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Secretary general, Ambassador,

High Commissioners, Chief Justice,
ChairmanP. S.C. £stg 130 perdiem
Othersofficers £s1g 90 per diem

06304. AnofficerinCategory Il or below attached wo a Government Ministry, Depart-
mentor similar body outside The Gambia will be entitled to:-

@
M)
(c)
{d)

satary;
a grant of D200 bcforedepartme ta cover incidental expenses;
free return passage;

suchoﬂwraﬂowmcesasmaybedeanedap;mpmtebythe
Permanent Secretary, PM.O.

06305. Anofficer required to undergo training in a country outside the area between the
tropics of Cancerand Capricorn for acontinnous period of more than four weeks and less
than one year, is entitled 1o an cutfit allowance of not more than D400 (0 be determined by
the Permanent Secretary, P.M.O, who shall take the following factors into consideration
when reaching his decision; -

(@)
(b)
©)

the duration and Jocation of the training;
the climatic conditions in the host country at the relevant period;

whether the officer hasreceived a similar allowance during the
previous three years,

This allowance is payable onlyonce in any three year period.



Chapter 7
MISCELLANEOUS ALLOWANCES

07101. On firstappointmenttoapostin Category Il orabove, anofficerisentiledtoa
kit allowance of D200 when appointed to one of the posts listed in Appendix B. Kit
allowance shall be spent on equipment necessary for touring in the Provinces.

07102. A Commissionerincharge of a Division isentitled toa duty allowance of D2000
per annum, Where he is in post for part of a year, the allowance will be paid pro rata.

07103. Anofficer under the Ministry of Health posted to the Tuberculosis Sanatoriuim,
whoisemployedonduties which bring him intocontact with patients threat, isentitied toan
allowance of D100 per month for the duration of such posting.

07104. Anofficerwhosuccessfully completes acorrespondence course for whichan
advance hasbeen granted, or which complies withthe requirements in Financial Instructions
covering such advances, shall be given a gratuity equal 10 the cost of the course or part
thereofon the recommendation of his Head of Department. 'I‘hegranmypayable underthis
Order shall not be more than D150.

07105. Where anofficer serving on permanent and pensionable terms dies as a resultof
injuries received while travelling by airon duty, compensation will be paid to hisestate in
accordance with the Pensions Act. Inaddition, afurther D100,000 will be paid to the estate
from insurance cover taken outby Government. Where anofficer serving oncontract ierms
diesinthe same circumstances, D25,000 will be paid tohisestase from insurance cover paid
for by Government.

07106. Anofficer specifically requested by Government toaccommodate guests isentitie

o anallowance of D20 foreach guest foreachnight for whichhe provides accominodation.
Ahusband and wife shall be regarded as two guests.
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Chapter 8
MEDICAL AND DENTAL TREATMENT
SECTIONI:  Definition, Entitlementand Procedure
08101. InthisChapter the terms:
"hospital or dispensary” means a Goverament bospital or dispensary,

"medical officer™ means Government medical officer or Government
dentist as the context may require and includes the Director of Health
Services:

"medical bodrd" means a Board, normally consisting of twomedical
officers, convened by the Director of Health Sexvices, to determine the
medical fitness of a public officer, or for such ntherpm'ms&sasﬂ:c
Director of Health Services may direct;

"treatment” means medical treatment or dental treatment provided by or
under the direction of amedical officer, or recommended by a Medical
Board.

08102. Allpublic officersareentitled totreatment, including treatment inhospital, at the
special rates laid down from time to time by the Ministry of Health. Such treatment will be
autharisedby andbe under the direction of amedical officer.

08103. WheseaMedical Boardrecommends and Government accepts that an officer

requires treatmeninot available within The Gambia, but which is available in another
country, the expenses of such treatment, including the passage required will be bome by
Government. In such cases the following conditions will apply:-

(@)  ifthereatmentis in the United Kingdom, it witl normally be
- limited to that provided for the general public imder the National
Health Scheme;



(b)

{c)

the officer will be required to reimburse Governmenl for any
hospital charges incurmed by means of deductions from his
salary. The amount of reimbursement required from the officer
shall not exceed the charges for which he would have been
liable had he been hospitalised in The Gambia;

this Order will not normally be applicable to an unconfirmed

officer, butin special cases the Permanent Secretary, PM.O.

may recommend 0 the Secretary General that the Order should

be extended to an unconfirmed ficer. In such cases, the deci-
of the Secretary General shall be final.

08104, The spouse and children of an Officer may receive
treatment within The Gambia at the same rates, and under

the gﬂe_fonditions as the Officer

08105. Iniheeventofhisilinessitistheduty of the officer toconsult amedical officer
as soon as possible; in such cases:-

@)

®)

{©)

an officer \mable to attend duty or o report to a bospital or
dispensary must mform amedical officer inmediately; thereafter
he will be anended in his home or quarters;

an officer who is sick and unable to attend duty, but is able to
report to a hospital or dispensary, shall do so at the time

appointed by a medical officer. In an emergency the officer may
attend for treatment at any time;

an officer who is sick but able to attend duty may reporttoa
hospital or dispensary at the time appointed by a medical
officer.

08106. Amedicalofficer whoconsidersthatan officerissuffering from anillness of akind
whichcanses the officer'sabsence from duty will place the officer on thesick list, irrespective
of whether the officer bas reportedhis iliness ornot.
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08107. Whenanofficeris absent from duty owing tosickenss the following actions will
be taken:- _

(a)  the officer's name will be placed on the sick list by amedical
officer, who will as soon as possible, notify the officer's Head of
Deparument, indicating, where possible, the expected duration
of the officer’s absence from duty;

(b}  assoonas practicable the officer must himself inform his Head
of Deparument of his sickness and inability to attend duty.

08108. Itisamatter forthe medical officertodecide whethaa{l_ officeronasick tist should
be treated in hospital or in his own quarters, thereafter: -

(a) an officer who refuses to comply with a requirement to enter
hospital shall be regarded as absent from duty and shall receive
no pay for the period during which he refuses 1o comply with
the requirement; and the medical officer concerned must report
the matier immediately to the officer's Head of Department
through the Director of Health Services;

() anofficer placed on the sick list but not required to enter
bospital will not be penitied to leave his quarters 1o carry out
any official duty without bthe express permission of the
officer is regarded as convalescent, the officer may indertake
light official work;

()  amedical officer treating am officer will immediately reportto the
officer’s Head of Department any refusal by the officer io obey
fical instrocti

08105. A public officer has the right to be treated by a private doctor subject 1o the
folowing conditions:-



(a)

®)

(c)

(d)

(e}

®

the officer must inform a medical officer befose seeking private
treatment, except in an emergency, when amedical officer
must be informed as soon as possible thereafier;

amedical officer who has been informed that an officer is
seeking, or has oblained private treatment, will examine the
officer and if be considers it justified, place him on the sick iist
and so inform the officer’s Head of Department through the
Director of Health Services;

the officer will report every six days to the medical officer, if this
i$ impossible, a report will be made by the private doctor to the
medical officer every six days, until the officer returns to duty;

the medical officer concemed may, at any time, require the
officer to enter hospital for treatment, at which time the private
treament will cease. This action wili not be taken unless the
medical officer considers hospital treamment is essential;

the Director of Health Services shall have the right, at any time
during the officer’s illness, to give notice in writing (o the officer
and his private doctor that consultation with the patient is

- required either to enable him 10 advisec Govemment, or o

convene a Medical Board;

an officer failing to report his iflness, failing to comply with an
order to enter hospital, or failing to attend for consultation when
required will be regarded as being absent from duty without
m'm'm-

when the officer is fit to resume duty, the medical officer treating
him must notify the Director of Health Services, stating the date

on which the officer will resume duty;
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{h) all expenses, including fees, incurred by the officer in respect of
private reatinent, shall be borne by the officer.

SECTIONII: Medical Boards

08201, Whereanofficer hasbeenatiended by amedical officer for anillness connected
with the convening of a Medical Board, that medical officer shall provide the Board witha
fullreportof the case.

08202. Thereportandrecommendationsof aMedical Board are confidential and will be
sent, in triplicate, to the Director of Health Services, who will either approve the Board's
findings or convene a further Board of which he shall be amember.

08203. Whenthe Director of Health Services has approved areport of amedical Board,
he willreturn the original of the report and send the two copies to the Permanent Secretary,
P M.O. who will forward one of them together with hisrecommendations (o the Commis-
sion. :

08204. Neither the Permanent Secretary, P.M.O., nor the Commission may vary the
findings of a Medical Board.

08205. No copies of repons additonal to those authorised by this Section shall be
provided.
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CHAPTER %

PRIVATE WORK BY GOVERNMENT OFFICERS

SECTION I

GENERAL

09101. A public officer may, with the written approval of the Secretary General,
accept paid work in addition to his public duties. Such work shall not, in any circum-
stances, be carried out during official working hours or be such as to prejudice or
compromise his official dutics. No government resources are (o be used in carrying out
such work.

SECTION It

MEDICAL OFFICERS AND DENTISTS

09201. No medical officer or dentists will be allowed to engage in privale practice.

09202, Medical officers and dentists will be paid the following allowances in lieu of
privale practice;

Grades 11and 12 D6,000 per annum

Grade 10 DZ,000 per anhum
- Grade 9 4,000 per annum
Grade 8 D3,000 per anium

(09203. No medical officer or dentist may own, operate or have a financial interest in a
pharmacy or similar establishment. '
09204. No medical officer may authorise the issue of drugs from Government stores

10 a private patient. Such drugs may be supplied to pharmacies in accordance with
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05205. No medical officer or dentist may enter int an arrangement 1o provide treat-
ment for employees of a private undertaking unless the Director of Health Services:-

(a) certifies that the arrangernent would not be deirimental to the
officer’s estalished duties

(b) s satisfied that the amrangement complies in fulk with this Chapter
and in particular with the obligations impased by G.O. 09201.



CHAPTER 10
USE OF GOVERNMENT TRANSPORT
10101, In this Chapter the terms:-

“Government transport” means any conveyanced by owne Govemment for the
purpose of moving person of goods;

“vehicuiar transport” means Government land transport under the control of a
Head of Department;

“river transport” means Government transport used on water controlled by
Gambia Public Transport Co-operation.

10102. An officer travelling on duty requiring the use of transport, and who, through
no fault of his own, is unable (0 use transport for which he receives a transport allow-
ance, may use Government ransport.

10103. Where it is necessary for an officer 10 hire transport he may claim the cost of
hiring, Before approving such a claim, the Head of the Department must be satisfied:-

(a) the journey was necessary;

{») Govemnment transporn was either not available or could not be
obtained in time to be of use;

(c) the rate of hire was the lowest obtainable;

Where the hiring cost exceeds the equivalent Government bire rates in G.O. 10112,
approval to pay the claim must be obtained from the Ministry of Finance before pay-
ment is made. .

10104, Applications for the use of Government transport for one day or less must
reach the Department controlling the transport at least twenty-four hours before it is
required. Where transport is required for more than one day, application must be made
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at least seven days in advance. In both cases applications will be submitted on the
appropiiate requisition form. In an emergency, the Head of Deparunent controliing the
transport may accept an oral application, which must be confirmed by the submission of
a requisition form within twenty-four bours.

. 10105, Applications for vehicular transport under the control of the Ministry of Works
will be made to the Ministry of Works, and for river ransport to the Managing Director,
Gambia Ports Authority/Gambia Public Transport Co-operation. All launches, except
those of the Gambia Police and the Armed Forces, are under the control of the
Managing Director, Gambia Ports Authority and Gambia Public Transport Co-opera-
tion (GPTC). No permanent allocation of laimmches will be made to any Department or
officer. :

10106. It is the responsibility of each Head of Department to provide the Managing
Director, Gambia Ports Authority/Gambia Public Transport Co-operation and the Min-
istry of Works with a list of all officers in his Department to whom authority has been
delegated to sign transport requisitions, and to inform them of any changes which occur
in the list :

10107. Govermnment wansport will be charged out 10 user Departments at the rates set
out in the Gambia Ports Authority/Gambia Public Transport Co-operation and Ministry
of Works tariffs. It is the responsibility of user Departments 10 notify the Ministry of
Works of the Head and Sub-Head under which transport costs are incerred and to
ensure that the costs are comectly debited. Invoices submitted by the Gambia Ports
Authority and the Gambia Public Transport Co-operation will be settled by the Perma-
nent Secretary concerned.

10108. The following rules govern the use of vehicular transport: -
(a) log sheets must be complesed by the driver of the vehicke in
respect of all joumeys and certified by the officer using the
hicke; ;

(b  the number of pezsons and the maximum weight to be carried
on the vehicle, as marked on the vehicle, must not be exceeded;



{c) the officer using the ransport must ensure driver exercises
proper care in carrying out his duties;

(d) the manspornt will be driven only by the driver in charge of it.
Provided that another officer may, in exceptional cases, with the
permission of the Chief Mechanicai Engineer, drive the vehicle.
Provided further that an officer, in possession of a valid driving
licence, may drive the vehicle in an emergency; in such a case be
Will be solely responsible for the vehicle;

{c) in any case involving a breach of discipline by a driver, a serious
defect in a vehicle, or an accident to the vehicle, a written report
will be submitted by the officer using the vehicle 1o the Perma
nent Secretary, Ministry of Works within twenty-four bours of
the incident.

10109. Gambia Ports Authority and Gambia Public Transport Co-operation vessels
are controlied by, and are the responsibility of, their Authorities.

10110. The foliowing rules govern free transport facilities granted under G.Q.’s in
respect of river transpoit other than launches:-

(@)  passage warrants will be issued and signed by the Head of
Department ot his amthorised representative.  Warrants will
stale the purpose of the passage {i.e. leave, posting, duty), the
status of the officer concerned and his passage entitlement in
regard to himself, members of his family and baggage;

(b) passage warrants must be exchanged for a ticket or tickets ©
cover the journey authorised by the warant;

()  payment for ransport provided under this Ordey will be made
by the Ministry concerned.

10111, Governinent transport shall not be hired to public officers for private use, or o
any other person, save with the authority of the appropriate Permanent Secretary, after
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consultation with the Permanent Secretary, Ministry of Finance, or any other official 10
whom he has delegated, in writing, his authority in this regard,

10112, waentvehielésmavaﬂablemhire to Government Departmenits at the
following rates which are subject (0 variations from time to time.

Per Kilometre Per Hour
Landrover and Car - D2.04 Dg6.00
Larries D4.40 D114.00
Tractor and Trailer D5.60 D52.00
Breakdown Vehicle D7.04 D68.00
Low Loader D16.00 D214.00
Lamdrover with plant Trailer D3.50 D4R.00

Charges which imclude the costs of driver, fuel and lubricants, will be levied at either
raie, whichever is highest in regard to the use made of the vehicle,
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Chapter 11
USE OF GOVERNMENT QUARTERS AND GOVERNMENT BUILDINGS

SECTIONI: Government Quarters

11101. An officer in Category IV or above posted to a Province will normally be
allocated a Government quarter, If a quarter is not available Government may rent a
quarter for bim. In such cases the officer will be charged 15% of bis basic salary as
rent,

11102. An officer who is not entitled to a Government quarter, but who is nevertheless
given permission to occupy one, will be required to pay 30% of his basic salary as rent
for the quarters.

11103. An officer in Category III or below, resident in Banjul who is posted to a
Province, or resident outside Banjul and posted 1o Banjul, or resident in a province and
posted to a station to which he cannot travel easily from his home will be entitled to
occupy a Govermment quarter rent free. I he cannot be provided with a quarter he will
be entitied to a rent aowance of D60 per month, Rent allowance will not, however, be
payable $0 an officer in receipt of a residential allowance, Before rent allowance can be
paid, the officer concemed must provide evidence of nonmal residence in the place from
which be is being posted, signed by a Commissioner or Head of Department.

11104. The responsibility for allocating Govemnment quarters shall be as follows:

{a) in Banjul, Cape, Fajara, Abuko and Yiumdum, the Permanent
Secretary, PM.O.;

(b) in a Province:

@ in the case of quarters which have not been specifically
allocated to a Department - the Divisional Commis
sioner, or an officer not below Category IV to whom
the Commissioner has delegated authority, in writing, in
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ki regand;

@ in the case of quarters ailocated 1o a Department - the
Head of Deparunent or an officer nominated by the
Head of the Departnent.

11105, It will be the responsibility of the Personnel Management Office to arrange the
hand over of a quarter, appliances and furniture 0 an officer on first occupancy of a
quarter, and arrange the take over of a quarter, appliances and fumiture from an
occupant on the oocasion of the officer vacating a quarter.

11106. An oificer taking over a quarter must check the inventory with an officer from
the Personnel Management Office. Both officers must sign the inventory, which must be
kept in the quarter. No item listed on the inventory may be removed from a quarter
without the express permission of the Permanent Secretary, Personnel Management
Office.

11107. An officer is responsible for the maintenance of the quarter, fumiture and
appliances atlocated to him, and will be held financially responsible for any loss or
damage which occurs during his oocupancy. He is also responsible for the cleanliness of
his own and his servants’ quariers and compound, which he must inspect from time 10
tme.

11108. An officer occupying a Govermnment qoarter is responsible for notifying the -
Permanent Secretary, Personnel Management Office or, in a Province, the officer re-
sponsible for building maintenance, of any repairs which may be necessary to the
(uarter.

11109. The Permanent Secretary, Personnel Management Office will arrange, as far
as possible, for half yearly inspections of all Government guarters, 10 determine what
repairs may be necessary. It is also bis duty to report to the Permanent Secretary,
Mnnmyofﬁmmydumgehenmsﬂﬂshmbemmmdﬂnmghlheneghgamof
the officer occupying the guarter.

11110. No construction work on, or structural alteration 10 a quarier, may be carmied



out unless specific approval has first been obtained from the Permanent Secretary,
Personnel Management Office. An officer disregarding this Order will bear the cost of
restoring the building o its originai condition.

11111. An officer occupying a Government quarter must give al least six days notice
of his intention to vacate the quarter 1o the Pexmanent Secretary, Personnel Manage-
ment Office.

»
11112. An officer vacating a Government quarter must make arrangements to check
and sign the inventory together with an officer detailed by the Permanent Secretary,
Personnel Management Office. Should he fail to do so, the inventory as checked by an
officer detailed by the Permanent Secretary will be accepted in all respects.

11113. If an inventory reveals loss or damage, which in the opinion of the Penmanent
Secretary, Personnel Management Offfice, is due to unfair wear or tear, he will claim the
value of the loss or damage from the officer who.occupied the quarter. If the officer
disputes the claim, the matter will be referred to the Permanent Secretary, Ministry of
Finance, whose decision will be final

11114. An officer travelling on duty who requires quarters 1 be arranged for him at
any place must give at least three days” waming of his needs 10 the officer responsible
for allocating the quartess.

11115. An officer travelling on duty who occupies a Government quarter will be
responsible for keeping it in good order and leaving it in a clean condition,

11116. Govermment does not accept liability for the loss of an officer’s personal
property from a Government quarter either when he is travelling, or as a result of
burglary, fire or any other cause.

SECTION I

GOVERNMENT BUILDINGS

11201. For purposes of this section the term “Government buildings” does not include
quarters.
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'15202. Al Govemment buildings, including the compounds in which they are situated,
will be aliocated 10 a specific Ministry or Deparment by the Secretary General.

11203, Each Permanent Secretary or Head of Department will be responsible for
ensuring that all Government buildings, together with their contents which have been
allocated to his Ministry/Department, are properly maintained and kept in a good state
of repair. A Permanent Secretary or Head of Department may, in turi, allocate a
buiiding or part of a building to a specific officet by $0 informing him, in writing. The
officer to whom a building or part of a building has been allocated will be responsible
therefore, together with the inventory of its contents. He will also be responsible for
ensuring that the compound wherein the building is sitvated is kept clean and in good
fepair.

11204, An inventory of the contents of every Governinent building or, where appro-
priate, part of a building, must be made and maintained and kept in the bujlding or pan
of a building to which it refers.
11205. Inventories will be checiced and signed:-
{a) by both officers concerned in a change of inventory holder;
{b) -annually, or whenever a Board of Survey is held.

11206, The Permanent Secretary, Ministry of Works and Communications, will ar-
range, as far as possible, for a half-yearly inspection of Government buildings 10 deter-
mine whal repairs are necessary.

11207. Permanent Secretaries and Heads of Departments are responsible for inform-
ing the Ministry of Works and Communications at once about repairs which are neces-
sary to any building or contents thereof which have been allocated to them.

11208. Whete the Permanent Secretary, Ministry of Works and Communications

considers that damage to a Government building or its contents, or the koss of such
conlents are due to unfair wear or tear, he shall claim from the responsibie officer the
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cost of making good the damage or replacing the contents; if the officer disputes the
claim, the matter wilt be referred to the Permanent Secretary, Ministry of Finance,
whose decision shall be final,

11209. Alterations 1o, or the removal of any appliance from Government buidlings
shall only be undertaken with the specific approval of the Permanent Secretary, Ministry
of Works and Communications. An officer disregarding this Order will be responsible
for any costs involved in replacing the appliance and making good any damage caused
thereby. .

11210. The construction or structural alteration to a Government building shall not be
undertaken without the written approval of the Ministry of Works and Communications
and before funds have been specifically provided for the purpose by the Ministry of
Finance in cases where the construction or alteration has not been included in the

approved estimates.
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Chapter 12
GOVERNMENT BUSINESS
SECTIONI:  Responsibilities

12101. Thedefinition of Government is in the Constitution. Ministerial Portfolio are
contained inGazette Notices published from time to time.

12102. Servicematters, including establishment and individual staff matters, are control-
led by the Sectetary General.

12103. Theofficialchannelsofcommunicationwithanyauthority outside The Gambiaare
the office of the President and the Ministry of External Affairs.

12104. Theofficial channel of communication withany Ministry is throughits Permanent
Secretary, towhom all official correspondence shall be address.

12105. Theofficial channel of communication betweena subordinate officer and Govern-
ment, is through his Head of Department, and all correspondence must be channelled
throughhim.

12106. Theofficial channel of communication with the Public Service Commission is
through the Secretary thereto, to whom all official correspondence should be addressed.

12107. Inanymatter whichinvolves, orislikely toinvolve, the Government in legal action,
the advice of the Attorney General who is the Government’ s legal adviser mustbe sought
before any correspondenceissenton the matter inquestion. Anopinion givenbyalaw
officer shall not be quoted in a communication addressed toa private person.

12108. All correspondence must be couched in courteous terms and be asconcise asis
consistent withclarity. ‘

12109. Asfaras possible, every communication shall be confined to asingle subject,
which shall be concisely stated in the heading, '

44




































57



