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PREFACE

1.  This edition of General Orders revises and replaces the 1977 edition, It includes a
number of new Onders and amends or deletes many of the General Orders issued in
1977. The changes reflect the organisational structure of the public service following the
enactment of the Public Service Act and Regulations and particular atiention is invieed to
the new arrangements for appoinanents and promotions etc.: the introduciion of an
“appointing anthority”, defined in G.O. 01101; the devolution of certain powers from the
Public Service Commission under Section 111(2) of the Constitution; and the role of the
Permanent Secretary in the Personinel Management Office. The overall aim of the new
arrangements is to introduce a managerial concept into the public service and, insofar as
is compatible with the generally accepied structure of the service, 1o delegate as much
responsibility as possible to operational Ministries and Departments.

2. General Orders apply to all public officers and together with the Public Setvice
Act and Regulations, they constitute the system under which Public Officers are engaged
and employed. In any case where the provisions of General Orders and the Public
Service Act and Regulations conflict, the Act or Regulations will apply.

3. Thefirst and second figures of an Order indicate the number of the Chapter; the
third figure the number of the Section within the Chapier, and the fourth and fifth figures
the number of the Order.
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Chapter 1

DEFINITIONS

01101. In these General Orders, the terms;-
“Govermment” .

“Cabinet”

“Minister”

“Permanent Secretary”

have the meanings assigned to them by the Constitution,

“appointing authority” means any person or authority baving power, whether
delegated or otherwise, to appoint to office in the public service;
“Commission” means the Public Service Commission established under Sec
tion 110 of the Constitution; o

“contract” means an appointment for & specified period at the end of which the
person appointed shall be entitled @ a gratuity;

“established post” means any public office contained in the Recurrent Esti
mates;

“he” “him” and “his” also means, where the context so requires, “she” “her”
and “hers™; -

“Head of Depertment” means anty person bolding an office listed in the Sche-
dule 10 the Regulations, but may include, where the context of a General Order
50 requires, a Permanent Secretary, _

“officer” means a person bolding or acting in a public office;



“organisation” means a public enterprise, local authority or other undertaking
which has been approved by the Commission for the purposes of the Act;

“permanent appointment” means an appointment made to an established post
in erms which entide the bolder to a pension in accordance with the provisions
of the Pensions Act;

‘P.M.O.” means the Personnel Management Office;
“public office” means any office of emolument in the public service;
“public officer” means a person holding or acting in a public office;

“public service” means, subject to the provisions of section 133 of the Constitu
tion, the civil service of the Government of The Gambia;

“regulations” means the Public Service Regulations;

“scheme of service” means the qualifications and levels of expetience required
for entry into an employment in a public office for which a scheme of setvice
has been approved by the Commission and is applied;

“secondmnent” means an arrangement between the Government and an organisa
tion approved by the Public Service Commission, whereby an officer is re
garded as being on loan 10 an organisation with the intenton that he will, at the
end of the period of secotximent, retwm to a public office;

“tlemporary appointment’”’ means an appoiniment 10 a public office on terms
which do not entitle the holder to a pension;

‘“transfer”’ means an arangement whereby an officer movesonapermanent basis
to other employment, either within the public service or with an organisation, and

there 1s no foreseeable mtention that he will return to the Minisiry or

Departinent in which he was employed prior 10 the move taking place;



“the Act” means the Public Service Act.

01102. While al} officers are subject 10 General Orders, some officers, for example
members of the Police Force, are also subject to statutory control. In such cases, the
provisions of the stanite take precedence over General Onders.

01103. The following Categories shall be used where necessary:~

Category V Officers in Grades 11 and 12
Category IV Officers in Grades 7 to 10
Category Il Officers in Grades 4 106
Category 11 Officers in Grades 2 and 3
Categary 1 Officers in Grade 1



Chapter 2

APPOINTMENTS, PROMOTIONS, RESIGNATIONS AND
RETIREMENTS

SECTION:  Appoiniments and Promotions

02101. All appointments and promotions, with the exceptions listed in the constitution
of The Gambia, will be made, in writing, in accordance with the Act and Regulations.

02102. The minimum qualifications for appointment to any post in the public service
are as stipulated in the Scheme of Service applicable to that post.

02103, The procedure for recommending appointments and promotions are contained
in the Act, Regulations and Schemes of Service. All such recommendations must take
merit into acoount.

02104. Candidates for appointment are required to submit to the appointing authority:-
® an application in their own handwriting, on the prescribed form;

(i} satisfactory evidence that they fulfill the minimum requirements for
appointment 0 the post for which they are applying;

(iid) a birth certificate or affidavit swom before a Notary Public centifying
date and place of birth. Such certificate or affidavit will not be subse
quently altered or amended;

{iv)  oOne or more testimonials.

02105. Candidates for appointment may be required to attend an interview as part of
the selection process, and/or 1o take a written test as pant of the selection procedure.

02106. Candidates selected for appointment will be required to produce a centificate
of medical finess, signed by a Government medical officer, before being offered an

appointment.



02107. Initial appointments will be subject to a probationary period, normatly of one
year. Confirmation of appointment will be subject to satisfactory reports on the officer’s
performance and conduct submitted to the appointing avthority by the Penmanent Sec-
retary, Head of Department, or immediate supervisor as may be appropriate. These
reports will be submitted at intervals of six months and nine months afler the officer's
date of appointnent.

02108. All promotions will be subject to a trial period decided by the appointing
authority. Confirmation of an appointment following promotion will depend on a satis-
factory repott submitted in accordance with the Act,

02109. No officer may be confirmed in his appointment while he is on sick leave.
02110. Every letter of appoiniment or promotion shall specify:-

{(a) the precise designation of the post o which appointment or promotion is
being made; _

(b)  the terms of the appointment or promotion, whetber it is temporary or
. permanent, pensionable or not, and the period of notice required ©
terminale it;
{©) the grade applicable to the post;
{(d)  the salary payable;

{e)  the effective date of the appointment or promotion and the incremental
date; '

B

the length of probation or trial period w be served;

& astammmﬂleappoimhmtor;nmmﬁm“dumtmkceﬁectmﬂws
it is accepted in writing;



(b} in the case of a permanent appointment, that the appointment will not be
effective until after the appointee has passed a medical examination.

02111. Appointing authorities will ensure that all officers appointed by them sign a
Declaration of Secrecy.

02112. Appomting authoritics will ensure that all appoimtments, confirmations, promo-
tions, dismissals and transfers of public officers follow the procedure laid down by the
Act and Regulations.

02113, If the effective date of an officer’s appointment or promotion falls between the
first and fifteenth day of the month, inclusive, his incremental date will be the first of that
month; if the effective date of promotion or appointment falls on or after the sixteenth of
the monith, his incremental date will be the first day of the following month.

02114, (a) Subject to the approval of the Commission, an outstanding officer may
receive more than one mcrement within his grade in one year.

(b) Longevity increments, equal 10 10% of his basic salary, will be paid 10
an officer who stagnates at the top of his scale. The first increment will be paid five
years after the daie the officer reaches the top of the scale, and will be paid after each
stagnation period of five years thereafter. Longevity increments are pensionable emolu-
ments,

02115. Increments will be paid automatically by the Accountant General’s Department
unless notification has been received that the increment has been deferred.

02116. An officer's salary on promotion will be:-

@ the minimum of the new scale if the salary he was receiving before
promotion was less than the minimum of the scale to which he has been
promoted; )

(@) the next incremental point in the new scale above his salary before

promotion if his salary before promotion was the same or greater than
the minimum of his new scale.



02117. No officer will be eligible for promotion unless his appointment has been

confimed,

02118. Temporary appointments will be subject to the following conditions:-

(a)

()

the appointment shall be terminable by either party on giving one
month’s notice or by the payment of one month’s salary in licu of
notice;

remuneration will be fixed at the rate which would be payable in respect

_of permanent appointment;

©

@

SECTION IT:

the same disciplinary regulations which apply 10 permanent appoint
menis;

A PETSORt given a lemporary appointment will not be entitled to any of
the benefits attached to a permanent appointment except that, shonld
the iemporary appointment exceed twelve months continuous service,
paid annual leave may be granted at the raie applicable to the post

Acting A ppointments

02201. Acting appointments may only be recommended to fill duty posts in Grade 7

and above,

(2202. Where a Head of Department considers an acting appointment is necessary,
he will notify the Permanent Secretary, P.M.O, using the standard form, at least one
week before the vacancy occurs. The Permanent Secretary, P.M.O. will forward the
notification, together with his comments, (o the Commission,

02203. Where any officer has acted continuously in a post for six months, the Head of
Department will inform the Permanent Secretary, P.M.O. why the post has not been

10



02204. DetailsofacﬁngappoinunemsinGrpde 10 and above will be published in The
Gambia Gazette,

02205. Anacﬁngaﬂowanceeqmlmthesalmydﬁaenﬁalbetwaenthebasicsalaryof
an officer acting in the higher post and the minirmum basic salary of the higher office, will
be paid during the period of the acting appointment, provided that the allowance will
only be payable if the officer acts continuously for thirty days or more,

02206. Where the Commission has agreed that no suitable officer is available to act in
a post, and decides that an officer should undertake part of the duties and responsibili-
ties of such a post for a continucus period of at least thirty days, application on the -
standard form may be made by the Head of the Department to the Permanent Secre-
tary, P.M.O. for permission to pay the officer a charge allowance equivalent 1o the
percentage of the duties be is required to carry out. Similar arrangements shall apply
when an officer is required to carry out the duties of a post higher than his own, but no
acting appointinent is made for statutory reasons.

SECTIONIII: Resignation

02301. An officer may resign his appointment at any time by giving one month’s notice
in writing, or on payment of a month’s satary in lieu of notice, except that Do resignation
may be made or accepted without the approval of the Commissior while an officer is
suspended or interdicied, or while he is the subject of disciplinary proceedings, or
during an investigation which might lead to him becoming the subject of disciplinary
proceedings.

SECTIONIV: Retirement

G2401. On the first of July each year, the Permanent Secretary, P.M.O. will provide
Headsof[kparunmmmmmenamwofoﬁimducmmﬁremnimlheenslﬁngtwdve
months, who will then take action required by the-next following Orders. It is the duty
of an officer to notify his Head of Department twelve months before the date of his
intended retirement,

11



02402. When an officer becomes entitled (0 a pension or-gratuity, his Head of Depart-
ment is responsible for preparing the pensions form. The calculation of pension or
gratuity will be made by the Accountant General ang certified by the Auditor General;
payment of a pension will be authorised by the Pensions Authority. Should a Head of
Department have reason 10 recomrunend a reduced pension or gratuity, his recommenda-
tions must accompany the pensions form, specifying the amount of reduction recom-
mended, and the reasons therefor.

(2403. Every officer in a permanent and pensionable post is required to retire on
reaching the age of 55. An officer who has reached the age of 45 may apply to retire
by giving six months notice, in writing, of his intention (0 do so. A female officer may
retire Oon marriage.

02404. The Pensions Authority may require an officer to retire from the public service
at any time after he reaches the age of 45. In such cases the officer will be given six
month’s notice in writing.

02405. Any leave entitlement must be taken before retirement. Any leave which may
be due to an officer on the day of retirement and which has not been taken will be
forteited.

02406. Heads of Department must draw the attention of each officer in the Depart-
ment who is about 1o retire to the kegal requirement that, if the officer wishes 10 opt for a
reduced pension and gratuity instead of a full pension, he must exercise the option
before the date of his retirement.

02407. Heads of Department have no authority 1o provide a written reference for an
officer leaving the service; however an officer who is applying for other employment
may quote his Head of Department as a referee, who may then provide a prospective
employer with such details of the former officer’s service, character and ability as he

may require.
02408. At the completion of his service, an officer who has been employed on perna-

nent and pensionable or contract terms shall be entitled to a Certificate of Service on the
prescribed form,

12



SECTIONY: Secondment and Transfers
02501, No officer will be seconded or transferred to an organisation unless:-
(a) he occupies a post in Grade 7 or above;
(®  be has been confirned in his appointment;
(¢}  behas completed at least three years service with the Government;

(1] his secondment or transfer is the subject of a request made 10 the
.Government by an organisation and is supported in writing by the
Secretary General.

02502. Unless he is promoted to a higher grade in the public service, a seconded
officer will retumn to the service in the same salary grade which he enjoyed prior to his
secondment.

02503. An officer being seconded or transferred to an organisation will be required to
take all leave to which he is entitled before the first day of the secondment or transfer.
Any such Jeave which is not taken will be forfeited.

02504. Each secondment shall be for a specific period and no secondment or second-
ments in respect of an individual officer shall exceed a total, in the aggregaie, of more
than six years during the whole of his public service.

02505. Three months before the period of secondment of an officer is due to end, the
organisation to which he is seconded is expected to inform the Govemnment of its
intention or otherwise to apply for the extension of the officer’s secondment. In the
absence of such information, the secondment will be ended and the officer will be
expected to returm 10 the public service. It is the responsibility of a seconded officer to
bring this Order to the notice of the organisation 10 which he is seconded.

02506. Subject to the conditions in the preceding Orders, and any other conditions it
considers necessary, the P.S.C. may authorise the secondment or transfer of an officer.

13



Chapter 3
CONDUCT AND DISCIPLINE
SECTIONI: General

03101. The holder of any office is required to discharge any duties upon which Gov-
emment wishes to employ him, and may be stationed wherever his presence is consid-
ered necessary.

03102. The Inspector General of Police, the Registrar of the Supreme Court and
Clerks of Subordinate Courts will report to the Permanent Secretary, P.M.O. and to
the Head of the Department concemed, any case in which a public officer is charged
with a criminal offence, and the resuit of any case arising from such charge. Where such
notification is made, the Head of Department will take action required by the Act and
Regulations. '

03103. No officer, untess authorised by his Head of Department or the Secretary
General may communicate, either directly or indirectly to the press, of to any person
who does not belong to his own department, any information obtained in the course of

03104. Every officer is entitled @ his own political views, and may, if qualified, vote at
elections. He may become a member of a political party or organisation, but may not
accept any office, whether paid or unpaid, permanent or temporary, in any political
party or organisation, nor may he make speeches, join in demonstrations or in any other
way indicate publicly his support for any political party, organisation, person or policy,
nor shall he be required 10 do 50 in the course of his duties.

03105. An officer wishing to belong to an organisation which has both political and
other objectives who is uncertain whether the organisation is a political organisation
within the meaning of G.Q. 03104 should seek advice from the Secretary General
through his Head of Department. The ruling of the Secretary General in the matter shall
be final.

14



03106. A public officer (including a Category 1 officer) wishing o stand for election to
the House of Representatives must resign his appointment before doing so. Any appli-
cation from him to be readmitted to the public service will not be considered until three
years have elapsed from the date of his resignation.

03107, (a) It is the duty of the Registrar of the Supreme Court, Clerks of
Subordinate Courts and Commissioner of Stamp Duties to report to the appropriate
Head of Department if a public officer becomes a judgement debtor or has acknowl-
edged any debt in writing. Copies of such reports shall be sent to the Permanent
Secretary, P.M.O. and to the Secretary of the Commission.

(b} Itis the duty of any officer to whom the Junior Public Officers Relief Act
(Cap. 99) applies, to take advantage of the provisions of the Act in any action institated
against him in which the Act may be pleaded; failure to do so will render him liable to
fiscioli fings.

03108. An officer will be liable to disciplinary proceedings if he is subject to serious
pecuniary embarrassment. A Head of Department who becomes aware of such a

03109. No public officer is permitted to make any loan at interest to any other officer
or to act as an intermediary between any public officer and a money-lender or to take
any part in collecting debis on behalf of a money-lender.

03110. The Regulations governing inventions by public officers are contained in Ap-
perdix A.

03111. Public officers shall not institute legal proceedings in connection with maners
arising out of their public duties without the authority of the Secretary General,

03112. Heads of department who intend to spend longer than one day’s absence from
their headquarters must, at least three days before the first day of such absence, notify
the Permanent Secretary of their Ministry of the expected duration of their absence,
their probable whereabouts on each day of absence and the purpose for which they will
be absent. Permanent Secretaries must submit similar reports of their own intended

15



absences to the Secretary General.

03113. Anofﬁcaprmidedu&thoﬂichltanspmmﬂuscsuchmspmfmpﬁvaw
purposes only in exceptional circinmstances which must be reporied, as soon as possi-
ble, t0 the Head of Department.

03114. Public officers shall not be empioyed for any private purpose during official
working hours.

03115. An officer shall, on appointment 1o the public sexvice, disclose to the Secretary
General particulars of aby investment or sharehoidings which he may possess in any
public or private company carrying on business in The Gambia, or any other direct or
indirect interest in such company. If the Secretary Generat decides that the officer’s
private affairs might be brought into real or apparent conflict with his public duties or in
any way influence him in the discharge of his duties, the officer shall, to such extent as
the Secretary General directs, divest himself of such investments of interests.

03116. An officer shall not directly or indirectly acquire investments or interests of the
nature mentioned in G.O. 03115 without the express permission of the Secretary Gen-
eral.

03117. An officer absent from duty without permission shall, in addition to any other
action which may be taken, have one day’s pay deducted from the next salary payment
due to him for each day’s absence. The Head of Department will take the action
required by-this Order, informing the Accountant General, Auditor General and Perma-
nent Secretary, PM.O.
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Chapter 4
1L.EAVE
04101. In this Chapeer:-

“anawzal leave” means on full salary;

“leave year” means a period of twelve calendar months, from 1st January each
year,

“matemity leave” means leave gmniadmm;oﬂimnmh(}.o. 04112,

“gick leave” means leave granted on the anthonity of a Govenment meical
offices;

“study leave” means leave with or without pay, to enable an officer (0 imdergo
training approved by the Commission. Study leave for medical officers and
dentists is subject to the provisions of G.N. 92/64;

“supervisor” means the officer 10 whom a Permanent Secretary or Head of
Department has delegated authority, in writing, to approve annual Jeave for their
subordinases;

“waorking day” meams any day from Monday © Friday inclusive. A gazetied
public holiday shall not count as a working day.

04102, Sick leave will be regarded as duty for the purposes of leave eamning. Study
leave and maemity leave do not coumt as duty and are not leave eaming.

04103. Annual leave will be authorised by a Permanent Secretary, Head of Depart-
ment Or supervisor as appropriate. Records of annual leave will be maintained in
accordance with imstructions issued by the Permanent Secretary, P.M.O. Permanent
Secretaries wishing to take annual leave must obiain the agreement of the Secretary
General before doing so.

17



04104. Annual leave entitlements are:-

GRADE WORKING DAYS LEAVE PER LEAVE YEAR
10 and above 25
7109 2
Jtob : 20
Tand 2 15

04105. An officer is required to take his annual leave during the leave year in which it
is being eamed; except that with the permission of his supervisor, he may carry forward
up to 5 days leave to the next leave year. Any annual leave entitlement in excess of 5
days which has not been taken at the end of any leave year will be forfeited.

04106. With the permission of his supervisor, an officer may, in any year be allowed
to take up {0 5 days annual leave in advance of the leave year in which such leave would
be earmmed.

04107. In cases of emergency, a supervisor may authorise up to 7 working days
special leave with pay if he is satisfied that the circumstances justify the officer’s ab-
sence. Such leave will be deducted from the officer’s annual leave entitlement.

04108. An officer granted study leave for a period longer than six months must take
the anmual leave due 10 him before proceeding on study leave; if the exigencies of the
public service preclude such arangements, the Commission may autharise the officer 10
carry forward his annual leave until after his return from study leave.

04109. An officer required o visit another coumtry on duty may, with the approval of
his Permanent Secretary or Head of Department as appropriate, take all or part of any
annual leave 1o which he is entitled in that country. Any approval given under this Order
will include the dates when the leave may be taken. No per diem or other form of
allowances will be payable in respect of any leave granied under this Order.

04110. An officer failing to return  duty following a period of Jeave will be regarded
as being on unpaid leave and may, depending on the circumstances of the case, be
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subject to disciplinary action.

(04111, A permanent or pensionable officer who becomes pregnant will be entited to
three calendar months paid maternity leave on production of a medical certificate stating
the anticipated date of confinement, Maternity leave will normally start about six weeks
before the expected date of confinement shown on the medical certificate. Maternity
leave will not be leave eaming, but will be in addition 10 any earned leave due 1o the
officer,

04112. Sick leave on full pay may be granted for an initial period of one month, if at
the end of that period the medical practitioner atterding the officer considers that be is
still unfit to resume duty, a further period of sick leave, not exceeding one month may be
amhorised. If, at the end of this second period of sick leave, the officer is still unable 10
resume duty, the matter will be referred 10 the Director of Health Services for his advice
and recommendations, in particuar as © whether a Medical Board should be convened

under the provisions of Chapier 8.

04113. Where an officer has been granted sick leave on full pay for a period or
periods aggregating six months or more during any period of twelve months, any further
sick leave granted to him will be on half pay. No officer will be granted an aggregate of
more than twelve months sick leave in any four years. In the case of officers certified as
suffering from mberculosis, the periods of sick leave on full pay and sick leave on haif-
pay authorised by this Order shall be nine months and twelve months respectively.

04114. Sick leave in excess of twelve months in any period of four years will be
without salary and will not be reckoned for purposes of increment or pension. Provided
that an officer suffering from tuberculosis may be allowed twenty-one months sick leave
in any four years period before this Order takes effect.

04115. An officer entitled to annual leave will be required 10 take that leave at the end
of any period of sick leave on full pay before being granted sick leave on half-pay.

04116. Sick leave granied under this Chapter will be regarded as duty for the pur-
poses of leave eaming,
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