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The
(1)

(11)

(111)

(a)
(b)

(e)

(a)

(e)

(£)

following cvents have occurrcdi-

-,
8ir Adesoji Aderemi, Onc of Ife has been
apoointed Governor, Vestern Region (the
pont of Deputy Covernmor is unfilled).

Following f Cenersl Dlecticn on 8th
Aaguct, Chief G0 Akintolo hasc boen
re=appointed Prenicr and Chiel JW0.M,
Odebiyl, Minister of Finaonce.

Chief 8.0, Adebo ig in Americn on duty
and cxpectcd back in Coptenber. Dre
SeCe Diobalmu is meting Heald of the
Service ond Chiel I.U. Uina is scting
ae Fermancnt Scerctary Lo the Treoasuly.

lire Ugot has replaced lir, Adedeji as
S-ﬂtﬂ.(i&)ﬁ

li#, Odumosu hos been posted to the
department as S.A.5., Speeinl Dutys

I"p. Inglcdow is due to depart on
retirenent nid-lovenbor « provisionally
iire Odumosz is carmariced to replace
him as S.3.5.(P)3

lirse Ozuntoyec ic being reploced by

lir, Adisa a8 A.SeAld later this month;

Txecutive Class staf? reductions have
been nade in the Departuent to cccord
with the reviced establichment approved
by Covernment (minus one Selie0s in P!
Divisicn and minus one 2.0, in 'A?
Divicion)s

CeleS:(P) is pressing for on additional
LeSe post in his Divicion vhieh I am
unable to suprort on present cvidonee
which points to lack of guality rather
than quantity. Changes of staff have



boen mede to strengthon this Diviclen
and the O» & M0 i85 lookzing into

SeheSe(P)'o problems.

(a) The new schene of sorvice and establichnont
have been promulgated by Treasury circulary

(p) The epplication of tho now scheme of .
sorvice $o serving officers hag been
completcd, saves

(¢) a deeision on which officers on
c{5)1 (othor then @irecet promotces)
on l.ite60 chould be advanced to
¢(E)2,3 ie avaited Lrom the PeS.0e
A farther necting of the Getelaliele
on thic matter is dGuc %o be hcld
next weclks

{4i) foliowing & decision on (1) 1t
will be necessary Lo revicw the
position of officers on G(E)1 from
1.4460 to the present time with

. papticular refercnce to those vho
‘have been confirmed or vhose trial
prozotione have been mads :
gubstantive within this porlod;

(¢) Promoticng recomncndsbicns (WeCefe 147.60)
for the Accounte and Ganeral Dutics Branches
arc before the Pel«la

{d) I have rcferred to you recommendations Tfor

the promotion of two Uzecutive OLflcers to
the Adninistrative Classg

{e) A 107 quota for entry by direct promoticn
end linmitcd competition has Deen approved
for this yoars

{(£) Deparimental diveet promoticn recounendations
have Deen received and avalt consideration by
the Gt:iti}oi'lBt;

(g) The Linited Competition will be held on
20th Aurets

{n) Postinzs and revised scting appointments
have boen epproved and implemented to accoxd
with the revised establishments

Wi



- v

(1) The desirebility of decontralising the -

G.2+Ce has beoen cxanined and papors arc

being preparod for presentation at noxt

Nonlay's Stafl meebtings
(3) ™ese is a nced for training moctings/

coursce for accounts staff vhich the

Accountant=CGeneml, with D.,7%c

concurrencey hags in hande

(a) The reviced ccheme of sorvice Tor tho
Confidential Decretary/Stcnosrapher
cadre is before the Peleled

(b) Pronotion recommendations to the OPficial
Reporter grade have been held up vhile
the wighes of the officers eligible for
conplideration are asecriained regarding
teamsfe: to this cedre. '

A memo. ic Dofore fmecutlve Council proposing
that the normal oge of retircncnt is raised from
55 to 60.

Se

on account of stall chanpess

(b) The Staff List as ot 1.5.60 has iceueds

{e) Vork on the iscus of existing approved
chapters of deneral. Orders {with index)
and of rowrliting additicnal chopters
hag, I regret, made 1itile progress and
has been turned over to ilr. Odumoouy

(@) This year's overccas courbo for trade
uniocniste will talke the form of
participating in a Colowbo Plan Trode
Union Course il. mid-Ceptenber orpmaniced
by the Uslle WMinistry of Lobours

(c) Regponcibility for the Sclf=fccounting
Cection and for internal Audit has pasced
to the Accountant-lencral, and the Scetion
hac moved Dodily to the fAccounting Diviciong

(£) cuarterly moetings o the three Thitley
Gouncils have been held ac well ac a nusbop
of ad hoc Joint "hitley commilttec moetings.

HIENTS DIV

SO0

(a) Statutory offices and other poste attracting



Pixed polarics = lovised eslarics have J
been approved by Covernmont (Treasury
Cireular 17)3

(v) Morgan Commission regrading proposalc =
A momo. 1o bDefore Ixecutive Coanells

{(e) Prineipal Crade - A memos. ic before
Executive Council. As and when thiso
menoe is talien by Council you may wich
to advipe II.11.7= to propose to Counell
a variation of the effeoetive date of
introduction opeceified in the meno. Lfrom
1t Sepltembor to lot Octobers

(@) Seslec A cntry points = A dralt

comprehonsive cireular ic with the
Uhiticy Couneil Staff Sidc for clecaronceo.

lir. Hoynolds hag continued to cancentrate om
training ond I understand that the possibility of his further
engagement on contract is being considered. I regret that I
have been unchle to obtaln any draft training monuales from

lir. Parsons.

Te SELCEAL JUTY

lire Odumosu resumeod dut/y a week ago from America
and has been glven the following aselgnmcentaie
(1) Completion of indexz ond icsuc of
Ceneral Order chapters approved by
Covernments

(11) Revision of cchemes of sorvice of all
¥¢' scale postsg

{121) After (1) ic completed, the preparation
of the rcmaining chepters of Vestern
fegion General Orders.

8+ I hand over to you the follovings-
a) Rey 33009 to the stecl cabinet
b) Spere key of offlico
¢) Coples o.8026, 827 and 853 of Scourity
ingtructions (ligeria)
(@) Copy 10.95 in comeetion with unlawfal

asganblies and riots
2.'(. Go‘h ed -
Officer Tanding-Over

(e¢) Onc official bricf-casce.
b hagast, 1960 Bee Cooper

A.;-\rf'c&h/a._.

Dele Ccanian

. Gfficer teling over - —
i

Il Augast, 1960
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TELEGRAMS : PERMFIN THE TREASURY O,
'*‘!g IBADAN -
Your ef. No,

All communications should be addressed g

to the Permanent Secretary to the
quol

Our Ref. No.__C +258146,/118

et el Mg Al e L TR S

£
pate.{. October, 1960

Chief S5.0. Adebo, C.l.G.,
Head of the Service,

The Treasury,

Ibadan.

Bir,

I have the honour to forward, for your information,

) y5..a() a copy of my handing-over notes to Wr. P.T. Odumosu in
.. @ respect of the Establishments & Organisation Department.
PP7-2¢
I have the honour to be,
Bir,
Your obedient servant,

Z,_;IS;ChicLh‘ >

-
= =

(D.I. SCAWLAN)
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RETARLIGHMINTS & ORGANIGATION DEPARTMENT OF THE TREASURY 7;,,/

Handing=over notee Crom Hpe Dele Seanlen . M.V.O.

lpe Po'lls Odumosy

When I begon writing these notes I was unawarc
that you would be succeccding me in the post of Seerctary
for Lotablichments end Organisation, and it is probable
that much of what is writton, particularly. ag regards tho
Establichments Division, will alrecady be famlllar to you.
2, : The Dstablishments Division (now Bstablichments
and Organisation Department) of the Ministry of Finance |
(now the Treasury) came into being on October 1lst, 1954, ;’”“;/

end sinee then the following OfTficors have beon in charge:

Octs - Decey 1954 I.P: licoloon (Acting
Deg, 1954 = May, 1955 DeIe Scanlan (Acting
June, 1955 =« June, 1956 I.Fs Wicolson (Acting

Dols Scanlan,ﬁ'idf".ﬂ. (ﬁcﬁin{;)
JelTeHe 0'Regan, .0.Bs8e
DoId S(!anl&ﬂ, EE{I?#O‘

July, 1956 - Decece 1956
Jdane 1957 = lay, 1957
May, 1957 = Oct. 1960

a8 st o0 &2 &5

lessre. MeGrath and Cooper have acted as Secretary during
gummer leave in 1958, 1959 and 1960, vwhile lir. Cooper acte

again ap Seeretary from Jamiary to lay, 1960, vhen 1 was /|

assigned to Special Dutles in the Treasury.

Se The Sccretary for Dstablishments and Organ
ronkes as o Permanent Seerctery pvost, tut in the Treasul
organigation both he and the Secretary for Finance
report to the Permancnt Secrctary to the Treasury.

Office Orpanisation.
Lo The Establishments and Organisation D

cRart

e L

compriges five Divisionsi-

(a) Adminiptration Division under a Senic
Agsigtant Scerctary;

(b) Establichments Division under a Senior
Aspistant Seeretarys

(e) Personnel Division under a Scnior
Asgigtont Becretarys

(a) Organisation & lethods Division undor
the Organisation & lethods Officel

(e) Recruitment and Training Divisiong
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In practice, however, the Director of Rescruitment and ’%L .
Training reporte direet to the Woed of the Serviee on most '
mattors and the Seerctary Tor Lstablishments and Organloation

is not responsible for the work of that DNivision. Theee notes

will, therefore, not cover the work of the Reeruitment and

Training Division but only refer to the relationship between

that Division and the remainder of the Department.

Se The Heads of the Administration, Eﬂt&biintnacnts,

Personnel and Organication & Hethods Divisions report direct

to the Seerctary for Beteblishments and Organisation but are

fully responsible for the efficicnt running of thelr respective
Divisione. Tho Administration and CGencral branch of the

Treasury, which deals with office and personnel management of

all Treasury Staff (ineluding Accounting Division snd Tax Board
outstation steff) is in charge of e Senior Exceutive Officer

(Mr. B.0. Odiase), who recports to the Senior Assistant Seerctery
(Administration), 4
Ge Vhen the posts of Pormanent Seercitary to the Trcosury
and Head of the Service arec occupled by different persons as 1o
the case at present, some care is nceecssary in the upwards g
submission of papers. Generally spcaking, most personnel worlk
relating to the Administrative Class recuiring cubmission beyond
Seerctary level, concerns the Head of the Serviece rather than

the P.8.T¢ On the other hand, Lstablishments Divislon work

(esge establishments, gradings, schemes of service etc.) is a2
mainly Treassury work. Work from the Administration Division
concerning conditions of Serviee would normally be submitted

to the Permancnt Seeretary to the Treasury. The best mule is

to consider whether the subjecet matter is one for which the

Hone. Minigter ie finglly responsible, in which case the submiscsion
should go to the Permanent Scerctary to the Treasury, or

whether the subjeet is a matter of Civil Service management in

which case the submission ghould be addressed to the Head

of tha Serviede.



Te The prescnt position vegarding the scenior stall of
the Department is as followst=

Senior Asgeictant Secrctary
Assiptant Secrotary
Assistant Seerctary

Ixecutive 0fficer

Executive Officer (Acctse)

(Internal Audit)

ADUTNISTRATION & GENGRAT, BRANCH
Senior Ixecutive 0fficer

Higher Executive 0fficer (Acctse)

Executive Officer
PAT SHMENT S

Senior Assisctant Seerctary
Assistant Secretary

‘Assistant Sceretary

- Somplenonting Teem

Hither Executive 0fficer

Brecutiv officer

PERSONIET, DIVILTON

Senior Assiskant Scerctary

Higher Executivw Officer

Higher Executive Mricer (Acets.) @

Executive 0fficer
Exegutive Officer

ORGATTISATION & MATHODS DIV TSIV

0. & M.O.

Aspibtant Becretary, CGrade I
Benlor Ixecutive O0fficer

Higher IExeeutive Officecr

Executive Officer

aw

Mr, U.Bs Ugot
lire R.Co Hwabolmu
lre B.Ae Adisa
Mr. 0.G¢ Awani

lir. J.A.B. Atobasire

Mr., B.0. Odiace
lr. J.0. Agbeyo
Mre B, Oglerialkhi

Hre B.A. Oduntan (Acting)
re JeA. Ohiorenoya

Mrs J.0, Thonor (Executive
0fricer - acting)

re deAe0s Dawodu
(Confidential Clerlk
Sceonded)

re AsEe Osunde

lre AsBe 'Enp;lcdow
(retiring mid-NVovember)

Mre Oolle Obasohan (Acting)
lire GeOs A:lani
lr. SeBo Balako

Ur. S.0, Iwajei

Mre GeB. Reynolds (rotiring
3611.60

lire U.h. Ademosu (ACTING)
lir, J.A,0, Williams

lr, J.A. Abudu
Mr, J,C. Onwubiko gAeting
r. 8,8, Iriah dos

Hr. A. Adescsan do. i

Vacant,



/

ol |
e

G B RA XTI TIHION
Diredtor of Reeruliment & Training ¢ Mr. 0. I, Afe
Training Officer ¢ Mre. WeJ. Anukpe (Acting)
Assistant Seerctary, Grade I § Ur. BeAs Clark (Acting)
Assistant Seerctary s+ lp, J.0. Of114
Asgictant Secrctary | lr. d:0. Sobande
Assictant Secretary b rss Te Alakija
Higher Executive O0fficer ¢ [Hr. A.O. Aboderin
Migher Txecutive Officer H Hres Ce0sls lMaidoh
Higher Exceutive O0flicer ¢ livre GeBeS, Oduniami

(Acting)

Higher Executive Officer (Accte.) lrs G«0, Dosuro

SeBe 04 (Acc‘bs.)
Executive Officer ¢  lr. P.0, Ichola
Exeeutive Qfflicer

e

Ure 0, Atobatecle

Be You will note that, bearing in mind the overall
vacancy position in the Administrative and General Executive
Classces, the staff position in the Department is not unsaticfactory,
at any rate, as regards numbers. The Administrative Staff
Committee has not yet taken a deecision on who will replace

llessrs. Reynolds and Ingledow, both of whom will be lecaving
Nigeria in November. I am not satisfied that we have the right
calibre of Executive staff in cither of these Divisions,

9 I have asked the Scnlor Assistant Seeretary (Personnel)
to arrange for lir. Selako (Executive Officer) to be posted to

the lUinistry of Health & Social Welfare to strengthen the
Istablishments side of that Ministry and for lir. Awoni %o be

moved from his present dutice (leave eand passages) in order that
he may pain wider expericnce in the dutics of an Execcutive Officer.
I was intending to review the Executlve staff in the Organisation
& lethods Division and you will, no doubt, wish to pursue this,

10, In the paragraphs vhich follow, I shall attempt very
briefly to summarisc the work of the four Divisions (exeluding

the Reeruitment and Treining Division) and to refer to matters

which, in my opinion, call for gpeeial attentilon.
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11, ADMINISTRATION DIVISION (includd ng the Adminigtration &
Genoral Bronch

The Adminigtration Divigion ip concerned with
the following cubjectsi=

Conditicns of Service

Breparation of CGeneral Orders

Leave and passages

Prepavation of Staff List

Staff Relations, inecluding the three

Whitley Councilso

National Councill on Establichmente matteors

lieetings of Senior Apsistant Secretarics

Internal Audit

Management of Treasury Office (ineluding
reerulinent & diseipline of junior sctalf,
galaries, advances, staff records,
accommodation, stores snd cquipment,
registry end typing pool).

©

12, Conditions for Servigce for the Vestern Nigeria Public
arc covered by the Public Administration Law, 1959. Under

Section 38 of that Law, the Treasury Board "may by order eeees?
make provision for resulating the public serviee of the Region
includingg-—

%(a) requiring that on Tirst appointment to the
permenent establishment of the public
service, publie officers chould serve for
such period as may be spceified on probation,
and for the conditions of such probaticnary
appointment;

(e) for regulating the econduct of public officers
in relstion to the carrying on or participation
in any trade, business or occupation, to
politieal activitieg, to the publication in any
mamer of statement of a political or administroitive
nature to the rendering of. services to persons
other than the CGovermments, to the digclosure ol
official information and in such other respecis
as appears necessary o the Board for prespervation
of the integrity or independence of the pullie ~—
service; <

{(a) for the conditions upon vhich incremente of
salary may be granted or withheld:

(e) preseribing cxaminations to be taken by any
c¢lass or grade of public officers, and gencrally
for the conduct of puch czxaminationsg

(£) preseribing the conditions of serviee of public
officers including leave, allowances and any
squipment, services, facilitics or benelits
to be provided at the cxpense of the Covernment

sl d

(g) requiring public officers to notify inventions
made, or patents applied for by them, and
preseribing conditbns upon which, and the

to which, rights in inventions or patenis

be enjoyed by any public officer, and for



_.r-""'-‘.
requiring the assigmmont of rightsc not
to be enjoyed by public of'ficers to the
governmentd
(h) regulating the procedure for the making
off petitions by public officere (o the
government §
(i) requlnting official prococdure and
pregeribing the duties end regponsibilities
of publie oificers in relation Lo the
conduct of government business (other than
the finaneial business of govermment) vhich
the Board considers ought to be governed
by orders made under this scetion.'
In accordance with the above, all General Orders have to be
approved by the Treasury Board and the new issuc of General
Orders, which will be distributed ghortly, hes been approved
by the Doard.
13, Changes in conditions of Service should always be
promulgated in the form of revicced General Orders, Such
changes arise from different sources, ineluding,
(a) discussion of proposals raised by Staff Associations
or the Staff Sides of Vhltley Councils;
(b) action taken by other Goveraments in the Federation,
vhere it ie desirable that we should fall in lineg
(c) decisions taken on individual cascs.
e A point to ramember ig that any changes in Conditions

of Service should normally be cleared through the hitley

Councils before submission to the Trcasury Doard. 1% should also

be remembered that Establishment Circular No.10/1957, which was
promulgated in anticipation of the Public Officers! Agrecment

(vhich has still not been signed), puarantecs with cffect from 8.8.57
in reepeet of officers appointed or selected for appointment

by the Secretary oi State or the Crown Agents or in respeet of
officers whose appointment was approved by the Secrctary of State,
that their eonditions of Service as regards temure of office,
promobtion, diseilpline, remuneration, pension, leave and passages

-

will not be less favourable in the fubture than those in force
before the 8th Auzust, subjcet to the Schedule %o the Speelal

igt 'A' agreement and the creation, by agrecment with IHer

=

Majesty'e Coverrment, ol other opportunities for Nigerians to
~ain expericnee in senior pogic without detriment to the promotion

progpeets of overseas officers as at 8th August, 1957.




e .
15 The position regarding General Orders ic that '?F‘
Mr. P.T. Odumosu (Officer on Spoeial Dutles) hac been cngaged
on preparing an index for the new lgsuc, which covers Chapters
I-V, VII, IX - XII, XVI, XIX - XX and XXIII to XXV. The
new General Orders cxelude nmetbersg which fall within the
congtitutional responeibllity of the Covernor or the Publie
Sorvice Commission which chould be covercd by Publie Service
Conmission regulations. The latter, vhen revised, will be
ineluded, with the Judiclal Scrvice Commiscsl on Regulations,
as o separate part of the lanual, Ceneral Orders being the
first part.
16, I sugrest that the Administration Division should be
pressed to complete the Chapter on leavo which has been
outstanding for some months. I have askced the S.A.S.(A)
to give this matter his personal and urgent attenbtion,
17. Uhitley Councils, You are chairman of the thres Rezional
Whitley Councils = Whitley Council I (representing the two
Senior Staff Associations = A:S.CeB.Folle and AcI.8.C.H),
Whitley Council II (vepresenting the W.0.8.U. and the Messengers!

Union) and the Technical VWhitley Council (represcnting 9

Technical Unicns), Whitleyism in Vestern Nigeria ic comparativehie |
new, but I think it is Tair to say that we have got off to a
good ctart and the system probably works as well here as anywhore
in Nigerlia. An illustrated booklet commemorating the first year |
of Vhitleyiem hag Jjust becn published and is about to be issued.
18, Vhitley Counecil meetings bave been fixed as Tfollowsi-
T7th October 10 a.me Vhitley Council II
lhth October 10 a.me Thitley Council I
Lth November 10 a.me Technical Whitley Couneil
Offiecial Side Bricis Tor these meetlngs are being prepared and
a meeting of the Offlciel Side of Vhitley Council II has been y
arranged for 12 p.n. on 5th Oectober in preparation for the
mneeting of the 7th October. It is usual Tor the ofTieial side
briefs, when they relate to poliey matters, bto be cubmitited to
HellaFe for approval in order to ensure tlmt the line talkon on

any cubjeet ic in accordancd with Covernment polieye.
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19. The major outstanding issuc between the Officlal

and Staff Sides of all thres Couneils is the qwsbtion of
procedurc in the cvent of disagreement. The Officiel Side line
on this is thet the Vestern Nigeria CGovernment cennot act
unilatorally in this matter anﬁ on directions from the Cobinet,
the question has b ecen rcferred to the National Council on
Establichmente (see below). On the acsunption that you have
alrecady attonded a Vhitley Council meeting, I will not deseribe
the Council proeccdure in these notes. I do sus;est, houovery
from my experience gince the inception of these Counclle, that
1% is Dbest in the long run to give the Bteff Side spokeemen DPlenty
of ropc. L have also adopted the proctice of allocating subjcets
to the various members of the official side., I suggest that you
should familiarice yourself with the Constitutions of cach of the
Councile snd also that you should study the minutes of previous
mectings. The Assistant Secrctary (Admin,) (lir, R.C. Nwsbolu)

hos been Seerctary of the 0fficial $ide since the Counclls

came into being,.
20, Staff Tist. The latest Stafl Tist was issued as ab 16660,
It might be desirable to issue the next list as at 1.1.61, but if
it ig left too late, printing may be difficult sinece the ﬁnnugl
Betimates and legislative material will have priority.

TiGE
p

21. You are Chalirman of the Senilor Assgictant Scercial

meeting. These meetings are held from time to time and ave, /
think, very useful as a forum for ¢ xchanging vicws on natiers
concerning general administration and for putting acrops th
Treacury view on such matters. I have not convened a Seniol
Asgistent Beeretaries meeting since my return from leave, but 1)
vicw of probable chanzes in personnel at that level, T suggest
that one should be held fairliy soon. *These mectings, aro, in
a sense, complementary to the Permanent 8cerctarics meetinoe.

22. The National Council on “gtablisiments is a

ministerial body, which mecte under the echalrmanehin of tho
Prime liniscter of the Federantion, and comprises ong minister
from the Federation and cach of the Reglons, The last full

neeting of the Hational Council on Lstablichments was held in

‘
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July, 1959, bofere the Western Nigeria CGovermment declded to

set up its own Salary Commiscion owing to disagreement about
terme of reference of the lbanefo Commission., A number of
officinlo'neetings have, however, been held since that date

and T have been able to keep in fairly close touch with my
oprosite numbers in the Federation (Mr, V. Macmillan, C.l.G.,
Permanent Secrctory, MNinistry of Pensions) ond in the North

(Mr, Co Brigstocke of the Premier's 0ffice)s, The position
about the N.CG.lls 1s that the Vest Migeria Coveriment has made
an official request for a full meeting of the Council to be
held ae soon es possible alter inddpendence. A reply ic still
ewaited from the Council Beeretory (now lr, Rapson-), but you
will see from P,197 in File 26592/L/1 that the next officicls'
neeting will probably be held in mid-November,

23+ The Acministration & General Brench is under the charge of
a Senior Ixeccutive Officer (Mr. B.O. Odiace). The Accounts
Segtion of the Branch is physically located in the offices of the
Accounting Division. This move was necceeiteted by the
ungaticfoctory way the accounts had been maintained under the
former H.H.0. (Accounts), OfCice accommodetion is difficult, but
the Premier's Office have been helpful in providing space.

I em not satisfied with the Regletry, nor does the work in the
Typing Pool appear to be egually distributed (e.g. pencions worlk
requirce an additional typist, T think)., The Senior Fxecutive
Officer schould be asked cach month %o ¢xzplain any vacanecies in
the Treasury Establishment of Scale D, ¥ and @ posts. The
vacanoy position in these grades is not unsatisfectory, but

there are still some posts unfilled.

PERSONITET, DIVISTION,
2o The Personnel Divicion ig concerned with the mena gement

and control of the three centrally-deployed classes, and with
both the policy aspectg and actuel computation of retirement
benefits (ineluding Speciel Lists A ond B, Lump Sum Conpensation,

pensieno, gratuitics, armual allowences ete,)

==
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25 The threc eentrally-deployed classes are the e

Administrative, General ixceulive and Seerctarial/Stenocraphie
elasses. The lead of the Servieo is Head of Department of the
Administrative Class, while the Seeretary for Ostablislments
gnd Orgenisation is Head of Department of tho other two
classco.

26, Inportant maticrs relating to the management of

the Administrative Class are discussed by the Admlnisiretive
Star? Committec, vhich usually meets under. the cheirmenship of
the Head of the Service on Thurpday mornings at 9 a.m. [ilnor
matters ave dcalt with as Tile cases and necd not be submitted
to the Hoad of the Serviee unless important iscsues are raised.
The draft agenda for the Administrative 5tall Committee

ig prepared by the Senior Assistant Seerctery (Personncl) and
ghould be in your hands Defore close of business on Vednesday.
The Head of the fServieec usually wishes to discuss the agenda
with you half an hour before the meectinges The Comnittee has
hitherto comprised the Head of the Service, the Secretary to the
Prenier & Bxeoutive Council, the next Senior Adninistrative
officer (until now Mr, Bromage has atiended in this capacity)
and the Sceretary for Botablichments and Organisaticn who also
initlates exccutive action on decisions rcached by the Committee.
The Adninlstrative Staff Committee is concerned pavticularly
with postings, promotions, and sclcclion of members of the
Adninistrative Class for oversecas training courses.

27 The steff position in the Administrative Class as at
1t October, 1960 (i.c. not taking account or the displacement

of eight overscas stal? grade Administrative officers) was as

followes—
Establishment Strenpgth
Duty Posots 152 On duty 133
Lecave Relicfe 17 On leavc 20
Supernumerary & On Special Duty
sceonded office s 20 0z secondnecnt 17
189 170

Vacanecics unfilled 19
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The above vaecancies will be inereased by the depariure

before 31.,1.61 of O everscas offlicers (Messra. Wenry, Howard
Henderson, Smallmen, Grabb, Reynolds, Robertson, Ingledow

and Flint) and by the ternination of the appointment of

Me, Opuntoyes The cace of Mr, Uducbor is also undor consideration
and it is probable that he will not be confimmed in hip

a prointment, In addition, four officers ineluded in the figure
of 20 officers on leave are undertaking training courscs in the
UsBels Tor periods of 9 months or more, Reeruiitment prospecis
for the remainder of this yecar are not promiging end the gquality
of the candidates recently interviewed for poste in the Admin.
Class has, in my opinion, boen below average.

28. On the other side of the pieture there arc three
members of the Gencral Executive Clase now acting as Adninistrative
Officers who are, in my vicw, sultable for immedlate promotion
to the Adminisirative Class. These chould be consldered by the
General Exccutive Clesc Selestlon Board whsn 1t next meets,

29, A monthly Admin. Class dis;positiona liet 4is prepared
by the Personnel Division and I have alwaye made a nrectice of
checking the draft peréonﬂlly' before 1t is typed, and in
particular, of requiring the Personnel Division to provide a
regoneilintion of the vacancy position as compared with that

of the previous month, The Scerstary fof Esteblisiments &
Organicsation nc;xmall;rf reprecents the lead of the Serviee as
consultant at interviews by the Public Serviee Commiscion

of cendidates for the Administrative Class. Another function

of the Bearefar.v is thzla pwearing in of new Administrative
officers (the Oath of Allegisnce, Oath of 0ffice and the
Judicial Oath.)
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306 I pugpest that the pocition of Adninistmtive
officers seeconded to other posts be kept undor constant rovicws
In our present stefl posltion, I think that bedicc oich as the
Sports Council chould appoint their own Beerctary.

3Le The Gencral “xceutive Class with an establislment

of 392 posts comprises four hranchos - Audit, Accounte, Tax
Board, and General Dutlos. It was my intention to mazccet

to the Dircetor of Audit ¢hat a rceommendation chould be
oubniticd to Covermment that the Director chould take owver the
responoibiliticn of Head of Department of the Audit Branch

(33 posts) ns soon ap the current vacanmeles in the Branch have
been filled, The future of the Tax Doard (49 Executive Posto)
ie by no means clear ond I do not recommend any change here
until this position ip clarificd. The Acccunis Branch of the

General Ixecutive Class comprisce 94 postat—

Senilor Executive Officor 9

Higher Uzceutive 0Lficor 25

Ixecutive Officer and Acsiotent
Bxzeoutive Officer 60

It ehould be noted that the poois of Accountant=tencral,
Agsistent Acemmtant—-ﬁmcﬁ'al and Principal Accountant arc not
included in the Genepral Excoutive Class, although the latter
pogtis are filled by promotion from the Clacse The Superccele
accountis poste arc eentrally deployed and the Pormanent Scerctary
to the Treapury is Head of Department of the Clags., The Cencral

Duticc Dranch comprises 216 posioc as Tollovss—

Prineipal Emecutive Cfficer 2
Benior IExecutive O0{icer 15
Higher Lzecutive Officer 33
Exceutive Officer and Asgsistant
Izecutive Officor 15k
Leave Reliefo 12
326 Ap ip tho cose in the Administrative Class, the

managenent of the Gemeral Dxecutive Clase is carrdied cut by moeong
of a Sta?f Connittec comprising the Sceretary for Fotablishhengg

and Orgenisation ae Chalrman, the Aeccuntent-Concral and the
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Senior Assistant Bearetarﬁ (Personncl). The Gommittece
mcots cach londey morning at 9 a.n. end alse deals with
matters concerning the Sceretarial-Stenographic Class (sce below).
335 There were 29 vacancies in the CGeneral Exeeutive

Clese as at 1st Oetober, 1960, but the truc figure was Li,

sinee 12 offleers were acting in or held against posts outside

the Class, Sixtecn officere have been recommended Tor direet
promotion from the Clerical predes and the Tdimited Competitive
Exemination, which was held on tho 29th August, should provide

O more reeruits, Four candidates with degrees or passcs in the
fingl xaminations of Secrctarial or Aecounting bodics have
regentbly been intervicwed snd should be appointed shortly, and

3 officers have boen received for secondment from the Secretarial/
‘Stonographic Class. The Open Competition, which I hope will
provide the bulk of the intake into the elass in the future,

is due to be hsld on the 24th om 25th October (W.R. Notice 923
of 1960). The posting of the 16 direct promobtion candidates

has already been decided, and S.A.S5.(P) will issue the postings
notice,

L The positlon as rcgards promotions in the Class of
Superscale Officers of Accounts and the General Executive Class

is as followssi=-

Assistant Accountant-General : vacant (Mr. Fashoro has been

recommended to the
P.chq)

one vacancy (lir. V.G. Morris,
M. BeEo 8 has been
reconmended to the
P,5.0s see File
E.80010/228)

Principal Accountant

Accounts Branch
Senlor Imecutive Officer
and Higher Executive Officer : all filled
Audit Dranch
2 Higher Ixecutive Officer posts g both Pilled
Tax Branch

5 Higher Excoutive Officer posts : all vacant (pending
clarification ol the
future of the Dranch)

General Dutico Branch

Principal Exocutive Officer ¢ one vacancy
Senior Exceutive Officer t 15 postes all filied,
Hisher Ixeeutive O0fficer t 35 posts - 26 fillea, 8

officers recomncnded to PoS.Cs for promotion (P.376 of
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556 I adviee you to read Mle 50443/D about the
recongtitution of the (enoral Execeutive Clasp Scleetion Board.

WA Y
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Until now the Board has comprised the 2nd Commiceioncr (Mr.d.J.
Marinho,M.B.E) as Chaimen with the Seeretary for Lsteblichments
& Organisation and Direetor of Reeruitment and Training ao
Vembers. The Publie é@nvicé Commiseoion has approved the new
compogition of the Selection Board with elfeet from lst October,
1960, and henceforth you will be Chairman. The Sclection Board
ies responsible for making recommcndations to the Publie Serviee
Commission for promotions to, within and from the General Executive
Class, and also for preliminory interview of dlrect cntry
candidates with qualifications., The urgent job, in my view, ic to
proeeed with promotions to the Administrative Clesc and I will
1nfn'rfn you verbally of my views on this.

36 Onc other matter outstending is in eonncxion with

the advancement of Executive Officers on trial or on probation
to Seale C(E)2,3 in accordance with paragraih L(e) of Trecasury
Circular Wo,.15/1960, All the relevant papers, including

minutes of the General Executive Class Sclection Beoard, arec in
C.504143/19 and the position is that the Bogrd et lts meeting

on 27th September, 1960, considered all cligible offlicers and,
with a few exceptions, made recommendations to the Public Service
Commigsion, The outstanding cases, which chould be considercd at
the next meeting of the Board are:-

Ure Adeniji (Tax) = 0450413/19/20
Ure Ao Adewoyin ECR.173
Mre O. Olayeni ECR.320/5
Mr. J.A. Pasheru EOR.211/7
Mr, M.A:. Daramola EOR.185/6a
Mre SoIl, Afun ECR«331/9
Ur, J.0. Pagbeni BOR. 335/
Mrs, 0.0. Ogunjobi ECR.339/6 (H.E.0, ascertaining
posting)
Ure ’.E'L.D. Ckafor TOR.320/5
37 The staff position in the Seerctarial/Stenographiec

Claco is at precent as followpt=

Posts Vacancies
Confidential Cleri 2 i
Confidential Secretary
Grade I 3 1 (Miss Bryent

lcaving ghortl



0fficiel Reportor
,rt{!rada I

Orffiecial Reporier
(Grade IT

Confidential Seerctary
Urade II i

Confildential Seecrctary
Grade III

Stenographers

10

L3

65

1 (Reeommendation with
PeeCe (50L55/17)

8 (Recommendations to
£111 5 pontie wit@
PeBsCe) (50U53/17

15 (Recommendations for
promoticn t0 3 pooit
With PeSeCe)

15 (Recommendations for
promotion to &
POBtE with P, 310.)

(C+50L53/6/202)

11 (Bight Stenographers
recommended for
pronotion to Cone
Scerctary, III)

As you will observe, recommendations for promotion within the
clase are at present awaiting Public Service Commission approval,
but you may vish to note the following pointsi=

(a) the Stcnographers' Association, vhiéh I
met on 15.9,60, has asked for reconsideration
of the Scheme of Serviee Por 0fflcial

Reporters (gce File 50180/88);

(b) there are four candidates from outside
the Service for the vacancies in the
cadre of Official Reporter and the
Public Serviee Commiscion has been invited

to interview these candidatess

(¢) Of the 15 vacaneles in the Grade of
Confidential Scerctary, Grade II, 8 are
in the Judicial Department (although
‘three officers have been posted to act)e.
Thepe vaconciecs alco include four Isave

relict posiss

I understand that dircct

entry candidates are under consilderation

for appointment by the PsS.Ce}

(@) Vacencies in the grade of Confidential

' geerctary, III and Btenographer will in
future be rfilled to & ¥arge cxtent from
products of the Training School. As far
ge I am aware, all officers who have
attained the nccecsary speed gualifications

for grade have b ecn conslidered;

(e) On the 19th September (504L3/7/108) I
recommended to the Seclection Board that
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3 officers (Meseprso. Popo, Smith and
igene, Confidential Seerctarics, Crade
1I) should De pcconded to the CGeneral
ixecutive Class for a period of trial
not execoeding one year. You may wish
to confirm from the P.5.C. that they
are taking action on this recommendatlon.
There are alvendy Pour officers (Oguneuyi,
Amusa, Davodu and Alabi) seconded to the

. General Exccutive Classy '

(£) You will wish to pursuc the question of
the Scheme of Serviee for ContTldential
Seeretarice, aml I sugrest that
consideration De given to the absorptlion
of the two poets of Confidential Clerk
into the General Executive Class, These
posts are pomething of an anachronism but
I do not mycell think that the duties
of the posts Jjustify Higher Ixecutive
Officer grading. They are both largely
concerned with the custody of seeret
files (including in the case of the
PeBe.Ce post all confidential report files),
ond it ieg for concideration whether the
requirements of security demend a grading
in ¢(B)4,5, observing that many ConTidential
Seeretaries Grade II (graded in Scalo
c(2)2) have custody of such files.

38, The other side of the work of the Personnel Division
concerns retirement benefits and allied subjcetss I advise thati you
Tamiliarise yourself with the Nigeria (Retirement Benefits) Order
in Council, 1960 (a copy of which is in the bottom ripght hand
drawer of the desk), and the Pensions Ordinsnce, 1951 and
Regulationse It will also be neeessary for you to read up the
papers on Special List 'B' (S.8.8.(P)) has the file), Speeial List
'A', and the Public Officers' Agreement (the lattcr, although
agreed, has not been signed),

39. I have been worried about cases of delay in pensions
and other reti:'e:gent benefits, The Tault invarisbly lies with
the originating m%.nistries, and I hope that the recent Troining
course conducted by lir. Ingledow will lead to an improvement in

the handling of these matiers.
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Lo. I ptrongly a dvisc you to read the handing-over notes
written by Mr. Ingledow in October, 1959, when handing over to
Mr. Weolls, as they formm a useful summary of the work of the
Divipione

hl. Another outstending matter ic ths proposal by Her
Majesty's Government to apply to members of Her Majesty'e
Overseas Civil Service ser?iné in Western Nigerla tho scheme
whereby Her Majesty's Covernment would, as from l.lt61, assume
vesponsibility for payment of Inducement @il on, children's
end educational allowances, end the pension liability in respect
of Inducement Pay. This has been put to Exeeutive Council in
Memorandum B.CG.(60)469 but has not yet boen considered by the
Cabinct. i pugpest that you chould read sbout these proposals
in File E.37/4e

L2, b e D .

You are more familiar then I anm with the work of
the Establishmente Divicion, and all I can do is to invite
attention to one or two of the more important outstanding matters:

(a) Principal Grade

You will reeall that a Working Party, of

which you were g member, submitted a report on

this matters The rccommendations of the

Working Party were remitted to the liorgan

Commigsion which substontially endorsed these

recommendations and the subjeet wos also

gired in the Vhitley Councils. The next

development was discussion at the National

Council on Establishments Officials' meeting

on 31.5.60 and a memo. for Executive Council

was subsequently prepared (E.C.(60)388)

which was considered by the Cabinet on 30th

Aupgust,. You will sce from the Ixecutive

Council Conclusion at P.236 of C.6002L that

the Cabinct deferrcd consideration pending

information regarding the comparative position

of Administrative and Profescional offlcers.
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They also directed reforence to the
Hational Council on Esteblishments
before Covernment took n deeiscilon,

A draft note hog been prepared by
SeheSs(2) end we have discussed briefly.
You may wish to see nmy minute to the
Hone Hinister of Finance at P.237 of
C.6002l3

(b)

covering the review of pradings in certain
poste was initlalled by the Hon. Vinigtor
of Finanee on 5th August. It has still not
been placed on the Agenda of the Ixecutive
Council., T puggest that you should
femiliarise yoursels with File B.80027/Vol,IIT
(vhich will be brousht up to you on 10,10.60)
(¢) Schemes of Service

The mein ocutstanding question here, as
Jou are aware, is the preparation of Schemes
of Service Tor posis in the C(E) and ¢(7T)
8cales. In addltlon there are a number of
other outstanding schemeg. Vorlk on ths
Schemes of Service has been the reoponsibili ¢y
of 2 Special Duties Officer (first Mr, Cooper
and then yeurself) since Nay, 1960, but my
impression is that¢ there is still quite a lot
to be done and this will have to be completed
by the Establishments Division:
(da) 8cale A entry moints

A draft comprehensive eircular on this
matter is with the Govermment Printer. It
has been held up owing to the pre-occupation
of the Press with Independence Celebraticns

natters.



I have already reforrsed briefly to the HStafll
popltion in the Organisation & lMethods Divieion. Ap you know,
Mr. Reynolds will be procceding on retirement lecave on 3.11.60.
Mr, Williams the Senior Exeoutive O0fficer who wap posted to the
Division in January, 1960, has ccked to be returned to more
general dutics.

Lb, Mr. Reynolde hap been devoting every Saturdey morning
to the training of Organisation and Methods stall on the theory
end practice of Organisation & Uothods, The first 11 wecks
course ctardtcd in January oand was attended by Nessrs. VWilliams,
Abudu, Abuah (now transferred to the Premier's Office) lMr. HEyo
(en Assistant Sccrctary from Bostern Migeria) and, for part of
the time, lMesors. Dawodu and Osunde from the Complementing Section,
The course took the form of a round table discussion on selected
subjects, led by Mr. Reynolds or lr. Ademosu, and included
demonstration of offieces cquirment both in the office and the
premises of leading suppliers., Training on the job ie continuous
and daily discussions on the conduct of assipnments are conducted
by lessrs. RBeynolds or Ademosu.

L5, As ts completed sinee 1.4.60,

The following‘are the assipnments completed since
1.4.60., MHinor ad hoc assignmente izmvolving Corms design,

mechanisation, etec. are not included in the list.

Asslrnment Assipnment Remarics
orTicer
Admin. & CGencral
Diviegion of the lin,
of Home Affaire Hehe ABcmosu 0. & e Report Ho.6
Locel CGovi. Serviece Board J.4. Abudu Os & Uls Report No.T
liin. of Education i williams;
Grants in Ald section lire Abudu Interim report forwarded
Min, of Education lr. Adesesa n; Interim ppgport forwarded
Registration & Bxam, Div. [lir., Iriagh main report being
publiched
(1) Introdution of the docket system

of filec registration to the Uy, Willioms

Dxtension Servicers and the Fovestry Mr. Adepcsan

Division of the lin, of Agriculture ir, Irigh

(1i) Training Division
Registry Procedurc Mpre Abudu
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(i1d) I:Ln:l-try of Vorke & Transport Hr. Adanosu &
t System e, Villiomas
York in hand :
officon Remniico
gurvey of scales ol Goverament Draft report being
Publications Mr. Abudu procepsed
Review of Admin, & Goneral
Branch of the Minlstry of Health lr. Abudu Sugvcg gommcncad
560,00

Bdueation Administration
Registry. Minigtry of Education Mr, Williams Report being typed

Peyment of Daily Rated ftaffl lr. Irieh & Report being

Hr. Adesecan prepared
Perconnel Division
The Treasury lirs Roynolds TFact {inding

prococding

Examination of Purchasing and
Servieirng arrancoments for Mr. -L';-illiamsg Teet finding
Office Equipment & Stationery Mr, Civubiko) wrecenitly commecnced
Committee work
Agecommting system Tor lin, of Conmittec appointed
Worke & Transport unallocated by Exccutive
stores Mr. Reynolds Council to implemez:

revised procedure

Accounting Procedure of Fama

Settlements, Ministry of

Agriculture & Hatural

Resources lir. Ademosu

Standing Sub-Committee on 3

Self Accounting lr, Roynolds

Standing Committee on Training ~ Hlr. Reynolds

Training School Management '

Comnmittec », Adcmosu

Ad Foe work .

Examining requegts for Office

Equipment and forms Officers asc allocated

Maintaining library and indexes This ic the worl
of Office Equipment and aids plenned to be
avallable and in use lir. Onwubiko underiaken by

the Execuiive
Officer when
appointed
A considerable amount of the timc of lir, Adcmosu and
Mir., Reynolds is devoted to the management od .z‘\_mﬂig_‘::nmsnt Officers.
h6. One of the main dravbokés to the work of ths Division
is the absence of a mamal of 0ffice Procedure, and other standard
mamaals, ineluding Self-Sccounting. Ur. ReT. Brown, OsB.t., now
of Mepsrs. Prometmn Engineering, produced the draft of a mamal
for Administrative O0fficers ncarly a year ago. All the work and

Rotes were tumed over to lir, Parsonc, the Ford Foundation cxperd
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who was loaned to the Region to prepare theme menuals, but ¥ti:'ﬂ
ap far as I am aware, nothing has been forthcoming to datc.
Repeated requests to the Director of neuruitmentl& Yraining
for come sction in this matter have failed to produce any
results I am in entire agrecment with lir, Reynolds' vicw that
the production of standard working manqals and their maintenance
in en up to date conditidn, ic cesential for the efficicncy
of the Public Service. The new issuc of Genoral Orders will
be a help but there is a widespread re;uetance to ﬁelégate
becsuse of uncertainty that the delegatees (particularly at ths
Executive lovel) will supply the right encwers.

L7. R ent 7 « Divisio

I advise you to read Sceret File E.80016/1 vhich
contains the minutes and::orraspon&encé lcading up to th2 transfer
of' the Director of Reeruitment end Training Cfrom the FPublic
Serviec Coauission to the Treasury. Istaeblishment Cireular 3.4/1959
at P.59 of the file is important. The'fbllowing subjecots are
dealt with in the Divisiong=

Recruitment

Higerianigation

Treining (In-Service)
Exeminations (Treasury aspecis)

Employment of lorthern Reglon Publiec
Servanis of Vestern Reglon Origin

Scholarships (Treasury aspecis)
Promotion Boards
Applications for Study leave without pay

Retention of officers beyond the normal
age of retirament

Re=-gngagement of ponsioners (policy)
L8, Ag stated earlier in these notes, the Director of
Reeruitment and Training reports direct to the Head of the
Service but routes matvers with an cstablishments espect

through the Beerctary for Egtablislments & Organisation.
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I hand over to you the followings-
(a) Key 33009 to the Stecl Cabinet

. {(b) Bpare koy of ocffice

(e) Copies Ne. 826, 827 and 853 of
Security Instructions (Nigeria)

(a)Copy No.95 in connexion with unlewful
asgenblice ond viots

(e¢) One officiol brief casce.

Officer hending over
s October, 1960

Officer taking over
&"  oetober, 1960
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I attach herewith, for your confidential
information, a copy of the handing over notes from
Mr. Odumosu to myself.
ﬁx@&
& Imoukhuede,
fi /10/62.

:



T invite your nitention to the comprohemoive fonding
over Notes prepared for no DY U're DI, Sconleny MeVeDeyGel.Is ond
enclosed at pr.72 to 93 of £ile F.2023., Although como of the
seforences in thope notes ore now out of date, yeu will find thom
to be of interest pavticularly in relation to the functions and
duties of the verions Sesticne nnd Divisions of the Toloblichmento
and Orpenication Departuende
2o All flceds of Divisions = including the Divestor of
necruzitacnt and Treining = now peport dirvect to the Decrotory Lo
Egtoblishments and Organisationy and the following Heads of Divisions
are at mvaaent- in posts

(o) Adninictration aad Genoral DAvisich = [lPe fel. Dogm

(b) Fstoblishment Divieion = lire Delle Odunten

(¢) rersomel Division = [iPe Pals 02311 (fcting)

(@) Regruitmont & Training Divicion = live Delle Ivnjomo (

(o) orgonisstion & Nothods Diviolen = 1ire Mole AdemOsUs
gemo of the Asoistent Secrotowy posts in tho Dopartoont ere tompora
pily filicd by officors fron the Cenepel Puecutive Class pending tb
evedlobility of Adninistretive OCficors for posting to these poots.
0f such Tzocubive Claoss 0fficern, LiFe Tefs Opundoy ASe. Aoplstont
Secrotary in the istoblichnment Divislon, hos been rocomnonded for
promoticn to the ,dministrative Closs end ic czpected to portielp:
in tho interviews being arranged by the Mublic tervice Commission
for the sclcetion of Adninistvotive ONlicers noxt monihe
e The post of Training Offlcor, Group 8 in the Reerudte
ond Trainiagz Division has not been fiiled Lor gonctinc. “he act!
Head of the Berviee has howover, ogreed that lrse 0lavoyoy Hsois

secrotery, due to resume duiy Lfrom maternlly leave chortlys ohov

,ﬁJC‘ lﬂﬁﬁﬁ)ﬂ#.neocto
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be pested to the feotions Thoe proposel io being renitted to the
m-muw otaff Committeo for consideration.

be Ragh lead of Division i conversent vAth the functions
of his Divieion oo well an any future plons ond cehonos in which
his Division is involveds

Se The cotablichnent of the nbove Division was recently
inereased at the Dagcutive CGlese 2ovel o cooure thet more tralned
ptaff ic avedloble to cope with the increasing assignuents of thioc .
Divigione I hove made it t.he practice to ollow the Orgenisation
and Methods Offiecr to nalte sugpestions whon officers ave selected
to £312 vaeonedon in his Divisione
G gtoff Imostien
: Tho Stef€ Inopeetdon Draneh ¢f tho Tsteblichsent Division
is & mm m-aneh, tho antm-mm boing to dovelop it into o Htele
inspeection piﬂaim, adeqguately staficd nm:i hoeded by a Conice
Aspictent Seevetary oS in the cages of the othor Divisions.
: Lzeam. ohiorenoyas (Assictent Secvetery) and Dewocu (Hisher Tmoeutiv
Officor) from tho Otafs wapraatim wanech recently completod a
G%ef? Complenenting mﬂ-@r&mﬂ.ﬁmaq@ ond licthods course in the
United Ningdom ond N, Onobelm, (Higher Tudcutive OL€icer) from
that Branch, io curpently undengoing o siniler course in the
United Kingdons |
Te

A8 you are plreoady ovore, the Ceoretary for Establichment:
and Oprganisation s tho fHead of tho Cenoral Pzocuiitve Class. In
thot capocity, bo Jo tho Cholmaon of the Conerel "mecutiwe Class
feleetion Roard (vhich donla vith cclection of condidates for £irpt
appointucnt to the Glacs) and of the General Uxecutive Class
Promotions Boards The conrmas.ﬁinn of the two Foards is am followss

'(1.)- secrctary (Vstebe & Gz*g,mimﬂén) w Chofroen

(44) S.AsB. (Peroonncl) in the Troasusy

- (444) pirvector of Recruitment ond Training
{4v) who poot conior Peineipel Raocutive 0fficor in poot

fBo-vpcn-th
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(v) Any othor fesd of Departzent/bivisicn co-opted
at the discretion of the Chairman.
(see rile 50u43/14)
Ce Twolve candidates were rocently recommended by the
Gererel Executive Closs Promotione Doard for premotion to the
General Exmocutive Class by Dircet Promotion liethede The recommens
dations arc now before the Public Service Commission (File
BeSCULI/A rofiers)e

9a A number of condidates with' the roguisite quaiifications
are olso valting te be interviewed for direceb sppointment to the
Glesse There are 20 vacanices to be £ilicd by this mothod =
Pilo B.50LL3A roforg. _
1'_5. 7. The examination for sdmicsion of serving officers to
the Close by the Limited Competition Method (see relovent Soheme
of éawiaa) was held on the 17th Seplember,i962. The popers in
comection with the examination ere boing hondled by ©ofed.(Persand

A8 fiead of the Scoretarial/Oteonographic Claoss, tho
Secretary for Ustablichments snd Orgoniscation solsoc presides over
the Secretordel Gless Promotlons Boord which is constituted on the
same basis es the General Ixecubive (lass Promotions Board reforrod
to under povoe.? chevas . Twelve trainses have Jjuet completed ot tho
Training School the cowrse leeding tc wpointment es Confidenticl
Secrotary Grade IIX, and were poeted oul as potential Jonfidenticl
Seerctorios with cffect from 17/9/02, vending the resuli of tho
cxamination tecken by them.
12 ' Thewe gre mony vecongles in the Confidential Becrotary
anﬂ ﬁtmo&raz}hﬂr grades, and for this reasony it has been proposed
that we chould run at least one more Class fop Confidentisl
Secrotorice=-in=training (il.ce for thoge who imva'almady poacoced
the Vest African fchool Cerdificate) in addition to the ome
conficential Secretary training clace ond ong Stenographer training
¢lase now running in the School.

ﬂhno.oto‘t
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136 As & matter of poliey, posts of Conridontial Docretary
@rados 1I7,IX end I oo well ec those of SEonogvraphers ave open
only to female officers end applicmmis. In on omovgency, snd £o
mest cesdous shovtege, male eondidaton have buem appodntod 6o
Stenographers in o fow cxecptional gasess A8 a wules, no divect
appointments are made to the post of Gonfid«itial Bmw Crade "'I
or Geade I, ﬂme posts being reservod rar £4314ing by promotion
from the m am&a.
e W .

s yod Imov, the hoerotary Sow Notablishuente ond
organication is recponsiblc for the proparation of the a@anﬁa (with
the epprovel of the liead of the Sorvice) of the Adnindstrasivo
Stefl Committee = 50C pPAPa.26 of Notes by vy Soonlon ob pedl of
£410 De2023s | 7 :

150 | Your speciel ntteniion is invited to the provisicns of
Tream Giveular 2/4961 and subsequent Giveulor Lotters rolebing
Lo M‘b‘lﬂn to G "Z‘i.‘l.hmipa!.“ Grade - J‘CE‘.!:!."!L_E%E’&'BZVO OfTicer
Clase IXI. You will obsewrve mm in aeearﬂmm with he p“s?iuioa
of Giveuler Totier Hos 2¢2085/306 of the 27 October, 1961,
promotions to -ﬂw Uirineipal’ (rade now tole place twice a yoawv,
fa0e on 15% Jamuary ond 186 July. e seconncndations for ¢ho
pmmatim %0 be effoetive fmom 40% me 1963 ave ompected to
maah the Beurmw, #ublic Service Comnission by Uctober 1962
-Jleasaﬁ: soa File Be?D in conneetion with this cxcreises

96e¢ I glso fnvite your epeclel nbtention to the schodulo ad
D374 of 213c B, 79 in z*eayecﬁ of oa..i‘iae“ﬂ uith pre-cppoininont o
m'a-.'i;i‘-anafe@ experience acr.ept.‘hle under the ruiecs for purpose of
01izivilaty Jor promoticn to the “i?s.*.?.zmipal“ crode dn the
Ldninigtrative Clacs. Yach mepber of the Adnindoirebive Gtase
Commitiee vas given o eOpy of ama pehedule somuiiue ogte IS WiAL
be your c‘.tuty to have this netier inalulcail in e grende of the
rénindotrative B0l Comnitice no corly os },’_JGEE.‘-:E.'&J:@.GQ.
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ATe I have honded over (o you the followingse

{a) Koy 35009 to the Stecl Cobinet

{b) Spare keoy of office

copies loe 826, 827
(el Ceourity Iaahﬂ.latlma m&?m)
b ith wlewiul -

@ SR R

(o) Onec officisl brict conde
Officor handing ovoy %ﬁ:ﬁll.-lltto-t! —_

Datet J/Jo[(,-._,.

Orffiesy taking over

8 wlen

Distribution:

r. Im':l'llkhu@ﬁ e - 1 coDY
Mr. Odumosu - g
Ag @ H Bl 5 °

Rile

e Pe To ClUNDRUs

SZMWM
Be Inouldimedes

su6

I
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=
\
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¥
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Your Refo Now. s innsraanis
All communications on this marrer CONFIDENTIAL z
should be addressed to the Permanent / é‘ =
ety xine Date..). L. . August,.. 1967 «
Our Ref. No....E+2023/.1Q09..
e £ BLIT —
The Secretary to the Military Govermment . ' .
and Head of Service, V4 Val |2 %
Office of the Military Governor, 1 ;
IBADAN. Nk
W
ia & 'lr-15-d||_-‘ '»HJ:EI'I\\.
pﬁ.gé ~*""‘"£’!f hf Handing-over Notes h,-_u_._'_"""__f.:;--
|
-——-U I forward herewith copy of my Eandingf_o_vgr Notes

to Mr. A. O. Adebayo.

s’/ | ,;r :
&fi*q _ {s. 0. inﬁ% /Q/

Permanent Secretary.
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CONFEDENTIAL 36

MINISTRY OF ESTABLISINENTS AND TRATNTNG

TR NOTES FROM MR, §5.0, ASARI
TO MR, A. 0. ADEBAYO

For a descriptive analysis of the functions of the
Ministry, I would refer you to lr. Scanlan's notes to
lir. Odumosu at pages 72 = 93 in File 2023. The notes give
a clear and conscise picture of various aspects of the e
responsibilities of each of the five Divisions of the liinistry
and I do not think that I can improve on the presentation
given therein by Mre Scanlan.
2. I think it will be useful however for me to pass on to
you brief notes on items of unfinished business in cach of
the Divisionss.
(i) Managemcnt Services Division
(2) I have not had a ilead of Division in this
position for severazl months, and have had
to make do with young and inexpericnced
officers. Illowever, ir. S.0. Kolawole, is
due to take—over in an acting capacity in
about a torthnight. Because of the relative
neglect of the past 2 - 5 months, I suspect
that there would be quite a number of
outstanding business in the Division. There
would be papers which have bzen dealt with
after a fashion by officers who although were
doing their best, cannot be expected to have
done a marvellous jobs; I would suggest
therefore that you take a hard look at the
Division as soon as you settle down sO as
to put it back on a proper footing.
(b) There are problems relating to the new working
hours which will come up for determination
during the next few weeks. For example a

nunber of Ministries e.ge. Agriculgure, Fducation,

cvescens/2



Healthy Judicial Department etc., have written
Lo say that owing to the peculiar circumstances
of their Departments, they would require certain
variations in the hours notified recently. Ve
have repliecd sayinz that there will be no
objection in principle to reasonable variations
in hours provided that a full 40-hour week is
worked by all civil servants and that the lunch
hour is clearly separated from the hours actually
spent at work. You will find as in the case of
the Judicial Department that the Department will
try to get off with doing less than 40 hours a
week if they possibly cany but you will have to
resist this as the Whitley Councils will be
watching to see whut concessions are beinz made
in the so-called special casese.

(c) The principles governing payment of overtime to
certain grades of officers is Deinz re-ecxamined
in the light of the new working hours and the
llead of the Division has been asked to submit a
brief to you im this regard. It will be necessary
to prod lir. Kolawole as the issue is liable to
be overlooked.

(d) The Cantcen Committee is made up of represcntatives
of the three Whitley Councils. They are apt to
be rather extravagant in their demands. It will
be necessary therefore to instruct the Secretary
of the Committee who is a2 member of your staff,
to take care not to commit the Ministry until you
have had a chance to look into all proposals and
to obtain clearance from the right quarters. You
will also want to bear in mind that Government will
not accept finmancial oblizations of any kind beyond

the provision of physical facilities and stewards(13)

-.---a-/E
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(e)

()

(=)

The Whitley Councils have been in a rather
belligerent mood lately partly because of the
non-implementation of the Elwood Commission
Report and also because a good section of members
of the Councils is not altogether happy about

the new workinz hourse. You will have to handle
them firmly but gingerly as they are apt to set
out of hand. You will need all the power of
persuasion, tolerance and firmness to dezl with
the Vice-Chairmen of all the three Councils.

They have all been in this game for several years
and I would not put it past them to try to take
advantages The M.Se Division will have to be
reminded constantly not to overlook mcetinzs of
the three Whitley Councils at quarterly intervals
as laid down under the Constitution. I am afraid
we have been rather slack of late, but I premised
at the last joint meeting of the Councils that
meetings will be held more regularly.

A new edition of the Staff List is in the course
of preparation; we have been at it for several
months and unless you put your foot downs nothing
much will happen for another month or so; All
the materials have been assembled and all that
needs to be done is to get the Goverument Printer
to publishe.

Graphic Artists and Laboratory Technicians in all
Departments have been agitating for sometime for
a merger in the hope that this will improve service
conditions in the two cadres through a pooling
systeme I am myself not opposcd to the proposal
in principle and I hope that it may be possible
to effect necessary changes with effect from

April of next yeare.

ETS I



(h) Mrs He Ae Ofjerinola of the Administrative Reseerch
Group is working om 2 nmew edition of the General

Orderss Wr. Fs Do McGrath has taken a lively
interest in this and has been supervising

Mr. Ojerinola on the job; all that is required
is to bring 21l recent amendments together and
to produce a2 new edition of the General Orders
on that basis. It is of course possible that
proposals will be made for fundamental changes
of ome kind or another; in that event, it will
be necessary to proceed by way of a Cabinet
Memorandum following due consultation with the
other Governments of the Federatione.

(1) Two members of the Division are due to joim the
Diploma Course at the Institute of Administration
in October and it will be necessary for you to
find replacemsnts.

(j) I have deliberately refrained from dealinz with
fresh recommendations from the Departments for
policy changes with regard to the granting of
mntbr vehicle advance and allowance. I am afraid
there are so many applications on our hands that
one could hardly avoid coming to the conclusion
that the matter has become something of a racket
in the Departments. I have learnt from
experience that any concession to a particular
Department invariably proveokes a flood of demands
from other Departments. It is for this reason
that I have decided that a comprehensive
Menmorandum on the subject should be submitted
to the Cabinet. The Memorandum is already
written and is at present being cleared with
the Ministiry of Finance. You will no doubt wish
to get a decision frrom Cabinet on the Tundamental
issues raised in the Memorandum before you zZet

-

involved in decaling with new or any of the uld.&iuaa



(b)

{c)

(d)

We are in the process of recmilting new staff

into the General Executive Class and a Selection
Board meeting has tentatively been fixed for
pome Cime towards the end of Auguste

A number of serving officers have been itching
Tor sometime to get imto the General Executive
Classe You will have to proceed very carefully
here bearing in mind the provisions of the
relevant circulars and the extremely small
number of vacancies in the Classs The staff
situation in the Class as a whole and trained
manpower in the State are such that we can
afford to reaise catry standards substantially.
In the circumstance, it is wy opinion that we
should not make gratuitous offers to border=-
line candidates; there are plenty of qualified
people outside the Public Service who are anxious
to secure employment and whop to all intents and
purposes, are far better equipped than the vast
majority of serving officers who are trying to
get ine I must explein that the gerving officers
I have in mind are not those in the clerical
grades whop by virtue of the Scheme of Service,
have a recognised channel and a guota for entry
into the General Exccutive Classe

Several efficers are due to retire around the
middle of 1968. The Pensions Divislon has been
wvarned to ensure that retirement papers are
pPrepared and laid before liis Excellency in
suificient time to cnable retiring officers to
collect their bemefits without undue delay.

With the excision of the Colony Province from
the Tiesty, we have entered into consultation

with the Lagos Authoritics regardin; pension

--o.oooofﬁ



(e)

s vy

Lliabilities of the staff who will be
transferred to the Lagos Statee Details are
available in the file and I will urge, as we
did in the case of the Mid-Vest, that we stand
firnly by the principles enuncliated and to
which officials cf the Lagos State have agreed
informallys

The Secretary to the Military Government ond
Head of Service will rely on you to bring to
his notice, matters relating to the management
of the Administrative Class and ¢0 advise him
on issues vhich should be brought to the notice
of the Administrative Staff Advisory Committee =

posﬁlngs. promotions, cetce

(£ii) Recruitment ond Treining Division

(2)

We hove a fresh class of Confidential Secretaries=
in training. Judging by pust cxperience, the
girls are not a2 bad lot, but you will have to
coms to a decision during the next three weeks
as to whot should be done about the 15 trainees
vhose performances at the weeding test was not
altogether satisfactorye. I have disecussed this
with you in some deteils I should aleo like to
mention the policy question regarding the future
of the Secretarial Wing of the Training Schoole
While in my view the Ministry of Establishments
and Troining should withdrew from the training
on bagic skills for Secretaries, as soon as the
supply sitcuation in the open market is such as
to'guarantue a ressonable Tlow of competent
Secrecaries to Govermuent as well as to the
private sector, this by itself would not be a

valid peagon for closing down the Secreterdal

. Wing of the Sehool or for "handing-over" to the

-oao.-./?



(v)

g P W
Ministry of Educatione I have exploined on
several occasions and you will find plenty
of records in our files, why we indeced will
have nothing to "hand-over" to the Ministry of
Education. What the Ministry is required to do
is to show by actual performance that the
Technical College in Ibadan can produce competent
Secretaries in sufficient numbers. In any event,
the Secretarial Wing of the Training School will
in my view, continue to be needed for induction
Courses and refresher courses for servinz officerse.
We would naturally be willing to co-operate with
the Ministry of Cducation by way of sharing staff
and other facilities should this be rEquircd.

The Training School as a whole needs watching.
Carefully prepared training programmes have a
habit of running aground or getting out of date,
unless they are constantly renewed. This means
that the Training Officer and the Sef«So(Re&.T.)
must be somewhat aggressive in pushing new ideas
and beinZ creative generally. This they can do

by keeping in very close touch with the Ministries
in order to ideatify their needs. We already

have a Standing Committee to advise you on these
matters and I would suggest that you take time
out occasionally to meet the Committecs I think
you will also find that it is desirable that the
teaching staff in the Training School should be
changed round every three years or so, unless
particular individuals show great enthusiasm

and creativity. The vast majority of staff go

to seed after a period of two = three years amd
rely on the same old lecture notes, which to all
intents and purposes, have cease:d t0 mean anything

to the teacher or to trainces.

......-/8
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(c) We have a pretty good set-up for
administering training programmes for all
Jepartments, but I suggest you cheek
occasionally on the card index system which
the Re & Tu Division is supposed to keep.

You will find that the Ministries of
Agriculture and Natural Resources, VWorks

and Transport and llealth have large contigents
of trainees abroad; but they are by no means
satisfied. It is necessary to control the :
flow of trainees and the subject of study

a2s these will ultimately reflect on the
regular establishment in futuree.

(@) You will wish to ensure that the training
scheme prepared for Accountants and Auditors
commences at the earliest opportunity. Ue
have already gone a long way in consulting
the Departments and the Institute of
Administration. The onc bone of contention
is that the Audit Department and the
Accountant-General's Qffice would want to
cash ip on the third phase of the programme,
which is a nine-months course at the
Instituvte of Administration, for the purpose
of securing Scale A grading for their men.

In my opinion, there are excellent reasons

for standing firmly against any such gfmove,
you will find relevant material in the records.
All the same, training at the three levels
proposed ought to go zhead with all deliberate
speed since it is patent that ons reason for
the numerous Audit queries and the relative
inefficiency in the accounting system, is

that very few of those serving in these posts

have professionzl training of arvy kinde

........./9
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()

e it

Bﬁth the Audit and the Accountant-General's
Departments argue from time to time that the
reason for their not doing as well as they
should is because.they do not have enough
staff. I have always held the view that the
real reason is because such staff as they
have is not as competent as they might be and
this is precisely because they are untrained.
The complexity of Covernment business with
particular reference to financizl transsctions
demands clearly that we should aim at raising
a corp of professionally qualified Accountants
and Auditors so that we would be eguipped to
deal with financial transactions in the
private sector.

We have a new system for dealinz with vacation
employmente I suggest you take a look at the
relevant files, but you will not nced to bother
about this until sometime in January of next
year when you will call for vacation projects
from the Departmentse.

There is a ban on the recrufitment of certain
Classes of Indians and Pakistanis. But the
Ministry of Works and Transport and the
Ministry of ilealth have recently turned their
Baze to the Philippines and other out-landish
places in the underdeveloped world! It will
be necessary to keep an eye on this sort of
thing if we are to be logical and consistent
in the matter of recruitinzg competent personnel.
You mizht ask the licad of Division to show you
records concerning one Dr. Labitoria (a

Philippino) in the Ministry of Healthe

(2) You will want to bear in mind that training

proposals for members of the Administrative

Sade ksl 10
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Class should be cleared with the Secretary
to the Military Government and IHead of Service.

(iv) Establishments Division

(2)

(b)

(c)

There is an elaborate machinery for
consultation between the Governments. The
Head of Division will fill you in on details,
you will alse find Mr. Scanlan's notes
useful. HNowevers, owing to the political
situation in the country, the National
Council on Establishments has not met for
some time and although we continue to clear
papers with the other Governments, (we are-
obliged to use Kadunz to cover all six States
in the North and we have no means of reaching
the East and the Mid-ilest) we have found it
necessary to give a time limit of two weeks
within which we should be notified of the
reactions of the other Governments t0 any
proposals for variations in vorking
conditions, such as Scheme of Service, hours
of work, grading, etce

The Call Circular for Establishments
Proposals for 1968-~69 issued about a week
ag80. Quite apart from the normal consideratioms
for determining establishment strength in

the Departments, the keynote this year is to
effect a general reduction in establishment
strength all round to reflect the excision
of the Tormer Colony Province from the VWest.
We already have returns of some kind from the
Departmentss but you will want to vet the
headquarter establishments as well.

There is 2 ban on the regrading of posts

generally pending the implementation of the

.I.'...I/l!
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Elwood Reports again, owing to the political
situation in the country; consideration of the
Elwood Report by the Govermaents of the Federation
is in abeyance; but you will find that the
VWhitley Councils will persist in their demand

that something should be donee Wy adviee is thot
you keep in touch with Lages with 2 view to
persuading them to initiate a meeting of the

NeCelie as soon as practicable.

(v) Orgenisation, Nethods & Complementing Division

(2) The Division has two or three important assisnuents

(b)

in hand at the moment, namely, Agriculture, Health
and Local Govermmente. I have been a little worrded
of late about the amount of time which it takes

to get the Division to produce results. Part of
the explanation for this has been the staff
sicuation which is hy no means peculiar to the
Pivision. It is my opinion that a change of
posting will do the llead of Division a lot of goode.
In any eventy it is most desirable that a suitable
Class 1II officer should be identified guickly, as
a possible successor to the present Head of

Division who has been in the same job for about

| 10 years.

You will find that the Ministry of Agriculture end
Natural Regources, the Ministry df llealth and,

t0 a certain extent, the lilnistry of VWorks and
Transport between them censtitute the most

difficult Departments to manage in terms of
establishment controle The liinistry of Agriculture
and Natwral Resources in particular seems bent

on building a lerge empire, and inspite of the
phenomenal growth in staff during the past four
years, they are still talking in terms of recrulting

some 200 additional Asricultural Officers, Scele AY
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in my view, there is a seriocus danger that unless
Goveranent is very virmy the Ministry of Agriculture
will beeome another Ministry of Education on our
hands, in terms of the burden of recurrent expenditure.
The O. & i« Report mentioned in sub-paragraph 2(a)
above should assist you somewhat in sorting things oni.
and I would suggest ithat the Report should be dealt
with before the Establishment Proposals for 1968/69
are considered. I suspect that the Ministry of
Agriculture and Natural Resourcesy in its present
form, is far too large and complex as a unit of
administrationgzgﬁﬁ%ﬁgcprolifiration of departmental
achobls of’ alljkinds require urgent attention. As
for the Ministry of Healthy.although recent reforms
in its organisation are acceptable by and large to
the staf{ of the Ministry, there are certain aspects
of the new arrangements which will require close
scrutimr and only an 0. & M. Report can bring this
out clearly. All the three Ministries mentioned
above will need to be watched closely with regard
to the management of temporary stafi. Hereagain,

an 0. & . Report should prove helpiul.

foteat
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Establishments Division

I must not forget to tell you thot the Ministry of
Finance has wurned that anticipated sevings from steff
turn-over in each Departmenty must be realised during the
year, Indeed, it was suggested at & Cabinet level
recently that @ complete ben might be placed on the
filling of vacancies; we, somehow menaged to stave this
off's TFrom the foregoing, you will recognise the need to
maintein & firm control on the filling of posts generally,
I have worlcadz%igou@h formula with the Istablishments
Division in such & way that while the filling of promotion
posts will not be affected, approval for the filling of
all other posts will only be given in exceptionazl cases,
I must also mention that we have in hand & scheme for
dealing with displaced persons of Western State origing

the #E:ad of _ﬁivision will let you have details,

ok
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There has not been much drastic or fundamental changes
Since I took over in this Ministry from lir, Asabia about eight
months ago. I will accordingly commem‘ to you the handing-over
notes prepared by Mr, Asabia which is at page 110 of File E.2023,
25 These notes will be mainly concerned with certain matters
in progress or developments which have taken place since I'got to
this Ministry., I shall discuss these under each Division.
(1) Establishments Division
(a) We have now, by and large, completed the exercise on
Advance Proposals from various Ministries and Department
and we have indicated our views to them, The Ministry
of Finance must now be collating the estimates and you
will be required, I presume, to attenﬁﬂat the Treasury
Board meetings where the Departments will, I think,
challenge or appeal against the decision of this
Ministry on their establishment,
(b) There are some very urgent outstanding action on
schemes of service for certain posts in the Ministry of
Health and the Ministry of Agriculture & Natural
Resources, In the llinistry of Health in particular,
finalisation of action on schemes of service for Mediecal
Officer grades and Pharmacists have become extremely
urgent and I suggest that you give it the earliest
attention,
(c) The Permanent Secretary Ministry of Finance gave me some
schedules a few days ago which I have passed on to Mr,
Adisa with instructions based on advice received from th
Ministry of Finance, This is to the effect that all
vacancies should be frozen with effect from the 1st of
April except vacancies arising from officers retiring
from existing posts and vacancies arising from

promotions,

a2



57

(a) You will wish to see the notes prepared by lr. /sabin
on this Division, Ve have now publiched a new edition
of the Staff List and I discovered quite a number of
errors in the list. You will wish to ecnsure that in
preparing the next list the errors discovered in the
present one are amended.

(b) Action has been taken to merge all the Graphic Artists
in the Public Service., You will wish to see the
relevant file on this, I find however that the members
of this cadre are not altogether happy about the
present situation because they believe that their
interests are not being sufficiently looked after under
the present set up in the MNinistry of Home Affairs &
Information, I have been giving some thought to the
possibility of having a head of class for this group of
officers just as the Permanent Secretary, Ministry of
Establishments & Training is head of class for certain
centrally deployed classes of officers. You too may wish
to examine this matter further if such a course of
action will assure the Graphic Artists that their
intercsts are under constant surveillance,

(e) Revision of General Orders
I invite your attention to File ADL4/32 in which
lr, licGrath has remently written to discuss the present
situation with regard to the assignment given to him
and Mr, H, A, OJerinola on the revision of the General
Orders, I have sent a minute in this file to Secretary

to the lilitapry Government on the matter and you may

wish to pursue the matter further,

for a number of weeks after lrs, Olawoye transferred
to Lagos. There has thereforeo been a considerable back-

log of work in this Division and you will need %o keep
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an eye on it for some time to come,

(b) We have recently completed the exercise of recommending
to the Public Service Commission serving officers for
promotion to the Executive Officer Grade., Of the 77
officers who took the W.A.E.C. Aptitude Test, 62 who
scored over 40% in the test were interviewed by the
Selection Board and 14 of these have been firmly
recommended for promotion,

(e) There is at the moment acute shortage of both Administrative
Officers and Executive Officers in the Service and
we have been unable to replace certain officers posted
away from some Ministries. The position will slightly
improve with regard to the Administrative Class when the
present batch now in the Institute of Administration ;
complete their course some time in August this year,

With regard to Executive Officers, you will need to
press the Public Service Commission to take an early
decision on the recommendations for promotion discussed
above to enable certain present vacancies to be filled.
The position is not much brighter with regard to
Conf'idential Secretaries, With the Assets Tribunal and
the Piper Commission and a few other Commissions in
progress at the same time, a considerable number of
Confidential Secretaries have been tied up on these
assignments and it has been difficult to service the
Departments in a manner that one would have liked to see,
The position will slightly improve when the present
bateh of trainees at the Training School complete their
course and are due to be posted around September this
year. The urgent postings required to be made for
Confidential Secretaries are for Justice Ademola - a
matter on which the Chief Registrar has already sent in
a letter and also a Confidential Secretary or Stenographer

for Mr, Ladimeji who is working on the Piper Commission.
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(iv)  Recruitment and Training Division

(a) The Confidential Secretaries-in-training at the
Training School have just commenced the second leg
of their training last week, About 8 of the students
who did very badly in the first half of the course
have had to be dropped but a decision has been taken
that they should be fixed up in various departments
as Clerical Officers, etc.

(b) I invite your attention £o the file on the Treasury
Training School in which there are proposals for
transferring the basic training tﬁ the Technical
College, Ibadan, No final decision has yet been reached
and you will wish to pursue this matter,

(¢) We have recently made an approach to the Ford Foundation
for teéhnical agsistance with regard to various aspects
of our training programme and you will also wish to
see the file,

(v) r ation, Meth and Complement Division

(a) Here, I think Mr, Ademosu is doing quite a fine job
of work, It is obvious, however, that he cannot be
kept there -perpetually and indefinitely. Serious
thought should therefore be given to deciding on a
substantive assistant who, with requisite training and

'experience, can take over from him in due course., The
Division has on its hands quite a number of assignments
in spotlighting staff problems and organisation and
control in various departments on the basis of which
both ourselves, the Ministries concerned and quite of'ten,
the Ministry of Finance, reach certain logical
conclusions, You will wish lMr, Ademosu to brief you

personally on these assignments.

(vi) I would like specially to invite your attention to the
following matters:-
(1) Administrative Staff Advisory Committee
The Permanent Secretary linistry of Establishments &

Training is a member and also Secretary of this Committee,
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Please see File E 144 which I have always kept with
me, The file on the posting of Administrative Officers
is also relevant. You will advise Secretary ﬁo the
Military Government as and when you consider that
it becomes necessary to hold the meeting of the Committee
to consider postings or promotions as the case may be,
Often S5,M.G, himself will inform you about summoning
meetings of the Committee.

(2) Executive Council

The Permanent Secretary Ministry of Establishments

and Training is a member of the Executive Council,

You will receive Exco, papers.

(vu) Ministry of Trade & Industry Draft gggmg es for 1968/69

Please see File ED1/354 in which I addressed a letter
at p. 51 thereof to the Permanent Secretary Ministry of
Economic Planning & Social Development and Permanent
Secretary Ministry of Trade & Industry following
directives from His Excellency the Military Governor.
The report of the Committee set up on the subject of my
letter is ready and you will find copies of the report
at back cover of this file. The matter is extremely
urgent and I would advise that you attend to it immediately
because the Ministry of Trade & Industry will present
the subject when their draft estimates is to be considered
by the Treasury Board this week. As a matter of fact,
I would suggest that you attend to it today.

(viii) Creation of Lagos State

As you are aware, there is a Working Party of

Officials qomprising of officials of the Western State
and of the Lagos State, I have been a member of the
Western delegation and I intend to seek His Excellency's
wish as to whether I should now be replaced by you as a
member of the delegation, The most urgent asaignmeﬁt on

hand in connection with this Committee is that approval
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has been given by the Government of both sides that

all officials now serving in the former Colony Province
will be regarded as being on secondment from the 1st

of April, 1968 for a period of six montha; To this

end, the officials of the Lagos State has requested at
our meeting in Lagos last week, that we should assist

in getting all Ministries and Departments to forward the
Last Pay Certificates and also the Pay Sheets of their
Departments to Lagos State before the end of this week;
You will therefore wish to issue a Circular bringing

it to the notice of all Ministries and Departments

that 1% has been decided that all officers now serving

in the former Colony Province should be regarded as

being on secondment to the Lagos State with effect from
the 1st of April, 1963; for a period of six months; and
that to enable payments of salaries ete to be made

by the Lagos State, all Ministries and Departments should
forward the Last Pay Certificates of all their officers
serving in the former Colony Province together with the
Pay Sheets to you with utmost urgency so as to ensble you

to forward these to Lagos by the end of the week,
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TELEPHONE: IBADAN 21011/355
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TELEGRAMS: FERMESTABS

MINISTRY OF ESTABLISHMENTS AND TRAINING
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has been given by the Government of both sides that

all officials now serving in the former Colony Province

will be regarded as being on secondment from the 1st

of April, 1968 for a period of six montha; To this

end, the officials of the Lagos State has requested at

our meeting in Lagos last week; that we should assist

in getting all Ministries and Departments to forward the

Last Pay Certificates and also the Pay Sheets of their

Departments to Lagos State before the end of this week.

You will therefore wish to issue a Circular bringing

it to the notice of all Ministries and Departments

that it has been decided that all officers now serving

in the former Colony Province should be regarded as

being on secondment to the Lagos State with effect from

the 1st of April, 1968, for a period of six months; and

that to enable payments of salaries ete to be made

by the Lagos State, all Ministries and Departments should

forward the Last Pay Certificates of all their officers

serving in the former Colony Province together with the

Pay Sheets to you with utmost urgency so as to ensble you

to forward these to Lagos by the end of the weelk.,
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Handing Over Hotgg

From O, Thomases
To HNr. M. A, Ademosu
There has been no material change in the organisation

of the Ministry, a descriptive account of which has been
adequately provided in the Notes which you will find enclosed
at pp.92-93 of file E,2023, It will therefore be sufficilent
to limit the scope of this Report to the current performances
of the various Divisions as well as to the mammer by which
Service matters may be further improved wherever necessary.

I, O & M Division:

Demand for O & M services is becoming substantially over=-
bearing to an extent which calls for an early readjustment
of staff within the Division. Considerable amount of work
pertaining to job evaluation and other ancilliary manpower
problems have been accomplished during the current financial
year as could be seen from appropriate records in the Division,
In particular, I would wish to compliment the Division for
the comprehensive survey completed on the Ministry of Agriculture
and Natural Resources, The extent of serutiny in the course
of the exereise regarding job evaluation in the Ministry of
Agriculture has been amazing and the various recommendations
are now in the process of implementation following consulta-
tions recently held with the Permanent Secretary of the Ministry,

Statutory Corporations have equally stood to benefit
from the research services of the Division and very recently a
survey of the entire operations of the Agricultural Credit
Corporation was accomplished bringing to focus problems such
as redundancy, manpower needs and job evaluation., The Division
is currently engaged on a similar exercise in regard to the
operations of the Western Nigeria Development Corporation,
The O & M Division, notwithstanding its shortcomings arising

from inadequate staffing, has, to my entire satisfaction met
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in a most commendable manner the challenge imposed persistently
by the voluminous demands of Ministries and other Government
functionaries. It is, however, important to give close study
to an important aspect of its duty in regard to the necessary
follow-up action which invariably is bound to be at a stalemate
unless positive step could now be taken to improve the

existing stagf position, Exercises which are tied up with
problems qg?gggluation and manpower assessment are bound to
suffer from waste and dissipation, if action is not pursued to
ensure that recommendations arising from time-consuming
research are . . being implemented, I have therefore had it
under consideration to have a system organised solely devoted
to periodical review of surveys and an assessment of the degree
of implementation at all levels, In other words, the sense

of direction towards the assessment of results following
implementation of studies should now be positively sustained
and geared into full activity, . It follows that the requirefients
as to staffing must now be expeditiously reaolved.. Coupled
with this is the relatively important issue of finding an
adequately suitable alternative to the headship of the Division
bearing in mind the comparative seniority of the present

holder and the immediate prospects of his being assigned higher
responsibilities ellsewhere, Both Mr, Ademosu, the present
head of the Division and I have been examining the position
which should now be resolved in consultation with the Head

of Service, The attitude of Ministries and Government
functionaries to O & M recommendations tends towards the
adoption of a negative option, a tendeney which I personally
find to be most demoralizing considering the amount of effort
and research usually put into 0 & M investigations. The policy
pertaining to 0 & ¥ assignments must now be properly streamlined
in 2 manner as should make it obliging on Ministries and
Government functionaries to comply with the findings of the

Division subject, of course, to regular consultations with
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this Ministry from time to time, It is my view that a
elear-cut polley of this kind will help substantially to
remove the present frustration arising from apparent disregard
of specialised studies and investigations as and when it
suits the affected Ministries.
II. Establishments Division:
The Divieion i1s heéde& by Mr., Ajobo and is currently
involved in two major assignments as follows:-
(2) The Advance Proposals 1969/70 and
(p) The Elwood Report.
(a) Advance Proposals 1969/70: The exercise is virtually
moving towards an end. I should mention that consulta§lons
at all levels have been held with Ministries concerned in
an attempt to ensure a measure of agreement on all decisions
reached; The policy I have so far pursued is to seek an
agreed deciﬂicn by way of mutual confidence no matter the
degree of divergence as between our own views in this Ministry
and those of the affected Ministries, We have thus been
able to maintain appreciably high degree of unanimity on the
aggregate needs of Minilstries by regular consultations
preferably in the forum of discussions usually arranged at
my level as often as occasions demand., It is important,
while on the issue pertaining to Advance Proposals, to observe
that the following Ministries will be required to proceed on
reorganisation in a manner which tended to call for the
re-struecturing of certain posts and services, Proposals in
this regard have been carefully examined with a view to
conforming to the principleé of' curtailing wasteful expenditure
and at the same time enhancing the productivity of the service.
The Ministry of Health is to be reorganised to promote a
pattern of eight zonal medical administration within the State,
The Ninistry of Agriculture and Natural Resources will
similarly readjust its staff compliments and operations to

conform to the recommendations which emerged from the recent
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0 & M surveys., The Ministry of Economic Planning and Social
Development will embark on proposals aimed at strengthening
the integration of Home Economic Services throughout the State
within its Social Development Division. Proposals pertaining
to the reorganisation of these llinistries have already been
reviewed and cleared by this linistry. I commend them to
your study at the earliest opportunity.

(b) Elwood Report: A review of Elwood Report was
concluded at the NCE meeting recently held in Lagos from the
218t to the 25,5 of January this year and a white paper is
soon to issue by the NCE Secretariat for consideration at the
meeting of the Commissioners responsible for Establishment
matters holding on the 12th of February this year., A meeting
of the NCE at the offiecial level has been arranged for the
10th of February to consider any posaiblé amendment to the
white paper. The Senior Assistant Secretary (Establishments)
will be preparing a short brief on the basic issues discussed
at the last meeting. A similar brief on an earlier meeting
held to consider part of the Report has been prepared and
submitted to the Commissioner for Establishments for his
information, The Commissioner for Establishments is currently
on duty tour outside the country. It is therefore necessary
to get whoever is acting for him adequately briefed on all
the issues involved., TFortunately, work at the official
level has been concluded on a greater part of the report
excepting for the issues discussed at the last meeting., It
will now be necessary to prepare a consolidated report for
discussion with whoever Will.be representing the Commissioner
Bince it is most unlikely that the Commissioner will return
from his present assignment in Pakistan by the time scheduléd
for the meeting. A more realistic approach in my view will
be to hold prior discussions with the various Ministries on

issues pertaining to their respective establishments and

thereafter approach Cabinet with specific recommendations
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regarding the stand of the Western State Government. Unfortunately,
it does not appear that time is in our favour for this kind of
arrangement and you may therefore wish to consider heolding a
brief consultation with the Head of Service. It is important
to get a eclear thinking on the Government side, and for this
reason, I propose a meeting should be arranged between His
Excellency the Military Governor and the Commissioner for
Establishments following your discussion with the Head of
Service, Because of the rather explosive implications it is
extremely necessary that you should get all papers on Elwood
closely guarded applying the utmost security precautions,

For the same reason it has been agreed that State Governments
should refrain from taking any establishment action likely

to be prejudicial either to the discussions so far held or to
any of the recommendations contained in the Report. It

follows that on this ground prior consultations should continue

to be held with the NCE Secretariat in Lagos on all issues
where establishment proposals are likely to be at variance
with the structure proposed by Elwood.,
(¢) Frozen Vacancies: All newly created posts remain
frozen in accordance with the directives of His Excellency
the Military Governor, In exceptional cases, however, involving
expansion of services approved by the Cabinet such as in the
case of Cottage Hospitals, establishment of new judicial
divisions and high courts, ete, .3ympathetic consideration
may have to he given}%he filling of vacancies arising from
newly created posts as otherwise the services required'of
the new establishments cannot be expected to operate, In all
such cases, where it is considered necessary to fill newly
created posts, formal approval of the Commissioner for
Estaeblishments must always be obtained,
(d) Lagos State: Advisory Committee on the Sharing of Assets
A committee comprising of representatives of the Lagos

State Government and the Western State Government is currently

functioning on terms of reference aimed at providing an
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agreed basis for the 'sharing of services and assets following
the creation of the Lagos State. The representatives of the
Western State Government on the Committee comprise the
Attorney-General; the Permanent Secretary, Ministry of Finance;
ﬁhe Permanent Secretary, Ministry of Local Government and
Chieftainecy Affairsy the Permanent Secretary, Ministry of
Establishments and Training and the Acting Chief Lands Officer
in the Ministry of Lands and Housing, The Committee is oh
the last phase of its activities and its next meeting is
scheduled to take place in Ibadan on the 10th of February.

I suggest you refer to file E,4134/4 in which are enclosed
papers pertaining to the deliberations of the Committee.

The Attorney-General, Western State is the Chairman of the
Committee and in so far as matters relating to interchange

of staff is concerned you are responsible for initiating

as well as for executing action on all decisions reached

by the Committees The interchange of staff which has been
going on for a while should now be brought to a close and
S.A.8.(E) has on my instruction issued directives to this
effect,

III, Management Services Division:
The Division is headed by lir. E. A, Ogunleye, Adminis-—

trative Officer Class II, under whose administration an
appreciable progress is continually being made. Apart from
the duties pertaining to staff disposition within the Ministry,
the Divisilon is generally responsible for staff matters as
they affect other Ministries as well., In this regard, you
will find a definition of the area in which the Division
operates in the schedule of duty enclosed in file AD.3/58T.
Matters on which action is urgently required may be
summarised as follows:

(a) Whitley Councils: It has been agreed to hold rggular
. meetings of the three Whitley Councils once in every three

months, This arrangement should now be recognised as a
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policy directive following H.E.'s assurance to the representa-
tive meeting of the Whitley Council which téok place in the
Cabinet Chambers on Tuesday the 28th of January, this year,

I commend for your perusal the minutes of the meeting which
you will find enclosed in the relevant file AD.2/15 dealing
with matters relating to the Whitley Councils. The last Jjoint
meeting of the Whitley Councilswas held in November 1968

‘and the next meeting is therefore due to be held sometime

in February this year. The S,A,S,.(MS) will, as usual,

arrange for a discussion with you in advanée on all outstahding
matters affecting the Councils.

(b) Secretariat Staff Canteen: The Staff Canteen situated
in the Secretariat campus comes under the administration of
this llinistry in respect of which the S.A.S.(MB) is directly
responsible, A committee has already been set up comprising
of the representatives of the three Whitley Councils to
undertake management of the Canteen., An official of the
Division 1s usually in attendance at all Committee meetings.

I must here observe that H.E. the Military Governor has
repeatedly expressed his concern over the failure of senior
officials to make adequate use of the Canteen, You will note,
from the minutes of the last meeting of the Permanent
Secretaries, the arrangement under consideration whereby
Permanent Secretaries will be required to attend the Canteen
in rotation. I suggest you discuss final arrangement with
the S.,A.8.(1.8,) following which the clearance of Head of
Service should be obtained. Please refer to file E.20LL,

(e) Car Advance and Basic Allowances:

The request for a new addition to the present list of
officers eligible for Car Advances and Basic Allowances is
generally on the increase, and considering the current policy
recently introduced precluding all Government officials
excepting Permanent Secretaries from using official vehicles,
I feel satisfied that the time is now opportuned for a revised

list., In this regard, I have been considering setting up a
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small committec of officlals comprising representatives of
all lMinistries for the purpose of reviewing the list in the
light of representations already rececived and thereafter .
introduce en amended list with the Commissioner for
Gstablisnments and Training's prior approval.

(@) Control of Expenditure: As the Accounting Officer

of the Ministry, 1t is imperative for you to maintain adequate
control of all items of expenditure, I have introduced a

system whereby S,A.8,(ilS) is to submit for your 1nformatiog
regular returns reflecting current and cumulative expenditure
egainst itemised approved allocations., Please refer to file
AD.3/28l for relevant papers., The performances of each
allocation should be carefully watehed as the ultimate

responsibility far avoiding any excesses over approved votes
is yours. As the current financial year is running to a
close you are advised to review the last Returns so as to be
able to see the areas where readjustments are necessary and
thereafter issue directives on the deployment of funds as
considered necessary,

(e) Fringe Benefits: I have reviewed with the three
Whitley Councils the various items that coﬁprise fringe benefits,
You will find enclosed in file E.151 a schedule providing
comparative summaries of the views of all concerned and the
details of all the affected items as they operate in the
Federal and in the Western State Public Services. It will be
recalled that the subject was discussed briefly at the last
meeting of the Supreme Military Council which deferred further
consideration indefinitely, In the course of recent
discussion with the Permanent Secretary, Federal Winistry of
Establishments I gathered the igpresslon that this subject
may form part of the agenda for the next meeting of the
Federal Supreme Military Council. The Commissioner for
Establishments and Training has accordingly been briefed and

on the directive of His Rxcellency the Military Governor
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the subject is to be further reviewed at the next meeting of
Permonent Secretaries. The S.A.,5,(M8) is currently in the
process of ilssuing out the necessary briefs soon after the
relevant file has been received back from the Head of Service
to whom I have just addressed a minute on the subject, It
will be necessary to expedite action as Hia Excellency the
ilitary Governor is personally anxious to take a decision
following his recent meeting with the three Whitley Councils,
My view is that we should not act in isolation on this matter
but rather get compromise decision as basis for further

consideration at the Supreme Military Counecil

IV, Centrally Deployed and Pensions Divisions:

The Division is responsible for staff matters as they
affect all Centrally Deployed staff viz = the Administrative
Staff, the General Executive Class, the Confidential Secretary
and Stenographic Class., It also has final responsibility
for the co-ordination and preparation of pension papers in
respect of the entire staff of the Western State Government.
iir, B, O, Babatunde,; Acting Administrative Officer Class II
is presently in charge of the Division,

(2) Administrative Class/Administrative Staff

Advisory Committee:

- The Administrative Staff Advisory Committee has been
set up for the purpose of considering matters relating to
the disposition and promotion of members of the Administrative
Class, It functions in an advisory capacity under the
chalrmanship of the Secretary to the Hilitary Government and
Head of Service., The membership, in addition to the Head of
Service comprises of Permanent Secretary (PaA), Permanent
Secretary, Ministry of Justice; Permanent Secretary, Uinlstry
of Finance; Permanent Secretary, Ministry of Local Government

and Chieftainey Affairs; Permenent Secretary, Ministry of

Establishments and Training and Chief I. 0. Dina — Permanent

Secretary, linistry of Economic Planning and Social Develop-—

ment, As Permanent Secretary to the Ministry of Establishments

and Training, you are de facto Secretary to the Committee.
/10,



L e //‘

In effect you will be required to arrange for the meetings
of the Committee on the direcction of the Head of Service and
to compile notes of discussion as well ha to implement final
decisions with the concurrence and on the directives of the
Head of Serviece, Papers relating to the deliberations of
the meetings will be found enclosed in file E.1ul,

(b) General Bxecutive Class!

(i) Promotions: You will note from the relevant file
that promotions which have fallen into arrears within the
last two to three years have now been satisfactorily cleared.
It is my suggestion that promotiomt exereise should be held
half yearly in order to avoid the sort of indefensible
accumulation of vacancies that have occurred in the past
and thereby remove any cause of disaffection that is likely
to damage the morale of the members of the Class in future.
As you will note from the relevant file, the Public Service
Commission in approving my recommendations for promotion
decided on an effective date common to all cohcerned, a
decision which is at variance with my recommendatioﬁs. I
am not satisfied that the Public Service Commission's deecision
in this regard has taken into full account the circumstances
of those affected generally having regard to the wide
disparity in the dates of their respective substantive
appointments prior to thelr present promotional posts, I
have accordihgly made a further approach to the Public
Service Commission followlng my interview wiph.the Chairman
and you are requested to follow up my last recommendations
reviewing the effective dates of promoiion in accordance
with the seniority of all concerned, FileC.25784 is relevant,

(ii) Competitive Examination for the General Bxecutive
Class:

I have already submitted recommendations to the P,S.C,
seeking approval for my proposal to vary the existing conditions

in regard to competitive examination for the General Executive
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Class, You wilill find my proposals in file E.504,3,

the substance of which is to accord serving members of the
Government an opportunity of repeating the Competitive
Interview Test for at least three times without having to be
re=examined on the written test as it ia}%%actica at present.
In other words, once a candidate who is a serving officer

has passed the written test, he should be allowed a concession

of repeated interviews three times before being asked to

repeat the whole examination all over, During my prior

discussion with the Chairmen, there has been a complete
agreement on this proposal to the extent that the Chairman
would wish similar concession to be extended to those competing
for entry into the Administrative Class. I suggest you
explore thls possibility in consultation with the Head of
Service who, as'you are aware, is Head of the Administrative
Class. Ny recommendations for concession of repeated
interviews for members of General Executive Class will, irf
approved, have fetrospective effect to the date when the last
written test was undertaken., I have also recommended to the
P.8.Cs, as you will note from the relevant file C.50LL3/39

a number of acting appointmentsin the Lxecutive Officer Cadre.
You will appreciate that the existing vacancies are now
appreeciably high taking into account the resultant vacancies
from recent promotions of Executive Officers to the grade of
Higher Executive Officers. I will be grateful if you would
pursue action as expeditiously as you can on these recommen-
dations.

(e) secretarial Class:

(i) Promotions: Promotions into the Secretarial Class
as recommended by the last Promotion Board presided over by
me should now be effected by the P.S.C, Immediate aetion
should be taken to seek P,5.C.'s approval in this regard.

(ii) Male Confidential Secretaries: The current policy

precludes the recruitment of males as Confidential Secretaries.

/12,
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Prior to the introduction of this policy, a limited number

of male Confidential Secretaries had already been in the

employment of Government, all of whom have now either trahsferred

or are required to transfer to the Official Reporters' Cadre.
A good number of the males who could not obtaln minimum speed
requirements for advancement to a higher grade in the Reporters
cadre coéntinue to stagnate in their original grade while
their female counterparts enjoy normal promotions to higher
grades within the Confidential Secretaries cadre, The anomaly
is more glaring in the cadre of Confidential Secretaries
Grade II, where for promotional purpose, the relative Scheme
of Service does not prescribe the acauirement of a higher
skill as provided for in the Scheme of Service pertaining to
Official Reporte?s Grade II., Representations have, however,
been made to the P,S.C. seeking a concession whereby male
Confidential Secretaries who joined the Service prior to the
introduction of the current policy restricting males to the
Official Reporters cadre may be allowed to enjoy normal
promotions to a higher grade on conditions simllar to those
under which they were originally recrunited as Confidential
Secretaries, The P.S.C., as you will note from the relevant
file C.50L53/6 is agreeable to this proposal and as

a result has approved some promotions as well as some acting
appointments of male members within the Secretarial Class,

I hope you will continue with this arrgngement in order to
remove any remnant of frustration which has been apparent

for some time amongst members of the staff concerned,

(1ii) official Reporters - Scheme of Service: The Scheme

of Service for the Official Reporters calls for immediate
review in order to regularise the disparity that now exists

in regard to both salaries and skill attainments between
Officlal Reporter Grade II and Confidential Secretary Grade II,
You will note from the relevant Scheme of Service that whereas
for the purpose of advancement to Official Reporter Grade II

/18,
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the attainment of a higher skilll is preseribed, yet the salaries

for the two cadres, i.,e, Official Reporter Grade II and

Confidential Grade II remain at par, WMy intention is to

revise the Official Reporters' Scheme of Service in a manner

as will maintain a higher skill attainment but adjust the

emolument Tor the various grades within the cadre upwards

so as to provide a compensating reward for the comparatively

hicgher skill attaintment required. I will request you to

give further consideration to this arrangement in consultation

with the Secretarist of the National Council on Establishments.
(iv) Retiring Benefits — Pensions and Gratuity: The

long delays in finalising‘Pension papers for retiring

Government officials are now ﬁiftually disappearing following

the arrangement introduced last year whereby Ministries

were given time limit within which to submit particulars of

retiring officials. Considerable progress has been achieved

in the clearance of arrears as you will note from records

and as at date work in this regard is taking a normal course,

To ensure continuity of progress, I have instructed the

Head of the Division to submit regular returns of all

outstanding papers indicating stages of processing and locating

areas where action is pending so as to enable me to assess

the relative progress and be able to see clearly what matters

are yet to be resolved, All Ministries are being asked to

submit a year in advance full particulars of officers to

be retired with a view to ensuring commencement of early

action towards retiring date targets. The goal I am after

is to get all pension exercises into full gear so that pension

papers can be finalised to make payments possible as from

Bhe month when pensions become due. You will need to give

special attention to this arrangement in order to avoid any

possible relaxation or reversal to the delays of the past.

V. Recruitment and Trainine Division:

The duties of the Division spread broadly over the
orgeanisation of the Secretarial Training School, advisory
/ik.
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services on recruitment into the Western State Public Service
and orgunisation of in-service training‘prcgrammaa. Mr.

D, A, Folorunso, Acting Aﬁminisfrative Officer Class II, is
at present in charge of the Division.

(a) Secretar Tpaining School: The last batch of
students from the gchool passed out towards the close of
last year and consideration gshould now be given to the
commencement of another course early this year. Thies should
be examined with the background of available vacancies that
will accommodate the students on completion of their courses.
When recently I reviewed the situation, I found that the
vacancy position was rather tight but with a number of newly

ereated posts coming up in the new financial year, I am

jnelined to feel that a limited number of trainees can safely

be'aocommddated. Before proceeding ﬁith the arrangement
for the opening of the.School, however, the S.AS.R & T)
should in consultation with the S,A.S.(E) and the S,A,S.(CCP)
provide a full briefing on the vacancies likely to be
aveilable taking iﬁto account -

(1) the existing vacancies as at date;

(ii) the number of vacancies required to be earmarked
against possible absorption of serving members
of the stenographic class who failed their
last Confidential Secretary's Test;

(ii1) vacancies resulting from promotion now due to
be approved by the P,5,C, as reported earlier in
this Note and

(iv) vacancies likely to arise from newly created

posts.

Urgent action will be needed to enable preliminary arrangements

to proceed in connection with the selection and recruitment
of trainees, It is necessaPy and desirable to keep the

Sehool running particularly as the proposals for its transfer
to the Technical College has now been suspended. For the
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same reason, I have ndopted a moderately liberal attitude
towards the ereation of new posts of Confidential Seeretaries
during the current exercise relating to Advance Proposals,

(b) The Chief Instructor: I have had under consideration
the relative position of' the present Chief Instructor,
¥r. Xehinde, in the Serviee having regard to the present lack
of career prospects for the Chief Instructor within the School
on the one hand and to his cowparative length of service and
seniority on the other, Two solutions have occurred to me

and these are being examined in great details in the relevant

file rT.1/17 on the following basis:-

(i) Upgrading of post of Chief Instructor to Group 8:

I have, in consultation with the 8,A.5.(R & T) attempted
to.make a case for the up-grading of the post of Chief
Instruetor to Group 8 but ran into the difficulty of being
faced with the conflicting sltuation whereby the Training
CfTicer who is on Group 8 and is in charge of the School
will be running the same scale as that proposed for the
Chief Instructor,

(i1) Alternatively I am considering transferring
lir, Kehinde to assume duties as $,B,0, s0 as to afford him
a much wider prospect of normal promotion to Group 8 within
the General Executive Class, This arrangenent appears nore
acceptable to the Head of Service with whom T recently held
conéultations. The implications are, however, not very helpful
to this Ministry in that we shall be losing a very able man
whose image ie almost inseparable from the School itself. In
any everit, I have a duty to proceed as urgently as possible
with an arrangement which should restore to ¥r. Kehinde the
prospecis of an early advancement to a higher grade which
he eminently deserves, I shculd be grateful if you would
pursue action on the lines indicated above in the relevant
file RT.1/17 bringing the Head of Service into the picture,

/16,
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(e) Reeruitment Policy - Adrministrative CGlass:

The Head of Serviee, as you will observe from the minutes
exchanged in file RT,1/65, is now agrcesble tc my representa-
tions ealling for som= relexetion in the educational
requirements as laid down for competitive entry into the
Administrative Class, The current thinking is to go a little
below the present level of Second Class Honours Degree and
make all helders of General Degree eligible for competition.

I am glready at a stage of consulting other Ninistries as
sucgested by the Head of Service and you need to expedite
aetion in view of the difficulty ecurrently faocing P,5.C. inthe
recruitment of staff into the Administrative Class. TFor

the same reason I have directed s5,A.S5, (R & T) tc arrange
periodical talks in Universities and other similar institutions
of learning explaining fully the extent and nature of employment
opportunitles in the Govermnment Serviee and %o provide in

due course a cabalogue of such opportunities and conditions
laid dowvn for entry, It is needless to emphasise the need

for regular snd close lisison with all institutions of
learning as & means of attracting right skill and callbre

into the Service.

(d) Ine-service Training: In-service training
prograymes for 1969/70 fiscal year are due from Ministries
and call circulars have already been issued to this efTect,
Your attention is invited to a copy ef this ecirecular in
file TR,2/52. A bulkx prant ls ususlly provided every year
for the purpose of finaneing in-service training for all
Uinistries, As soon as the returns of llnistries have been
received you will be required to examine the details with
a view to determining allocations appropriate for the courses
being recommeénded by liinistries under the scheme, Thereafter,
& meeting should be arranged during which each ¥Ninistry will
be required to review training programmes with you with a

view to arriving at an agreed allocation. You have final

/7.
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regponsibdlity for both the disbursement as well as the
allecation of funds under the Tn-service Training Schenme,

You will need to exercise vigilance in dealing with requests
coming from linistries in order to ensure stability in basic
establishment needs of Ministries. From my experience, the
Ministries of Agriculture and Watural Resources and of Health
are usually involved in extensive training schemes invariably
without the full awareness of fhe effect on the overall
structure of its personnel partiecularly in the professional
service, I suggest you arrenge a periodical review of staff
movement arising from training schemes so as to be able to
assess the relative degree of its effect on manpower needs

of Uinistries.

(e) Yacation Jobs: Call Circulars have already been

issued requesting Winistries to submit details of vacation
projects into which students may be temporarily absorbed during
vacation, Vacation jobs have in the past been preserved for
University students only, I have, as from last year, extended
the privilege to products of Technical Colleges and other

similar institutions with quasi-university status.
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I0 MR, T, A. O, SHOGA

Having worked in this Ministry before, you are not

entirely in a strange land; but since you have been away
for many years and from the country for a year, and having
regard to the dynamic changes which had taken place in the
various facets of the Ministry's functions since you left,
some detailed notes may be necessary to put you in touch
with the present situation.

reeni on d Functions
2e As you are no doubt aware, the functions of this
Ministry are essentially regulatory. Apart from being
embedded in the functions of other Ministries, many of the
subject matters being EEalt with here cut across the fibres
of departmental organisations. I should point out at this
Juncture that the regulatory functiona‘are not being carried
out by this Ministry alone. There are certain powers which
are vested in the Head of Service and which touch on matters
agsigned to this Ministry., Broadly epesking, this Ministry
is responsible for the organisation of Ministries, control
of departmental establishments, regulation of conditions of
service, interpretation and application of the regulations
governing these conditions, administration of Centrally
Deployed Classes, Recruitment and Training, Wage structure
and Schemes of Service. I addressed a minute to the
Commissioner for Esteblishments in May this year (see File
216L4/S+1) in which I set out the relationship between this
Ministry and the Head of Service. It was necessary to do
this in order to correct what appeared to be a seeming
impression that the Commissioner was not being allowed to
have untraﬁ?lled control over the running of the Ministry.
3 The Ministry is organised into 5 Divisions, namely:
(a) Organisggion, Methods and Complementing Division}
(b) Establishments Division;
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(e) Management Services Divieion;

(a) Recruitment and Training Division; and
(e) Centrally Deployed Classes and Pensions Division.

e} TION, METHODS COMPLEMENTING
DIVISION

Le This Division is now made up of two bresnches -

Os & Me Branch and the Staff Inspection and Complementing
Branche The O and M Branch provides advisory services to
Heads of Departments on better organisation for the execution
of government policies, modernisation of the methods and
procedures for carrying out the various functions required
for aeccomplishing departmental objectives,K and research into
the most effective and chegpest means of performing every
part so that maximum results can be achieved with the minimum

expenditure of resources.

5e The functions of the Division may be summarised as
follows:=
(1) comprehensive review of departmental organisations
in all their ramifications; this inecludes the
exemination of the validity of the broad objectives
and policiee of the departments, organisation
analysis, grouping of work, how work is plammed
end directed, the efficieney of systems and
methods used, the effectiveness of the machinery
for co~ordination and control, manpower utilisation,
men-management system, working conditions, cost
control techniques, evaluation of achievements in
relation to the set objectives and the cost involved,
the patterns of management behaviour, job evaluation,
records management, ergonomics, job satisfaction,
etcoe
(ii) ad-hoc essignments to solve particular problems
(111) study of horizontal problems i.e. problems of

common interest to a number of different departments;

covoo/3e



(iv) control over the design and printing of forms
throughout the Service;
(v) advice on office mechanisation and control of
office machines and equipment;
(vi) production of training materials e.g. Manuals
(viit) staff development and training programmes.

6s The Staff Inspection Branch on the other hand is a
very, very unpopular branch which is often referred to as
the "ragzor gang' - that is, a branch which is 81l out with
a cudgel to cut down staff everywhere; but this is not quite
true. The Branch is concerned with effectlve manpower
utilisation and efficiency audit throughout the Service,
ensuring that the number of staff in every office reflects
the volume of work in the office and that every member of
the staff is fully losded, and also that the gradings of
the staff reflect the complexity of the work assigned to
them i.e.'that of ficers are not assigned to jobs below the
level of their skills and that officers assigned to Jobs
within the level of their skills are working within the
periphery of that level and not below.

T7s The present staff in the Division are as follows:
OsMeCoOs - Mr. Aboaba (held against post)
0. & M, Branch

AeQsloCu00 = Mr. J.K. Kolawole (Acting in post)
2 AsS.8 = HMre. Akingbade
1 Vacancy
1 S8eBe0s = Mr. E.O» OKUBanya
6 H.E IB.B = EIJI'. J.A. Adeniyi
W A, Adeagbo

L Vacancies
3 EuOeB -~ MNr. Duduyemi

2 Vacancles

Staff Inspection Branch

1 AsSe = HMre EoV.0s¢ Koleoso

Oll.C/hi
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8taff Inspection Branch (Contd.)

3 HeE.Qen = Mr. Fabemi
" Ogungbuyi
n Bakare
4 E.Oe8 = Mr. Sowemimo

®*  Ajomale (Acting in post)

2 Vacancies
8. I have recently minuted a file (Establishment Proposals,
Ministry of Establishments and Training) to the S.M.G. to
court his agreement for the inclusion of one post of S.A.S.
and two posts of A.8.8 in the complement of the Division for
the 1970/71 finsncial year, With the post of Assistent
Orgenisation Methods and Complementing Officer having been
filled, it is now necessary to build up a symmetrical
organisation in the Division to be able to retain the
services of experienced Admin. Officers in the Division.
As of now, there is a big gep between the A.0.M.Ce0. and the
O.MeCeOs and as such, an easy take-over of the Division is
made difficult whenever it is necessary to change the hendshipe.
The Asst. Secretaries are required to strengthen the Admin.
Cless Officers in the Division. WMore and more Admin. Officers
should be injected into the Division as the years roll by while
the complement of the G.E.C. steff should remsin static. We
have discovered from practical experience that the most
important aspect of 0. & M, job and administrative analysis
can be better undertsken by the members of the Admin. Class
although there is a member of the G.E.Ce. in the Divisilon,
lMr. Okusanya, who is equally effective but this is a very
rare cas€., By stocking the Division with more Administrative
Officers, we shall be keeping in step with the other Govern-
ments, notably the Federal Government which is going all out
to build up a strong and virile O, & I orgenisation. The
increase is quite'moﬂest. I have always preferred a pragmatic

approach in matters relating to the expansion of Q. & M,
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pervices rather than take a big leap which may be

difficult to control.

9« The 8taff Inspection and Complementing Branch of

the Division is about to complete a survey of the clerical,
typist and messengerial grades throughout the Service, Only
the Ministry of Establishments and Training and the Ministry
of Finance remain to be covered. Several reportis on the
exerclipe have been produced and these have proved very useful
in the annual budgetary exercise in areas where staff
increases can scar astronomically if they are not kept under
strict control. This exercise, like any other staff
ingpection general review, is like painting the fourth
bridge but before another review is due, it is necessary to
cover the higher grades as well. The branch will undertake
this as soon as the staff situation has improved.

10 The 0. & M. Branch has in the past been handicapped

by frequent staff movements in and out of the Diviegione
Nonetheless, it continues to make progress. Reports are
issued from time to time, the most recent one being on the
organisation and staffing of internal audit throughout the
Service,  The report has been accepted by the Ministry of
Finance and ExCo's approval is being sought by the Commissioner
for Finance for the implementation of the major recommendations
in the report.

1l. The Commissioner for Establishments has shown keen
interest in 0., & M. work., 'This interest has been stimulated
and accentuated by what he saw in the Middle East during his
recent visit to that part of the world early this year.

He has discussed 0. & M. report No. 27 on the comprehensive
review of the Ministry of Agriculture and Natural Resources
with the Commissioner for Agriculture regarding a number of
major recommendations in the report on which no action has

been taken so far. He is particularly keen on the Egg
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Marketing Schome aspeet of the report. Because of the
multifarious urgent and pressing assignments which I have
in hgnd, I have been unable to pursue it as vigorously as

I would have liked toe.

12« MNre. Aboaba who is currently held against the post of
QcleCeOo is due to leave for the United Btates next

month on a 6-month course in O, & M. practice. Mr, Koleoso,
Asgistant Secretary and Mr. Adeagbo, Higher Executive Officer
of the O. & M. Branch are due to go to the Institute of
Administration, University of Ife for preliminary O, & M,
training course which would be followed by a more intensive
course in U.K. early next year. The training of these
officers will slow down temporarily the major task of
comprehensive review of departmental organisations but the
few staff left will keep the flag flying until they return.
There are? however, a number of ad hoc assignments to tackle

and these trickle in from time to time.

ESTABLISHMENTS DIVISTON
13 The Establishments Division is made up of 3=
1 SsAsSs = E.A. Ajobo
2 AeSeB8 = Mro Co Bs Tejumola and
i 8« A. Banni
{1 B.0e = Mre, Te O. Imam (she is being
posted to another Ministry but
a replacement will be provided)
The Division 15 responsible for grading of posts, depart=
mental establishments, structure of salaries and wages,
matters relating to the National Council on Establishments,
permission to fill vacancies, remuneration for part-time
duties, absorption into the permanent establishments, mass=
cross transfers of staff - Lagos/Western States, schemes of
service, incremental credits, minimum gualification for

appointments and staff indents and advertisements.
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14e This is a very busy Div;sion indeed. As you are

aware, this is the budget season but the usual time=table

for the examination of establishment proposals submktted

by the various departments has been considerably disturbed
by the current Elwood exercise. This was our experience last
financial year. Thé Elwood Grading Team, you will recall,
was 8€t up in 1964, The Team submitted its report in 1966
but before it was implemented, the country was split into
twelve states which made a number of the recommendations in
the report inapplicable in the new context of the country.
Series of meetings of N.C.E. officials were held in 1968/69,
culminating in the preparation of the draft of the first
White Paper which formed the basis of discussion at the
meeting of the Commissioners for Establishments held in
Lagos in February this year. The White Paper has since

been published and g copy is enclosed in File E.152A as p.5L9,
The Wnite Paper deals with posts on incremental scales only. I
suggest you find time to study it very carefully. A circular
implementing the conclusions in the White Paper was issued
inIAuguEt as Establishment Circular Noe1/1969. Since then,
series of circulér letters have been issued amplifying the
sections of the circular on which enquiries have been received.
15+ In accordance with paras 5 of the White Paper, the
NeCoE, officiaia-met in Lagos from the 16th to 19th of
September and from 28th October to lst November to consider
the gradings of superscale posts. You are probably aware

that originally, the N.C.E. was set up for:

1o Consultation (exchange of views of Establishment
matters).

2¢ Information,

3« Common Services,
16+ The exercise on the grading of posts on which the
Council is currently engapged is outside these obJjectives,
Although it is claimed that the Supreme Military Council
had directed it to undertake it, my view is that the S.M.C.

i
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has acted In accordance with the advice tendered by some
officimls in Lagos, At the meeting of N.C.E. officials
referred to above, I raised preliminary objection on the
propriety of the N.C.E, undertaking such an exercise and
elso on the feasibility of the exercise itself, Plecase see
my minute to the Commissioner for Establishments at ppe 818-
829 of file E.151/1 Vol, IiI in which I set out clearly the
points I made at the meetings., The more I reflect on the
trend in Lagos, the more I feel convinced that there is a
disguised move towards a remote control of other publie
services by the Federal Public Bervice. You therefore need
to watch very carefully the actions of the Rederal Ministry
of Establishments which is gradually buillding itself up into
some sort of centripetal force. You should find time to read
the minutes of the meeting at ppe. 709=736A end 765=817 in
file Z.151/1 before the date of the next meeting of the
officials which is fixed for the 6th and 7th of January.
Extracts of the minutes have been sent to heads of departments
to keep them informed of the trend of discuesions at the
NeCeE. officials level. '

17« The draft White Paper on the conclusions at the meetings
has just been received and S.A.S.(E) is arranging for copiles
to be produced as only two copies were forwarded to use. I
have advised in my minute to C.E.T. that the draft White
Paper should be referred to ExCo. before the meeting of the
Commissioners which is due to start on the 9th of January.

T suggest you bring it to the attention of S«M«Ge & HeSe with
particular reference to the structure of the Admin., Class and
the gradings of Permanent Secretaries. S.M.G. & H.S. may
consider it necessary to summon a meeting of Permanent

Secretaries to find out their reactions.

18, The appendix to the draft White Paper should be checked
meticulously with the minutes of the meeting. Mr. Ajobo,

SeAsS.(E) will do this. You will observe in the appendix
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that separate columns are shown under the column for epproved
grading and designetion, one for the Federal Public Service
and the other for the Statess It was quite clear from the
trend of discussion at the meeting of W.C.T. officialse that
the Federal Ministry of Establishments would like to Bee top
Federal posts graded higher than their counterparts in the
States. As I mentioned in my minute to the Commissioner,
spome posts in thg Federal Public Service may carry heavier
responsibilities than those attaching to corresponding posts
in the Statee but one should not carry this to the ridiculous
extent of assuming that gll Federal posts are superior to
those in the States. One good example of the type of thing
to watech very closely in the gradings indicated in the White
Paper is the grading shown againet the post of Deputy
Permanent Secretary at p. 1 of the appendix. It was
agreed at the meeting of the N.C.E. officials on 17/9/69
that the D.P.S. post should be graded in Group 5 where
Permanent Secretaries are graded in Groups 3 and b as
in the West and in the Federal, and that depending on the
gize and complexity of a Ministry, a D.P.S. may have one or
more U.S, reporting to him. You will observe that the
proposed Group 5 grading is reflected under the Federal
Public Service only. This, no doubt, stems from the desire
of the Federal Ministry of Establishments to see that no
Permanent Secretary in any of the States is graded higher
than Group 4. Mr., Tokunbo proposed Group 4 or 5 for the
States and Group 3 and L for the Federal Public Service alone.
This is in disregard of the fact that there is a big '
difference as between the level of responsibility of a
Permanent Secretary in a long established public service
and that in a new State.
19. Although the draft White Paper is mainly devoted to
tiie grading of superscale posts, you will observe that pafas.
LO=43 deal with matters relating to Advancement scheme for

clerical officers and technicians; Advancement tests for
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stenographers; Health Inspectors); and the Structure of
¢(E) and C(T) scales. We submitted to the meeting of officials
series of memorsnda aimed at modifying the conclusione in the
first White Paper. Those included in the new draft White
Paper are those which constitute radical changes in the
provisions of. the first White Paper. I should like to draw
your attention to the proposed grading for Higher Executive
Officers. Before Elwood, the post was graded in Scale C(E)5
in the Federal Public Service while it was graded in C(E)4,5
in this State and in the Mid-Wests The Lagos State mdopted
the Pedepal grading but the Elwood Grading Team confirmed
C(E)4,5 as the appropriate grading for the post. Since no
officer was made to suffer any diminution in the level of
his remuneration before the introduction of the new scale,
the HeE.O8 in the Federal Public Service as well as those in
thelLagos State were placed at an advantage compared with
their colleagues in this State end in the Mid-West. The
proposed amendment is almed at removing this snomaly as it
would level all of them up.

20. Our efforts to secure agreement for the improvement

in the lot of elerical officers who were already on Scale D3
before 1/44/69¢ the date of the implementation of the Elwood
Report; were not supported by the other States. four study
of the first White Paper will reveal that under the new
conditions of service, clerical officers OllScalE DY ¢an now
advance to SBcale D.3 after the completion of 3 years' service
and those on Scale D.2 before 1/4/69 and had completed one
year on that segment before that date have been advanced to
Scale Ds3, Clerical staff on Scale D3 before 1/4/69 had no

such Tfinencial advantage.

21+ Other important matters discussed at the meeting of
NoeCeEo officials but which are not matters for inclusion
in the draft White Paper are:

(a) Apportionment of Pensions

Following the creation of the Mid-llest Region
saee D/11l



in 1963, the Mid-West Government pressed that

the Western Nigeria Government should take=over

the responsibility for the pensions of all the
staff transferred to the Mid-West for the period
1/10/64 to the date immediately preceding the

date of the creation of the Mid-West Region. For
reasons which you will find in file PD.2/51 pp.138=
167, this Government refused to accept liability.
The matter had been the subject of protracted
discussion between this Government and the Govern=-
ment of the Mid-West and at the meeting of the
Commissioners for Establishments held last February
it was referred to the National Council on
Establishments officials for examination and to
submit recommendations. We submitted a strongly
worded letter to the N.C.E. Secretariat explaining
vhy it was unfair end illogical to ask us to accept
liability. When the matter was discussed at the
last meeting of N.C.E. officials it was decided

to recommend to the Federal Government that the
same formula by which the Federal Government had
alreedy accepted the pensions liability in respect
of the states in the North and in the East for

the period 1/10/54 to 31/3/68 i.e. the date
immediately preceding the effective date that new
Staies started to function, should also apply in
our case, This is a big achievement for us since,
if the recommendation is accepted, the Federal
Government will also pay the pension of our staff
in this State in respect of the period 1/10/54 to
31/3/68. We have suggested that a central pensions
fund should be established from which the pensions
of all officers retiring from gll the Publie

Services would be paid. It has been agreed that

i b
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this should be further examined.
(b) Acting Allowance

We submitted a memo. on the desirability
of modifying the present regulation which forbids
the payment of acting allowance to officers when
they are on leave and no other acting appoin@ments
are made for taking over the duties of the postse.
The decision reached at the meeting was that each
Public Service should obtain the comments of its
Public Service Commission and report back reactions
to the subsequent meeting of the N.C.E. This
should be taken up as soon as possible.

(¢) Hotel Charges

Para.l15 of the first Vihite Paper provides that
the ratea-of travelling allowance stipulatedtherein
may be increased ﬁy each Government in areas where
hotel charges are extremely high. At the last
meeting of the W.C.E, officials it was considered
that it would be a good idea if reguler rates of
allowznces could be made to epply to officers of any
of the Public Services who undertake tours in any
particular areas of the country. The meeting
decided that the N.C.E. Secretariat should obtain
the rates of hotel charges in various parts of
the country after which uniform rates would be evolved.
SeMeGs & HoS. has spoken to me twice about this and
if he asks again, you should please let him know
what the present position is. The matter would
probably come up at the January meeting of N.C.E,.

officials.
/13-1--.



Advanes Proposals

22 As indicated earlier in these notes, the annual
budgetary exercise is on. The Ministry of Finance has
stoted categorieally that it would not support any increase
in personal emoluments vote for next year. One should under-
stend this because this State presentecd a defileit budget
for this yecar, the deficit on recurrent expenditure was in
the order of £2.6 million. We have however sought clarifi-
cation on this snd the Ministry has sgreed that increases

may be allowed in exceptional circumstances

23, All proposals are examined by S.,A.8.(E) and meetings
are usually held with the representatives of the appropriate
Ministry to sort out points of differences. As a rule, all
establishment proposals must receive the personal support of
C.E.Te We have cleared a few but we have had to suspend -
action during the past few days because of the work involved

in the current Elwood exXercige.

Schemes of 8ervice
2he You are no doubt familiar with this but following the

publication of the White Paper, it will noiwbe necessary to
review practically every scheme of service because of the

chenges in salary scales, gradings, and nomenclatures.

Dally Rated Staff
25, Another important matter which the Establishment

Divisgion has in hand but which is nearing completion is the
absorption of daily-rated staff into the permanent establish=
ment. €his islsequal to the tripartite agreement reached in
1964, The sgreement relates to the reclassification of lebour
intos

(a) wmskilled end semi-skilled and

(b) artisanse.
It was also agreed that a 13=-point scale should be introduced
for the unskilled end eémi-skilled labour. A list showing all

---tt/'”-l-s
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Gccupations and trades which have been classified into
seml=skilled trades is due to be published shortly. We
have decided to sbsorb the new class of staff into the
existing salary structure instead of ereating a new 13-point
scale as proposed. You should please read pPe 856 = 882 of
file ED1/95. You will observe at pp. 884 ibid that the
proposal has been approved by the Executive Councile A
circular implementing the method of absorption is being
prepared by S.Z.5.(E).

Presgntation of Executive Council
to the Council

.26+ Reguests for increases in establishments are sent

to us from time to time, Increases in authorised establishe
ments can only be approved by the Governor=in=Council.

8ince this Ministry is responsible for departmental establish-
ments, memorands for variation in complements are presented
Jointly by the Commissioner for Establishments and Training
and the Ministry concerned.

HANAGEMENT SERVICES DIVISION

27+ This Division has the following complement: -

1 SeAsBs = Mr. B, Ay Ogunleye
3 AcSes = Mr. Adeleye
" Alawode
1 Vacancy
1 8.E.0,. = Mre. Olunuga
2 E.O:8 - Mr, Ajetunmobi
Mr. Iyiola
1 E.0.(4a/cs) - Mrs. Idowue

The brosd functions of the Division are Whitley Councilss,
Conditione of Service (this is a generic term embracing a
number of subjects), advances, confirmation/advancement \
tests, passages, records, staff list and the domestic affairs

of the Ministry.
/151:--
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Whitley Councilg!
28, You are the Chairmen of the three Whitley Councils.
Meetinge are now held with reasonsble regularity in accordance
with the Tfollowing agreed time~table:-

Zime-Table for Whitley Councils: 1969
(1) 2nd Quarter
Whitley Couneil I 30/4/69
Whitley Council II 28/5/69
Technical Whitley Council 25/6/69
(i11) J3ra Quarter
Whitley Council I 30/7/69
Whitley Counecil II 27/8/69
Technical Whitley Couneil 24/9/69,
(1ii) Lth guarter
Whitley Council I 22/40/69
Whitley Council II 19/41/69
Technical Whitley Council 17/12/69

You have to study EE%_briafs submitted for discussion

and if at any timeZb% them relates to policy matters, you
ghould clear it with the Commissioner for Establishments

and Training and/or S.M.G.& HeS. as the case may be to ensure
that the line of action taken by you accords with Government
policye

28, You are not likely to have any problem with Whitley
Council I as the Viece Chasirman of the Counecil is a mature

and reasonable manes The Vice Chairman of the Technical
Whitley Council is equally reasonable and intelligent - a
trade unionist to the core; st he cen be difficult if he
wants to but it would not be without a reason, My advice

is that you do not take things for granted and I always find
it helpful to liaise with them as much as possible. On the
other hand, you have to acquire the tolerance of Moses to be
able to get along with Whitley Council II in its present
get~upe You should not be surprised 1f you sometimes find
that " firmness", " persuadion', "forthrightness", "rationalisn"

oo --o/16c
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turn out to be mere ecatch phraaeszﬁolemica or if arguments
sometimes lack the usual distributed middle. I am almost
certain however that the unpleasant experience which we have
had, from H.E. down the line, will not continue for longe
29s As you are aware, Whitley Council I embraces the
Association of Senior Civil servants while the Technical
Whitley Council looks after the technical staff. In
accordance with the constitution which established the
Whitley Councils (see file AD.2/1) Whitley Council II should
embrace the junior non-technical staff. A Higher Executive
Officer is, however, the Viece Chairman of the Council = she
is the President of the Nigerian Civil Service Union and
there are E.0.s, HeE.0.5 and perhaps S:E.0.8 within the folds
I had wantcd to streamline the membership of the Council but
SeMeGe& HoeSe advised caution and suggested that in order to
assuage trouble we had better leave things as they are.

30. Please note that conditions of service affecting the
staf'f should always be cleared with the appropriate Whitley
Council(s) before promulgating the new rules.

Motor Vehicle Advance and Basic Allowance:

31« The granting of motor vehicle adveance and basic
allowence is covered by Treasury Circular No.4/196L4. So
many concessions have been allowed eince the issue of the
cireular but we have stopped granting further dispensations
as any concession granted to a department usually provoked
requests for similar concessions from other Departments.

It came to a point when we found that we were dealing with
exceptions rather than the rules and it is my view that it
would be impolitic to allow such a situation to continue
indefinitely. A Committee has recently been set up by the
Government to review the present rule of eligibility and
submit reccommendations. Chief N.O.A. Akinyemi, Permanent
Secretary (Political & Administration) is the Chairman of the

Committees I suggest you do not grant any further concessions

ii-oo/'l?l
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to any Ministry until new rules are promulgated.
Staff List:
32¢ The latest edition of the Staff List is the one for
October, 1968, A new one is in the course of preparation.
One important change in the current steff list is the re=
arrangement of the seniority order of Administrative Officers
Classss III & IV. In the past, officers who failed to
complete the papers of their compulsory examination in time
i.e. within the probationary pericd, were allowed to retain
their seniority over the junior ones who were able to satisfy
the requirements within the periods This is contrary to the
provision of G.0. 0254k, With the concurrence of the PeSeCe,
the seniority of the officers has been re-arranged in
accordance with the provisions of the G.0., As it was expected
the exercise sparked off protestations from various officers
who lost senlority to those formerly junior to them in the
Service. They contended that since the rule had not been
spplied for some years, the apparent mistake should continue
to be perpetuated.s This is illogical and gbsolutely unaccept-
able.
Fringe Benefits
33. Bome time ago and before the resuscitation of the
Minieterial meeting of the N.,C.E.,, the Federal Military
Government requested the N.C.E. officials to luck into the
desirabllity of introducing some measure of uniformity in
the application of fringe benefits throughout the country
and also to examine the advisability of abolishing those for
which no justirication could be shown for their continued
retention. When the matter was teken at the S.M.Ce., it was
decided that the recommendations of the N.C.E. officials
should be sent to all the State Governments who should
consult their Whitley Councils and forward their (governments®)
recommend%tiona to the Federal Ministry of Esteblishmente).
our viewg/gi;:ady been communicated to Lagos in file E.151
which you should find time to read. Recently, a schedule

-----/18:
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BhﬂWng the viewe of all the State Governmen s was sent to

ue from Lagos ananﬁ the advice of the S.M.G. & H.8. I have
asked SeA«S«(Me3.) to address a letter to the Federal Ministry
of Establishments asking that the matter should be tabled for
discussion et the meeting of the Commissioners for Establish=
ment. BeleCGe & HeS, is entertaininglthe same type of fears
which I expressed in para. 16 above. If the Federal Ministry
of Kstablishments has nothing to hide, a copy of the covering
memoe should have been sent along with the achédule.
Hours of Work:

3. Following agitation by the Civil Service Union (Western
étate Branch), the Government has, after series of meetings
with the Whitley Councils, decided to change the present
working hours to 730 aeme = 3430 Dem. with effect from
1/1/70. You need to read minutes of the meetings held at
various levels on this maiter in file E.112. The Vice
Cheirmen of the three Whitley Councils will probably ask for
the resuscitation of departmental canteens. The management
problems involved in this will be tackled by your Management
Services Divisione

eetings of Pe nt Secretaries:

35, The S.A.S8.(MsS.) is responsible through you to the
SelleGed HeS. for making necessary arrsngements for the
meeting of Permanent Secretaries of which the S.A.S. 1s the
Secretarye The S.M.Ge & H.S. usually decides the date and time
of each meeting. By convention it im the practice to hold
the meetiné on the last Friday of every month although no
meeting has been held for some months due largely to the
engagements of the S.MeGe & HeS.

RECRUITMENT AND TRAINING DIVISI ON

The staff of the Division are:-

1 Seha8a - Mr, Folorunso
1 A8, - Mr. Adetola
1 E.O, = Hre Lalude

Training School
4 Tpraining Officer = Mrs. Ogunlade (Acting in post)

/19.-&



Training School (Contd.)

1 A.B. - Vacant

1 English Tutor - Mrs. Adelusi (On study leave
without pay)

1 French Tutor - Vacant (One expected shortly)

Mr. Kehinde

1 Chief Instructor
1 S«E Qs o Mr. Talabi
2 Senior Instructors- Mr. Sotunde

Mrs. Salako (Acting)

3 HeE.Os = Mrs. Odubiyi
: 2 Vacancies

1 H'EJO. (A/cB) - Mr. Ogunsols

3 Instructors = Mrs. Sonola

Mrs. Igbosanya
Mres.: Ademosu

1 E.Q. - Mr. Akinmuwagun

I understand that you had a short spell in the Division

while you were here, The nrgsnisation and functions of the
Division have not altered materially. You are already
familiar with the mechanies of dealing with in-service-train-
ing proposals. 8.4.8. (R. & T) will bring you into the
process at the appropriate time. The Local Government
Training Unit which was formerly controlled by the Ministry
of Local Government. and Chieftaincy Affairs has récently
been merged with the Training School for more effective
planning and co-ordination.

36s I have asked S.A«S. (R.& T.) to submit proposals on

how to make the impact of the Training School felt more by
Departments and I am convinced that there is a lot we can

do to achieve this. We would neced to reactivate departmental
Training Officers and infuse some drive into them. We have
to make our calendar more ebjective and get rid of the usual
window dressings. There is no reason why we have to adorn
all the pages of the calendar with courses for which facilities

are non-existent and which we cannot therefore mount.

'l.../EOU
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The strength and the quality of the teaching staff.will have
to be improved upon. Fortunntely, you have for some years
been the Chairman of the Training Advisory Committee. You
will, because of your present asslgnment need to appoint a
new P.S. as the Chairman since the Committee is set up to
advige the Permanent Secretary, Ministry of Establishments
and Trainings

37. There are a number of courses going on in the Training
School at present, including the Confidential Secretaries— in-
Training couraé. The course started early in July and the
first weeding test has been taken., 8ix of the girls did not
measure up to standard and they have ﬁherefore been advised
to withdraw from the course. Arrangements are being made

to find them suitable employment in tho Minisipries. You will
recall that it was ﬁecided in one of the meetings of the .
Adviscry Committee on Training some time ago that the
SBecretarial wing of the Training School should be merged with
the Technical College, Ibadan. This has been examined and

it wes not considered advisable or even practicable to do so
in the meantime for reasons which you will find in the relevant
files. I should mention here that the system of shorthand
being taught at the Technical College is different; therefore
it will be difficult for the Technical College to arrange
refresher courses for those members of the Secretarial Class
who have already been trained in our Training School.
Besides, no facilities for refresher courses etc. exist in
the Technical College. The suggestiion has therefore been
shelved sine die.

Auditing snd Accounting Course:

38, In September, 1965, Mr, Butler submitted a report
containing proposals for a training scheme for the training
of supporting staff for the Audit Department and the Account=
ing Division of the Treasury and also for the Accounts Branches

of the various Ministries. It is a three-stage training
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scheme - the first being a routine of accounting and audit
procedures which is designed for confirmed clerical officers
who have passed the advancement test and who hold the West
Africen School Certificate or its equivalent. The second
ptage is aimed at equipping the staff for the supervision

of accounts and audit procedures while the third is a

diploma course in accountancy and auditing. The three stages
will last for about 18 months of concentrated studies. When
the course was first initiated, it was decided that a
successful dompleticn of stage two of the course would
qualify the participants.for consideration for promotion

to the Executive Officer grade provided they had completed
not less than 10 yearé'service. But later, this Ministry
decided that none of the three stages of the course would
gualify participants for promotion because the existing scheme
of service does not provide for such advancement; rathér the
course should be regarded as one designed to improve the
performance of the officers! Please see pages 108 & 112 -
418 of file RT.2/629T. We have now started to do some
rethinking sbout this because I do not consider it fair for
an officer to undergo an 18-month concentrated course without
deriving eny financial benefiits from such a course by way

of promotion. In Lagos, the successful completion of a
9-month Assistant Executive Officers (Accounts Course) course
will qualify participants for promotion to the grade of
Assistant Executive Officer, We have therefore decided to
merge stages one and two together and S8.A.8. (R. & T) is
working out the necessary details. As soon as a new syllabus
hae been evolved, 1t will be necesgary to obtiain the approval
of the Executive Council for the new scheme to go into
operation, A similar syllasbus will have to be worked out

for A.E.O.s [General Duties). This is vitally necessary as
clerical officers who are able to secure 75% and above in the
combined confirmation/promotion test will now be eligible

for consideration for selection for training as Assistant

evees/22,



Executive Of'ficers,

39. The Recruitment anmd Training Division is also
responsible for dealihg with applications flor the
re-engagement of pensioners. Every case of a re-engaged
pensioner should be referred to the Commissioner for

Establishments for spproval,

CENTRAILY DEPLOYED @ELASSES AND PENSIONS

DI VIS ION
i, The Division has™ the folleowing staefi=
1 8.A.8. -  lr, Babalola (Acting in post)

2°A,8,s - Mr, Ishola
Mr, Taiwo
1 E.0. - Mr, Okeowo
Pension Branch -
1 H.E.0., = MNpr, Dada
2 E,O.8 = HMr, Oshunmakinde

Mr, Ogunnowo

L4i. The Centrally Deployed Classes and Pensions Division
consists of two branches mamely;the—?ensions Branch and the
Centrally Deployed Classes Branch., The former is
responsible for pension matters including pension policy

as well as the day-to-day administration of the various
retirement benefit schemes in the Publlc Service, The
latter branch deals with the over-all management and contrdl
of the Centrally Deployed Classes in the Service. 7You are,
I gather, familiar with the duties of this branch and I

the refore need not bore you with the discription of the
functions of the Division. I need only to mention a few

peints whieh I feel T should bring to your attention,

Administmative Class:
L2, The Administrative Staff Advisory Commistee is
responsible for the over-all control and management of

the Administrative Class.,

o voss/ 230
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The Head of Service would always want you to discuss
the agenda for the meeting with him at least half an
hour before the meeting. As of now, the membership

of the Committee is as follows 3=

8¢MeGe & H.S. (Chairmen);
P.S. (Politicel & Administration ) - (Member);
Solicitor-General and Permanent Secretary

Ministry of Justice = (Member);

Permanent Secretary Ministry of Finance (Member);

Permanent Secretary Ministry of Local Government
and Chieftaincy Affairs (Member);

Permanent Secretary, Ministry of Establishments

and Training (Member/Secretary).

The Administrative Staff Advisory Committee is concerned
with postings, promotions snd selection of members of the
fdministrative Class for overseam in-service-training. The
3.M.G. & HeSes will rely on you to bring to his notice matters
relating to the management of the Administrative Class and

to advise him on matters which should be brought to the
notice of the Administrative Class Ad¥¥sory Committee.

G.EsCe Postings Committee: A Committee similar to the
one mentioned above has been set up to consider postings

within the General Executive Class as well as in the
gecretarial Class end the nomination of the members of the
class for in-service-training. This Committee was set up
jn 1966 following H.E.'s directive but it became moribund
after some time. It has now been revived and papers on
this are contained fn file PD.1/74. The membership of the

Committee is as followst=

P.SeM.Es & T, = (Chairman);
The Director of Audit - (Member);
The Accountant General - (Member);

The Commissioner for Internal Revenue = (Member );ans

The most Senior Eﬁmher of the General Executive
L.lags
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The first meeting of the Committee was held on Tuesday,
the 9th of December to consider the poatings'of officers
promoted from the clerical class to the G.E.Ce recently
as well as those recruited directly from outside. This

exercise involved the movement of a large ﬁumher of the

members of the class.

Promotion from the Clerical Grade to the
Gener E utive Class

L3, At the meeting of the G.E.C. Promotion Board held

from the 20th of June to the 12th of July, 1969 to

consider direqt promotions from the clerical grade to the
General Executive Class, it was decided that 100 out of the
existing vacancies should be filled at a ratic of 2 from
ingide and 3 from outside. In consequence, 4O Clerical Officers
were recommended for promotion as you will see from pages 236 =
260 of file E.50ul43/4s The P.S.Cs in its reply esked that the
G.E.C. should be more fully stocked beyond the level proposed
in the Board's recommendations but I objected to this for
various reasonses It is inconsistent with recruitment policy
end it is inadvisable to £ill all the existing vacancies all

at onces The P.S5.C¢ had continued to bring pressure to bear

on us on this and when en emergency meeting of the Board was
summoned on the 20th of November to congider thé proposals
submitted by the P.8.C., (the Commissioners had suggested that
a8 many as 6l should be promoted from the Clerical Claes as
against 40 recommended by the Promotion Board snd 96 from outside
as against 60 proposed by the Board) the Board decided that
while there was need to strengthen the staff position in the
General Executive Classy, it was convinced that shortage of
staff per se or the consideration of the element of
humanitarisnism should not be the motivating factors for
filling the G.F.C. with second rate candidates whose ability
the Boaﬁ& was in doubt of, However, it was agreed that

some of the candidates declared as border=line cases could

/2500
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be promoted as Assistant Executive Officers with effect
from a current date but certainly not as Executive Officerse
bi. There was a heated argument between the Commissioners
and myself on this when I was invited to the Commission

on Friday the 12th of December to defend the recommendations
of the Board. The Commissioners held the view that since
the candidates appeared before the Board at the same time

as those already promoted to the Executive Officer grade,
they should not be treated differently. I did not leave
them in doubt as to the unacceptability of this suggestion
end the undesirability of sacrificing the interest of the
majority for that of the minority but the Commissioners
informed me that they would be taking their decision laters.
While I do agree that the Commission is the authority in
respect of promotion matters I still feel that it will

be improper for the Commissioners to set aside my advice

in this matter. You will need to follow this UDoe

U5. If there are eny other matters on which you require

information or sdvice, please do not hesitate to ask.

Officer hending over: o-l;-uoeo seseoconmo

-Decerber;—1969, Mo A. Ademosu
gﬁq. - 2_"‘1 {fl?»[)

Officer taking over: ecoododovoconn

DecEnber—1969 Fo A. O. Shdga

},ﬁ , ~A 50
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TELEPHONE: IBADAN 210{:‘;‘355
24268

TELEGRAMS: PERMESTABS

MINISTRY OF ESTABLISHMENTS AND TRAINING
FRIVATE MAIL BAG No. 5001 - IBADAN + WESTERN STATE OF NIGERIA

l’ol-ﬂ' Rf_r- L e saamd % | i F!‘_ i & F F YR g
Al communications on this matter ~ = ‘ ,‘r 7 Al
ghou}d be addressed to the Permanent e
ecretary quoting Date....2nd Margch,..1970.

Our Ref, Na..E._.gog_?)/.lﬁﬁ.,....

N<Secretary to the Military Government

and Head of Service,
Office of the Military Governof,

Ibadan.

Handing Over Notes

I forward herewith a copy of handing-ove

e S o i e R NS o,

' notes from Mr. F.A.0. Shoga to Mr, M.A. Ademosu for

your information.

Pérmanent\ Secretary.



You handed over this kinistry to me a little less than
two months ago and there are very few things that will require
to be mentioned in my notes since most of the subjects have
remained largely the same or with very little change, I
should like to drew your attention to the following however:
1. Mee of P ecrets

This has been fized for llarch 18th on the initiative
of the Secretary to the Military Government snd Head of

Service., All Permanent Secretaries have been asked to

submlt proposed subjects for the agenda while S.A.S.

Establishments is preparing a brief on the subject

proposed by S.M.G. & HeS, I suggest that you call for

the file as early as you can and see vhat progress is
being made,
2, eglec the Administrative Class Examinatio
The meeting of the Selection/Promotion for the

G.E.C., met on February 26 to make recormendations, As

it turned out, you were Chairman of the Board, It is

necessary to process these recommendetions as

the Joint Selection Committee will be dealing with

all recommendations from heads of departments early in

March,

Do Overseap Leave = Fligibility
An TxCo, memo has been prepared on this subjeet
and has been sent to the linistry of Finance for
clearance, That clearance has not yet been obtained
but it is necessary that the paper should be considered
by the Cabinet as soon as possible., I shall discuss
this further with you.

eee/2,
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4o  Llused Repept
ip you know we have received the draft Wnhite Paper

on the superseale posts from Leges and have alroady
obtained the comments of the vardocus Ministrice on
those gradingse The ExCo. menoes hoe been spproved by
the Commissioner snd I em hoping to be sble to submit
thie to Sele@e Dy Pebe 27+ It will be necessary for
you to get in touch with BV .Ge eorly next weeck end
inform hin of the need for urgency in getting the paper
taken by Exloe

S Reaslan apers

As you knowpy pemsion peperas are sent up %o Helle
for signatures The cuthority to sign was previcusldy
delogated to the Hinister of Finance and I cosume thet
when a separate Comaiscicncr for Eptoblishment wee
eppointed the signing somchow got left eute I think
1t 4c casentiscl ¢o pursue the work previouwsly done in
getting this powor delegntede This is probably dest
done in & ainute 10 Helle to approve delegetion. The
present arrengencnt unnecosserily takec up HeE.'s tine
and there is neo epeciel reason to tontinuec it

2s lie have disoussed how the € & ¥ Divielon will earpy
on temporarily under %r. Holewole poseibly till Mr. Aboobe
peturnges You will no do:bt tske enm carly opportuniiy of
getting the Admin. 8tal’f jsdvieory Counittee to lock lato the
positicne

3, You will need to eee the sction being tsken ghoud
Mroe Vel e Jolarin who hes been on piok lesve for over six
monthss Seile0e wishes to e kept informed of the cotion
tokene (Cile Noe PPe 3713 ond CeS3)e

he A fow wecks agoy I directed that we should take up
with the PeSeCs the question of cur off'iccrs mi former

ofricers of Eaoetern Nigerien origin who wore iikely to reguire

l.!.ﬂ/}‘
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Sttention 4n the posterebellion pericd. It 1s essential
that we should be resdy when pose of these officers report
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C.E,T,,

I have discussed with you Justice Ego's case and the memo.
submitted by this Ministry to the Ministry of Pinance for
clearance regarding the proposed modification to G,0. 15221.

I have withdrawn the memo. from the Ministry of Finance and I
suggest that we take no further action on it as I have already
indlcated during the discussion I hadé with you. The main
arguments in the memo. are:

(a) that apart from overseas leave being a privilege
conferred on indigenous offlcers in respect of
services performed, it is to enable them broaden
their outlook through an admixture of culture and
experience in other countries; and

(b) that for certain category of officers the requirement
of a l0-year pensionsble service before eligibility
is such that some such officers will be nearing the
end of their pensionable services before they can
enjoy the privilege and in such a situation, the
overseas leave will bring little or no benefit to
the Serviee in that the officers will be due to
retire so soon after they return.

The relaxatlon being sought as far as I can see can only

benefit judges appointed direct from outside since G.0, 02703 (e)
forbids the appointment or transfer of an officer to a v
pensionable post who has attained the age of LO either at the

time he obtained his non-pensionable appointment or applied

for direct appointment. This is especially so as it is not o
proposed to consider officers below Group L4 for the special
dispensation,

2. Considering the main theme for seeking the relaxation

which is (a) in para. 1 above, there are various ways by which

this could be achieved. There are various opportunities of

attending seminars in overseas countries, duty visits and
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attachments for officers of the calibre envisaged which can

hélp in broadening the outlooks of the officers by inter-mixture
of experience. As far as I know, there are many officers who
take their overseas leave merely for the purpose of relaxation
and for sight-seeing rather than for acquisition of additional
experience for the enhsncement of their efficiency in the
Service. B8Secondly, cases such as those envisagéd in the memo.
will be very, very rare and in any case very far between, I

do not consider the proposed modification necessary because of
this. Thirdly, there are many officers in the Service who

will prefer to enjoy the privilege of overseas leave when their
retirement is looming low in the horizon, For instance, I

have not enjoyed any overseas leave within the terms of the

G.0. cited above and I do not intend to do so this year. Shall
we say that the Service has lost anything by that?

S I do not consider that there is anything for the Ministry
of Finance to cmsider in this matter because the memo. does

not seek the introduction of a new condition of Serviece but
rather, it is proposed to modify an existing one which affects an
infinitesimal proportion of the population of the service.
According to my own reckoning, one can count the number to be
affected on the fﬁ?ﬁra of one hand, At the most, it wuld be
less: than 10,  Considering the number of judges who have come
in by direct appointment and the rate of increase in the number
of officers qualifying for U,K. leave privilege every year
throughout the Service and having regard to the rate of growth
of our civil service, one can see that there is nothing for

- the Ministry of Finance to consider in this matter. We can only
think of approaching the Ministry if and when finanecial
provision for passages is running out and what wéfiii for would be
augmentation of the vote.

L. Now to Justice Eso's case, With due6\:'l!_fé_F:\n%ﬁa'?;f»’L to my

predecessor, I think this is a case which calls for use of
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discretion. by our Ministry. The first point I like to mention
is that the stipulation of the compulsory completion of 10-year
pensionable service is to ensure that an officer does not

run away immediately after teking U.K. leave at Government
expense, A 'clever' officer who,for instance, wants to pursue
further studies overseas may ask for U,K. leave and resign

his appointment on getting to his destination, We ﬁould not
have any hold on such an officer if he chose to cut corners
that way. But officers who have completed 10 years' service
and have therefore qualified for pension under the Pensions
Law would want to preserve their pension right and would there-
fore'nét want to forego thelr previous service.

5, Justice Eso would qualify for this onrivilege in October
this yeaf. One important point which should be'noted in this
case is that under fhe present'leave arrangéments, an officer
can enjoy the whole of his leave entitlement for the year before
actually earning it. In other words, he can go on leave before
he is normally due to take the 1eaﬁe; As p; 99 of this file
clearly indicates, Justice Eso wishes to take the leave

earlier than October when he would have ccmpleted the 10-year
service stipulated in G.0., 15221 because Court Sessions will
be in full force in October, Therefore Justice Egd is
advaneing the date of taking his leave in the interest of the
Service,

6. In earlier submission to you by my predecessor, the case
of kMr. Dabiri was quoted as an example where approval was

given on health grounds for the officer to be granted overseas
leave before completing 10 years - see para. 2 of p. 104. For
whatever reason or reasons the special dispensation was allowed
in Mr. Dabiri's case, one point is clear and incontestable: it
was a relexation of the rule all the same. Justice Eso's case,
in my view, is a straghtforward one where you can use your

discretion and therefore I respectfully recommend that he should
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be allowed to proceed on overseas leave in October as requegted

at p. 99.

(.,A, Ademosu)
P.S.M.E, & T,

10/3/70.

S.M.G. & H.S.,

Above copy of my minute to C,E.T. for your information
reference your p, 104, I have already instructed that the
memo. should be withdrawn for the reasons adduced in my
minute. This was done on the 5th of March i.,e. 5 days ago.
A copy of the memo. is placed at b.c. for your information.
I discussed my views with the Commissioner late last week
before putting up this submission gnd he agreed to the

withdrawal of the memo.

(E.A. demosu)
P.S.M.E. & T.
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P.S.M.E.T.,

Thank you for your minute at p.108. I have had
an informal chat with Mr. Shoga on the manner in which
he handled this and pointed out to him that it was not
right for him not to have consulted me before placing
the proposal before his Commissioner:; that if he did
I could have put him wise on this matter,

2. Mr. Shoga took the above point and also agreed
that there was no need to have referred this Memo to

the Min., of Fin. for fclearance!. He must have been
confused on what 'financial implication! really connoteg,
I also reminded him that if he had read the provision

of G.0. 02703(c) or educated himself on the circumstances
leading to the decision to introduce the present arrange=-
ment in modification of the old Overseas Leave scheme,

he would have understood the position better and would
probably not have put forward his proposal which, I

agree with you, is unnecessary. I also reminded him

that since the present arrangement was introduced by
Government on the recommendation of the Joint Whitley
Councils,ag::4personnel management requireg that the
changes proposed in his Memo should not have been put

to his Commissioner without prior consultation with

the Whitley Councils concerned. This point he also took.

<]

(P. T. Odumosu),
S.M.G. & H.S.,

[2/311970.
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TELEPHONE : 18ADAN 21011/353
24268

. TELEGRAMS: PERMESTABS
MINISTRY OF ESTABLISHMENTS AND TRAINING
PRIVATE MAIL BAG No. 5001 - IBADAN - WESTERN STATE OF NIGERIA
Your Ref. No..iciiscismsmsaicssasions o
Ahl; ﬁ:?m:dn;*mﬂa? onh;!gs matter s br ,:_J_j.--:’ _ 8 s Jor0
should be ressed to i ermanent 8 une
Necretary quotl (27 RN o PSSR e
Our Ref. No.. 1. 2023/18..... :
The Secretary to the Military
Government and Head of Service, G-+
Office of the Military Governor, *5 219
Tbadan., l
J*J}#’ Handing Over Notes
-
@l,‘d; I‘ "’] ; )‘ l :
-—%f T forward herewith a copy of my handing-over

notes to Mr. T, I. Ojo for your information.
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(M, A, Adfmosu)

Permanent Secretary
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INTRODUCTION

I suggest that before reading these notes, you

H o Jﬁff ghould first reed my cnmpmhensiw hanﬁing over nnteﬂ

to Mr. Shoga barely five months aga which you.will find
at ppe 154~ 78 These notes give a descriptive account
of the organisation, functions end staffing of the
Ministry generally. The organisational set-up of all
the five Divisions of the Ministry and the functions
assigned to them remain basically the same. Where
changes in sctivities narrated in the notes referred

to above have since taken place or where follow-up
actions or chenges in policy are considered necessary,
these will be mentioned in subsequent paregraphs.

2. The only change in staffing is the posting of an
Assistent Secretery (Mr. Adesiyun) to the Establishments
Division a few days ago. Some incresses in establish-
ment have been approved for some of the Divisions but
the bodies are not yet in post. These are:-

1 Deputy Permanent Secretary (the filling of
this post will
be decided at the
next meeting of
the Administrative
Staff Advisory
Committee)

O. & M, Division

1 SeheSe See para. 8 of my
former handing over
notes referred to

2 Assistant Secretaries

above e

Recruitment end Training Division

2 Assistant Secretaries

2 Higher Executive Officers

cnatp/?a
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All these posts have been reflected in the new
Estimates.
3e.. The Deputy Permanent Secretary post was created
to provide the much needed assistance for the Head of
the depertment. As you will come to realise, the
upsurge of work in tais Ministry is astronomical and
this must be so because of the many matters which
require decision at a very high level. There is no
slack time at the level in which you are required to
function at any time of the year. Becausec of the time
required to cope with the tremendous volume of work
in the Ministry, there is little or no time to devote
to critical examination and appraisal of areas in
which changes may be necessary to increase efficiency.
e I should like to advise that in dealing with
matters relating to personnel administration, you should
ensure that their full ramifications are fully considered
bef.re decisions are taken on them. You should always
reckon with the possibility of a decision taken in one
respect being quoted as a precedent when dealing with
gimilar future cases. Where decisions can stand the
test of prineciple, criticism, consistency and time,
your problems will be minimized considerably. But you
can be sure that more often than not, your decisions
might not be popular. The ideal thing is to be firm
without being dogmatic and be sympathetic without
being subjective.
Se In deploying the Under Secretary when he becomes
aveilable, I suggest that you ensure that the organisa-
tion of the Ministry is ordered in such a way that he
does not screen you completely as this would be contrary
to the provisions of the sessional paper on integration
of Ministries. In any case, it is not a desirable

orgenisational arrangement having regard to the set-up
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of the Ministry since undue bottle-neck would be
caused thereby and this would defeat the purpose for
which the post has been created. You may consider the
advigebility of making the 0,M.C.0. and the S,A.8.,
CeCoPe Division to report to you direct. Establishment,
Management Services, and Recruitment & Training Divisions
may work up to the Deputy Permanent Secretary. Of all
these three Divisions, the greatest volume of work will
come Tfrom the Establishment Division which is a very
busy Division indeed but the Deputy Permanent Secretary
will have no problem as the present incumbent of Senior
Assistant Secretary, Estavlishment (Mr. Ajobo) is
completely gu fait with the tricks and intricacies of
establishment practice. S,A.5., Menagement Services
and S5.A.S¢.y Re & T, are also capable of taking care of
matters within their purview.
Organigation, Methods and Complementing
6o You will note that I indicated in paragraph 7 of
my previous notes that the Organisation, Methods and
Complementing Division is grossly under-staffed. Since
then, Mr. Aboaba has gone to U.S.A. on a course that
would eqguip him for the effective management of the
Division = you will probably have known that he is at
present held against the post of 0.l.C.0, He is due
back next monthe WMr. Koleoso (Assistant Secretary)
would be travelling to the States to undertake an
Q. & WM. course too but details of his departure are
not yet available. Mr, Akingbade (Assistant Secretary)
is loaned to the Tribunal of Enquiry probing the assets
of Local Covernment staff and other public officers =
he is at present based at Ife. The Secretary of the
Somolu Assets Tribunal, Mr, Ogunnowo, informed me that
the nine Tribunals probing the assets of Local Govern-

ment staff would, in all probability, complete their
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assignments late this month or very early in July when
all the staff now working with them would be available
for re-deployment. Although Mr. Akingbade will, on
his release, return to the Organisation, Methods and
Complementing Division, he is due to proceed to the
Institute of Administration for the Diploma in Publiec
Administration Course in September. Mr. Kolawole
(Ag. AsOolieCs0s) who is now holding the fort in the
absence of lMr. Abosba is himself due to proceed on
overscas leave next month, We have lost Mr. Adeniyi,
HeE«Osp to the Ministry of Education but the posting
was inevitable since he was due to act in a higher
grade in which there was vacancy in the Ministry. I
suggest therefore that you review the staff position
in the General Executive Service throughout the Service
fairly soon to make the necessary changes so that the
jogtrot of business in the Division might not be too
seriously affected.

Te Mr., Kolawole will brief you on the work in hand
in the Division. You should note the projected changes
suggested in the staffing of the Division in para. 8
of my previous notes. Glven the right type of staff,

I cen see the Division becoming a very powerful force
to reckon with in the admimistration of the Service not
only in providing assistance for effective execution

of Government business and menagerial control but also
in assisting in the in;tiation end formulation of broad
and subsidiary policies. You should watch out and make
sure that officers posted to the Division are good
materials who can cope effectively with the enerous and
highly specialised duties of the Division. If youcare
to call for the file on 0. & M. staff matters which is
kept in the O.!, & C, Division, you will see in some of

my minutes the qualities required of an O. & M. practioner,
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IVISION

White er on the Ilwood Report
8. The Second White Paper on the Elwood report has
now been published. 8ee p. 55 of file E.152/1 for the
letter which we addressed to the N.C.E. Secretariat on
the procedure to be adopted in the implementation of
the reports The letter contains many points of
objection ﬁn matters of prineciple and it is understood
that these points were put across to the members of the
Supreme Militery Counecil by H.E. the Military Governor
at the last meeting of the Council but the draft White
Paper was approved all the sames It would be necessary
to evolve a common conversion table for the variocus
grades covered in the report which would apply in all
the Public Services. A letter has been written to
Lagos suggesting that a meeting of the N.C.E. should
be called as soon as possible to consider thise.
De Some Heads of Uepartments have submitted requests
for the upgrading of a number of posts within their
Departments but we have succeeded in keeping them quiet
by telling them that nothing could be done until the
Supreme Military Council hsd taken a decision on the
Elwood Report since we did not know the extent of the
variatione which the decision of the Supreme Military
Council would necessitate. Requests have also been
received for the creation of new superscale posts on
which no action could be taken because of the expected
changes to be reflected in the White Paper which has

now been published. You should expect to be inundated

with representations for variations in the grades approved

in the White Paper. You need to exercise great care
and make sure that you do not creaif problems for your-

self by not considering the possible repercussions
and agitation which the upgrading of posts in a particu-
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ler Minis try mey provoke in another Minlgtmy.
10, His Excellency acked some time ago thot we
should prepare for him, where departments hed asked
for variations in grading, m schedule sctting out
vhe gradings epyoroved in the Chite Popor end those
demonded by the dapartmeﬂﬁ;. This was done some
weeks ego and sent to him in Lagos while he was
attending the meeting of the Supreme Military Council
which considered the draft White Paper. It would be
necessary to revise the schedule in the light of the
gradec now reflected in the second White Paper,
lire Ajobo ip handling thises As soon es agrecment
has been reachsd on the conversion tebles to be used,
en Establisihment Circuler should be issusd promulgating
the conclusions in the White Paper, You should, howe
ever, expect prutecstations from Heads of Departments
whose wishes for higher gradince have not been fully
mete
11¢ ¥You will no doubt have noted the new structure
and nomenclature for the Administrative Classe In
particuler, you will see that Group 8 haec now become
a promotion post in the Administrativc Class. GShould
it be decided to £1l11 the cxisting vacancies, the
Administrative Steff /dvisory Committee can make
recommendalions to PeS.Ce on the besils of paras 57 of
Establishment Circular No. 1/1969 without waiting for
a revieed scheme of service for the Classe, A similar
structurc has been gppreved for the Professisnsl Glasﬂeq.
You will wish to note also the revised parallel selary
structures vhicl: have been eprroved for doctors.
lire Ajobo will show you the file containing previous
correorondence that led to the improvement of the
structures for the medical gteff to eneble the vonrious

Governments te retain theiyr pervicese
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12, You will note in the White Paper that the
effective date of the regrading of superscale posts
is shown as 1/4/70. The staff sides of Whitley
Council II aﬁd the Technical Whitley Council have
inf ormed me that they would be addressing a letter
to this Ministry in protestation against the adoption
of this date in the revised gradings approved for H.E.Qe
and equivelent posts - see paragraph 43 of the White
Papers My view is that in this particular case, the
effective date which has been approved for posts on
incremental scales should be the same, particularly as
this is only a modification of the salary scale already
epproved in the first White Paper. This is a matter
which should be referred to the N.C.E. but it is better
to wait for the receipt of their petition before
taking action rather than set the ball rolling yourself,

Combined Esteblishments for E.Os snd A.ELO8

13, Whitley Council II and Technical Whitley Council
have protested against the coneclusion in the first
White Paper regarding the salary structure approved

for the members of the G.E.C. snd the technical grades.
You will see in the White Paper that the salary scale
for Assistant Executive Officer post overlaps that of
Executive Officer while the scale for Executive Officer
overlaps that of Higher Executive Officer. The two
Whitley Councils have stated emphatically that the
principle of overlapping scales is unacceptable to them
because:’

(a) it detracts from the value of promotion
from one grade to a higher one;

(b) 1t does not adeguately reflect the relative
seniority between. two officers occupying
posts with overlapping scalesj

(c¢) it tends to crea® anomalies when officers

oevee/80

--._‘_‘_{



v

“ 8 & l’if

are promoted from one grade to‘a higher

one with everlapping scales.
Before the introduction of the new salary structure,
AsE«O¢ and E¢O. posts in the West formed combined
establishment and en A.E.0. would, on completion of
one year's service in the grade qualify for promotion
to the standerd E.O0. grade provided he had successfully
completed his papers of the compulsory examination. o
Those coming from outside were, of course, required to
have served the full length of thewprobationary ﬁeriod
before being promoted to the standard grade.
14. The objection was referred to the National Council
6n Establishments as you will see in the memo. at
page 673 et seq in file E.152/1. After prolonged
deliberation on our memo.s the cnnéenaus was that there
was ho Justification for overlaﬁping to occur twice in
one cadre and so it was agreed that the post of H.E.O.
should be regraded in Scale C(E)5 - please see para.i3
of the second White Paper to which refasrence has earlier
been made in these notes. The Council however refused
to uphold our contention regarding the A.E.0. grade.
We had argued that it was impossible to draw a fine line
of distinction between the duties of an A.B.0. and those
of an Executive Officer and it would be a desirable
thing for the two posts to form a combined establish-
ment as it was the practice in this State. Since,
however, our practice here was foreign to sll the other
States, they felt unable to support our suggestion and
so the memo. was thrown out! The matter was however
reopened at the ministerial meeting of the N.C.E. held
in Jenusry and the Chairman, after observing that we
had a problem in the West, agreed that a memo. should
be put up by this State for circulation to all the
other State Covernments and their comments would form

the basis of enother discussion at the next meeting
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Of the Commissioners for Establishments. 8S.A.S5.(E) ;
is looking after this.
Apportionment of Pension
15 Pleasc pee paragraph 21(a) of my previous notes
on this subjects The problem wss resolved st the last
ministerial meeting of the N.C.E. where it was
unanihoualy agreed that the Federal Government ahuuld
be advised to take over the pension liability in respect
of all pensionable civil servants in the Western, Mide
Western and Lagos States for the period before 1/4/68
(instead of 110.54 under the present arrangements) as
it had done in the case of the former Northern and
Eastern Regions. It means therefore that once the
Federal Governmanttzaproved-the recommendation, our
pension budget would be drnastically reduced and this
would result in corresponding savings in perpetuity to
the Government of this State.
Acting Allowance
46+ I addressed a minute recently to SeMeGe & HeSe
in file AD«1/490 in which I sdvanced argument on the
desirability of effecting a change in the existing
policy on the payment of acting allowance to officers
with a view to removing the spparent inequity which
obtains at present. G.0. 07202 forbids the payment of
acting allowance to an officer on vacation leave of
whatever duration even when he returns to the post in
which he is acting, whereas in the same G.0., provision
is made for payment of acting allowance to an officer
on sick leave for a period not exceeding 415 days at a
time, This matter was examined at o meeting of the
N.C.E., officials held on the 28th of Novemﬁer to thes
18t of December, 1969 and the conclusions reached were

(a) that when an acting officer was on Vvacation

leave during which no other officer was
appointed to perform the duties of the post,
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the aeting officer should continue to

recelve acting asllowance provided it was

the intention that he wgiould, on resumption

of dutiee, continue in the acting appointment;
(b) that before any further action was taken in

the matter, each Public Service should obtain

the comments of its Public Service Commission

and Whitley Councils/Staff Association$ and

report reactions to subseguent meeting of

the N.C.E.

I have suggested in my minute that before approaching

the P.S5.C.,, the matter should be referred to the next
mee ting of Permanent Secretaries for their views and
this was agreeasble to the Head of Service. You will
need to take note and make sure that it is listed for

discugsions

Scheme of Service

17« Nearly all the existing Schemes of Service would
require extensive modifications following recent changes
in the nomenclatures, sslary structures, qualifications
for entry, methods of advancement, etc. embodied in the
two White Papers on the Elwood Report§ which have now
been publisheds One point which you should watch very
carefully in the exercise is the need for harmonisation
in the qualifications for entries into posts graded in

the same scale. At present,there are apparent disparities,

the jusitification for which it would be difficult to
defend. Compare, for instance the entry qualifications
for the following posts which are graded in Scale B 9B,
Cy 3 It is significant to note that some-posts with
less attractive advancement prospects are those for
which more stringent entry requirements are demanded.
This aspect, however, has been regularised and made

unifiorm by the first White Paper.
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Post Ent u on
Agrice. Assistant WeAsSeCe plus eredit in
English and one science
subjecte
Forecst Assistant WeAeBeCo
Ex=Ray Technicilan VieAsB3eCe plus credit in

Mathematics, Biology and
one other natural science

: subjects
Medical Laboratory WelAéS3¢Ce with at least
Technician a credit in one natural

science subject and a pass
in Mathematices or in one
other natural science
subjects
Quantity Surveying WeleSsCs with credits in
Assgistant Grade II 5 subjects including English
language snd Mathematics.
_ At least 3 of the subjects
N\ must have been passed at
one gnd the same sitt ings.

Architectursal WelAoeSeCo with credit in
Assistant Grade III English and Mathemnatics.

18. One other point which should be carefully watched
in the general review is the prescribed waiting period
on a scale before moving to the higher grade. You have
to ensure that you do not give room for complaints of

inequity.

Promotion to Scale X

19« In the Elwood Report, the Grading Team advocated

the abolition of Scale X and the resuscitation of Scale A
Upper Segment which was abolished here some years agoe

The implications of this recommendation: were carefully
examined and after due consultation with Whitley Council I,
& submission was made to Hig Excellency the Military
Governor for the retention of Scale X in this State and
the 5 years gualifying period for promotion to the scale,
This wes approved and the other Governments of the
Federation were informed accordingly. See pp. 9-26 of
file ED.1/207/4. Few months later, a delegation of

Administrative Officers came to see me, following the
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receipt of a strongly worded letter which I had sent to
those who petitioned against the retention of Scale X,
The delegation sought a reduction in the qualifying
period from 5 years to 3 years as officers in other
States were being promoted to Scule A~ Upper Scgment after
¢omp1etiﬁg 3 years' service = see pp. 40=46(Db) of the

- same file. After explaining the 1mpiications of their

request to them, they were left in no doubt that no
action could be tsken on such a request coming from a
small section of those whose posts were graded in

Scale X, Recent developmente indicate that the
professional officers have joined in the agitation

and a memo. which they had submitted to the Vice-
Cheirman of Whitley Council I has been referred

to us with a request that the matter should be included
in the agenda for the next meeting of the Council.

20s SelA«Se.(E) has examined the matter in detail as you
will see from his cumprehensive_minute beginning from
pe 87 of the same file which, although I have read, I
have not had the time to deal withe You will note

in his suimission that the enquiry conducted by him

hes revealed that in most of the other States; officers
are eligible for promotion to Scale A Upper Segment
efter 3 years and there is also the opportunity for
acting appointment in that grade., For instance,
lMesgrs. Oguntona and Banmeke who transferred to the
Lagos State a few months ago, have been promoted to
Class III and this was from the third anniverssry of
thelir gppolntment., There is another officer in this
Ministry who has slso applied for transfer to Lagos.
Although promotions to Secale A Upper Segment are allowed

in other States after confirmation, the fact still remains

that such promotions will continue to be subject to availabi-

1lity or vacencles. Because of this, there is the like-
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lihood that some of them will be vegetating on the
same greode for a number of years for lack of vacencies
in Scale A Upper Segment posts to which they could be
promoted, particularly as the stage of stabilization

in menpower requirements in reached i.c. when the normal
wastage replacement level is attained. S.A.S.(E) hes
advoceted a reduction in the existing quelifying period
from 5 years to L4 years. While I am convinced that the
bresent practice is sound, there may be some Jjustifica-
tion for relaxation in the existing policy in view of
the present day circumstances.

20(a) lr. Ajobo has suggested in his minute that
officers who, under the existing rules, were required
to do less than 5 years before becoming eligible for
promotion to Scale X may be allowed to enter the scale
at an enhanced entry point if the proposed reduction in

- the waiting period of those who are required to do 5 years

is upheld. I disagree with this suggestion because, in
ny view, such officers have been adequately compensated
on their appointment by allowing them to enter Scale A
at an enhenced entry point. As a matter of fact, the
decision to make them serve on Scale A for only 3 yeafs
was motivated by the desire to attract them to the
Service; otherwise, since they have already been allowed
to enter Scale A at an enhanced entry point than their
colleagues who spent less time in the University, there
was no . ustification for making them to serve for a lesser
period on Scale A before gualifying for promotion to
8cale X. The proposal in Mr. Ajobo's minute amounts to
according them double advantage which in my opinion,
would be difficult to defende I have discussed this
with him and he has magnenimously agreed that the idea
should be dropped. You should bear this in mind when
dealing the the matter.

20(b) The other point in Mr. Ajobo's submission to
which I wish to invite attention is his suggestion that
an officer promoted from the G.E.C. to the Admin. Class
should be required to serve the full 5 years before
qualifying for promotion to Scale X. I have explained
to him that such a suggestion may have the practical
effect of retarding the progress of brilliant members

of the G.E.C. because we know from experience that there
are some members of the Class who are equally as good

as experienced Admin. Officers and to reguire such
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officers to vegetate for another 5 years beforec gualify-
ing for promotion to Scale X may cause frustration and
may make a complete nonsense of their promotion. While

I favour the continuation of the practice whereby service
in the G.E.Ce. may be taken into consideration in deter=-
mining the eligibility of officers transferred from

that Class to Scale A post, I would agree that the policy
of direct promotion to Scale X calls for a reviewe In my
opinion, members of the G.E.C. in the higher rungs of the
promotion ladder in the Class who have already completed
Tive years before their promotion to the Admin. Class,
should be alloved to serve for a minimum period of one year
before considering them for promotion to Scale X, subject
of course to sueccessful completion of the papers of the
compulsory ¢xamination for Admin, Officers unless they are
eligible for exemption by virtue of the selary point at
which they enter Scale As You should discuss this aspect
with SeMeGe & HoB: before you commit yourself too fare.

21« Another matter which you should pursue is the recent
conversion of Federal officers holding Scale Al posts

to Group 8 by the Federal Ministry of Establishments.
Before Elwood, Federal Scale A{ was more or less the
equivelent of our Scale X since it was the promotion
grade above scale A, At one of the N.C.E. meetings
held last year, it was unanimously agreed that Scale A4
officers should not be converted to Group 8 except those
who have reached salary pecints within Group 8 range as
indiscriminate conversiom would certainly cause consi-
derable embarrassment to the other State CGovernments,
Notwithstanding the agreement reached at that time, the
FPederal Ministry of Hstablishments had issued a circular
converting all their Scale A{ officers to Group 8 and
this was done before the expiration of the dste line set
for the comments from other Public Servieces to reach
Lagose Mr. Ajobo will show you the file. A strongly
worded letter has been sent to the Federsl Ministry

of Establishments on this matter but there has been

no reply from Lagos. Our Scole A officers have been
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asking guestions about it and this is an explosive
problem which I suggest you hsndle very carefully.
Manapement Services Division
Whitley Counecil

22, Please see paragraphs 28 and 29 of my previous
notes relating to the timetable for holding the meetings
of Whitley Councils. It has not been possible to meet
with individual Whitley Council since the beginning of
the year but a number of meetings have been held with
the Joint Vhitley Councils to discuss matters of common
interest to them: S.A.S.(M.S.) is pursuing matters
outstanding which he will no doubt bring to your
attentions Important ones among them are:

1e Resuscitation of Departmental Canteense.

2 Staff Clinic for Workers in the Secretariat.

3e Overseas Training Courses on trade unionism

for members of the Staff sides of the
Whitley Councilse

Relationship with all the three Whitley Councils has
been very cordial. Having regard to your experience in
local government field, you should have no difficulty
in dealing with them,
Fringe Benefits
23, The Supreme Military Council has now taken a
decision on fringe benefits for workers. You will see
the sumary of Conclusions on them at ppe 313 - 319
323 - 325, 346 - 347 of file E¢ 151+ I should like to
invite your attention to the minutes at pp. 326 - 329
of the file regarding the special dispensation which

HeEs has granted to workers in this State by authorising

. the retention of the existing rates of basic and mileage

allowancess The conclusions of the Supreme Military
Council as modified by the special concession granted
by His Excellency were discussed at the meeting of the

Joint Whitley Councils held on ths 28th of April, 41970.

'.l&./150
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S.A.S-(H.ﬁ.) will show you the minutes of the meeting.

It has been agreed, for the reasons given in para. 2 of

SeleGe's minute at p. 328 of the file referred to above,

that the effective date for the introduction of the

changes affecting workers in this State should be the

18t of January, 1974 and not 48t April, 1970. There

are some demands arising from the Conclusions of the

Supreme Militery Council which the three Whitley Councils

have madétﬁ%icn you should pursue. These are:=-

1+ Children Seperate Domicile Allowance
As you are aware, Children Separate
Domicile Allowance was abolished in this
Public Service many years ago. But in the
Conclusions of the Supreme lMilitary Counecil,
it was decided that the allowance should be
abolished for indigenous officers throughout
the Pederation but that where an officer was
on duty or study course, the duration of which
(outside Nigeria) was one year or more, the
ellowance should be payable. The three
Vihitley Councils unanimously celled for the
resuscitation of Children Separate Domicile
Allowance in the West to the extent allowed
by the Supreme Military Council's decisione
All efforts to make them give in failed and
they insisted on parity of treatment in this
regard with their counterparts in other Public
Services.
2o Warm Clothing Allowance
As you will see in W.N.G.0., 20304, this

allowance is payable at the rate of £40 to an
officer sent on in-service training course
overseas provided he has not previously

received an outfit or warm clothing allowance
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from the Government fund at any time during
his career. In other words, an eligible
officer can only draw the allowance once in
his service cereer, The Supreme Military
Council has agreed that the new rate should
be £50 and that it should be payable not more
than once in every five years. The three
Whitley Councils unanimously pressed that this
new rate and the condition of eligibility
should apply equally to civil servants in
the Western State Public Service.

24 Vhen these two points have been cleared, it would
be necessary to issue a circular letter to all Heads of
Departments implementing the Coneclusiocns but I suggest
that this should be done towards the end of the year,
Control of E diture

25 Each morthg, SeA.S.(M.8.) will refer to you an
expenditure statement showing current and cumulative
expenditure under each sub-head of the Estimates for this
Ministry. This is intended to keep you informed of the
trend of expenditure. You should examine this very
carefully to ensure that the rate of spending is care-
fully regulated,

Review of General Orders

26'. Our Public Service lManual is long overdue for
revision. Some monthe ago, it was thought that

Mr. McGrath might be able to assist in bringing our
General Orders up to date and also in preparing a
-comprehensive index for the G.0Os but due to his pre-
occupation with the Piper Commission of Inquiry assign=
ment, it has not been possible to release him for this
jobe As you are probably aware, ke is due to leave on
retirement in less than two months' time. However, it

is proposed to assign this task to a senior officer and
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in answer to a minute which S8.M.G. & H.S, veferred to
me on it some time ago, I advised that whoever wsc
asgigned the Job should work in close collgboration
with this Ministry as most of the materials required
for the exercise are available here. You should keep
track of this and ensure that the assignment is under-
taken 8 soon as possible.
Motor Vehicle Advance
27« Flease see paragraph 3 of my previous notes on
the Committee set up to review the question of eligibi-
lity for Motor Vehicle Advance and Basic Allowance,
The report of the Committee has not yet been released
but SeA.Se(M.S.) informed me that it would be submitted
any time from nowe The three Whitley Councils have been
pressing that the report should be released without oy
further delay.

gtaff List

28, Another edition of the Staff List is being prepared
by SeAeSe(MeSe)s It would be necessary, however, for

you to ensure that it is issued in time.

RECRUITMENT AND TRAINING DIVISION

29, You should please note the plan I had in mind for
stepping up the effectiveness of the Training School in
manpower development which I mentioned in para. 36 of
my previous notes. SehA.Se(Re & T.) will brief you on
the various courses in progress in the Training School.

Audit and Accounting Coursed

30, Action on the Audit and Accounting course
discussed in para. 38 of the notes should: now be sus=
pended because a national 3-stage course for all grades
of staff engaged in suditing and accounting duties is

being evolved for all the Public Services in the

Federation. The three stages are as follows:
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(1) & three-month course for clerical officerss
(i1) A nine-month course for the more experienced
clerical officers which would be used for
sglection for promotion to the'executive
grades;
(11i) A 2h-month course which would leed to the
averd of the proposed Nigerian gualification
in public accounting and auditing.

A decision to this effect was taken at the last

National Conference on training of accounting and audit
officers in tﬁgq;“%lic Services held at the Institute

of Administration, University of Ife from the 5th to 6th
of January, 1970 = see file RT.2/829. The Conference
was aummuned(to consider among other things the future
approach to the training of accounting and gudit officers
employed in the Public Service and the desirability of
awarding Nigerian qualifications in public accounting
and auditinge

3H e The need for the new training approach is necessi-
tated by s number of factors:

(a) the lack of senior officers who are
professionally quslified and have the time
or disposition to further the training of
the junior staff recruited;

(b) recent trends in the expansion of govern-
mental activities which tend to make the
functions of Government more complex than
before;

(¢) the inadequate management accounting arrange-
ments which are commonly found in Government
Ministries; and,

(a) the need to introduce new management
techniques to cope with rapid environmental
changese
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The Conference agreed that any training scheme to be
evolved should te directly linked to progression in the
Service, After ruminsting on the proposed course, I
raised a number of points which would not appear to have
been given due consideration by the Conference before
arriving at the conclusion reported in the report of the
Conference. Please see my sinute at pp. 58-61 of the
file referred to above. In particular, the effect of
superimposition of the new class of professionally
gualiried accountants on the existing structure would
not sppear to have been fully examineds SeA.S«(Rs& To)
has addressed a letter to the Director of the Institute
of Administration bringing some of my cbservations to
his attention.

Certificate Course in Administration

32+ The Institute of Administration is, in consultation

with this Ministry, organising a six-month Certificate
Course in Adginistration for the members of the General
Exgcutive Classe The provisional syllabus for this
course was discussed at the last meeting of the Staff
gnd Curriculum Committee of the Govering Board of the
Institute and I promised to exsmine closely the syllabus
with a view to suggesting any modifications which might

be considered necessary. A meeting of the G.E.C. Advisory

Committee was held on the 2nd of June to scrutinizes the
provisional syllabus and it was agreed that some
additions and deletions should be made in the subjects
proposed. Please ask S.A.S. (C.C.P.) to show you the
minutes of the meeting in which the proposed amendments
will be clearly reflected when produced. You should
also note my minute at p. 6 of RT,.2/833/T dated 29/5/70
on the method of selecting candldates for the courses
You will note in this file that the course 1s a work-

improvement course designed for members of the G.E.Ce
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who have at least 5 years' experience ond it is only in
very exceptional circumstances may officers with less
than five years’ experience be selecteds
33+ You should also note the suggestion in para. 38
of my previous notes regarding the neéd to evolve a
suitsble 9-month course for prospective promotees to
the AsE.0s grades I have asked S.A.S.(R. & T.) to prepare
a suitable syllabus which he is working on. Action
should he apéeded up as the exercise for another intsake
of sultably qualified officers into the G.E.C. is now
almqst overadue .

Stending Committee on Training

34es You are the Chairman of the Meeting of the Standing
Committee on Training. A meeting of the Committee was
summon=d for the hth of June for the consideration of
in-service training proposals for the 41970/74 financial
year btut it has had to be postponed as 1t clashed with
another appointment at the Fublic Service Commission
which, although came later, had to take precedence over
the S.C.Ts meeting. Haviné regard to the present finan-
cial position of the State, training courses to be
financed from the vote should be accommodated within

the allocation approved for each Ministry, a list of
which is kept in the Recruitment and Training Division.
35, One of the things which I had intended to do was

to get each department to prepare a projected programme
of its training needs for a period of say 5 years which
will be subject to sppraisal annually. This will assist
in the consideration of nominations for training courses
on which papers are received from time to time from
overseas organisatione, I have observed the tendency
on the part of a good number of departments to want to
teke advantage of every course irrespective of whethér

it is relevant to the neede of the department or not
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mewess Jnolher point to watch is that nominations for
overseas courses may be approved only when local facilities
for mounting the courses are not available, It is also

not advisable to epprove the nominetion of an officer

who cannot multiply himself on his return, -
Vacation Job

36. In a few weeks' time or perhaps a few days, this
Ministry would be besieged by undergraduates of the
various Universities in the country, seeking vacation
employments The scheme for vacation job for undergraduates
is designed for indigent students as a way of giving them
some kind of financial assistances SeA.S.(R. & Te.) will
be prinecipally responsible for the processing of their

appointments.

Posting of lMembers of the General FExecutive Class
in the Treining School

37, You will need to consider the desirability of
changing round the teaching staff in the Management

Wing of the Training School after they have remained
there for 3 years or more so as to afford them the
opportunity of gaining experience in some other Ministries.
This is particularly necessary because of the wishes of

a good number of the members of the G.E.C. to be consl=
dered for admission into the competition for promotion
to the Admin, Class. Since selection is based on gpecial
apptitudes and administrative abilities displayed by

this class of officers in the performance of their
duties, it would not be advisable therefore to keep them
for too long on duties where such qualities cannot be

easily assessed.

CENTRALLY DEPLOYED DIVISION
Administrative Steff Advisory Committee

38, Please see para. 42 of my previous notes regarding

your responsibility as Secretary of Admin., Staff Advisory
Committees A meeting of the Committee is scheduled for
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the 3rd week in July and the points which It;zfed
down for discussion are:-

1e Promotions within the Administrative Class:
(a) to superscale posts = Mr. Babalola,

SeA:8.(CCP) is preparing a 1list of
» vacant posts in the Class}

(v) to the Principal Grade ~ a list of those
eligible for consideration for promotion
to this grade has already been prepared
and Mr. Babalola will show it to youe
Please aglso see my minute t0 S.M.Ge & HoeSe
at pp. 19-20 and his reply at pe 24 in
O.M.G. file C. 457 regarding Mr. Adesiyun,
which you will find in your pending tray.

2e Postings.

3¢ Acting Appointments,

L Responseibility allowance for Mr. Ajayi - this
officer has been performing the duties of a
Divisional Officer for some 2 years without
any remuneration. He could not be appointed
to act in the post because of his low position
in the seniority list, and since H.E. has
specifically directed that officers in the
field should not be disturbed in their present
positings, other arrangements could not be
made to send another officer to take over from
lire Ajayle You will need to clear this with
SelMoCGe & HeS. before including it in the agendas

He Increase in the rate of acting allowance for
substentive Administrative Officers, Class III
acting in CGroup 8 posts and who are now being
paid at the rate of 50%.

6o Any other matterss

You should discuss with ScM.Ge & HeS. at least a day
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before the date of the meeting.

Competitive Examination for Entry inte the Administrative
Class

39« Under the present arrangement a circular is sent
out to Heads of Departments every year inviting applica-
tions from those who wish to participate in the compe-
tition for admimsion into the Administrative Class.
From practical experience, this ﬁrrangament calls for
a change but you will have to agree a new procedure with
the Public Service Commission before it is introduced.
At present, selection of officers to be adamitted into
the competition is based purely on the qualities displayed
by members of the General Executive Class who have
applied, having regard to the specification of the
qualities required of the members of the Administrative
Classs 1In the last exercise, however, one officer
petitioned against his non-selection and went to the
extent of engaging in acts of Jiggery-pog¢kery. The
most interesting aspect of this unprecedented incident
is the support which he received from a senior civil
servant under whom he had worked previously who
surprisingly waded into it. You will wish to see
pages 884-889 of file E2402, Vol.VI.
4LOs I suggeet that the new procedure which you might
put to the Public Service Commission should be:
(a) to examine the records of all members
of the G.E.C. and select those officers
whose records are outstanding and who
have been adjudged as sultable material
for the Administrative Class;
(b) forward their names to the Joint
Belection Commnittee for onward trans-
mission, if the Committee agrees, to the
Public Service Commission where the final

selecticn would be made;
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(¢) only those who are selected by P.S.C.
should be informed of their selection
but those who are not keen in participating
in the competition would be free to drop
out e
In other words, the present practice of sending a
eircular round might be stopped as it has in practice
created some problems. I must say that you have to go
strictly by principle and make sure that you can defend
any stand you take in this matter any time, anywhere.
Appointment to Exécutive Officer Grade
44 . Recently the Genersl Executive Class Promotion/
Selection Board carried out an exercise for the appoint=
ment of Diplomates of Technical Colleges to the General
Executive Claess as Assistant Executive Officers. Fourteen
candidates who scored stanine I} and above in the test
conducted by Vl.A.E.C. were invited for interview. Only
I} out of the Ffourteen invited had stanine 5 and sbove,
the remaining 10 scored stanine h; At the interview,
it was discovered that candidates with stanine 4 performed
much better than those with higher scores. As a matter
of fact, the best seven at the interview were those with
stanine 4, We had the same experience when the interview
for the gelection of Confidential Secretaries-in~-Training
was conducted. Because of the consistency in our obser-
vation, we arrived at the conelusion that there was no
correlation between the interview and the aptitude tests
conducted by WeA.E.Cs which would appear to have inverse
relationes This might be due to the fact that the tests
were of a general nature, See my minute on my reactions
to the situation at pe 2417 on file SP/S. 321«
h2e I was invited to the Public Service Commission on
the 30th of April to explain the value we had placed on

the test administered by WeA.E.C. since, they observed)
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selection of the cendidates recommended to the
Commission for appointment was based on the interview
performance. I deposed that the test was only used as
the basis for inviting the candidates for interview
but the Commissioners were apparently not satisfied
and it was their view that more emphasis should have
been placed on the testde I left them in no doubt that
notwithetanding We.A.F.Cs's claim that the test was not
an aptitude test, it was and still my opinion that it
wae not more than an intelligence test which could only
test the breadth and not the depth of the knowledge of
the candidates, particularly as they were reguired to
aliswei' 105 questions in 400 minutes. No matter what
area iz covered in a test in which candidates are required
to answer too many guestions within a very short time,
such a test can only give an indication of the.intelligence
guotient of the candidates. From your experience as
en assesgsor in the extended interview exercise, you
would have known that a candidate cannot be failed or
passed on the basis of his performance in an intelligence
teste I formed the impression that the Commissioners
were not setisfied and they informed me that they would
be communicating their decision to this Ministry which
has not come up till the time of writing these notes.
My fear is that undue weight might be given to the
WeAeTeCo testes In matters of recruitment, the
Commissioners are the ultimate authority. It ie my
view, however, that recommendations of the Selection
Board should be given due weight before taking any
decision on sppointment matiers, éspeclally as they
declined to interview the candidates themselves. Please

also see para. 34 of my previous notes on enother case

gimilar to the one discussed abovee.

Recruitment to the Confidential Secretary Cadre

L3, According to the provisions of the current Schemes
eco0e n/26.
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of Service for the Secretarial/S8tenographer Class and
the Reporting Staff, appointment to the Confidential
Becretary Cadre is open to female cendidates only, while
the Reporting Officers Cadre is reserved primarily for
male candidates. Originally, male and femasle candidates
were eligible for appointment as Secretary-Typists as
they were then known before 1959, In introducing the
Secretarial/Stenographic Class in 41959, Government
decided to reserve the Class for females because it was
felt that the duties of a Secretary/Stenographer did not
congist only in taking down dictations in shorthand and
transeribing theme Reception of official visitors was
considered an important aspect of the work of a
Confidential Secretary/Stenographer and ladies, by their
feminine naturec, are generally speaking, more suited for
such duties. The O0fficial Reporter Gadre which was
erecated later was to provide advancement prospects for
former male Secretary-Typists. Those who were found

suitable for sbsorption into the CGeneral Fxecutive Class

were transferred to the Class. As you are probebly aware,

Officiel Reporte:s Grades II and III formed combined
establishment before the publication of Establishment
Circular NWo. 41/1969 and promotion to Officiai Reporter
Grade IT of those who had acquired the requisite speed
qualification i.ce 140 Wepems Shorthand and 50 W.p.me
Typing did not depend on vacancy. In the Confidential
Secretary Cadre, however, the speed gualifications for
promotion to C.S. Grade II were 400/50.

hli. Because of the rigidity of the provisions of the
S8cheme of Service for the Confidential Secretary Cadrey
male Confidential Secretaries could not be promoted to
higher grades, and Official Reporters Grade III without
140 wepeme shorthand could not be advanced to O.Re I,

whereas their colleagues in the Confidential Sceretary
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Cadre woere eligible for promotion to Grade II with their
100/50 whieh, up till now, forks a distinet establishment,
iy predecessor, Chief Thomaes, therefore had to ask for
speeinl dispensstion to cnable male Sceretarics who were
alrendy in the elsse to be granted equel opportunities of
advencement pe their femsle colleagues. It was slzo agreed
that 0fficisl Reporters Grade ITI (mele end female) whe
had 100 wepeie sﬁorthana end not 140 as stipuleted in
the Scheme of Service should be granted parity of treat-
ment with their countcrparts in the C.5. Cadres
L5, Tollowing the issuc of Esteblishment Circular
1/1969, the pos® of OfTicial Reporter Grades III snd II
were abolished snd the post of WOfficiel Reporter’® sube
stituteds The structure in the C.%l. Cadre is now as
follows:
8 tenographer - Seale D2,3

Official Reporter— Seale C{E)2,3,4, entry
point at 2675

Seniop Official
Reporter - Scale C{R)S5.

As et now, the only promotion avenuc open to malc
Stenographers ie to the 0fficial Reporter Cadre vhereas
in the case of female¢ Stcnogrsphers, promotion lics
cither to CeSe III or to Official Reporter. NMany of
our competent mele Stenographers have resigned and gone
to pick up more lucrative jobe elsevhere snd there are
meny morce on the fenece.

L46. The present position of melec and femele mesberse

of the Secrctarial/Stenograpihle and O0ffTicial Resorter

Cadres is o8 follous:=—

Celo Colp Cobe Deile Includs Stcno-
Grde I Grade II |Grade III &ggﬁe'kfl graphers

lelel|l'emale |liagle |Pemalel Malel Pemplceiale| PFemale |Male |Pemale

2 L 6 22 - Lo 12 L 2L | 38
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The present policy is over 40 years old and a number of
problems have arisen sinece it was introduced in 1959. The
peraistent nature of these problems certainly calls for
some meopure of relaxation in the existing poliey in the
interest of the Service generally. The rate of wastage
among female Secretarics is very high indeed; so also
is the incidence of maternity leave. There have been
meny instances where female Secretaries were reluctant
to do overtime snd in some cases wherc the laides were
willing, their husbands at home might not take kindly
to0.it. There is also the difficulty of posting female
Secretaries to ad hoc assignments outside Ibadan. Besides,
there are a number of duty posts in the Confidential
Secretaries Cadre which would appear to be more effectively
filled by male officers. Such duties exist in the Judieial
Department and also in the field stations of the Winistry
of Local Government. These problems may paertly be
responsible for the reluctance of some top officers to
accept female officers as their Secretaries. 1 know
at least three Permanent Secretaries who have always
insisted on having male Secretaries. The statistical
data which I asked S.A.S5.(CCP) to obtain showed:
(a) that the vacsencies in the two cadres

as gt 18t May, 1970 were as follows:

QeRs - 18
CeSe I - 1
CeSs II - 11
C.S. III - 23
Stenographer- 52

ek’
(b) | thirteen female members of the Secretarial/

Stenographic Class were on maternity leave
as at 18t May, 1970«
il ’
(e) *| fwelve members of the Class (5 female
Secretaries, 4 female Stenographers and

3 male Stenographers) resigned their appoint-
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ments between January, 41969 and Way, 1970.

(a) ﬂhﬁ?ive female members of the Class werc on

leave without pay as at 18t May, 1970.

Lh7. The relaxation which I consider necessary is to
allow déserving male Stenographers to be promoted to
Confidential Scerctary Grade III if they possess the
requisite speed qualifications snd also evidence on
having successfully completed training in English,
Seerctarial Practice, and Office Routine, Dut I would
still advocate that the Confidential Secretary Cadre

. should be primarily for laides (and not only for ladies
as at present) in which case it would be necesaaﬁy to
regulatg the entry of male candidates into the cadre
particularly as those who will come in by promotion are
officers with humble educational quelifications. I
suggest therefore that not more 20% of the authorised
establishment for G}S. Grade III is reserved for male
officers l.€. a ratio of 4 male officer to L} female
officers. There will of course be equal opportunities
for gll those admitied into C.S5. Grade III, male or
female. I will also wish to suggest that the intake into
the Civil Service Training School for the formal secretarial
course should continue to be restricted to femalese

L8. I suggest that you take this matter up first with
SeleGe & HeS. and if he agrees, you should then refer it
to the Commissioner for Esteblishments before approaching
P.S.C. to seek the concurrence of the Commissioners for
suiteble amendments to be reflected in the Scheme of
Service for the Secretarial/Stenographic Classes
Promotions: G.E.C. and Secretarial/Stenoprsphic Class
LS, lie have fixed a promotion exercise fer ihe {2th
of June when the G.E.C. Promotion Board would consider
the promotions of

(a) officers within the G.E.C.;
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and (b) the two Confidential Secretaries

Grade III who have obtained the quali-

Tications for promotion to C.Se. II.
$.A.8.(CCP) is assembling the necessary papers and
he will brief you on the procedure to be adopteds I
suggest very strongly that in submitting your recommend=-
ations to P+S.C.p you should indicate the effective
date of promotion in each case, In the caﬁe.of the -
two Confidential Secretaries, the appropriate date
should be the 418t of the month following that in which
the ladies obtained the gualifications for ﬁromotion
to CeSe Grade II.
Posting 3
50, His Excellency has directed that Miss Thomas
should on her peturn to the country, be posted to his
office vice Mrs. Kuforiji who should return to the
Training Schoole
General
e I had it in my plan to resuscitate the meeting
of Senior Assistant Secretaries to provide a forum for
exchange of ideas on problems affecting personnel
gdministration in all the departments. It was an
effective means of consultative management when it was
in operation and you may wish to consider the possibility
of reviving it.
52¢ G.0, 18107 provides that in order that the fullest
advantage may be taken of the knowledge and experience
gained by officers sent on in~-service training, every
officer returning from such training must immediately
prepare a report of his training and submit four copies
to his Head of Department who should arrange for each
report to be carefully studied and useful information
disseminated to all the interested staff. The G.0.

further provides that a copy of the report should be

.d.ot/31.
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forvarded to the Treasury with brief notes showing
what sction has been tnken on ite For some time, this
regulation has not been observed and it has been ny
wigh to bring the provisions of the G.0., to the attention
of 2ll Hesde of Department. If you consider this
necessary, you may wish to take action accordinglye.

Officer handing over, -.%a.--o Peccesesoet
¢ June, 1970, Me Ao AdtfioBu

Qfficer taking over, o.c-t?.-tt;t%g(?odco
Ta e OJjo

f dune, {970.

-
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TELEGRAMS: PERMESTABS

MINISTRY OF ESTABLISHMENTS AND TRAINING

.......... e e s LA R L PN d0 1) b [} [0 ]|
PRIVATE MAIL BAG No. 5001 - IBADAN - WESTERN STATE OF NIGERIA

All communications on this maifer e
should be addressed to the Permanent <,
Secretary quoting \:,\

Our Ref. Nol«2023/217........ if T e ) Rt JREEE 3

The Secretary to the Military Government - = -

and Head of Service,
Office of the Military Governor,

Ibadan. . e \
e I
Handing Over Notes -
—e
—— I forward herewith a copy of my handing-over

) r notes to Mr, J. M, Akinola for your information.
1«“([({,
% 0

(T, 1L 04oY,
Ag. Permanent Secretary.
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Ae you ave aware this linigtry is o reguletory Ministry
ond is concerned primarily with interpretation and enforcement
of the verious rules end regulations governing the conditions
of Service. In this connection it is responsible for regulating
departmental establishments, promoting improvement in departe
mental organisations and in the systems and procedures for
carrying out govermment business generally.

2., The Ministry is divided into five functional divisions,
nemely (1) Establishments Division, (2) Recruitment and
Praining Division, (3) Orgenisation, Methods end Complementing
Division, (4) Menagement Services Division, amd (5) the
Centrally Deployed Classes and Pengions Division.
Bstablishments Division
3., The Esteblishments Division handles matters relating
to the grading of posts, departmental establichments i.e. the
determinntion of number of posts, at various levels, necessaly
for the deparitments to carry out their functions, gtructure of
wages and salaries, remunerations for pogté in the civil service
and Schemes of Service. The preparation of Scheme of Service
is en importent aspect of the work of this Division. The Scheme
of Service sets out the entry requirements for each grade in the
Public Service and the prospects for advancement for all officers
in each cadre. At present action is going on to produce revised
as well as fresh Schemes of Service reflecting the reviged
conditions of service as promulgated in the Vhite Papers on the
Elwood Report. It is the Ministry's intention, when work is
completed on the new Scheme of Service, to have them printed
and bound into a hendbook to be entitled "Guide to Careers in
the Western State Public Sexvice" which will be offered for sale
40 the general public. Such a publicatlon will bring to the
notice of the public at lerge what opportunities there are in
the Public Service of this State.

sveesf2e
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Adebo & evi llages Commigsion
4e Towards the end of 1970, the Adebo Commission sent out
guestionnaire to the various Government in the TFederation calling
Tor a multitude of data which it required in comnection with ite
assigmment. The questionnaire was completed and returned to the
Commigsion. Following the release of a first report submitted
by the Commission to the Federal Military Government the Supreme
Militery Cowneil approved the Commission's recomendations Ffor
the payment of an interim cost of living allowance of £2 a month
for junior staflf, both established and unestablished, earning
salaries not exceeding £500 p.a., and an award of 1. 7d. a day
for daily-paid workers. The award is effective fram 1st April,
1970, Two Circulars have been issued to implement the recommen=
dations (please see Circular Letter io. B.172/54 and E.172/T/21
dated 28th Januvary, 1971 and 30th March, 1971 respectfully). You
will observe that the latter ecircular tried to correct an anomaly
inherent in the operation of the b-day 40-hour working week in
this State under which workers were paid the grant of 1s. 7d only
for 5 days in the week instead of six days in the week where
a 6=day 40-hour week system is in operation.

Mational Council on Istablishments

56 The Establishments Divigion is also the channel of
communication with the National Council on Establishmentse

The main function of the Nationsl Council on Esteblishments

is to ensure, as much as possible, uniformity in the conditlons
of service in the various Public Services in the Federation.

In accordance with the direective of the Supreme Military Council
no gnvénnment in the Federation can introduce a new condition
of service nor alter the existing ones without first clearing
gsuch proposals with the Natlonal Council on Egtablishments.

The objective is to avold causing embarrassments to other
Governments in the Federation. The meeting of the National
Council on Igtablishments has been scheduvled to take place in

B 1/,
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Iagos from the 18th to 218t May, 197T1. Already action is
in progress in the relevant files on dralt memoranda which
are bein  prepared for the mecting. You may wish to attend
this meeting personally or delegate your deputy and the Prineipal
Assistant Secretory (Bstablishments) to represent the State.
I wish ‘o point out that the forthcoming meeting is the meeting
of officisls of the National Council on Establishments. There
is also the meeting of Commissioners for Establishments which
normally deals with matters referred to them by the meeting of
officinls., The Commissioners in turn sometiimes refer matters
to the Supreme Military Council either fof final decision or
for approvals The vemue of the meeting of officinls is at the
Federsl Ministry of Establishments, Independende Buildings,
Lagose.

Proposed Reorgonisation of the Establishments Division
6. It has been found that the work-load in the Division
is such ﬁhﬂgiéﬁe present gize of gtaff in thet Divisior

some delays are almost - inevitable in spite of the Lact
that officers are working Bo hard and at the rigk of their
health. The 0., & M. Division of this Ministry has undertaken

an exercise and has submitted its report with proposals

at improving the present orgenisational set-up apdf ;.. officiency

The report is conteined in file ED.1/26 regret I have not

been able 1o take action on the repg#t primarily becavse its

implementation will involve the 6reation of additional posts

which under the present circumpgtance is not likely t& succeed
| e

Recruitment snd Training Division

7. This Division manages the Civil Service Training School

which has been esteblished $0 provide facilities in & number of

fields. The School is divided into 3 vings: namely, I semont
7 & - ]

The Secretarial Wing
rung bagic courses for Confidentinl Secretariog-in-p

Secreterial, and Local Government Wings,

: g 3 reining and
improvement - Mard it
I courses for Typists, vienograpers, Confidential
" b
Secretories and Official Reporters, 1in 8ddition o theSe courses

,;.;./4-
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the Wing also organises gemeral grading teste in Shorthand
and Typewriting as well as in English for serving officers.
The Honagement Wing of the School hemdles Courses Tor officors
other then members of the Secretarial/Stenographic Class end
Typistes. The courses include induction cowrses for newi, -
appointed officers of all grades and improvementi courses for
gerving officers. This year, it is proposed to mount 12-months
courses for Agsistant Executive Officers-in-Training in general
duties, accounting and awditing. The Local Government Wingz wvas
previously wnder the MHinistry of Local Government and Chieftaincy
Affeirs snd wes merged only recently with the Civil Service
Training School. Two types of courses are run for officers
of locel government councils in the State. These aret-

(a) Six weeks course for Clerical Officers, and

(b) $Six months course for the more senior Cleriecal
Officers.

The six months-course is designed with a view to training th?
officers for responsible positions in the uvnified local govern-
ment service.
8. The Division also co-ordinates the in-service training
programmes of all Ministries which are financed from Government
funds. It also deazls, in collaboration with the Ministry of
Lconomic Plamning and Reconstruction, with courses under
Technical Assistance provided by foreisn countries. Trom time
to time we receive training offers from wvarious oversess
Govermments and organisations inecluding :

(1) & U X T As

{8l U. 84 Av I Ds

(3) Vestern Germany

(4) Japan
(5) India, etc.
talf of the Trzining School

G For scme time the staff of the Training School 1.8,
Ingtructors, have been agitating for a new Scheme of Service

which will provide them with brighter prompects for advancement e

.t-on/E.
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They ave vlso contending that the headship of the School

should be chosen from one of their Class. Spocifically they
could not appreciate the neced of an Administretive Officer being
posted 4o the School as Training Officer. Rather they feel that
the post should be occupied by one of their Class. Ve have
given thouzht to possible improvements in the set-up of the
School But one point that . has to be considered seriously is

that the School is not established for training of Secretarial/
S4enographic Class alone and one wonders whether, in fact, the

. Management VWing or the Local Gov rnment Wing can properly be

run by en officer in the Instructor Cadre. Ve are at present
making enguiries from other States where there are similar
institutions as to what their set-up is. I will urge that you
sive urgent attention to this issue so thal a decision may be
talken early a8 o the future of the staff of the Treining School.
The Deputy Permanent Secretary, the Principal Apgistant Secretary
(Bstoblishments) and the Principal Assistant Secretary, (Recruit-
ment end Treining) are conversant with this problem and will be

prepared Yo discuss with you at your earliest convenicnce.

Orgenisation, Methods and Complementing Divigion

10, The Orgenisation, llethods and Complementing Division was
established essentially to provide advice gimed at improving

the efficiency of administraetors on the question of Organisation
ond liethods. However the scope has been expended with a view

o0 achieving maximm efficiency in terms of economy, speed,
effectiveness and accuracy. The objective now is to ensure that
maxinum output is achieved through a minimum use of resouvxrces

and time. Efforts are currently being made %o strengthen this
Division of the Ministry to enable it undertcke studies on records

improvement, adminigtrative development, research on Management

Analysis, and S0 0n.

sosss/6s
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11, Redently the Division hes been asked Yo underteke an
exercise i;;?h-i;t{; Minisbry in order to make proposals for
nececpary adjustments in orgenisation or an lmprovement in
methods with o view to improving efficiency. TIrom time to
tine we get request from ministries and departments for 0. & M.
eéxercise mostly with a view to supporting cases made for
additional staff or for upgrading of posts.

Ianagencnt Services Divigion

12. The lManagement Services Division deels with the domestic
affeirs of the HMinistry i.e. appointments, pranctions and
discipline of junior staff and menagement of funds voted for
the Ministry. In addition to this, however, it is responsible
for matters relating to conditions of service of all civil
gervents including fringe benefits and the interpretation and
application of variocus rules anc regulations as well as the
review of the rules and regulabtions when necessary., The
Division 2lso acts as chamel of communication between the
Ministry and the various Vhitley Councils., It convenes meetings
of the Councils at your request and ensures follow-up aetion
ag and wvhen the need arises,

Centrally Deployed Classes and Pensions Division

13 This Division deals with matters relating to members of
the Centrally Deployed Classes e.g. appointment, promotion and
discipline. Members of the Centrally Deployed Classes are:—
(2) The Administrative Class,
(b) The General Executive Class, and
(¢) Secretarial/Stenographic Classe
As you will see, these Classes embrace officers who do not
belong to a particular lMinistry and who are liable to serve
in any of the Government departments.
14, The Division also handles pension matters including
pension policy and the day to day adminigtratlion of retirement

benefits schemes for officcr and employees of goverament.

eeces/Ts



. Livwood Report
15. The Elwood Brading Team was set vp in December, 1964
by the them Federal Government on behelf of the five Govermments
of the Federation with the following terms of reference:—
"o enguire into any enomalies in the gradings and
other conditions relating to all posgts in the Public
Services of the Federation, with a view to deternining
appropriate gradings end achieving vniformity in the
solaries of officers performing identical duties in the
various Services and to mnke recommendations."
The Team submitted its xeport in April, 1966 but because
of the erigis in the country, consideration of the report
had to be delayed. The Nationsl Council on Bstablishments
commenced deliberations on the report in Wovember, 1968 and its
recommendations in respect of posts on the incremental sceles
formed the substance of the First White Paper which was
approved by the Supreme Military Council in IMay, 1969 ag the
Joint Conclusions of 211 the Governments in the Tederation.
fhe decisions embodied in the White Paper have been implemented
inthis State in the Ministry of Bstablisbhmentls Circular
o. 1/1969 which issued in August, 1969. The revised conditions
promlzated therein represent substantial improvements in the
conditions of service of officers in the affected grades
particularly in the jumior sector of the service. The high-
lights of the revised conditions are:-
(i) the provision of & new Scheme for accelerated
advéncémeﬁﬁ for officers on the D and B scales
who are able to pass the depertmental combined
confirmation and advencement tests at T5%. Such
officers on the D Scale could advance from £210
on Scale D1 do £343 on D%; while those on £219
on Scele EIB could advance to&849 on Scale E3;

evesva/8s



(1)

(144)

(iv)

(v)

(vi)

(vidi)

(viii)

(ix)

(x)

-B‘-

the provieion of schemes for the advancenent

of officers on the '"F' peale to the standard
grades on Scales D and 1ij

the exiension of the seale for Assisient

Executive Officers end Agsistant Technical Officers
from Scanle C(E)1 and C(2)1 to Bcale C(E)1,2 and
C(1)1,2 respectively; and those for Executive
Oificers and Technical Officers from Scales C(E)2,3
end G(1)2,5 to Scales C(E)2,5,4 and C(T7)2,3,4
respectivelys

the introduction of a through scale for Typiste
vnder which any serving Typist with no higher speed
than 25 words per minute could, subject to satisfactory
work and conduct, progress along the entire scale
8,2,5 by normal amual increments: while those who
are asble to achieve higher speeds i.e. 35 or 50 words
per minute are eligible for immediate accelerated
advencement to Scales I'2 and F3 respectively;

the regrading of Messengers fram Scale 61,2, to
G1,2,5 and Head Messenger from Sczle G3 to G4:

the regrading of Watchmen and employees of
equivalent status from Scale G1 to G1,23

the intrecduction of vastly improved structure

for HMotor Drivers and Motor Driver-llechanics;

the regrading of Staff Nurses from Scale N1,2

(£204 - £476) to Scale C(1)i,2, (£476 - £855) and
Staff Midwives aiso from Scale N1,2 to Scale C(T)1,2
with special entry point of £4583

the regrading of lidwives Grade II from Scale G3
(£183 - £219) to Scale BIB, C, 2 (£198 = £397);

the introduction of enhanced rates of travelling
allowance for the various levels of officers under
wiich the minimum rate per might payable (even to
the unestablished gtaff is now 5/-);

vesse/9
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(xi)  the abelition of the practice requiring offilcers
to pay paxrt of their ordinary board and lodging
bills whilst staying in em hotel on official duby;
(xii) the provision of parallel schemes of odvancemgnt
for the various cadres in the public service.

16. The Second White Paper which was approved last year
by the Supreme Military Council deals with posts in the
Superscale sector of the service. I4s basic objective is %o
rationalise nomenclatures and gradings of adminisirative and
profeséional posts in the public service and to intrcduce a
stadard pattern in such matters inwexious public services in
the Federation. The gradings of a number of postis have been
adjusted to reflect the appropriate levels of responsibilities.
The White Paper also inecludes modifications %o certain aspects
of the First Waite Paper designed to remove a Tfew enomalies
with a view to improving further the conditions of service of
the staff concerned. An Establishment Circular implementing
the Gecisions in the Whibe Paper has been issued as Estsblish-
ment Cireular Wo. 1/1970.
17. While on Elwood Report I will like to invite your attention
to some points of dispute between this Government and the
Whitley Council II and the Technical Whitley Council arising
from implementetion of Elwood Recommendations. The most
importent poinis of dispute are:-
(i) Bffective date of the Second VWhite Paper on

Blwood, paragraph 44 of the Sceond White Paper.

The Union requests that chenges promulgated in

the White Paper should teke effect from 1st

April, 1969 what is the date on which the decisions

contained in Vhite Paper No. 1 took effect;

(ii) Overlapping in structure oﬁ galary scales C(E)
end C(7)., The Union vants the overlapping in
salery scales for the post of A.E.O. Bcale C(E)1,2

and E.O. Scale C(E)2,3%,4 to be removed;

ivene/ 10,



(iii) IExtension of Scales D1,2,5 and EIB, G, 3 to D4
and B4 respectivelys
(iv) Assistant Bxecubtive Officer in Training progromme;
the Union's request is that the training programme
be shelved until item (iii) above is resolved;
(v) the redesignation of fomer Frinecipal Accountant
as Senior Accountant; |
(vi) ©Provision of Group 7 post in the General Executive
Class;
(vii) Advancement scheme for Stenographers, paragraph 1lec
(iii) of Lgtablishment Circuler Noe1/1970. The
Union is opposed to the effeckive date of 1/4/70
approved for eligible Stenographers Lo be advanced
to Scale D3,
With regerd to item (iii) above the former Military Governor,
during a negotiation with the Whitley Councils, directed that
as a first Btep more posts of D4 and E4 be created. He also
told the Union that he had been informed thai the structure
of the standard clerical and technical cadre thiough the
Pederation would be reviewed at the National lewvel. TFollowing
hisg directive a meeting was held with the Vhitley Couneils in
the Office of the Secretory to the Military Covernment and Head
of Service and ai that meeting it was agreed that additional
255% of the existing D4 and B4 posits be created in order to
relieve the alleged congestion in D3 and L3 posts. Plesse see
file BD.1/207/33. A4s a result of this egrcement and in
congulitation with the leaders of the two Whitley Councils
proposals Tfor the distribution of additional posts to Ministries
ond Depertments had been submitted. A copy had been forwarded
to Becrebary to the Military CGovernment and Head of Service.
You will have to ensure that the additional posts are reflected
in the f£inal eporoved Hstimates Tfor 1971/72.

Vhitlevy Councils

18. Vhitley Councils meetings provide a forum for collective
bargaining in the Public Service. There are three Whitley

Councils, namely (1) Vhitley Council I for Senior Staff, J44
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(2) Whitley Council II for Junior non=technical stufl and
(3) Pechnical Whitley Council for professionsl end technical
&rades. Regular meetings are arrvenged to brief the staff
asgociations on current developments in the workers conﬂit;ona
of pervice and to listen to their views so that sdequate steps
would be talen in meeting their demands or in resolving any
point of dispute between the Minigtry and the Councils. Apert
from the resular mectings cmergency meelings are arranged to
discuss matters that regvire uwrgent attenfiion. The leaders of
these associations are free Yo approach you informally at any
time and make enauiries on matters of interest to them.
19« PFor the fLirst time, this year male stuldents sre Lo be
recruited ss Confidenticl Secretarics-in-Training in the
Treining School. The reason for making this cxperiment is that
experience has showm that we lose a high proportion of our
femple @onfidentinl Secretaries due to family reasong snd we
elso find it difficult to post them to statlons oulside Ibadan.
An aptitude tests for candidates have held on Saturday, 24th
April, 1971 this should be followed in due coursc by personal
interviews and selections of the candidates for training.
Revision of Beneral Orders:
20. Chief N.OeA. Akinyemi, Permanent Secretary on Special
Duties is, at present handling revision of the General Orders.
He haod submitted drait of the revisién to this Ministry for
our comments. The Management Division is preparing the comments.
You have to keep an eye on that.

Vacation Job

21. The policy on this is to give vacation job to indigent
students or those whose courses of study require practical work
like Agriculture, Velterinary eltc. Now that Government is paying
£100 per annum to 211 undergraduate it is not considered +that
any of Them coald now be deseribed ag indigent. Accordingly a
proposel has been made for a revision of the existing policy,
The file has been minuted to His Excellency, through Secretary
to the Military Government and Head of Service (See file

RT.202)s i ey L



22, Pleuse do not hesitate to contact me any time you

concider it necessary.

Ovficer hending over 7, 4-25? a7 CD?U

26th April, 1971 7. T OJO

Officer taking over L"\-_Q&

26th April, 1971 —%. M. AKINOLA
Y G S
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TELEPHONE : 1BADAN 21011/355
24268

i ) COHFIDED.TTIAI:

TELEGRAMS: PERMESTAUS

MINISTRY OF ESTABLISHMENTS AND TRAINING
PRIVATE MAIL BAG No. 5001 -+ IBADAN - WESTERN STATE OF NIGERIA

Your Refi Noi i s iinanes s

All communications on this matter
should be addressed to the Permanent
Secretary quoting

Our Ref. No.. E 2023/2590 Date.”. { Dctﬂber, 1971-

The Secretary to the Military

Government and Head of Service,
Office of the Military Governor,
Agodi, Ibadan.

Handing Over Notes

1 187l
[t ) .
1 forward herewith for your

—— s s

information a copy of my handing-over
notes to Mr., J. 0. Afolabi who took over

from me as Permanent Secretary, linistry
of Establishments and Training.

\,.\a_/L{"

1. Akinola),
Permanent Secretary.
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I took over the administration of the linistry Live months
ogo and the handing over notes passed on to me by I, T.I. 0Jo
(Pe 218) ave still by ond lavge valid, I would thercfore

advige that you take a quick look at thom,

2, The Permenont Secretory for thio HMinistry operates with
a
MD.P.S{ end five heade of divislongs PelieSe {E). PolheDa (R{‘ﬂ)

Pelhebe (H.S.) Poﬂnsl (G.U-P) and DaliaCe0e

S« The Estcblishments Division is one of the five Divielons
of thie Iinistry. The Scnlor Stalf complement for the Diviaion
conoists of 1 Primcipel Assistant Sccretary (Head), 5 Assistent
Secretaries and 1 Exgcutive Officere The P.A.0. submits to
or through the DeP.Se ma;t'&:era which have 4o be decided above the
level of the formers the functions of the Esteblishments
Divisiony briefly, axre as followo:=
(1) Gredins of Poaiss
Proposals by Heads of Departments for the
Iea:-ea.'t:ion of now poets or for chenges in The nomen=—
clotures and gradings of exisbing posts are examined
by the Botablishments Division. Such changos, 1T oupp=
orted by this lilnistry, require prior clearonce with
the other Covernments in the Federatlion throuvgh
the Secwvetariat of the WNational Council on Establiﬂh«-‘
nents before thoy are submitted Lo the Hxecutive
Council for approvoel.

Proposals affecting the Administrative Class
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particulerly ot the superscele level,
require prior clearance with tho Head
of the Service, who is Head of the Clase
before submission to the Cabinet for approvale
(11) D 1 ketab nto

Proposals for increcases or decrcases in
the existing esteblichments (1.0s in the
number of posts) by Heads of Depariments under
their Personal Emolurents vole as well as in
their monthly=rated unestablished stefl are
oxamined by the Establishments Division. Vhere
congidered necessary, the 0.li.Ce Division la
asked to carry oubt a physical examination of the
workk=logd in the institution or officc for which
the additimmal staff ip gouchts Where changes
proposed do not involve the we=grading of any
post, prior clearance with the eC,E. is not
necessarys

Any veriations in the esteblishnents
of Administrotive Class poste, parbticulerly ab
tho supersecale level (whether involving
increasecs or decrcases) walch thig IMinlstry
gupporta, requive prior cleerance with the
Head of the Service before submission to the
Bxecutive Council for approval.

(iii) COlesxronce of droft Ixecutive Councill lVemornniss

A1l proposals Ffor consideration by the
Executive Council wiich ave made the subjeet of
an Executive Council memorandum ond which have
establishment implicotions muct, a8 a wmle, be
cleared with this llinistry since puch memorandum
mt‘wt indicote that the esteblishment proposals
therein are supporied by the Comnispioner for
Boteblighmenis and Tinining, Vhere the
Commisgsioner for Dstablishments and Training

0o 1/30



(iv)

(v)
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does not support and the Comnlesioner fLox
the Miniotry concemed is u“i.‘-“é on talking the
propesals to the Cebinet, the viows of the Lormer
maet be mcorpordted in or attached to the
BXCO, memo. for the Cebinet o see before takiné

a doclisione

Work under this item come ﬁp usually with
the setiing up of Halaries and Yages Review
(or Revision) Commissiams or of Grading Teans
ariging from the wrecommendation of Salaries

Comipsions., The supply of data required "o;,r

guch Commissions or Gr@;ding Poans for the preparation

of reports is part of the cxercise undor this
item, slo also ave the activities connected with
discussions at the Natlcnal Council on
Tetablishments on the preparation of the draft
of Government White Paper on the Gommission's
or CGrading 'i‘eam's Reports Recent exanples are
the two Government VWhite Papers on the Blwood
Report which were implemented in Batablishment
Gireulars No. 1/1969 and No, 1/1970 and the
Adebo Saleries ond Usges Review Commission's
interim avard of temporary Cost of Living
Allovance which wes implemented in Establislmen®
Gircular Wo. 1/1971. The Commigsion's final
report submitted recently to the Government is
o be comsidercd by the Supreme Hilitery
Council in October, 1971,
cations to £111 vocancliess

in compliance with the Treasury Boord's
standing directive, Heads of Depariments
wishing to £ill vacancies on their ecotablichments
nove to obtain the approval of this Ministrye
In such epplications, the wﬁant need for the
£411ing of the vacancies must be established.

veolbe
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It is eomontial that you should keep an eye on
this function of the "H' Divigione

(ve) vidon Loz noxt=tine du |
Tis cowld be clageified into bvo broad Cobfmst:
(a) empoloyment of non=civil servents for porte

time work in the CGoverament gervice; €«
part-time lecturers in o Trade Centre in
the Minietry of Bducotiong

and (b) oivil servants undertaking port=time work
outside the civil mervice; 0.g. a graduvate
civil pervant undertaling part-tinme teaching

in a University or privete institutione.

"
s L T

The remnsrabions payable wnder category (a) above
are already leid down and all this Hinlstry has
$0 exemine is the need for the employment of such
partetime lecturers. A reogards category (b),
the significance of the extroncous asgignment and
its probable offects on the officer's normal
dutics are some of the factors token into account,
go aloo is the sime of the fees drawable.
(vii) Nattors reloting to Volunmtory Arency Toacherss
Matters 'relating to Volunbary Agency
Peachers are primerily the responsibility of
the Miniotry of Bducation. Dut issues touching
on saleries and other conditions of service
which the lintstry of Education inbends either
for subnission to the IExecutive Council for
approvel or for discussion at the HNational
Council on Hetablishments ave forwarded %o this
lMinistry end are handled by the Botablishments
Divigione
(viii) gchemes of Services
The Division hos responsibility for the
processing of new and revised draft Schemes of
Service in reppect of the posts in the Western State
Public Service. Action is currently in progress on

'Y % ] IGQ
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the roviecion of all schenes of pervice to reflect
the new Hlwood structure.

At the moment, the 0fLfice of the Hilitery
ﬂa;;:fmt hoe responslibility Lfor establichment
matters in respect of the Biatutory Corporations
and Boords and State-owned Companies in the State.
That office, however, relies on adviece from this
Ministry on such matters,

A now selary structure based on the Anl Report
was approved by Government Lfox the Corporations
in December, 1970 with effect from 1ot April;1969.
The Head of the Lstablishments Division played a
loading part in that exercise. The D.P.0. was also
a member of the Job Bvaluation Committee which was
pubgoguently set up by Government to examine the
grodinge of all swperscale posts in the Corporations
and Doards aond State—owned Companies.

Staff latterss

The bulk of circulars end circular’leticrs
issued by this Ilinistry, or by any lindstry of
Eptablishmente for that matier, cmanates Ifrom the
Establishments Division. Theege give guldence on
various espeets of the conditions of service for the
various grades of civil gervants, The substance
of the circulars and civcular letlers are later
condensed and incorporated in ithe Tublic Hervice
Mapnal as new Gencral Orders or as amendments o
some old and obsolete ones, Despite «fforts made
4o couch circulars, circular letlers and Ceneral
Orders in clear and comprehensible language,
occapione sometimes erise vhen persamel officers
in some Iiinistries or Depariments have difficulty
in correctly imberpreting end applying the provisions
of these xegulations and they are thercfore

obliged to approach this linistry for guidance.

L
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loreover, situntions also somotimes oceur which
ave elther not covered at wll, or not covered
adeguately, by any of 'l'.im existing elreculars or
regulations. These are the kind of casos
generelly deseribed as "stofl matiers®e

Recoznized pre-appolntment experienca ugua,uy
attracta memm credits on the basis of one
incremant for each nomp;l.e'tse year of exporicnce.
Hence applications are receiwved in tlhe
Beteblishments Divieion from wime to time from
Heade of Dgpartmmts for the oward of incrcmental
crodits to officerc in their I-Tmiatrioa/}lep:wtme;lts
who are eligible For guch a.trfzmds. Ths D‘ivision
gxemines the authenticity of the claim, the
relevance of the experience, and the arithmetical
accuracy of the length of period involved; and then
deternines the appropriaie enhanced entry point
on the relevant salary scales |

Qe od ‘engioners = Polic

The guestion of whether eny pensioner
ghould be re-engeged is a2 matiter for the
Recrvitment & Training Division vhich, subject
$o the spproval of the Permemcnt Secoretary, has
to glve or refuse to give the usuval clerance to
the Public Service Commlgsion for the pensioner
to0 he re-ongoseds, Bulb the temms ond condil tions of
gervice of re-engeged pensioneve is o matter for
the Esteblishments Divisione.

Sromotion = Policy
cbing Appointments = Folilc
ority = Pollic

Thege are primrily matters within the
competense of the Public Service Commission but
occasions do orise vhen the I'y8,0, finds it
necessary to seek the advice of the linistry of

L |
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Betoblichments and Teaining on these mattere
Yofore toling o declolon on a ppeclfic case.
(x=vi) Contamet Addition = Policy

The setual offer of contract appointment
to an dndividual is a metter for the PeS+Cs
following clearance with the R, & Ty Divicion
of this IMinistry. But vhat rote of contme;b
addition .15 poyable in any post is o matter fox
the Betablishments Diviocion. ;

As & mule, all draft indents and

edvertiserents submitted Yo the FeS.C. are cleared
with the Re & Te Divicion of this Minlstry before
thoy are published in the gazettes end in the
presse. The Re & Te Division, in turn, clears the

$erns of such draft indentes or advertisemcnts with
the Bgbteblishments Divigion,

The PeAlde(E) co=ordinatos oll matiers,
wvhether welating to tﬁe civil service or to the
Voluntary Agency Teachevs, which ave o be discussed
at the National Council on Estall ishments. The
.co=ordination consiste essentizlly in lkeeping track
of all actions going on in verdcus places on
motters that are still extant at the N.C.Hs A8
he attends all meetings of the N.C.0., OLficial
and L‘Iiniﬂ‘h&t‘ial,l he has to asssenble files, briefs,
etce, on all subjects to bs discussed ot those
meetings., Some of these subjects are matiers for
other Divisions of this Hinistry (0ege CeCoele and
MeSe Divigions) or Lor other HMinistries, Ce8e
Hinistry of Lducation regarding teachers, otce
The Pel.Se(B) himself preperes briefs on
pubjects which come within the purview of the
Esteblishments Diviaion. After ecach mecting and

oss/8e
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on the meceipt of the eCele minuies, extracis
ave made into all the relevant files for
follow-up action. Tor subjecte roloting to other
Divigions or Ministry, the relovant conclusion
extracts are sent to the gppropriocte schedule

officers for follow=up actimS. .

4e TYour ettention in invited to the folleowing matter requiring

further nocessary oction =
(1) ' Betoblighment Propogals for 1972/73:

(1)

Tollowing the Ministry of Finance's circular
requosting Heade of Departments to ‘submit, not later
$han 15th October, 1971, their Advance Proposals for
1972/75 in respect of their Recwrrent Hxpenditure,
an Estoblishmernt Call Civculer was issued on the
8th of Septenber asl:ing Heads of Deportments %o
gubmit their 1972/73 Betablishment Proposels to

 %his Miniotry not loter than 20th September. To

date, only three Depariments vias Hinigiry of
Tocel Government and Chicftainey Affalrs, High
Cowrt of Justice and Jocel Government Sexrvice Boord,
have wesponded. A reminder hag however been igsued
%o those Heads of Departments vhose proposals are
still outstanding, The proposals so far received
are nov being cxemined by the Hgtablishment
Division., In view of the mther tight time=table
set by the linistry of Finemee, I suggest you

give this matter your perconal ab tontione.

lational Council on

A meeting of Commisgioners responsible
for Gpgtablishment motbters in the Federation'
(otherwise referred to as the llnisterial moeting
of the National Council on Nsteblishmenis) is
scheduled to tle place at Port arcourt in

liovembery, 1971 on dates to be onnounced later by

ik /9%
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the Seeretary, Nabtlonel Council on Nstall ishments .
The meeting will be yreceded by thot of 0fficials
(1s0¢ Pormement Jecrctaries of Esteblishments
Hindstrics or their representatives) at the same
venue, These meetings were originally scheduled
for last Augwt but had to be postponed until
after the Suprems Military Council hes congidered
the Finell Report of the Adebo Dalaries and Vegee
Review Commission. As amomnced wocently, the
Commipsion's Report will he conpidered by the
Se11sCe mometine in Octobex,

Some memovende for the Port Hawcourd
meeting have been received fronm the Secrctariat
of the NeC,%H, and these are now being processed
in the Istablishments Divisione

The Egteblishmonis Division is the moat

hard-pregsed Division in this lMinistry. On
discovering thet the existing staff is inadequate
to cope with the continunlly exzpanding scope of
work in the Divisiony I dnstructed the O.lle& Co
Division to carry out a survey of the volume of
worlt and recommend o suitoble complement of staif,.
The exercise wrevealed the urgent need te reinforce
the Division with the provision of 2 new posis of
Senior Assistent Secretery, Croup & and 2
pdd itionel posts of Assistent Hecredary, Scale X/A,
the existing post of Bxecutive Offlcer be_ing
puppresged, An FXCO, memo was accordingly put up
but wnfortunately the proposals, pariiculerly
those in reospect of the superscale poots, did not
receive the support of the Head of the Service.
I have cont the file to S.MeCGs & HeSe with a
reouest for an appoiniment to discuss the metier
further. In the interest of the Establishments
Divieion, and indeod of the lMinistry, I feel that
sve vof1Ce
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gomething ought to be done urgently to provide
the Division with additional staff, You will
surely wish to take the matter up with the Head
of Derviceo.
(iv) 0ffice Accommodations

Coupled with the problem of inadequate
gtaff is the problem of inadequate office
accommodation: You will have noticed that the
Esteblislments Divieion is one of the Divisions
moet adversely affected by shoxrtege of office
accommodation. The FsADe(B) is obliged to
have his Secretary in his office, while each of
his schedule officers 2leo has to have in hig
office his Glerlk, Typist and Liling ceobinets.
Thig state of affairs is conducive neither to the
heeith of the officers themselves nor to the
efficient perfommence of their duties. The vhole
quection of office accommodation for the Ministry
ig being handled by the PeheSe(lfeSe) and I
guzgent you look further into the matier.

(v) Bipff Chences in the Tstablishmont Divisiong
Mre R, Ae Ajobo, Pei,5,(B), is being posted

4o the Ministry of Baucation with effect from lst
Cctober, 1971 and is to Dbe zeplaced by Irs 0. Be
Oluboyejo, Administrative Officer, Grade Ille
The Temporary ixeculive O0fficer in the
Division, Mr. G. A. Ajibulw, has had his
appointment terminsted ani will be leaving the
service on the 15th Oclober, 1971, Unless
there ore yprosvects of the proposed additional
staff materisliszing soon, I suscest thai a
replacement for Mr. Ajibulu be provided as early
o8 posgible.
@

(vi) omi. College of fduentions

This ingtitution has been transferred to
the University of Ife with retrospeetive effect
e/ 115
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from last October, 1970. Bul the Ixecutive
Council hop approved a transitional period of one
yeor is.ee lot Aprdl 1971 to 31st lMarch, 1972,

for the completion of all the processes of the
transfexr, During this period, the existing estaff
of the institution would be seconded to the
University, The last meeting of the Committeo

get up o work out the mechanice for effecting the
transfer was held on the Sth September, 1971 and
was attended by the PA.8.(E) on behalf of this
Ministry. A%t this sbage, this Minlatry has no
action to take in the exerecise, but P.A.S.(E)
will keep you informed of further developmentis.

(vii) gfii_afs :Bgr %e Gommissioner for Hstoblishments
i ~

(viii)

Whenever an 1XC0, memo, in which this
Hinistyy is involved is listed on Council ageunda,
the Commispiorer for Dstablishments and Training
is usuelly provided with e brlef for use at the
Cabinet meetinges The briel is pfejpared by the
appropricte Head of Division end vetbed by the
DePeS, before it is submitied Lo the P.5. The
Gommissicner may clso reguire the I8, himself or,
subject to clearane with the P.S5., any other
officer in the Ministry to accompeny him to the
meeting.

Coeoz Project Development Unite

This Vorld Benk«Financed Froject was
recently appioved by the Cabinet with
effect from lst September, 1971. The top

Mone gement posts for the Project are §e

Project Maneger - £39600 = 4,500

soe/12¢
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Deputy Project lmnoger = £3,000 « 4,000
Pinaneciel Controller = £4,000

venior Credit Officer = £1,500 x 100 = £2,500
Aunditor = = 4o =

Admin, Officer - - 40 =
On the directive of BXC0, ond gg hoec Committee
under my Chairmnghip has examined "ah-e galary
gradings of these posts and submitted its
report %o the BelliGe & Hebe via DeballefolleRe
The Csbinet also ;a.pp:mvéd, anong, other
things, the provision of one Administrative

Oificer far the Project "for o period not
excecding six weeks" to emable the Unit {ake

off.. An urgent action is roquired on this

natter.

Conditvions of ferwvice for Sizbe Comnissioners
You may probably already have scen the Sl

Ge & HaSe's civeular on this subject, This Ministry's

copy of the circuler is enclosed in Seccrelt Filo Ee13T.

AB indicated in sub-peregreph 2(iv) above,
the idebo Commission has subnilied ite finel report
to Covernment aml this is scheduled for consideration
by the Supreme liilitary Gouncil sometime in
October, 1971« In the mesnwhile, I would sugsest
you ztudy the reporte

eae c/'la'o



RECRUITIENT AND TRAINING DIVISION

5, The lead of the Reeruitment and Training Division is

lrs, P, Ogunlade and the functions fall into 2 main categoriles

vizi=

(1) Reeruitment latters

(2) Training and Staff Development,
(1) Reeruitment Vatters

The Division does not underteke recruitment in the

gense of actual appointment of personsj that function

belongs to the Publie Service Commission,
(a) Advertiscmentst

(v)

(e)

All advertisements for vacant posts in the service

are cleared with this division in order to cnsure

that they conform with the lald down provisions

in the relevant Schemes of Service,
Recrultment of Fxpatriates:

The division offers advice on the Recruitment of
Non-Nigerians and ensures that expatriates are enpgaged
only in posts for which no suiltably qualified Higerians’
are available, When a satisfactory case is made for
the employment of expatriates into cadre posts, having
considered the vacancy situatilon, recruitment prospects
and response to advertisements on the post, a
Wigerianisation Certificate i1g issuved with your
approval.Overseas Officers uhder the various Technleal
Asgistance Schemes also help in the recrultment of
expatriate officers., This category of officers have
different conditions of service and in most cases they
are pald fixed mondhly or yearly allowances and not

the salaries attached to the posts which they occupy.
Re-enpgapement of Pensioners:

Pensloners can only be re-engaged in a post for which
there ;a no suitable established officer avallable,
Vhen an application 1s submitted for the re-engagement

of a pensioner therefore, a convineing case has to be

S L
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(e)
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mede that there is no esteblished officer in that
department who can £111 the post either in o substantive
or acting capacity. The pensioner is normally engaged
on month=to-month terms in accordance with W.1.0.0.
02804,

i =gradua S

Up till last year long vacation, Government poliecy
én vacation job was to offer vacation employment to
2 aatEgoriéa of students viz:

(1) Indigent Students.

(2) Students whose courses of study require practical

work e.g, Agriculture, Veterinary, llediecine, etec,

The policy was reviewed this year and vacation employ-
ment was thrown open to every student of Vestern State
origin in view of the fact that @overnment now pays
£4100 bursary award to every student of estern State

ori 14 in,

The Principal Assistant Secretary (Recruitment and
Training) is a member of all Departmental Promotions
Boards as well as the General Txecutive Class Selection
and Promotion Board,
T d Staff Devel nts

Training is carriled out at two levels - locally
and abroad, The local training of certain categories of
officers (e.g. members of the centrally deployed classes
and the Glerlecal Officers) 1s carried out in the Civil
Service Training School while the more technical
and highly specialised training of middle=level mane
power is ecarried out by the Vinistries/Departments e.ge.
the training of Agricultural Assistants, Survey Assistants
and Nurses, The Civil Serviee Training School ig
divided into three scctions vizs Management Wiing, a

Secretarial Ving and a Tocal Government Ving.

a5
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(a) Zhe Uanugoment ing

()

The Menagement Wing offers courses o all grades
of serving officers, OSuch courses include
induetion courses for newly recrulted officers
and improvement courses for all grades of serving
officers (from messengers upwards) exeept for
menbers of the Seeretarial/Stenographic classe
and typists, who are catered for by the
geerctarial ing. The Secretarial ""ing runs
basic courses for Confildential Scerecterics=ine
Training and improvement courses for Typists,
d¢enographers, Confidentlal Secretarles and
Offieial Reparters, It also orsanises general
grading tests, At the moment the exercise for
fhe recrultment of new Confidential Seceretariese
in=Training has Just been completed and the course
ia expected to etart shortly. PFor the Tfirot time,
male students have been recrulted as Confldential
Ceerclories=in-Training in the Gchool, It has
been necessory to do this because a high
proportion of the female Confidential Sccretaries
are lost yearly and due to family reasons, it

has been Aifficult to post female seeretories

to stations outside Ibadan,
1 Se i H
As a result of complaints reccived in the
Hinletry on the standard of performance of the
products of the Secretarial Wing, a mecting was
hela with the Permanent Secretary to £ind
soluti-ne to the problem faeing the scheol with
& view to improving the quality of the precduets,
VMatters arising frow this meeting are as followsi=

(1) To approach the i'inistry of Taoueation

for the relecase of an expart in Tnglish

to examine the Training School present
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ecurriculum in English and make recommendations as
to how it could be improved.

(11) Approach the Ministry of Bducation in e nnection with
the filling of the vacant post of an Tnglish Tuter.

(114) To make arrangement for a periodical review of the
performances and conduct of the students Lhrough the

8 igsue of a weakly_or monthly report on their work.

(iv) Preparation of a comprehensive code of conduct to be
given to each student,

(v) Withdrawn from the Tublie Service Commission the
applications for transfer to the cadre of Instructor
submitted by the 2 Confidential Secretaries who
returned from trainipg last year,

(vi) All the five Confldential Seeretaries who have now
completed the course of training should be considered
for the 2 vacant posts of Instructors at the end of a
3=-month trial perlod,

(vii) In=Service=Tralning to be arranged for at least one
Instructor once in every two years, and the Training
Officer should compile a list of relevant courses,

(viii) The Deputy Permenent Secretary will make in due course,
a submission to the Permanent Secrctary on the new
Scheme of Service for the Instructors Grade.

(1x) The local representative of the Ford Foundafiion to be
approached for assistance in repairing the faulty
Trench Taboratory and alse the Training Offiecer should
contaet the University of Ibadan, Department of
Modern Languages to £ind ocut how that Department main-
tains 1ts language laboratory.

Action has been teken on all except (vi).

(e) Logal G ent Wines
The Loeal Government Wing was formerly of the !'lnistry
of T.oeal Government end Chieftaincy Affairs, but 1t

has now been merged with the Civil Service Training

e
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Scheoel, At the moment, the wing organises two
main eourses for officers serving in the various
Local CGovermment Counells vizs
(1) Biz-Veek Course for unconfirmed Clerical
Officers; and
(12) Six-month course for the more senior Clepical
Offieers, who are being prepared fqr entry
into the Unified Toeal Government Service,
Most of the Overseas training courses asre under
written through Technical Assistance Schemes made
gvailable to us by Forelgn Governments end Agenciles
notably, the United Kingdom (United Kingdom Technical
Assitence) and the United States Agency for Interas= -
tionel Development (USAID), India, Japan, ete.Such
offers of training are dealt with by this division

in eollaboration with the Mindstry of Lconomie
Plenning and Reconstruction,

ng = The commosition
of the Committes is as follows:

(1) Permanent Secretary,
Tinistry of Establishments and Training = Chairman

(2) Chief Inspector of Education,
Vinistry of Education = lember

(3) Chief Agricultural Project Planning Officer,
Ministry of Agriculture end Natural Resources = "

(4) Opgenisation, Methods and Complementary Officer,
Winietry of LstaRlishments end Training - .

(5) Principal Assistant Secretary (Planmning)
Vinistey of Economic Planmning and

Reconstruction, - W
(6) Principal Asslstant Secretary
(Reeruitment and Training) - w
(7) Training Officer = Secretary.

I¢ 4s the duty of this Committee to consider and approve
the Training Programmes of the various Ministries/Departments.
The Committee met in July this year to comsider the 1971/72

Training Programmes of Uinistries, TFollow-up actions are
being taken on the minutes of the meetings.

/18



- 18 = , /-f

MANAGTITE SERVICES D SION
7« The Management Services Division of the Ministry ls at
present headed by Mr, D.A., Folorunsho anl ies responsible for
the general edministration of the Ministry and for the Inter-
pretation and enforcement of the provisions of the General
Orders throughout the other Ministries and Departments,In
this connection, the Division is responsible for initiating
changes in the provisions of the General Orders when necessary
in the 1light of past experience and of fresh decislons taken by
the Government, Any such change is always the subject of an
Executive Couneil “Memorandum, The conclusion of which should
be embodied in circular letter s seeking the compliance
of all Ministries/Departments.
8. Whitley Councils: One of the most importent responsibilities
cf the Division is that relating to the three WVhitley Councils,
that is, Whitley Council I, Whitley Council II and the Technical
Whitley Council, The Division is responsible for arranging the
meetings of the Councills, each of which is required to meet
quarterly., The councils can hold Jjoint meetings on matters
of common interest as and when desirable., A meeting of the Staff
-sides of the Whitley Couneil IT and the Techniecal Council has
been arranged for 10 a.,m, on Wednesday 6th of October, 1971, to.
brief them on Government's decision to participate in the National
Provident Fund in respect of its established non=pensionable staff.
9, X P ecrctaries: The Principal Assistant
Secretary (Management Services Division) used to be the Secretary
to the meeting to Permanent Secretaries. The Secretary to the
Military Government and Head of Service has now directed on
p. 311 of File E.204Y that the Deputy Permanent Secretary should
now act as Secretary. The meeting is held monthly bwt the actual
date and time of each meeting is decided by the Secretary to the
Military Government and Head of Service whose convenience should
be sought on each occasion,

10. Confirmation and Advancement Tests of Clerical and Stores Staff

These tests are conducted twice a year under the provisions
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of W,N,G,0, 02204, The Management Services Division is
responsible fort
(a) the imsue of circular letters inviting cendldates
for the examinations}
(b) the allocating of examination numbers to the
candidaten} '
(¢) the preparation of question papers;
(d) the dispatch of question papers to Ministriesp
(e) arrangement for markingj
and (f) compilation of resulte and summary of passes end
failures, Einiafry by Ministry,.
11, Desides the above functions which are of general
appliecability, the Divieion is also responaible for the
following funetions within the Ministrys
(1) Adpinistration end General:
The A¢ministrative and General Branch of the
Division is responsible for the internal
adminiatraﬁion of the Ministry. This branch is
headed by a Senior Execubive Offlcer.
{11) Possames Sections '
The Passages Section handles the leave arrangements
for contract officers in accordance with the
Provisions of the General Orders., It also handles
application from officers to proceed on Overseas
T.eave, In sddition, it is responsible for the
preparation of the staff list and for the consideration
of applications for changes in dates of blrBhs, The
eriteria for the consideration of epplications for
chahgea in dates of birBhs has been laid dowan in this
Ministry's recent Circular letter No, AD.L/98/Vol,IIX
652 of 19th August, 1971.
(414) Tha Self= ting 8 g
The Self-Accounting Section 1is responsible for
the preparation of salaries and allowgneesy keeping

of Ppineipal books of Accounis, rendering monthly
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retuwrns of expenditure, reconciliation of

accounts ete. An Lzecutive 0fficer (a/cs)

is in charge of the Bection.

Following the abolitlion of the two=-shifts system of
worl, the Cnbtral Steff canteen wos dissolved. The Departmontal
canteens hove thorciore been resuscitated to provide smacks
and poft drinks for officers. Arrangauenis ore in hand to
redepoly o cleoners in the various Ministries the former
Conteen Stewordss A draft liemo, aeeki::e,_ Cabinet's approval %o
ereate o mew post in this Ministry to accemmodate the formey
Canteen Supervisor is being cleared with the Iinistry of
Pinonce, It is proposed to retaln her for the purpose of
supervising food served in the various Deparimental Canteens.

13 Re on _of Gen. Orderse

Tor some time now efforts haove becn made to revise the
General Orders. Mr. TeoD, Megrath was firet assigned to the job.
He was later joined by lMrs Ojexinols and both of them produced
a draft which Chief NeO.Ae. Alkinyemi forwerded to this Ministzy
for comments. The draft is being studied in the lanagement

Services Divigion.

BITRALLY DEPLOYLD CI

14, Mre. he A, Bebalola who has headed this Division foxr some
$wo years hag been posted to the lMinistry of Health and is
being Teplaced by lir. B. 0. Olnduji, Administrotive 0fficer
Gpede II, The functions of the Division are 8

(1) some of the matters relating to Adminisiretive
Claes.
(4i) oll matters relating to the Goneral Ixecutive
Class end
(i41) o211 matters relating to the Seecrctarial/
Stenogravhic Class,

15. Adminigirative Closs:

(a) To some extent the Division is responsible for

the appointment, promotions, acting appointmonts and poptings
L] 0'/21 o
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* of members of this class, The B.l.Gs & Heide is the head

of the clams and the Cheirmon of the Administrative Class
Advigery Committee. Other members of the Committee are ¢
Permanent Secretary, MHindstry of Bstablishments and Training,
Permanent Secretary, linistry of FPinance, Permanent Secretary,
Ministry of Local Govermment & Chiefiaincy Affairs, Permement
geeretary, O0ffice of the Militery Governor end the Sollcitor-
General amd Permanent Secretrry, Hinistry of Justices Although
the SelMeGs & HeSe io the head of the Class, this Hinistry
gerves as the secrotariat for matiers to be cms:ﬁiered h;; the
Advisory Cormmittee., This Division will assis®t you in malking
posting proposals in respect of members of this slags for the
consideration of the S.l.Ce & HeS. when the Commitiee is not
meetinges I suggest thet you sghould be cnﬁvm-sant with the
disposition of ell members oi this class, and possibly the
dates of their present postings, as this will be useful in
malcing proposels. Lvery month this Hinistry prepares
digposition lists to show the movementis of members of the
clags, but vnfortunately we are sometimes not up~to-date in this
exercise because of shortege of staff in the Division. You
will, therefore, necd to bring up=to-date the disposition list
as a useful base for future cxercises

(b) As regards promotion within the class you will
be reguirt;d 1;0 propare the necessary briefs, a2lways six coplesy
for the wse of the Committee, The files which you need for this
exercise are Loyt in the Confidential Registry of the 0ffice of
the Militery CGovezzor., You will contact the Confidential
Registrar for these files which should be returned to him as
soon a8 the exercise is completed. The forms which you require
for the preparabtion of the briefs conta.in both the grading of
the Heads of Departments who completed Paxrt II of the reporis
a8 well as the promotion grading by the Head of the Class.,

16,
shovld gay that this class is a very sensitive class apparently

By way of general commnents I

hecause of the cumulative problems of the class over the years
nu/zzo
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and partly because promotions, etce in the clmss have been &
1ittle smlow in the pamte. Cenerally one tends to get the
impression that there is some disecatisfection within the cless.
I puggent, therefore, that you keep an eye on pebtitions and
protests made by imdividwle or grouvps of individuals before
you take decisions on promotions, aching sppointmentsc end
postings. Having said this I will like to invite your
attention to the \following icsuves =

Public Service Comission sends out call notices cvery year
indicating what procedure should be adopted in the selection
of members of the Gencral Lxecutive Class for competition to
the Administrotive Classe It is your duly to invite liinlstries
" in the 3dght of the PeS.Ce's lotber to send names of those who
wich to competes The nomes of those who have indicoted their
wish to compete are compiled emd brought before the CGeneral
Gxecutive Clase Advisory Committee for consideration and
reconnendation o the PeS.Ce The PeleSs in=charge willl need
%o prepare comphehensive briefs in respect of each officer such
that the Committee will be in a position to mnle reasonable
recommendations I sugrest you glance through File B, 2102,
(liﬁ.) Promotions: Unfortunately, we have not been
gble to conduct the promotion exercise to the grades of Senior
Executive 0fficer and Hishear Bxecutive Officer mainly because
we have been trying to colleet oll Confidential Reports for this
year. We have now come %o the stage when we can begin to set
in motion the machinery for such promotions. There is a
General lxeccutive Class Selection/Promotion Doard which is
regponsible for consideration for promotion within the class.
The Board is made up to yourself as the Chairman in your
copacity as the Head of the Class, the Auditor-Geneval, the
Comisoioner of Intermal Revenue, the Ace ozmtant-@e.ndral, the
Principal Assistant Secretary (Re & Te)y PeheSe(CeDeCoP,) and
o representative of the Public Service Commission., Priority
should also be given to the conegideration of officers in the

ool./23o
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® Clerical Orede for pronotion to the Grode of Apsigtent Izeoutive
officor because the exereise was not carried oubt lnst yoors
Vo have on our list 356 officors who are to be cmsidered for
about 60 vacaneies. Ve have consulbed the Vest African
Pxamimations Council to orgenize an Inbelligence Test Lo these
officers on Bth October, 1971« Tho result will be avalleble
on or ahout the end of October. Thereafier, you will wish %o
fix a suitable date for inberviews..

sound o note of warning oﬁ pas‘bings. ?Iithin fm past Lew
nonths we hove been heving some difficulties inm the postings
of officers in the Senior Executive Officer grode and to some
oxbtent in the Iigher Executive Officer grede. This is because
some officers do not went to be posted away from Ibadan, end
hed at verious times obtained medical cortificates to suppord
the need to be reteined in Ibadan. My suggestion is that your
posting proposels should be boged stricily on objectivity and
on a got of criteris vhich you yourself will have to determine
depending on the circumstences of each cases, I have found
vseful the eriterion of o minimum of three yeors on o schedule
before movenent, except in cases where I cannot help it. The

" Hoad of this Division malkes proposals for postings. There is
an Advisory Committee, memborship of which comprises the
Auvditor=Ceneral, the Commissioner of Internal Revenue, the
Accountant=General and the most senior of the Prinecipal Executive
Officers. This Comnittee operates under your chairmanship and
is responsible for considering posting proposals of nembe rs of
this clacg.

(iv) Direct Recruitment fo the Gomeral Exoccutive Glagst

The usval proctice has been to orgonize aptitude tests for
epplicents after which the General Executive Clege Selo:c‘tion Boaxd
neets to interview those who are successful and molke recomendation
4o the FeS8.Ce This prectice will now be changed having regard to
a wecent lotter From the Pe5.C. which is enclogsed in File Be 50443,
Tn thig letter the Comission will now assume responsibility

oo c‘/24.
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for recruitnment of applicants to the gmde of B.0, This
Mindgtry will still be responsible for recruliment to the grode
of A.Bes0y Im thie regerd the Geneoral Lxecutive Class Selection
Board will be brought in and the joint procedure of orgamizing
aptitude tostes and interviews will still be roguired. Ve have
not this year initioted direct reoruitment to the AB.0. gmde
primarily because of the need b consider promotion Lfronm the
Clericel Grade which was left out lapt year, You may £ind it
necessayy Ho recruit to the A.LH.0, grade later this year or
probably early next year depeading on your vacancy situation.

I swgest that you read throngh file E. 50443,

17« ALL Official Reporiers have now been deployed as

Confidentinl Secvetaries becavse of the suspension of the
Legisloture. Those who wore Officisl Reporters grades I emd IX
before the suspension of the Legisloture haove since been
aboorbed as Official Reporters on the recomendations of the
Elwood Greding Team, Those who were Officinl Reporters Grode III
heve been sent for improvenment coursges o oblain the qualifying
speeds o be absorbed as 0fPiciel Reporters. Thogse of them who
passed the preseribed gpeed test have since been absorbed while
those who did not will be absarbed ag Confidemiiol Secretary
Grade IIX, Those of thom who alveady bhad 120 wWepem, in Shorthand
are being considered for obsorbtion ag Confideanticl Socretary,
Grade Il. " This has ptill not been finnlised exd you will need
%o take the issue up as sgoon a8 possible. Since the

publication of Bgtablishment Circuler 1/1969 the movenent from
the grade of C.8. III to that of C.8. II is now o function of

the pequisition of the speed of 120 wepele in Shorthand, Ve
have sent prectically all our Confidentisl Secretary, Grade IIX
to the Training School 1:0_ be given the opportunity of acguiring
the requisite speed for congideration for promotion, The regult
of the last of those sent to the school have just been anmnounced

and five of them pasged the requisito speed of 120 Wepele

o0 0/25-
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. and ave therefore qualified for consideration for pronotion,
You will need to arrange to place before the Bsecroborial/
Stenogmaphic Board os socon ag poasible recomendation for the
pronotion of some of thece officers depending on the vacancios
aveilablee

18, COUFIDRICIAL REPORTSE IV i the duly of this Division
%o pee thot Confidential Reports in repac"fs of the Genoral

Brecutive and the Secreterial/Stenogrephie Clasges arc obtained
in good time, There is an Executive Officer responsible for this
and I sucgest thot you demand progress veporic fvom hinm as.ofien
as possible, otherwise you will find -that the reporis ave nob
avoilable whon they eve needed for the exercise of acting
eppointments or promotions., The Confidential Reports in respech
of Administrative Class ere collected by the Office of the
Idlitary Governore

19. PURI0IB: The Pensions Section has been working for
come time under some handicap vhich Has erisen becouse of lack
of accommodation. You will Lave to give the officers in this
Section as much encouragemdnt as you can having regord to the
circumstences in which they workt. In the Advance proposals
for next yeor we have made suggestions for improvenent in the
gtaf? situntion and one hopes that this will improve on the
effectivencos of the Section. Theore are & fow outstanding
motters in the Pensions Section which require atientlon within
the next couple of months., One is an amendment to the Circuloxr
in rospect of payment of rebirement benel ites to non=pensicunable
and unestablished staff, The Natiomel Council on Betablishnent
in Legos is undertaelking the necessary amendmentd which we hope
to receive as soon as possible aftor which it will be cleared
vith the law officers before the issue of ow o Circular.
Anothor motter rolates to a sugcestion to centralize all
pensions mabters which are hitherto peatiered all over the
Hinistries, e.g. matlers concerning the teachers are being
deait with by the Hinistry of Bducation. I sugzest that as
goon as you have the time, you should digeouss with M. Dada,
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H.5.0s (Pensions) on how bemt to take over this responsibility
from the Minletry of nIducation. One other point relotes to a
menorandum which will be subnitted to the He.0.Ee to amend a
porilen of the Femsion Law. fThis memorandun atiempte Yo remove
the age limit of 45 years before voluntery vetirements The
PoheBe (B) will tale gppropricte action on ithis matter as socn
as N.Culs hop talen a doecision on the proposed amendment.

quite ¥ecently we have had o take over mottars relating to
workers compensation from the !indetry of Ieconomic Planning and
Reconstruction, The delails of the takewover have not been
properly worked out and the relevant files are kept with the
Head of this Division.

20 The Organipations, lethods and Complementing Division is
headed by IMr, A, 0., Aboaba in an acting capacity. The
Diviaic;n provides advisory services to Departments and Quasi=
Government bodies on organisational, procedural and other
monagenent problenﬁ. Such gervices include :=

(a) Better organisation for the execution of
Government policies,

(b) liodernisation of the methods and procedures for
carrying out the wverious funciions required for
accomplishing ﬁepar‘tmen‘bﬂ obje ctives, and

(e) Tinding the simplest, most offective end cheapost
meang of pex;fomina woxlz go thot moximm results
can be achicved with the minimum expenditure of
rempovrces Ibo*t:h in men and materiels,

The Division also prepares mamuals to assist civil
servante in the efficient discharge of their duties, It also
wmdertakes pericdic steff reviews with & view to edvising onl
paximum ubilisation of skills end the elimimntion of wastoge.
Throigh these reviews, the Division offers edvice on the
adéguacy or otherwise of steff, in toms of numbers and quality

in the various Deporimentss

--0/27! :
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including advice on sulteble office maghinery ond equipmomts.

(a) Nindstry of Fimence =  Review of the Self
Accounting systen and
detornination of the staff
requirements of the
Accounting Division of
the Hinistrye

(b) Ilindstzy of Egtablishments
end Iraining =  Qomprehensive O & M Review

and lManpover appraisals
of the Miniebry.

(¢) lMinistry of Health = Reviev of the Transport
Section of the lMinistxry.

(2)

' Hinistry of Bducation = Orgenisalbional Review of
the linigtry.

(3)

(2) Hinistry of Health e« Adeoyo Hospital,
(b) Ministry of Home Affairs and Information =

Conprehengive 0 & II Revilew
and ienpower Appraisals of
the Ministrye
22, The new Conmissioner was sworn in bavely over a week 2g0e
I have had a few sessions of briefing with him, but there is still
pome ground to cover in this rempects I have mo doubt that you
will do this mexvellously welles I am swe he too will epproach
you vhen in difficultye
23, I hove delilberately gomo into great details on the
functionsg of both the Egtablishments Divisiorn and the Centrally
Deployed Classes and Pensions Divisiond becouse the Heads of those
two Divieions ave being replaced simltoncecusly with you assuming
duty in the MHinistry. I hope this helps. However, I aflﬂ only
down the valley and would only be 0o ready Yo assist ix verbal

ae 0/28'
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elarifications of any ivoues on which you are in doubl,

Ceovvene .#ﬂi-i!i evsoo0ouUBOIOPTUOG veRbe

(3. M. Alinola), (3. 0. Afolabi),
Qfficer handing overs Officer taking over.
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