if the hous~ is furnished-and 20%
of salary if the housu is unfurnished.

(3) An officer who is stationed on an
isl~nd other tl1anthat on which he domiciled,
may be granted housing at 5% of salary.

10.4 Basic furniture may b0 provided in
Gov~rrunent quarters on the scale laic doun in
Appendix V to these Orders. Variations to the
scale may be only with tho authority of the
Governor.

10.5 (1) The allocation of Goverrua~nt.
quarters to officers shall be the responsibi-
lity of the Housing Committee under the .
Chairmanship of the Chief Establishment Officer,
comprising the Financial Secretary, end th~
Chief Engineer, Public t~orks Department.

(2) If a Gov~rnment quarter ~llocated
to a particular officer'is for any reason left
unoccupied by the officer ordinarily entitled
to occupy it, it may be ~llocated temporarily
to another officer.

(3) An officer allocated Govcrruaent
quarters shall continue 'to pay rent for such
quarters while on leave other than occuloulated
leave.

10.6 Officers sharing Government quarters
will be required, to share 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 arc furnished and 4% if the qu~rters
rireurifurnlshed. In the 'casu of officers who
are in receipt of a gratuity the maximum-rental
contribution of each officer \~ill be 25~ for
furnished and 20% for unfurnished quarters.
Government quarters may not be shared,
however, without the approval in writing of the
Chief Establishment Officer.

10.7 The rent due from each officer in
respect of Government quarters allocated to
him will be deducted from his salary at the
end of e~ch month in arreas. Rental is
payable from the date on which an officer
takes over Government quarters to the date
immediately preceding the date on which h9
hLlndsthem over, both dat~s incll,)siVE:.No
remission of rental will be granted on t},::)
grol,)ndsthat quarters could not be occl,)pied
while repuirs were being effected unless the
sanction of the Chief Establishment Officer has
been obtained previou1:'to vacating the !louse.

10.3 The Chief Est~blishment Officer will
designate an officer in his Department Housing
Officer to be in chnrgc of Government qU2rters
and furniture. The Housing Officer will !x?
responsib10 for -



(a)

(b)

(c)

(d)

maintaining invantories of all
govermllent furnitur~ 2.nd fitting t~r.~n
over by officers:

the custody of the kays of <111 unocr.u..
pied government quarter~

taking over government quarters vacated
by officers and furniture returned by
them and for handing over gover~~cnt
quarters and furniture which are
allocated to officers:

reporting through his lIead of Depccrtment
to the Accountant General the occu~ancy
and vacation of all Government quarters.

..•
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1Q.9 (1) Government quarters ~nd
furniture must be taken over from the outgoing
occupant and handed over to tl1eHousing Officer.
An incoming occupant of qU2.rters muzt ac!;:nO~l
l€~ge receipt of tha quarters and all articles
of Government furnitur0 and equipment tll~rein
by signing the inventory.~ An outgoing
occu~~nt must hand over L~e keys of tl10
quarters he is vacating to the.Housing
Officer and remain responsible for the
quarters i:md all article:s·of Government fur
niture and equipment L~erein until he obtains
the signature of the qU2.rters officer to the
inventory in acknowledgement of their. surren
der. An officer provided with Governm~nt .
quarters must give at least one week's
notice to the HOusing Officer thi.lthG uished
them to be taken over •

• (2) It wi11 be the PQrsonnl
responsibility of the officer concerned to
report through his Permanent Secret2.ry or
!lendof o'epnrtment to the Account~nt
Genernl, the date on which he occupies or
vacates Government quarters and the renponsi
bility of the Housing Officer to repcrt to
the Chief Establishment Officer, and
variations in the scale of furniture issued
to an officer.

10.10 Unless nn officer, nt the time hQ
t.:lkesover Government Quarters, indomnifL:!s
himself by reporting uny deficiency or
d<'lm2.ge,it \;1illbe assumed that he rccnj_v0d·
ttlGqunrtcrs 2nd nIl 2rticles of furnii:urc
and equipr.1entbelonging thereto in goo(l
condition and he will ~c liable for the
cost of making gooo ;my dificiency, G.:1Ii\i.:g0
or neglect. discovered during his occup0ncy
or <'Itth0 time he hands over the qU<'lrters.

10.11 (1) An officer is required to
take reasonable care of the Governmcnl-.
quarters and its fixtur~s nnd nIl nrticlcs
of Govornment furniture: allocated to hiln. j',n
officer nlloc2tcd Gc-vernrncntquarters or
offices is prohibited from altering the
structure of fixtures. If ~ny nlteration is
Gosired, ."pplicntiol.iTlu::tbe m<1de to ·tlleChief
~ngin(:e:r,?ublic Perks Dcpnrt~Qnt. All
defects ~,1Ustbe reportee: pr::>mptlyby the
officer to the ChL~f Engineer, whose Dcpart
went is responsible for undcrt~king rc:-~irs.
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(2) An officer iG also responsible for
aainL~ining the grounds of Government qu~rters
in reasonable condition. If the grounas arc
nC9I~~t~~,-th0-housing authority may dir~ct
the officer to restore them to a neat and
orderly state and if tllCdirection is not
compiled with within such period of time ~s
may be allowed by tl1e housing ~uthori ty, the
--housing authority may order the Public ';lork$
Department to effect the desire improv~~ent
at the expense of the officer concerned.

10.12 Government quarters are intended
for the accownodation of officers, their wives,
children and dependent relatives only. Ho part
of any Government quarters may be regul~rly
occupied by other relatives or friends without
the permis$ion of the Chief Establishment
Officer.

10.13 The housing authority may tenninate
the tenancy of a house ~t auY time by giving
one month's notice to the occupant •.

10.14 Officers who arc entitled to occupy
Government quarters andffor whom no quarters
are immediately available, will have L~eir
hotel bills paid by the Government in respect
of board and lodging only upon payment by-the
officer of a contribution ef 5% of his s~lary
in respect of accommodation, a further 15~ in
respect of the officer's board and a further
15% in respect of board fOL his.wife and
children, if any, accompanying him.

Chapter XI

11ISCELLAl-lEOUS

11.1 (1) An officer \~ho\dshes to make
representations r~latingto his conditions of
service or any other matter of a public nature
must first address his Head of Department or 
Perm8nent S0cret~ry. If he is not. satisfied
by the reply he receivc:s.he may then ~~rite to
the Chief Est<1blishment Officer through his
He~d of Department or perr.iC1nentSecrot.-n:y\,,110
must forward the communication withou·t undue
delay und advise tho officer that this 11;::5
been c~one. In every such case the Heed of
Departmcnt 2nd Perm."1nentSecr~t<1ry sl.oulc1
embody in <l scparatl? !ll(.![,)orandum,his O~'ln·"ic~is
on the representi1tions iiladennd fon"arcl t.his
with the communication.

(2) The Chief l;;st.~blishmentOfficer
will address his reply to the officer ()nc~send
it through the officer's Permanent Secretary
or Head of D~p2lrtmcnt.

(3) P-cpres0ntations recGiv00 other
th"n through the corr2ct chi1nn~ls will be
returned unanswer0d to the officer through
his Peonunent Socreti'lryor Head of Dcp.:rtmGnt.
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11.2 A petition ia ~ formal refer.cnc0 to
ultim.:ltuauthority for ~Ncial consi{k,r.~tion
of u matter ~ffccting a public officer
pcrson~lly. If representations m~de in
accord~nce with Order 11.1 are not Gucc~~~ful
und they uro not concernc-d wi~ ~ ~~tter which
is the proper subject or an oppc?ul in ~ccord
once with the provisions of the negul~tions of
L~e <1ppropriate Service Commission <1nofficer
may submit <1formul petition to the Governor in
accordance with the following:

(1) A petition must be: submitted through it
?~titioner's Heud of Department, ~~u
Permuoent Secretury of his Ministry, and
the Chief Est~blishment Officer to tilC
Governor, providing sufficient ccpies to
enable each officer tilrcughwho@ it is
forwarded to retuin one copy. A petition
must be forwarded without del~y, tog2ther
\-lithany comments it is desired to r~ake.
Petitions or ~opics of petitions scnt
direct to the Governor will be ignor~d.

(2) A petition must bear the signature, or
independently attested mark, ano th~
nd.3ress of the petitioner. Hh&n \"Trittcn
by a person other than the petitioner,'
the signature and address or the '-Triter
must be included.

(3) 1\ petition ,,,hich-.

(0) does not comply with (1) above; or

(b) deals with a matter in \-Ihichlcqal
'remedies arc still open, or -

(c) . is illegible or \lorded in 2bucivG:
or improper language; or

(f) merely repeats the substance of ~
previous petition without intro
duci~g new matter,

will not be entertained.

(4) A petition should conclude by stating·
concisely the nature of the redress
sought, and a petition which m{ce(!':;sin
length two pages of foolscap @ust also
include a summary of the reasori~ ~d~u¢ed
in support of the redress sought.

(5) When n petition is submitted more than
si;~months after the decision cor.)pli).ined
of has been given, tilepetitionQr @ust
furnish satisf~ctory re~son for the delny.

11.3 (1) A confidential r~port on 011
offic~rs will be pr<:p<:lraciannually in the
prescribed form and will be submitte0. dULing
the month of January. Such reports \iil1
rel~tc to the twelve months e~ded on the
preceding 31st cay of December.
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(2) r.eports on PCr1l1ancntSccret--,,~i(;s,
the Chief Auditor and th~ Chief of Police
will be prepared by the D2puty ~~ernor.
Heports on Heads of Dc~t:.ments will be m..'1dQ
by the P~rmanent SeerC!t..-'1ry• Reports on other
officers \"illbe ',)<:Ideby the PerllKln<::nt
Secre~.ry in the case of officers serving in
the Uinistry Headquarters and by Headt: ef
Departments in the casc of officers cerving
in their Dep<:lrtmentsor by 0:; senior officer
under whose supervis~on the officer reported
on worked 'dur~ng the.year. All Reports other
than Reports made by the Deputy uovernor will
be signed.or.co.uOtersigncd by the Perman0nt
Secretnry or Hend of Department concerned.

{3} .. Confider}tial'Rcpor'tswill. be tran~
mitted to the CJliaf Establishment Officer for
recor~ in tlteconf~d9ntial personal file of
the officer reported ppon and such reports
will be available to the appropriate Service
COlful\ission.

11. <1 Reports on officers during tlwir
probationary service will be submittc~ in
accordance wiL~ the provision of the Publ.ic
Service Commi£".sionncgulations. Hhere there
arc special reasons, confidential reports on
officers may be submitted at any time. ~he
Chief Estnbiishment Officr.:rmay also call for
special confidential reports on officer.s.

11.5 (1) An officer shall be shown a
copy of his conCidential Repoit which he shnll
be required to sign.

(2) If an 'officer's \lork has b0en .un
satisfactory in any respect, and it is felt
that he iscap<:lble of improvement, he zhould
be ll~rnedbefore his confidential report is
submitted. 1\ copy of the warning letter nnd
of any reply \1hich the officer has m2Ge \-1ill
be submitted to the Chief Est<.1blishmcnt
Officer at the time the annual confidential
report on the officer is submitted.

11. 6 l\ :I<~2dof Dep2rtmcnt will rf.)port
immediately the death of ;:m officer if this
occurs <.theadqui:1rt",rs.If 2 deoth occurs
on l0~ve or elsewhere it will be the
respc;nsibility of the first officer to ,.;hom
it becomes ];:no,.,nto mok<..'the report. 'l'h8
report •..,ill be s~~nt to the Peri.wncnt
Secretary of the officer's MinistrY ~nG to
the Chief Est~blishment Officer by the
quickest m0~ns. The full nClQeond 0csignation
of the officer must be given, with FClrticulD.rs
of tho d~te, rlscQ and couse of denth.

11.7 On first appointment an officer is
required to notify to th" Chief Esto.blishment
Officer the n<1mes and addresses of not more
than two relotives or friends whom he would
wish to be informed in the event of his
d0~th or serious illnes~. Any change in
these ~rticu10rs should be notified promptly
to the Chicf Lst~blish~ent Officer.
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ll.a If an officer is killed or injured
as ~ result of an acciden~ while he is cn
duty, an immediate investig~tion will be m~de.
The. PCrtn."\nc-ntSecretary or Head of Dep."\rtment
will ask for the appointment 4 a Bonrd of
Enquiry to investigate the circumst~nc2s of
the accident and to determine whether the
occident took pl~ce when the officcr w~s on
duty, whether it resultc~ directly from b,at
duty and whether the officer was himself to
blame in any way. The Board will be appointed
by the Chief Establishment Officer ~nd will
include a Hedical Officer and a senior officer
of .the Ministry or Department in which the
officer was employed. The Board's report
will be sent through the Chief Medic~l Officer
to the Permanent Secretary or Head of Derqrt
ment concerned, who will forward it with his
recommcmdations to the Chicf EstabliGhment
Officer.

11.9 (1) Claims from employees eligible
for compensation under the ~orkmen's
Comp0nsation Ordinance should be made in the
prescribed form through the Head of Deparbnent
to-the Labour Commissioner, who will e~press
an opinien as to liability and assess the
;compensation payable. All claims will-be
referred to the Chief Auditor for verification
before any compensation payments arc mede.

(2) ~lliercGovernment work is given
out by contract the contractors should be
required under the contract to insure their
liability in respect of the workmen 0mployed
by them.

11.10 No ofticer shall be entitled to
claim compensation in respect of loss0s of,
or dcmcge to, private property incurred through
fire, theft, riots or otherwise in the course
of his service, but in special cases the grant
of compensation may be made cisan act of
grace. No such concession shall Do made in
respect of losses or-damage which, in the
opinion of thu Financial Secretary were due
to negligence for which the officer was
responsible or which could reasonably have
been covered by insurance.

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

(i) are equipped, where neCGssary, wit,] fire
extinguishers Gnd that arrnngements arc
madG for the pGriodicGI examine_tion of
such equipment and the supply of refills;
and

(ii) ~rc, as far ~s pr~cticable, hurrican2
proof, and that all doors, wind0~s etc.
ar~ m~de secure on notific2tion of 2
hurri~~ne warning.
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(2) The responsibility for maintaining

all Government buildings is vested in the
Chief Enginacr, Public Works Department, b~ose
duty it is to repair all damage to property
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 ~ undertaken at public
.cost vithout the authority of the Ministry of
~ommunica tions cnd tlorks.

; ,(4) When alterations, additions or
improvements to official premises are desired,
Permanent 'Secretaries or Heads of Departments
will apply to the Ministry of Communication~,
t-jorks& In,~.ustry'stating the requirements in
detail and fully explaining the necessity or
desirability of the proposed work.

11.12 Permanent Secretaries and Heads of
Departments wi~l ensure that arrangements arc
made for every Government building and grounds
in their charge to be m~intained in clean,
neat and orderly condition.

11.13 (1) Before or immCdiately after
occupation is taken of a Government building,
the Permanent Secretary or Head of DcpiO'xtmcnt
taking occupation or officer designated by
them \-:illcall for the keys of the building
and report to the Chief Engineer, Public
;70rks Department' any defect or damage ,.,hich
may be obs0rvcd.

(2) Officers entrusted with
Government.keysare personally r~sponsible
fo"::-;;;-(?iradequatecar0. 'rho loss of C1nykey
iE C:!l:cur,'stancessuggesting negligence by the'
officer concerned will render him personally
liable for i)nyeXPense incurred by the
Govermnent in -its replacement or in furnish
ing-nc\.,·locks'and keys.

(3) Heads of Departments are
required to keep a register of all keys to
bui2.cings Clndofficers tc who;n keys arc
issu~d for r~tcntion will be required to
LlcknO>Jledgethe receipt of keys by sign2lture
in'~h:) register. Duplicates of keys must not
be )~':::.tin offices of buildings for 'vhieh they
<:lr":j~>ed.lleuGs or Departments must ensure
that keys of offices ClnGbuildings arc h~ndeG
only ty resPonsible officGrs. Any loss of
)~eysm:.'.:-:tbc reported ;::tonce to the Head of
Dep.:lrt'i1~~1t.

(~) The Account~nt Gcncrnl ~ill
J~eep all duplicate keys of safes in the
Tre~sury v~ult <:nd maintain a record of 211
sClf0~ -nd officers to WhOM ~1e s~fe keys arc
is!;':''::.O:OF -,-~st.ovh'':Js2f\~keys i'.rG
iSSi..1cr~_ - ~., .: ;. _:.~';.". :. ·.;::.I~<:.:-::.. : ~~-':'<2 for ti12ir
~;c"c:1~:_\':: ~ ::'li?"_ .:~ ::,.rt l()~:~~~:. imm\?di2\:~ly
to the J.~:,::",;~L~,:::'.:\ntGeI~crc.l..
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Appendix I

·Pl\SSl'.GZAGREEMENT

(General Order 2.13)

AGREEMENT made this •••••••••• day of •••••••• _••_••••••one thou5i:nd

nine hundred and •••••••••••••••••••••••••••••••••••••••••••••••••

Between •••••••••••••••••••••••••••••••••••••••.•••••••••.••••••••

hereinafter callL~ the "Person selected") of •••••••••••••••••••••

of the one part and the undersigned ••••••••••••••••••••••••••••••

for Gnd on behalf of the Government of ••••••••••.••••••••••••••••

(hereinafter called Pthc Government") of the other part.

WHEREAS the person selected has been selected for appoinD~ent

as .•••••••••• : •••••••.•••..••••••••••••••••. in ••••.•••••.••••••••
.•;•••••••••.•••••••••••••••••• (hereinafter called "the 'i'erritcry")

and \>lillbe provided with a passage: to the ~t.'crritory for hilllscif

cnd his wife if sho accompanies hi", to, or joins him in,the

Territory and may in ~ertain circumstances be provided with a

passage back to thG place of recruitment;

AND HHETIEA5 the person selected milYon certain conditions be

provided with assistance towards the cost cf his children's

passages to the Territory;

How the person selected, in consideration of these promises, cloth

hereby agree that should he faif to proceed to the Territory as and

whon directed, or within the period of two years from the date of

his arrival in the;Territory, oither quit the Territory Y1ithout

leave or leave the service of the Government, or be dismissed 0):
removed from his 2ppointment in consequence of misconduct, he "Jill

refund and repay to the Government the amount puid for his passage

to the Territory and for th0 passage of any member or members of

his family.

AND the person selecte:"ddoth hereby also agree that, for the

purposes of this Agreement, the amount paid for his passag·2 (lnG.

the passage of any member or members of his family shall be deemed

to.mean the tot2.l cost to thc Government of tri1nsporting tho !:-,crson

selected and his family and baggage to the Territory.

PROVIDED always that nothing herein contuined shall bind or

oblige the person selected to rcpoY the aforesaid passugc money if

at the time h(~ shall leave the service of tiE: Governrnent af the

Territory as ~fores2id, it shull be ccrtifiG~ by ~ duly qu~lified

t·jedic''llOf ficer ei:::ployedby the Govermn'.:ntor by a Consul t.ing

Psysicii1n to the Colonii1l office t:1<1t':hG[J',!:"sonselected i5

un<l~le from bodily or mental infirmit2, -., ..-. ,-'u'?tc [:',5own c.1cf2.ult,

negligence or misconduct to contim;c in -Ult~ F(:rfcrmClnceof his

duty.

WITNESS our hands the d~y ~nd year ubovc ~Titten.

S IGl1ED by the 5ilid ••• _• _••••••• __•••••• _. __• __••• __•••• _•••••

in the presence cf:- sign over ~~~~p



Signature ..........................•....... 1••••••••••••••••••

of thQ" Kaa~g~s~~::::~ 7 ••••••••••••••
1-11 tness -

Occupaticn ••••••••••••••••••••••••••••••••••••••••••••••••

SIGNED by •••••••••••••••••••••••••••••••••••••••••••••••••

(on behalf cf the Government of •••••••••••••••••••••••••••

......................................... )

In the presence of ••••••••••••••••••••••••••••••••••••••••



APPENDIX 11·

SUBSISTEHCF.~AHCE

GENERAL ORDER 5.11 - 5.17'

(i) TR1WELLIHG on DUTY UITlIIN 'rnE TERRITORY

Officers who ~e required to trave~ on duty within th~
Territory wi~l be eligible to receive subsistence allo\~ances
at the following rates when absent from their stations:-

'~here duty involves absence froln
normal station overnight

tfuere duty involves absence
from normal station during
the day only (six hours or
more but not overnight)

Refund of hotel/gueGt
house bill (Full American
Plan) or equivalent
(including servic<.!charge
ane taxes) and cost of
trimsport.

Refund of a maximtuilof
$12 p0r day for mea13
plus the COGt of transport

(ii) TRAVELLING ON DU'!'Y OUTSIDE TW;: 'l'EmU'l'OR~

JUI travel on duty (in cases
\vhere costs arc not m'2t by .
external agencies).

OfficerG trevelling on duty
outside the Territory, who arc
not required to spend the night
away from their stations.

Hcfund of hotel/guest
house bill (Full i~meric<m
FI"~n)or equivale:nt
(including service charge
cnd takes). Cost vr
c1cp<:\rtureta~=, transport 
airport/hotel and hotel/
place of business. Daily
allmHlOce for incid,mtal
and travelling expens,;,s:

Deputy Governor
Financial Secreti.1ry
Pcrmnnent Secretaries

emu Ile:adsof Depn.rtlnents
- $25.

Other Fublic OfficorG
- $20.

Refund of cost of mcal~
up to a maximum of $25
for Permanent Secretaries
and Heads of Departments:
$20 for other Public
Officers, plus the cost
of transport and departure
tc:x



APPENDIX III

TRAVELLING ALLOWAUCES

(G.O. 5.19 - 5.21)

(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

Four-wheel drive

Two-\vhee1 drive

Rates Eer mile

.45¢ a mile for the first 150 miles
35¢ a mile for the next 150 mileslO¢ a mile thereafter
40¢ a mile for the first 150 miles
J3¢ a mile for the next 150 mileslOt a mile thereafter

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

Department/Ministry

Deputy Governor's Office

Audit

Legal

Judicial

Police

Chief '·H.nister

Ministry of Finance

Post

Deputy Governor
Senior Administrative Officer
Assistant Secretary (2)
Housing Officer

Chief Auditor
Financial Control Adviser

Attorney General
Legal Assistant

Registrar
Baliff
t.}agistrate

Chief of Police
D~puty Chief of Police
Inspectors (3)

Permanent Secretary
Senior Administr.ative Officer
U.N. Adviser
Economist

Financial Secretary
Deputy Financial Secretary
Accountant General
Commissioner of Inland Revenue
Ccmptr-oll~r-s (2)
Revenue Officer (2)
Ccmptroller- of Customs



Ministry of Natural
Resourses and Labour

Agriculture

Lands and Survey

Ministry of Communications
and Works

Public Works

Water and Sewerage

Post Office

Minis~ry of Health Education
and Welfare

Education

Ptiblic Heal th

Prison

Immigration

Labour-

Permanent Secretar-y
Lands Officer

•
Chief Agricultural Officer
Liv~stock Adviser __
Agricultural Officer
U.N. Fisheri~s Adviser
Veterinary Officer

Chief Surveyor
Town Planner
Planning Assistant

Perman~nt Secretary
Senior Administrative Officer
Suprintend~nt of Aerodrol:les
Air Traffic Controllers (3)
Ports t-Ianager
~ater Development Engineer

Chief Engineer
Deputy Chief Engineer
Engineers (2)
Architect
Mechanical Supervisor
Roads Officer. _
Housing Officer
Roads Foreman
Surveyor
Building Inspector
Storekeeper

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
!leadTeachers

Chief Medical Officer
Medical Officers (4)
Clinical Psychologist
Health Educator
Radiographer
Public Health Nurse
Public Health Inspector
Public Health Assistant
~amily Planning Nurse Practioner
~amily Planning Family Life Educator
Theatre Nur.se
Dental OffiCEr
Dental Hygienist

Keeper of Prison

Chief Immigration Officer
I~migrati0n Officer-s (2)

Chief Labour: Officer
Senior: Labour- Officer
Labour Officer-



Community Develo~'ent

Customs

Library-

•
Community Develop~ent Officer
Assist~nt Community Development
Officer ~

Deputy Comptroller of Customs
Senior Customs Officers (2)

Librarian

A special rate of $75.00 pc~ manU. will b~ paid to Air Traffic
Controllers, and Head Teachers.
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I~PPENDIX IV

(G.O. 5.12 - 6.25)

ANHUAL RATES OF LEAVE AND SIC: LEAVE ...-

C~t00~!ic~ of St~ff

(t.) Off ic;rs~,hb~··"~~~\!\l'C;·~~·s~u~C\;t";y.,;
'J s~~~?:~",:5·:a.6?:h,tW(··~bo\'~.

(b) Offi:::~rs ';;h6~~,•...·;nlJ::\\.1J~.1' s"2.1'i\~Y·
i:.: '"1b~v.o.'·~·l~,.~S1.6t:~p.iJt.lassth'-.r. ;.21,,50'1'

(c) .)ff lc ::rs .14i··.J::G!c,-··~!?tc·f l\nnu~l
G~lnry below ~lO,~~( ~nd ~bovc
P,05'J

(d) Of£ic~rs in rQc~ipt of ennu~l
s~l~ry vf ~i,06~ or 18SS

LcavG

36 dc.ys

3:) c.:!ys

2'; days

1G days

Purt of 1laOlVO

,,,hich must bQ
t~kcn t;nuc.lly

12 days

12 c.c:ys

12 dCtY"-

12 dr.:ys

l-'1cmimum

J~ccumulil tion
bf loe.vo

108 days

81~ days

6C d,"-ys

36 days

Sick laave - Maximum

to be ~pprovQd annu~lly
by Head of Dopartmant

11 d.!lYs

1t. days

1~ dl.'.ys

1,J dllYS .
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