GENERAIL ORDERS

Table of Contents

Chapter 1 Preliminary

101
102
103
104
105

106
107

Title.

Effective date of introduction

Application of General Orders

Orders to be availabe for consultation by all officers

Officers to make themselves acquainted with all Government notifications
and orders.

Liability for breach of General Orders.

Definitions.

Chapter 2 Appointment, Promotion and Transfers

201
202
203
204
205
206
207
208
209
210
211
212
213
214
S15
216
217
218
219
220
221
222
223

Authority for appointments.

Effective date of appointment.

Re-employment of dismissed officer.

Eligibility for appointment to the public service.
Oath of Secrecy.

Married women in the public service.
Temporary increases in staff.

Medical report on appointment.

Further medical reports.

Record of service.

‘Probation of non-pensionable officer appointed to pensionable office

Appointments on contract.

Overseas appointments: travel arrangements.
Appointments on transfer or secondment.
Technical Assistance appointments - Importation of motor vehicles.
Seniority as between posts.

Seniority as between officers in the same grade.
Seniority of officers re-appointed after resignation.
Liability to transfer.

Transfers..

Application for transfer

Secondment,

Effective date of promotion.

Chapter 3 Conduct of Public Officers

301
302
303
304
305
306
307
308
309
310

Duties of officers.

Hours of work.

Absence from office during working hours
Absence from duty without permission.
Attendance Register.

Private interests.

Private family interests.

Work for Public Boards or Committees.
Private employment while on leave.

Public officers not to sign public petitions.



311
312
313
314
315
316
317
318
319
320
321
322
323
324
325
326
327
328
329
330

Public officers and the Press.

Publication of official documents.

Publication et books and articles with consent.
Public meetings.

Representation by or on behalf of public officers.
Engagement in political activities.

Engagement in trade union activities.

Acceptance of gifts.

Legal proceedings by officers.

Legal proceedings against public officers.

Cfficers called to give evidence as expert witnesses.
Pecuniary embarrassment.

Bankruptcy proceedings to be reported by an officer.
Bankruptcy proceedings against officer to be reported by officer of Court
Judgement Summons.

Loans to and by public officers.

General misconduct.

Strikes by public officers prohibited.

Certificate of Service.

Valedictory letters.

Chapter 4 Salaries and Acting Allowances

401
402
403
404
405
406
407
408
409
410
411
412
413
414
416

Salaries to be determined by Legislature.

Incremental salary scales.

Payment of salaries.

Promotional increases in salaries.

Incremental dates.

Grant of increments.-

Qualifying or promotional bars.

Retention of service of promoted officers in former Department.
Acting appointments.

Acting allowances.

Period for which acting allowances payable.

Acting allowance when acting officer is on leave.

Subsistence and transport allowances payable to acting officers.
Half personal allowance payable during leave on half pay.
Overtime.

Chapter 5 Advances, Subsistence, Travelling and other Allowances

501
502
503
504
505
506
507
508
509
510

(a) Advances

Central Allowances Committee.

Advances - general.

Advance of salary.

Advance for medical expenses.

Advance to purchase a motor vehicle.
Advance to officer traveling on duty.
Advance for local study expenses.

Advance for the purchase of furniture.
Limitation to the total of personal advances.
Loans to officers.

i



(b) Subsistence Allowance

511 Subsistence allowance.

512 Claims for subsistence allowance.

513  Basis of calculation of subsistence allowance.

514  Subsistence allowance when travelling on duty outside Montserrat.

515 Entertainment allowance when representing the Government abroad.

516 Subsistence allowance when attending courses of training overseas.

517 Subsistence allowance when officers on leave outside Montserrat undertake

duty.

(c) Travelling Allowances

518 Travelling expenses in connection with duties outside Montserrat.
519 Transport allowance.

510 Mileage allowance.

521 Travelling between home and place of work.

522 Economy to be exercised when travelling on duty.

523  Area allowance.

524  Bicycle allowance.

(d) Other Allowances

525 Cashier’s allowance.
526  Special allowances may be approved by the Governor.
527 Entertainment allowance.

Chapter 6 Leave, and Leave Passages
(a) Preliminary

601  Application.
602 Definitions.

(b) Leave

603  Public officers and employees not entitled to leave as of right
604  Authority for grant of leave.

605 The employment of leave reliefs.

606 Period regarded as leave.

607 Cancellation of leave.

608 Extensions of leave.

609 Compulsory leave. AR ,
610 Absence without leave. Canoege
611 Leave not due. {

612 Leave eligibility. i
613  Forfeiture of annual leave not taken.

614 Address while on leave.

615 Leave salary.

616 Leave prior to retirement.

617 Leave prior to resignation.

618 Resignation or retirement while on leave.

619 Forfeiture of leave eligibility in certain cases.

620 Leave eligibility of teaching staff.

jii



621
622

623
624
625
626
627
628
629
630

631
632
633
634
635
636
637

638
639
640
641
642

643
644

645

646
647
648
649
650
651
652
653
654

(c) Sick Leave

Circumstances in which sick leave may be granted.

Sick leave in excess of two consecutive working days to require production
of medical certificate.

Maximum amount of sick leave to be granted.

Officer may be called upon to appear before a Medical Board.

Sick leave when Medical Board advises discharge on grounds of ill health.

Discretionary sick leave.

Officers to seek medical advice.

Failure to appear before a Medical Board.

Maternity leave

Payment of medical expenses from public funds

(d) Other forms of leave

Leave on urgent private affairs.

Granting of leave on urgent private affairs.

Special leave to attend sporting and other events.

Special leave in other circumstances.

Study leave.

Study leave to be subject to the execution of an agreemnt.

Reports on progress and attendance of officers attending courses of study.

(e) Leave: Miscellaneous provisions

Leave accounts.

Officer’s leave eligibility to lapse on his death.

Leave on full or half salary to count as pensionable service.

Leave without pay normally not to count for increments.

Officer to hand over cash, stores etc., in his charge prior to proceeding on
leave.

Return to duty to be reported.

Medical Officer to make report in certain circumstances.

(f) Passages and Leave Passages

Eligibility for passages of officers appointed on secondment or
contract terms.

Eligibility for leave -passages of non-Montserratian officers.

Eligibility for leave passages of Montserratian officers.

Altrnative to air passages.

Period of leave to be spent outside Montserrat.

Leave passages before completion of tour.

Passages to family of officer who dies while in the public service.

Passage agreement.

Leave passage agreement.

Leave passage not a right.

Schedule Annual leave earning rates

Chapter 7 Resignation, Retirement and Terminal Benefits

701
702
703

Resignation.
Resignation may be refused in certain circumstances.
Resignation of an officer who is on leave.

v

L



704
705
706
707
708
709
710
711
712
713
714

71%

Re-employment of officer who has resigned.

Compulsory retirement age.

Re-engagement of retired officer. )

Annual return of officers attaining compulsory retirement age.
Retirement on medical grounds.

Retirement pensions and gratuities.

Evidence of age.

Option to take on retirement reduced pension and gratuity.
Pensionable service in other territories.

Service before eighteenth birthday not to count for pension.
Death of an officer in the public service.

Marriage gratuities.

Chapter 8 Correspondence and Public Business

801
802
803
804
805
806
807
808
809
810
811
812
813
814
815
816

Disclosure of official information.

Confidential and secret correspondence.

Responsibility for security of classified documents.

The handling of classified correspondence.

The communication of decisions affecting an officer personally
Copies of official correspondence not to be made.
Official correspondence.

Communications to be answered without delay.
Opinion by law officers.

Determination of Policy.

Personnel and Establishment matters,

The preservation and destruction of official documents,
Use of official stationery.

Franking of official correspondence.,

Official seal.

Official telegrams.

Chapter 9 Government Quarters

901
902
903
904
905
906
907
908
909
910
911
912
913
914

Rent free quarters.

Reduced rent quarters.

Full rent quarters.

Furniture in Government quarters.
Allocation .of Government quarters
Sharing of quarters.

Payment of rent.

The duties of the Quarters Officer.
Handing over and taking over of Government quarters and furniture
Officer’s liability for deficiencies or damage.

Responsibility of officers for Government quarters

Quarters for members of officer’s family only.

Termination of tenancies.

Hotel expenses.



Chapter 10 Miscellaneous

1001 Channels of communication from public officers.

1002 Petitions from public officers

1003 Interviews with the Governor.

1004 Annual Confidential Reports.

1005 Confidential reports may be submitted at other times.

1006 Knowledge of contents of confidential report.

1007 Personal record form.

1008 Death of an officer to be reported immediately.

1009 Next of kin.

1010 Injury to an officer.

1011 Workmen’s Compensation.

1012 Loss or damage to private property.

1013 Upkeep of public buildings.

1014 Responsibility for maintaining public buildings and grounds
1015 Occupation of public buildings by Ministries and Departments.
1016 Uniforms.

1017 Government vehicles.

1018 Order of precedence.

LIST OF APPENDICES

APPENDIX SUBJECT GENERAL ORDER
NO REFERRED TO
I Hours of Work ....... i i i 302
Il Overtime rates and conditions ............................... 415
I11 Passage ABreement . ...........cuuiiteninuenrnnennnnrnrnneas 652
Iv Leave Passage Agreement ..........oeveeeneneeneneeneneennns 653
A% Rent free qUATLEIS . ....coitit ittt i ie ittt iiennenann 901
VI Reduced rent QUATLETS .. ........ccooiimmmeerneenrnnneennnn. 902
VII Standard sale of furniture for Government quarters ..... . 904

vi






