NATIONAL OPEN UNIVERSITY OF NIGERIA

SCHOOL OF MANAGEMENT SCIENCES

COURSE CODE: PSM 813

COURSE TITLE:
PERSONNEL MANAGEMENT IN GOVERNMENT



COURSE
GUIDE

PSM 813

PERSONNEL MANAGEMENT IN GOVERNMENT

Course Team

Prof. Chuks P. Maduabum (Course
Writer/Developer) - NOUN

Prof. B.C. Nwankwo (Course Editor) - NOUN

Dr. Ayodele .O. Fagbemi (Programme Leader) -
NOUN

Mrs. P.N. Ibeme (Course Coordinator) - NOUN

NATIONAL OPEN UNIVERSITY OF NIGERIA







PSM 813

COURSE GUIDE

National Open University of Nigeria
Headquarters

14/16 Ahmadu Bello Way

Victoria Island, Lagos

Abuja Office

5 Dar es Salaam Street
Off Aminu Kano Crescent
Wuse I, Abuja

e-mail: centralinfo@nou.edu.ng
URL: www.nou.edu.ng

Published by:
National Open University of Nigeria

Printed 2013
ISBN: 978-058-975-9

All Rights Reserved



mailto:centralinfo@nou.edu.ng
http://www.nou.edu.ng/

PSM 813 COURSE GUIDE

CONTENTS PAGE
INtrodUCHION ...oee e e e e \Y;
What You will Learn in thisCourse .............covevveiineennnn. \Y;
Course Aims .. \Y;
CourseObjectlves .. v
WorklngthroughthlsCourse Vi
Course Materials .. Vi
SUAY UNIES o e e e e Vi
Textbooks and References ..........oovvvviiiiiiiiiiiii e, viii
Assignment File ..., viii
Tutor-Marked ASSIgNMENTt ..o e viii
Final Examination and Grading ............cooviiiiieiinnnns IX
Facilitators/Tutorsand Tutorials ............coooeiiiiiiinnnnn, iX
SUMIMAIY . e e e e e e e et e e e e IX



PSM 813 COURSE GUIDE

INTRODUCTION

Personnel Management in Government is a one-semester course for
students offering Masters Degree in Public Sector Management. Itis a2
credit unit course consisting of 14 units. Each unit is supposed to be
covered in two hours. It is also a core course in the optional area of
Public Personnel Management.

The course consists of three modules and 14 units. The modules are:
Institutional Framework for Managing Personnel; Training and
Development and Personnel Disengagement.

Personnel Management in Government, as a course combines theory and
practice although it slants more towards practice. It exposes you to how
government employees are managed, particularly in Nigeria. It, in
addition, addresses how the operators within and outside government
should conduct themselves while discharging their duties. In the course
therefore you will discover the adoption of both theory and practice.

This course guide tells you briefly what the course is about, what course
material you will be using and how you can work your way through this
material. It also highlights issues of timing for going through these
units, and explains the activities and Tutor-Marked Assignment.

WHAT YOU WILL LEARN IN THIS COURSE

The overall aim of this course on Personnel Management in government
IS to expose you to the nitty gritty of managing staff in government
establishments and stimulate your interest in government operations. It
is also to make you appreciate all that culminate in government
decisions and inputs toward the delivery of goods and services to the
citizens.

You will therefore learn the ideas behind various components and
organs of staff management, what they are really created to do and how
they are structured to do it, what type of personnel handle activities in
such organs, what their sources of finance are, what type of expenditure
they engage in and what development they undertake.

COURSE AIMS

The aim of this course as pointed out earlier, is to expose the students of
public sector management to the concepts, structure, context and content
of Personnel Management in government. It is to make you appreciate
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scope of government, the way they operate and what they are capable of
doing in this direction.

This will be achieved by aiming to:

. Introduce you to the basic concepts and principles of personnel
management

. Compare the structures and functions of different organs that
handle personnel functions in the public service.

. Give an insight into the nitty gritty of operations of government
in staff management

. Assess the patterns of behavior of operators in managing staff

. Appraise the changes that had taken place over time in this

operative mechanism.

COURSE OBJECTIVES

To achieve the aims set out above, the course sets overall objectives. In
addition, each unit also has specific objectives. The unit objectives are
always included at the beginning of a unit. You are advised to refer to
them as you study each unit both at the beginning and at the end to
ensure that you check your progress and that you have done what is
required of you by the unit.

Below are wider objectives of the course as a whole. By meeting these
objectives, you should achieve the aims of the course as a whole.

On successful completion of the course, you should be able to:

. Identify and explain the main concepts associated with personnel
management in government.

. Situate the government organs for managing personnel with its
contextual limits

. Appreciate the functions of personnel management in
government and how it is conducted.

. Describe and compare the structure and functions of the different

organs and how these structures are conditioned by the overall
system of the public service.

. Identify and discuss each of the personnel functions and its
operations in the public service.

. Discuss the relationship between formulation of personnel
policies and their implementation in government and their unique
functions.

. Read a set of articles and apply these to the concepts and issues

covered in the preceding units of the course.
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WORKING THROUGH THIS COURSE

To complete this course, you are required to read the study units and
recommended text books and explore more current materials on the
Internet. You may also need to visit the organs of governments around
you to observe practically some of the things conveyed in this course;
for example, labour-management relations in  government
establishments. You could also have a chat with government staff on a
wide array of issues including the problems they face. Note also that
government is a living subject and there are developments daily about
the organisation especially in your country, so, you are advised to keep
abreast of these in the newspapers and magazines and even the radio and
the television sets.

In this course, each unit consists of exercises or activities to test your
understanding from time to time. At a point in your course, you are
required to submit assignments for assessment purposes. At the end of
the course is a final examination. Below, you will find listed all the
components of the course, what you have to do and how you should
allocate time to each unit in order to complete the course successfully on
time.

COURSE MATERIALS
Major component of the course are:

Course Guide

Study Units

References/Further Reading

Self-Assessment Exercises and Tutor-Marked Assignments

Wb

Everything is contained in each unit except the textbooks which you
may have to acquire. You are advised to source current materials on the
Net and avail yourself of newspapers and magazines and other
publications on government. You may contact your tutor where you run
into problems about recommended text books.

STUDY UNITS
There are fourteen units in this course as follows:
Module 1  Institutional Framework for Managing Personnel

Unit 1 Institutional Framework for Managing Personnel

Vi
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Unit 2 Formulation and Implementation of Personnel Policies in
the Civil Service

Unit 3 Manpower Planning and Budgeting

Unit4 Personnel Procurement

Module2  Training and Development

Unit 1 Training and Development
Unit 2 Performance Appraisal

Unit 3 Promotion and Discipline
Unit 4 Wage/Salary Administration
Unit 5 Employee Welfare Services
Unit 6 Industrial Relations

Module 3  Personnel Disengagement

Unit 1 Personnel Records

Unit 2 Pension Administration

Unit 3 Preparation for Retirement

Unit4 Reforming Personnel Management Organs in the Public
Service

As pointed out earlier, the units are classified into modules and each
module is representing a homogenous body of issues on personnel
management in government.

Module one addresses is institutional framework and personnel
engagement. Module two is about maintenance of personnel in the
public service. Module three explains the procedures, requirement, and
benefits in personnel disengagement as well as reforms in personnel
management in the public service.

You must read each unit carefully. The basic knowledge on the topic is
conveyed here. An update of the knowledge is in reference to materials
of currency. Supplementary reading is advised. As you work through
each unit, the core of the unit is at the 3.0 Level. The conclusion (4.0)
helps to round up what has been said so far while “summary” (5.0) gives
a brief summary of the major issues discussed. This is meant to assist
you to remember the key issues and simplify the discussions at the end.

At the end of some issues discussed at the 3.0 level in the unit, you will
come across self-assessment exercises. These are meant to provide
simple questions to enable you comprehend or remind yourself of the
things discussed before the Activity. Answers are directly provided in
most cases.

Vil
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Do not consult the answers until you have attempted the questions. You
may sometimes observe that the answers provided give you more insight
than may have been originally conveyed, (especially with the tutor-
marked question. This is part of the characteristics of an essay
question).

TEXTBOOKS AND REFERENCES

There is no compulsory textbook for this course. However, as you go
through the course, you will observe that some textbooks are
recommended often. This shows that such books are crucial to a number
of units. Please try and consult them. Moreover, each unit has its own
assigned texts and documents. You should also lay hands on these for
further understanding.

ASSIGNMENT FILE

The major assignment required of you is a Tutor-Marked Assignment
(TMA) which you are expected to complete at the end of each unit and
mail to your tutor.

TUTOR-MARKED ASSIGNMENT (TMA)

Each unit in this course has a TMA attached to it. You can only do this
assignment after covering the materials and exercises in each unit.
Normally, the TMAs are kept in a separate file. Your tutor will mark
and comment on them. Pay attention to such feedback from your tutor
and use it to improve your other assignments.

You can write the assignment by using materials from your study units
and from textbooks or other sources. It is however preferable that as a
graduate student, you should demonstrate evidence of wide reading,
especially from texts and other sources; something to show that you
have researched more widely. But do remember that copying from any
source without acknowledgement is plagiarism and that is not
acceptable. You make references properly when you refer to other
people’s work.

The assignments are, in most cases, essay questions. Examples from
your own experience or environment will be useful when you answer
such questions. This allows you the opportunity to apply theory to real
life situations.

viii
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FINAL EXAMINATION AND GRADING
Your assessment for this course is made up of two components:

1. Tutor-Marked Assignment

2. Final Examination.

3. The TMAs will account for 30% while the examination will
account for 70%; both will together make up 100%.

FACILITATORS/TUTORS AND TUTORIALS

These are 14 hours of tutorials in this course. The dates, times and
location of the tutorials will be provided. As soon as you are allocated a
tutorial group, the names and phone numbers of your tutor will be
provided.

It is your tutor’s responsibility to supervise you closely in order to
ensure your steady progress and resolve whatever difficulties you may
encounter. He will give the assignment mark then and provide you with
feedback on them for correction purposes.

SUMMARY

PSM 813: Personnel Management in Government is a course that is
designed to expose you to the process and procedures involved in
managing staff in government establishments and agencies. As a core
course for those specialising in Personnel Management, the mastery of
the course will enable you build the needed confidence in the entire
programme. Please enjoy your programme. We wish you every success
in this endeavour.
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MODULE 1 INSTITUTIONAL FRAMEWORK FOR
MANAGING PERSONNEL
Unit 1 Institutional Framework for Managing Personnel
Unit 2 Formulation and Implementation of Personnel Policies in
the Civil Service
Unit 3 Manpower Planning and Budgeting
Unit4 Personnel Procurement

UNIT 1 INSTITUTIONAL FRAMEWORK FOR
MANAGING PERSONNEL

CONTENTS

1.0 Introduction

2.0  Objectives

3.0  Main Content
3.1 Institutions and /Organs
3.2 Functions of the Civil Service
3.3  The Civil Service Commission
3.4 National Council on Establishment
3.5 Office of the Head of Civil Service
3.6  Personnel Management Board

4.0 Conclusion

5.0 Summary

6.0  Tutor-Marked Assignment

7.0  References/Further Reading

1.0 INTRODUCTION

The concept of personnel refers to people in formal organisations who
were employed for the purpose of realising the organisational goals.
However, it must be noted that these individuals go into the organisation
with their own desires; after all, work is not an end but a means to an
end. So, the employee is in the organisation with the hope that while
helping to fulfill the objectives of the organisation, conditions or
opportunities would be created for the individual to realise his personal
aspirations. This may have informed the unanimity among authorities
with regards to the definition of personnel management. This is
conceptualised as involving a host of activities aimed at guiding,
directing and motivating the employees of an enterprise towards the
accomplishment of the goals of the enterprise while at the same time
helping them collectively or severally to realise their personal
aspirations (Flippo, 1980:5; Armstrong, 1984: 13; Obisia, 2004: and
Ania, 2005; 2).
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Although, as we have stated, the government of the day enunciates and
implements its policies, programmes and projects, through the
instrumentality of the public service, our focus in this unit is the Civil
Service which is a major component of the public service and is equally
accepted as the government’s central bureaucracy. It is instructive to
note that practices in other agencies and parastatals reflect, to a large
extent, the situation in the Civil Service. Within this context, we have
organs and /or bodies that play major roles in the management of staff,
which will be of importance to us.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

. explain the concepts of personnel management and public service

. identify the organs responsible for managing personnel in the
public service

. outline the specific roles of the identified organs.

3.0 MAIN CONTENT

3.1 Institutions and/Organs

All the organisations that constitute the Public Service have their own
institutional arrangements for appointments, promotion, discipline, and
general management of their staff. The Armed Forces have their own
arrangement. The universities and statutory corporations have their own
Appointment and Promotion Boards. In big federal statutory
corporations such as Nigeria Ports Authority (NPA), Nigerian National
Petroleum Corporation (NNPC) etc the appointments, promotions and
discipline of staff on grade levels 01-06 are handled by the management
of the various bodies while those of officers on GL.07 and above are
subject to approval of the Governing Boards of which the Chief
Executives of the respective organisations are members. In cases where
Governing Boards are yet to be constituted, decisions on personnel
matters affecting officers on grade levels 07 and above are usually
cleared with the supervising ministries.

In the case of the Police, Judiciary, Teaching Service, and Local
Government appointments, the Police Service Commission, Judicial
Service Commission, Teaching Service Commission, and the Local
Government Service Commission handle appointments, promotions and
discipline respectively. In the overall management of personnel, the
Inspector-General of the Police, the Chief Justice of the Federation and
Chief Judges in the States, the states Ministries of Education and
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Ministries of Local Government exercise some powers delegated to
them by the various commissions.

3.2  Functions of the Civil Service

With the emergence of modern states and the development of
parliamentary system of government, the Civil Service evolved as the
bed-rock of the Executive Arm of Government. Its main task came to
be the implementation and execution of the polices decided upon by the
Legislature or the Executive through the Council of Ministers or the
Executive Council. To effectively carry out its functions, the Civil
Service relies on acquisition and maintenance of competent staff which
are handled through certain bodies and organs. These are identified one
after the other for discussion.

3.3  The Civil Service Commission

This organ is established as a statutory body, by the Constitution of the
Federal republic of Nigeria, 1999 to among others:

. Appoint persons to offices in the civil service; and

. Dismiss and exercise disciplinary control over persons holding
such offices (Constitution of the Federal Republic of Nigeria,
(1999:141).

The same Constitution states that “the Commission shall not exercise
any of its powers under the sub-paragraph (as stated above) in respect of
such offices of heads of divisions of Ministries or of departments of the
government of the Federation as may from time to time be designated by
an order made by the President except after consultation with the Head
of Civil Service of the Federation”. In furtherance of the foregoing, the
Commission has responsibilities to:

. set up general and uniform guidelines for appointment, promotion
and discipline
. monitor the activities of each Ministry/Extra-Ministerial

Department on appointment, promotion and discipline so as to
ensure that the guidelines are adhered to

. serve as a body that handles all petition cases emanating from
Ministeries, and Extra-ministerial departments regarding
appointments, promotions and discipline and

. maintain comprehensive and up-to-date personnel records for the
entire civil service.

So, as Omole (1992: 41) posits, the concept of an extra-ministerial body
like the Civil Service Commission, charged with the responsibility of
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recruitment and other personnel functions, is not novel or peculiar to
Nigeria. It is in consonance with the concept of the Central Personnel
Agency which came into being in the United States of America (USA)
of the 1880s.

3.4 National Council on Establishment

The National Council on Establishment plays a role in the Public
Service Personnel Management by providing a forum for the
coordination and harmonisation of conditions of service for the staff of
the Federal and State Civil Services. Although its role is advisory , its
Importance is emphasised by the fact that its ministerial meetings are
presided over by the Head of Service of the Federation and all the states
Commissioners and  Permanent  Secretaries  responsible  for
establishments and service matters are members of the council. At the
Federal level, its major product is the Scheme of Service which
stipulates various positions/cadres in the service, their entry points and
requirements/qualifications for entry into such positions/cadres.

3.5 Office of Head of Civil Service

This office has the following other offices or departments each of which
makes great inputs towards personnel management in the Civil Service.

A. Establishment and Service Matters
This office:
a. Coordinates Grading in the Civil Service and Parastals;

b. Carries out public service management and reforms;

C. Prepares condonation of break in service;

d Handles establishment matters, staff compliments,
gradings, manpower statistics, conditions of service and
appointments, schemes of service.

e. Formulates personnel policies and practices-continuous
review of civil service rules, application of rules and
regulations;

f. Handles staff relations;

g. Relates with Negotiating Councils;

h. Services National Council on Establishments, and

i

: Maintenance Central Records Office
B. Career Management Office
(1 Controls the Administrative, Professional, Executive and
Secretarial Cadres including Library and Stores Staff
(i) Manages careers of officers on grade levels 14 and above
in the Administrative and Professional cadres
(i)  Manages careers of Administrative Officers on grade
levels 08 — 13



PSM 813 MODULE 1

(v) Coordinates activities which relate to Civil Service Maters
of Federal Ministries and extra-ministerial departments

(iv)  Liaises with Parastatals on Public Service Matters

(vii) Handles Public Service Utility Monitoring Corps

(vii) Handles matters affecting Permanent Secretaries and

(viii) Prepares Honours and Awards to Civil Servants

Manpower Development Office

a. Takes charge of training and development of all categories
of staff in the service which include: Professional and
Administrative cadres; Executive and Technical cadres;
Secretarial cadres; Clerical , Sub-clerical and other cadres

b. Handles specialised training requirements of Ministries
and extra-ministerial departments

C. Arranges for conferences, seminars and study leave

d. Relates with the Administrative Staff College of Nigeria
(ASCON)

e. Oversees the newly established Civil Service College

f. Supervises the six federal Training Centres, Lagos, at
Enugu, Calabar, llorin, Kaduna and Maiduguri

g. Provides Technical Assistance in training; and relates with

African Associations for Public Administration and
Management (AAPAM), African Centre for
Administration and Development (CAFRAD,) Centre for
Management Development (CMD), Nigeria Institute of
Management (N1M) etc.

SELF- ASSESSMENT EXERCISE

List the offices in the Office of Head of Civil Service of the Federation.

3.6

Personnel Management Board

In each Ministry and extra-Ministerial Department/Office is a Personnel
Management Board.

The Board comprises the following:

a.

Junior Staff Committee (JSC) (Local)

This committee exists only in the Ministries/Departments that
have Area or Zonal Offices in the States. The composition of this
committee which should reflect federal character of the
Federation is as follows: the Director of Personnel Management
Department as the Chairman, and seven other members not below
grade 08. The Committee handles the appointment, promotion
and discipline of officers on grade levels 01 — 06 at the
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state/zonal level.  Quorum at any meeting of the JSC is 5
members, including the Chairman.

b. Junior staff Committee (JSC) (Headquarters)
This committee handles the appointment, promotion and
discipline of officers on grade levels 01 — 06 at the headquarters
of the Ministry/Department concerned. The composition of the
committee which should also reflect the federal character of the
Federation is as follows:  Director of Personnel Management
department as the Chairman, and seven other members not below
grade level 12. Just as in JSC (Local) quorum at any meeting of
this committee is 5 members including the Chairman.

C. Senior Staff Committee (SSC)
This committee comprises of all the Directors in the
Ministry/Extra-Ministerial Department concerned, a Civil Service
Commissioner as an observer. The Personnel Secretary of the
Ministry/Department as the Chairman. The Committee handles
cases of officers on Grade levels 07 — 13 (except pool cadres).
Recommendations made here are usually forwarded to the Civil
Services Commission.

d. Senior Staff Committee (Pool)
This committee exists only in the office of Head of Service. It
handles cases of pooled officers controlled by the Office of Head
of Service. These are: Administrative Officers, Executive
Officers, Librarians, Library Officers, Secretariat Cadres and
Stores, Supply and Purchasing Officers on grade level 07 — 13.
Recommendations of the committee are subject to the approval of
the Civil Service Commission.  The composition of the
committee is as follows:
I. Permanent secretary , Career Management Office —

Chairman;
ii. Permanent Secretary Civil Service Commission - Member
iii. Director, Office of Establishment and Management
Services — Member

Iv. Director, Ministry of Finance - Member

V. Director, Ministry of Education — Member

VI. Director, Ministry of Works - Member

vii. A Commissioner in the Civil Service Commission — an
Observer; and

viii.  Director, Career Management Office — Member/Secretary.

In addition, there is a Senior Staff Committee in each pool office such as
the Ministries of Information and National Orientation, Justice, the
Office of the Auditor-General, the Office of the Accountant-General etc.
The Committee comprises all the Directors in the Ministry/Office and a
Civil Service Commissioner as an observer. The Permanent Secretary,
Auditor-General or the Accountant-General, as the case may be, is the
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Chairman of the Committee. The committee handles cases of officers on
salary grade levels 07 — 13. Quorum at any meeting of the Senior Staff
Committee is a simple majority of the membership. Recommendations
made by this committee are usually forwarded to the Civil Service
Commission.

Generally speaking, meetings of the Junior Staff/Senior Staff
Committees of Ministries/Extra-Ministerial Offices are held regularly
but not less than twice a year.

Personnel Management Board
This i1s the main Board from where the various committees earlier
described emerged. The Board comprises the following:

. Honourable Minister (at the Federal Level) as the Chairman

. The Permanent Secretary of the Ministry as a Member

. A Commissioner from the Civil Service Commission as an
observer

. All the Directors in the Ministry as Members, while the Director
of Personnel Management also serves as the secretary.

. The Board handles cases of officers on grade levels 14 and

above. It also supervises the work of its various committees.

4.0 CONCLUSION

Although the identified organs and institutions carry out their respective
functions and responsibilities, they are not mutually exclusive in that
there are dove-tailings and overlapping here and there.  Having
identified these organs and institutions and articulated their functions
and responsibilities, we shall in the next unit commence discussions on
the processes involved in managing personnel in the civil service.

5.0 SUMMARY

This unit emphasises the point that in government establishments the
employees are relied upon for the realisation of government policies,
programmes and projects. In managing these staff, certain organs were
deliberately established to play unique roles. These organs include: The
Civil Service Commission, National Council on Establishments, Office
of Head of Civil Service and the Personnel Management
Board/Committees in each Ministry/Extra-Ministerial Department. The
unit thus, identified and discussed these functions and /or roles.
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6.0 TUTOR-MARKED ASSIGNMENT

I. Identify the organs for managing personnel in the Civil Service
Il Explain the unique roles of each of the organs you have
identified.
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UNIT 2 FORMULATION AND IMPLEMENTATION OF
PERSONNEL POLICIES IN THE CIVIL
SERVICE

CONTENTS

1.0  Introduction
2.0  Objectives
3.0 Main Content
3.1  Need for Policies
3.2 Formulation of Personnel Policies
3.3 Implementation of Personnel Policies
3.3.1 Recruitment, Discipline and Promotions
3.3.2 Compensation System
3.3.3 Training and Staff Development
3.3.4 Career Planning
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4.0  Conclusion
5.0 Summary
6.0  Tutor-Marked Assignment
7.0  References/Further Reading

1.0 INTRODUCTION

Personnel Management is defined by Armstrong (1977) as obtaining,
organising and motivating the human resources required by the
enterprise; developing an organisation climate and management style
which will promote effective effort and cooperation and trust between
all the people working in it; and helping the enterprise to meet its legal
obligations and social responsibilities towards its employees with regard
to the conditions of work and quality of life provided for them.

The above stated concerns could, in general, be regarded as the
objectives of personnel management. Personnel Policy is the medium or
strategy for achieving the stated objectives. Whereas it is possible for
small organisations or commercial concerns e.g. a commercial bank, to
state clearly in not more than a page, its personnel policy, it is not that
easy in government. In fact, since the establishment of the Civil
Service, and all through its evolution, there has not been a single
personnel policy. Rather, what we have in the Civil Service is the
existence of a policy framework for each personnel function. We
should, therefore, not be talking of personnel policy, but policies in the
Civil Service. Thus, we have recruitment policy, promotion policy,
training policy etc.



PSM 813 PERSONNEL MANAGEMENT IN GOVERNMENT

2.0 OBJECTIVES

At the end of this unit, you should be able to:

. explain the concept of policy and the need for it

. identify the procedures for formulating and implementing
personnel policies in the Civil Service

. identify specifically, the personnel functions for which policies

have been formulated and implemented in the Civil Service.
3.0 MAIN CONTENT

3.1 Need for Policies

As stated above, policies provide the means for carrying out
management processes and, as such, are an aid to decision-making.
While objectives determine what is to be done, policies explain how it is
to be done. Carefully developed policies are vital to the management of
personnel, because employees are sensitive to any difference in the
treatment, no matter how slight, that they may receive as compared with
other persons. Human beings are the one resource which cannot be
merely programmed (trained) and serviced (paid) to perform efficiently.
For human beings, work and the work place are only part f their
existence. It is usually the most important part since, for some people, it
is the source of their livelihood. Unlike all other resources, human
beings have minds of their own. They do not always view work and the
way it should be done in the same way as the organisation or the
individual manager. Also, and perhaps most importantly, human beings
have needs which vary from persons to persons and time to time that
influence their work performance according to whether or not they are
being met.

One thing that will impair employees’ efficiency and morale the most
quickly, is for the boss to display favouritism when making decisions,
such as those relating to promotions, vacations, work schedules, wage
increases, assignment of overtime, or infractions of rules. But when
policies are already clearly laid down regarding these subjects, decisions
can be made more rapidly and more consistently. Managers or
supervisors can act with a degree of confidence in resolving problems
since they have a more objective basis upon which to make and to
defend their decisions.

10
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3.2 Formulation of Personnel Policies

The Nigerian Civil Service was seen by the colonialists as a force whose
dual functions could essentially and primarily assuage administrative
difficulties and serve the vital role of welding the country together. The
highest echelon of the Civil Service from the time of conception, was
staffed with British officials and, like many colonial bureaucracies, its
goals were limited, the crucial one being maintenance of law and order.
Nigerian participation in the colonial service was limited to clerical
functions performed by by-products of the fledging primary and
secondary schools who were absorbed into its lower cadres.

Indeed, all personnel functions at the time were geared towards, and
limited by the need to maintain law and order. The conditions of service
of the British officials were determined and handed down to them by the
Home Office before departure from British. In respect of all other civil
servants, the Governor or the Governor-in-Council made the decisions
and passed them down for implementation. It could be through
instructions from the Home Office or through experience. Personnel
policies and practices were therefore, determined solely by the colonial
administration during the period.

After Independence, Civil Servants were allowed to have unions. The
Whitely Council metamorphosed into the National Public Service
negotiating Councils in 1964. Like in the Whitely Councils, officials of
the Establishments Department or the official side, represent
government as employers, while the trade unions represent civil
servants. Representatives of unions come to the Negotiating Council
with proposals for change and/or review of existing policies or for
completely new ones. The proposals were discussed extensively and
once agreement was reached, it was referred to the National Council on
Establishment (NCE), especially if the matter had a nation-wide
application. The NCE approached government with the proposals for
approval. Whatever was approved was communicated to all Ministries
and Departments for implementation, through the necessary
Establishment*s circulars. Apart from proposals submitted by unions,
ideas emanate from Ministries and Departments as a result of their
experience in the implementation of certain policies. These are
submitted to the NCE via appropriate memorandum and whatever the
outcome of such discussion was passed on to the decision-makers for
approvals or otherwise.

The advent of the military in politics in Nigeria made little difference in
the procedure of formulation of policies as the organs mentioned above
were still retained and being used. The decisions of the NCE that affect
the Federal Civil Service were made to apply to the states as well.

11
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Issues that apply to the Federal Civil Service alone, depending on the
implications, might stop with the then Head of the Civil Service who
decided on appropriate policy action or when necessary, were referred to
the National Council of Ministers for approval. The NCE itself was set
up to harmonise conditions of service in the Civil Service in the country.
Hence, for purposes of federal character, the NCE is enjoined to get
involved in issues that cut across states and, where necessary, was
required to take into account views from various states.

For very important issues with far-reaching financial and security
implications, decisions of the NCE are first referred to the National
Council of Ministers which, if in agreement with the proposals, forwards
the memorandum to the National Council of States before it went to the
highest ruling body in the country- the Armed Forces Ruling Council.
Whatever was approved by the AFRC was communicated to Ministries
and Departments through circulars for implementation.

Parastatals have their unions too and they negotiate their terms with their
respective organisations. In the last five years, however, they have
adopted a kind of united front-the Association of Senior Staff of Public
Corporations which is a registered member of the Nigerian Labour
Congress.

SELF -ASSESSMENT EXERCISE

List any five personnel functions for which polices could be formulated.

3.3 Implementation of Personnel Policies

The implementation of personnel polices has always been by Ministries
and Departments. As soon as a decision was taken on any policy issue,
it is communicated to the Ministry of Establishment which issues the
relevant circular to ensure uniform application throughout the service.
The Ministry was, therefore, up to 1979, solely responsible for the
monitoring and interpretation of personnel policies in the event of any
ambiguity. All of these are with exception of recruitment/appointment;
discipline and promotion policies which are the exclusive preserve of
the Federal Civil Service Commission. The Civil Service Commission
which was established by an Act of government had the sole
responsibility for the recruitment, promotion and discipline of all
officers in the Federal Civil Service. However, in order to facilitate
matters, the Commission in its wisdom delegated authority for these
issues to the accounting officers of various ministries and departments
with respect of officers on grade levels 01 to 07.

12
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In 1979 the monitoring role of the former Ministry of Establishments
was taken over by the Office of the Head of Service of the Federation
which had four Departments namely:

. Establishments Department

. Manpower Development Department
. Service Welfare Department; and

. Public Service Department.

The Establishments Department took on the traditional responsibilities
of the erstwhile Ministry of Establishments; while Manpower
Development Department concerned itself mainly with the training and
staff development of civil servants; and the Public Service Department
was vested with control over the various pools of officers that were in
the Service then. In other words, it (Public Service department) made
recommendations on promotion and discipline of pool officers in the
entire Civil Service to the Federal Civil Service Commission for
consideration. What the Ministry of Establishments was doing, in
effect, before 1979, was inherited by the Office of the Head of Service
and the functions carried out by the four Departments named above.
The Federal Civil Service Commission, of course, remains as a constant.
Such was the position until 1988 when the new Civil Service Reforms
introduced fundamental changes that affected the structure and form of
the Civil Service. By the Reforms, each Minister is both the Chief
Executive and Accounting Officer of his Ministry. The office of the
Head of Service was abolished and the Federal Civil Service
Commission took over the Establishment and Pensions; and the
Management Service and Training Department.  The former Public
Service and Service Welfare departments became totally irrelevant
under the new dispensation and were hence disbanded completely. The
Federal Civil Service Commission hence, had the responsibility for the
appointment, discipline and promotion of officers on Grade Levels 07 to

10 while the functions in respect of officers on Grade Level 01-06; and

11 and above were to be carried out in the respective Ministries and

Departments.

To facilitate this, Junior and Senior Management Boards were set up in
the Ministries and were to operate under stated guidelines in the Civil
Service Reforms Decree. The Commission was, however, still enjoined
to issue guidelines on personnel policies for Service-wide application.
All Ministries then had three Central Departments, namely; Personnel
Management; Finance and Supplies; Planning, Research and Statistics;
and a maximum of five operational Departments depending on the need
and size of the Ministry concerned a situation that exists up till today.

13
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Therefore, what has happened in terms of implementation of personnel
policies is to place all Departments having personnel duties or functions
under the Commission.  The Commission, as it were, would issue
guidelines on major personnel policy issues while implementation still
rests with the Ministries and Departments. It is a neater arrangement
than the period between 1979 and 1988 when personnel functions were
scattered under different organizations. For example, the Commission
was responsible for recruitment, discipline and promotion, while
Establishments Department was responsible for compensation policy
and fridge benefits. Manpower Development Department was
responsible for training and staff development while the Public Service
Department controlled pool officers and was, therefore, in charge of
performance appraisal. The new arrangement should certainly make for
better co-ordination and positive results in this direction. We should
now look at a few personnel policies and their implementation in the
Service so as to bring out vividly the state f the art.

3.3.1 Recruitment, Discipline and Promotion

As mentioned earlier under Reforms, the Federal Civil Service
Commission has sole responsibility for the above functions for all
officers on GL 07 to 10. Ministries and Departments are solely
responsible for the functions in respect of their officers on Grade Levels
01 to 06 and Grade Level 11 and above. The number of people required
to carry out the functions of a particular Ministry/Department in the
various approved established posts is determined and agreed with the
Establishment and Pensions Department at the beginning of each year.
Existing vacancies in respect of posts graded GL.07 to 10 are
communicated to the Commission which assists in recruitment. The
others are determined by the Junior and senior Management Boards in
the Ministries.

In recruitment, the scheme of service indicates the qualifications
required for specific posts (cadres) in the service. The scheme of service
relates to the grading exercise. Therefore, it cannot be drawn up in
isolation of the grading exercise.  Professional groups like ICAN,
COREN, etc, have, in recent times, been involved in determining what
should be the entry qualifications into the relevant cadres. The
Commission and all concerned are, therefore, guided by the scheme of
service during recruitment.

As it is expected, exiting vacancies are often filled through promotion of
serving officers. In the past, the Commission laid down the policy for
promotion and it guided the office of Head of Service in making its
recommendations on promotion in respect of officers.  Two major
conditions-seniority and merit-determined through the Annual
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Evaluation Review, played paramount importance in determining who
got promoted. Under the Reforms, seniority has been relegated to the
background with a weighting of only 5% , while training has been
brought to the limelight with an enhanced weighting of 15% . Other
parameters and their weighting are APER score 50%, interview 30%.
The Reforms have also stipulated the minimum number of years an
officer should remain on a particular grade level, after which he
qualifies for consideration for promotion to the next higher grade. It is
expected that by giving each Ministry the power to appoint, discipline
and promote its staff, a good system of performance evaluation which
will enhance healthy competition among staff will be achieved. The
only danger under this arrangement is the possibility that an officer
whose face is disliked by his superior officers may be made to mark
time or frustrated out of the Service.

3.3.2 Compensation System

This comprises wages and salaries structure in the Service, indirect
compensation in form of fringe benefits and deferred payments like
pensions and gratuity. The wages and salaries structure and, indeed,
compensation system in the Service had evolved over the years and
modified continually by the provisions of the various Commissions set
up by government. Starting from Hunt Commission of 1934 through
Harragin Commission of 1964, Gorsuch of 1954/55, Morgan
Commission, Udoji Commission, to the setting up of permanent
monitoring bodies like the Public Service Review Unit, the Productivity,
Prices and Income Board (PPIB), the National Council on
Establishment, and the National Public Services Negotiating Council.
The wages and salaries structure operating in the Civil Service had been
adjusted in line with realities of the time.  The permanent bodies
mentioned above, are expected to review constantly the salary structure
such that employees are not worse off in inflation. This is fashioned
after what obtains in many parts of the world, especially in the USA
where all salaries are adjusted upwards by 3% every year to take care of
the effects of inflation on real income. For a mixture of many reasons,
the bodies have not lived up to expectation.

3.3.3 Training and Staff Development

The objective of government is to make training a systematic and
sustained regular affair. It is expected to lead to the development of
staff to enable them give off their best and make the best use of their
capabilities. A number of policies had been put in place in the past to
achieve the stated objectives but not much had really been achieved
because, even though government accepted the concept of training, it
has continued to pay lip-service to it. It started from a situation whereby
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there was no training policy under the colonial regime, when training of
Nigerian staff did not enjoy any priority, to the Nigerianisation policy of
the few years proceeding and after Independence, which saw a kind of
education boom, when many Nigerians were trained at home and abroad
in relevant disciplines to take over from the colonial administrators.

The staff development division that was responsible for training
sponsored a number of policies, improved the situation with the major
efforts being the Ministerial Training Committee System, established in
the Service in 1987. The policy enjoined all Ministries to constitute
Ministerial Training Committees with members drawn from all
Departments of the Ministries and a departmental training officer
appointed to service the Committee as Secretary. The main role given to
training under the present Reforms, has been to emphasise the
provisions of the extant training policy since training has, by
implications of the Reforms, become mandatory for all officers. Even
though the Reforms made training a shared responsibility between the
Commission and the Ministries and Departments, they empower the
Commission to issue gquidelines on training for Service-wide
application. The Managing Services and Training Department of the
Federal Civil Service Commission organised a National Conference on
Human Resources Development and Utilisation Policy in Nigeria. It
was the first bold attempt to give the country an integrated and
comprehensive policy on human resources development and utilisation.

3.3.4 Career Planning

Career planning is an important personnel function in which a career
structure is mapped out for all officers in the organisation. Career
development is a process which enables an organisation to meet its
current and projected manpower requirements. It promotes the growth
and development of individuals in an orderly and systematic manner,
taking into account the organisation’s needs as well as the individual’s
interests and aspirations. It implies a planed system of development and
career progression of employees, which may not be within a single
functional group but may stretch across functional and organisational
lines when it is felt that an employee can be developed and utilised more
effectively by doing so. In this process, it lays as much emphasis on the
attainment of individual and group goals as on organisational goals and
seeks to match them by integrating the individual with the organisation.
The former manpower Development Department (MDD), designed a
career plan for various categories of officers in the Service.

To a large extent, for lack of funds and relevant commitment on the part

of government, it has not been possible to implement the plan for careers
in the Service. It is only in the armed forces that officers enjoy
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enhanced career plan. When an officer is recruited into the Army, for
example, depending on the entry point and qualification, the officer has
a reasonable clear idea of how he can progress in his career. Specific
examinations are set, and those who are qualified to take the
examinations are clearly stated. Successful candidates are promoted to
the next higher grade and the unsuccessful ones are given the
opportunity to re-sit the same examination two or three times thereafter,
and if they still cannot make it they are required to retire. At each stage,
the requirement for promotion is a source of indictment to the Civil
Service and it has been seen in some quarters as the main reason for
declining productivity and lowering standards in the Service.

3.3.5 Retirement

The notes for guidance issued by the commission and the Pension Act
are very clear on the exit policy in the Civil Service, i.e. how an officer
can retire or be retired.  Unfortunately, this is an area where sharp
differences exist between actual practice and the laid down procedure.
The mass purge of 1975 attempted to kill the goose that laid the golden
egg. The unfortunate incident delivered a death-blow on the corps of the
Nigeria Civil Service. Although there were bad eggs in the service, the
indiscriminate mass purge of the system shattered the hope of thousands
of dedicated civil servants. The service has not recovered from the
lethal blow. If anything, the mass purge, compounded by those of 1984
and subsequent years only increased the propensity for venality in the
case of insecurity of tenure of office.

Section 4 of the 1979 Pension Act (Decree 102 of 1979) states that: “the
Minister may, at anytime, request an officer to retire or retire him in
public interest if he is satisfied that his services are no longer required”.
Recent happenings would show that this clause may have been overused
as it does not remove all the procedures that should have been followed
before retiring an officer.

Decree No 17 of 1984 reinforces the clause and covers all the mass
retrenchment that followed. To make matters worse, the retrenchment
cannot be questioned in the court of law only if the phrase “retired in the
public interest” is not inserted in the letter. The big question is who
determines the public interest if the culprit is the President who,
unfortunately, cannot be subpoenaed to any court to explain what public
interest means? If civil servants are expected to perform at their peak,
all intermittent and devastating shocks administered on the civil service
and intimidation of civil servants must be stopped forthwith.
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4.0 CONCLUSION

It is a common saying that the civil servant is the worst enemy of the
Civil Service. If one should bring to focus how the military budgets
comprehensively for its needs and how vigorously the requests are
canvassed and positive results achieved, one may be inclined to give
some thought to that saying. In the author’s little experience, the main
culprit for the generally poor state of personnel management in the Civil
Service is top management. There is unlikely to be any improvement
until those with political power and top civil servants really do
understand and accept that all organisations, including the Civil Service,
are people; that given unlimited resources and ideal forms, people can
still prevent these from producing desired results. Until such a time that
we develop a philosophy of management which recognises that it is
people that make or break an organisation, and that more time and care
should be devoted to the management of this service, we are unlikely to
see any improvement in the state of personnel management and,
therefore, the operational effectiveness of the Civil Service.

5.0 SUMMARY

This unit stated earlier that when policies are clearly laid down,
decisions can be made more rapidly and more consistently. Against that
backdrop the unit established the need for policies and identified the
procedure for formulating and implementing personnel policies in the
Civil Service. In addition, specific functions for which policies are
formulated and implemented were identified by the unit.

6.0 TUTOR-MARKED ASSIGNMENT

What do you understand by Personnel Policies and how are they
formulated in the civil service?
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1.0 INTRODUCTION

The department of Personnel Management in any organisation is largely
dependent on the size of the organisation which in turn is moderated
through manpower planning. Manpower planning in the public service is
important for both the recruitment and budgeting process of every
ministry or extra-ministerial- department hence the focus of this unit on
the subject.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

. define manpower planning
. explain the use of charts and matrices in manpower planning
. identify the factors considered in preparing manpower planning

and budgeting in the civil service.
3.0 MAIN CONTENT
3.1 Conceptual Clarifications

Manpower Planning could be conceptualised as a composite of activities
that ensure the availability of adequate number and caliber of staff,
which an organisation needs, both for present and future requirements
(Maduabum, 1998: 4-5). This view is supported by the British
Department of Employment and Productivity (1976), which defines the
concept as a strategy for the acquisition, utilisation, improvement, and
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preservation of enterprises’ human resources.  Another view of the
concept is adopted as the development of critical human competence,
skills and attitudes which will match occupation, professional,
administrative and technical demands for national and sectoral
development of all the desired activities of a nation (Lupton, 1973
;iX);Hopes, 1976:41 — 45; Armstrong, 1979:41, Conor and Garson, 1982
:29; and Attwood, 1985: 12 — 14). Similarly Ogunniyi (1992: 123)
posits the concepts as involving a critical analysis of supply, demand,
surplus, shortages, wastages and utilisation of human resources. Its
primary goal is the adoption of policy actions and strategies which will
not be stressful and /or be a negation of endeavours to balance the
equation of supply and demand of manpower required for socio-
economic and political development of a nation. It is equally concerned
with the development of critical human competence, skills and attitudes,
which will match occupational, professional, administrative and
technical demands for notional and sectoral development of all the
socially desirable activities of a nation. In sum, manpower planning is
actively making decisions and establishing programmes for targeting
manpower needs to meet the organisational goals and objectives on a
continuous basis. It is concerned with:

. Development of essential human competence, skills and attitudes

. Matching education and training to suit occupational,
professional, technical and administrative positions

. Setting manpower objectives

. Developing manpower policies

. Employment functions-recruiting, interviewing, selecting, placing

and orientation and
. Other personnel functions (Ogunniyi, 1992, Ibid)

Hence manpower planning is the first and most important of all the
personnel functions, because these functions are systematically
undertaken such that one dovetails into the next. The implication is that
If manpower planning is inadequately undertaken, the consequence will
have adverse effect on subsequent functions in that chain.

3.2 Chats and Matrices

A good manpower plan should be able to anticipate the number of
personnel that will need to be appointed, trained, promoted, retired, etc.,
over a period of time. It is for this reason that some human resource
charts and matrices are kept in the personnel/administration department
of ministries, departments and agencies (MDAs) to facilitate human
resources forecast. It must be noted that the computerisation, of this
exercise has been taken care of by the Human Resources Management
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Information System. Examples of such charts and matrices are
described below:

(@)

Human Resource Inventory

This is an inventory showing the summary of staff position for an
establishment for a particular period. In the civil service, these
records are compiled on a quarterly and yearly basis. Ordinarily,
inventories provide information on the number of people
available in a given period. For example, if there are inventories
covering 1%, 2" 3 and 4™ quarters of a particular year, these
could serve as the basis for comparing the inventories for the
different quarters for trends and the explanation for them. From
the trends, projections can be made. It also helps to plan
adequately to cope with the future. Inventories are thus prepared
at various levels of the organisation. The lower the level at which
it is undertaken the more detailed the information. They are
usually prepared for organisations along occupational lines as
shown overleaf:

Table 3.1:  Human Resource Inventory Chart

Departments

S/NO | Cadres A B C D E

1 Administrative Officers

2 Executive Officers

3. Account Officers

4 Maintenance Staff

5 Secretaries

6 Clerical Officers

(b)  Education and Qualification Statistics
This information is usually kept for the managerial, professional
and technical staff in organisations, particularly in the education
sector. The assumption here is that there is a correlation between
educational qualification and skills. In such cases, the number of
these categories of people in the organisation becomes important.
An educational matrix for employees shows immediately who
needs to be trained and in what areas. In some organisations, this
matrix is used to provide information as to who is and who is not
likely to stay.

(c)  The Age Distribution Matrix

The age of the employee is very important because it is believed
that as people move up the ladder in organisations, their
potentials and ability decrease. There is a critical period at which
employees are at their peak in terms of contributions in the
organisation. The period is generally between 30 and 60 years,
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after which their contribution decreases.

matrix will reveal:

Those who can still benefit from training programmes and

PERSONNEL MANAGEMENT IN GOVERNMENT

remain useful to the organisation

Those who cannot be trained because they are on their

way out and

Those who are likely to leave the organisation and when,
so that their replacement can be planned for

The matrix could be represented as shown below:

Table 3.2:

Age Distribution Matrix

Thus, age distribution

Age
Groups

Administrative
Officers

Accountants

Engineers

Secretaries

Others
Totals

18 - 25

26 -30

31-35

36 —40

41-45

46 - 50

51-55

56 - 60

(d)

Table 3.3:

Length of Service Chart

Directly related to age distribution matrix is the length of
services chart. This reveals at a glance, those who are due

for retirement. A typical length of service chart is shown:

A Length of Service Chart.

Length of
Service in
years

Administrative
Officers

Accountants

Engineers

Secretaries

Others

0-5

6-10

11-15

16 - 20

21-25

26 -30

31-35

()

namely:
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. The approved establishments for every post

. The number of people serving , i.e. number of officers in
post and

. Vacancies existing

This is done for every position in the organisation. Departments prepare
this matrix and forward to the personnel department which is expected
to collate and process for all positions in the organisation. Approved
establishment means the number of positions approved to be filled for a
particular job in an annual budget. From here, other facts could be
derived. For instance, where the number approved by the budget for the
job of Assistant Director (Administration) in an organisation is two, and
the number in-post or strength is one, the vacancy should be one. A
typical example is reflected :

Table 3.4: Establishment and Vacancy Returns Matrix

Position Establishment | In-Post | Vacancy
(Strength)

Chief Admin. Officer

Asst. Chief Admin Officer

In the civil service, the convention is that the establishment returns
should be made by every unit each month. These returns must go to the
Establishment and Pensions Office of the Office of Head of Service and
to the Civil Service Commission. When a ministry sends requisition to
fill vacancies, it must be sent to the Establishment and Pensions Office
which will in turn look at the approved establishment for the ministry
and determine whether or not the ministry is over-or under-staffed.

3.3 Situation in the Civil Service

In practice, particularly in the public service or civil service, Manpower
Planning and Budgeting are inextricably linked in that manpower
planning determines the success or otherwise of the budget. Infact, even
at the conceptual level, the budget is usually the product of planning.
Sometimes, manpower planning is considered as the process which
stems from manpower budget. Accordingly, Ebegbuna, (1992: 146 -

147) explains that manpower planning is a specialised field in its own
right. However, it is good to be aware of the close link between the two
subjects.  According to the author, whereas manpower budgeting is
concerned with estimating manpower requirements in terms of numbers
skills, grades etc, manpower planning , on the other hand, is concerned
with having the right persons in the right numbers in the right place at
the right time. In other words, the process involves the development of
policies and programmes that will ensure that manpower supply meets
the need of the National Plan or any establishment. The umbilical cord
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relationship between manpower budgeting and manpower planning is
clear. The latter forecasts demand for, and analyses the supply of the
right skills, professions, qualities and effectiveness while the former
draws on these projections in estimating manpower requirements for
approved programmes. The submission made by Omale, (1992: 44-45)
is equally informative. According to him, three processes are involved
in the determination of future manpower requirements and action plans
for meeting them:

. Manpower inventory which consists of data which describe the
present workforce in both quantitative and qualitative terms
. Manpower forecast, which is data on the manpower required at

specific times in the future, described either in gross numbers or
in specific categories such as skill, educational level and
experience. In government organisations, the specific times
during which manpower requirements are made are at annual
budget periods. By its very nature, manpower forecast is
essentially a line responsibility and is done on a departmental
basis (Famulare, 1972: 6-8) and

. Manpower plan which involves specific action plans or blue print
for bridging the gap between the forecast and the inventory
(Stahl, 1962:19)

In view of the forgoing, we posit that it will be useless to prepare a
manpower budget without having made an assessment of the prospects

of being able to provide adequate manpower at the right time to realise
the budget forecast.

3.4  Factors Considered in Planning Manpower Planning and
Budgeting in the Civil Service

These are:

A Workload Assessment

. Determine the relevance of Organisational Objectives;

. Analyse existing staff structure of the organisation;

. Analyse staff strength (nominal roll) to determine the
ratio of manpower to workload;

. Analyse jobs (using job description and staff inspection
reports ); and

. Analyse the salary grade level in relation to level of

responsibility.
B Establishment Factors
. Mandatory upward movement in accordance with
approved schemes of service and Establishment circulars;
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Variation in establishments due to unforeseen jobs. etc;
New policy on staffing;

Government policies on certain programmes; and
Decided guidelines.

Staffing Inspection Findings

Staffing Inspection is undertaken to ensure cost-
effectiveness of programmes by eliminating waste of
human resources through duplication or overlapping of
functions or under-employment of staff. It entails going to
the field to see the job being done in order to ascertain the
need for it, its volume and complexity. In short, staff
inspection is used to:

Examine the work to confirm that it needs to be done in
order to fulfill the objectives of the agency;

Ensure that the organisational structure in which work is
done is conducive to its most efficient and economical
performances ; and

Ensure that staff numbers and grading (as already
approved) and level of responsibility are correctly related
to the needs of the job.

Organisational Objectives

It is important to ensure that the job for which manpower
is required is related to the organisational objectives. By
analysing set objectives, we should be able to identify the
necessary ACTIVITIES needed to achieve them. These
activities or TASKS can be measured in terms of their
guantum and complexity such as structure of the
organisation, span of control, job analysis and job
description.

Financial Ceiling and Staff Ceilings

By ceiling, we mean the maximum above which the
organisation must not go. Hence, manpower planning
aims towards such ceilings. Financial ceiling of course
determines staff ceilings.  Problems sometimes arise
where cost of staffing overshoots the financial ceiling.

SELF-ASSESSMENT EXERCISE

List the factors considered in preparing manpower planning, budgeting
in the civil service.

With these major guidelines, the annual authorised establishment
containing staff complement for each ministry is prepared. First, an
Establishment Call Circular is issued to all Ministries and Extra-
Ministerial Departments after the Call Circular from the Ministry of
Budget and Planning in respect of Capital and Overhead costs have been
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circulated. The Establishment call circular is sent out to request for the
personnel proposal of Ministries and Extra-Ministerial Departments
providing them with all the necessary guidelines to be followed.

Attached to the call circular is a time table fixing dates for Ministries to
meet with officials of the Office of Head of Service, to defend their
proposals.  There is also a time limit when the proposals must be
received. On receipt of these proposals, they are examined by Budget
Officers to enable them highlight the increases proposed and reasons for
such increases. Meetings or dialogue with the various ministries then
commence. At these meetings, consensus is reached on the number of
new posts approved for each ministry for the financial year under
review. These decisions are processed in ‘“Minute’” form and sent to
the Head of Service for his approval which is copied the Chairman, Civil
Service Commission.

After receiving the approval of the head of Service, Official letters
legalising decisions of the meetings are conveyed to the ministries to
enable them crosscheck the Authorised Establishment Booklet. The
Establishment booklet now reflects created posts as in terms of funds
and other requirements.. On the basis of the approved establishment,
individual ministries and extra ministerial offices can thereafter prepare
their personnel cost projections for the succeeding year in response to
the call circular from the Budget Office in respect of Budget
preparation. In preparing the personnel cost projections, the following
are usually taken note of:

. The most recent circulars on salaries, allowances and pensions
serves as the basis for the projection.
. Steps 9 on the relevant Grade Level are used in the calculation

. A copy of the approval of the Office of Establishments for
Manpower budget is attached.

. The nominal roll of staff as at June of the preceding year is
attached.
. The names of new staff recruited in the preceding year as well as

those of staff who had left service since January of the preceding
year are also attached.

Thereafter, each MDA will defend her proposal before the Budget
Committee of the Budget Office and when the appropriation bill is later
tabled before the Legislature, the MDA will again defend her proposal
before the Appropriation Committee of the National Assembly.
Recruitment by MDAs can only commence after the passage of the
budget which determines how far the approved staff establishment can
be implemented.
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4.0 CONCLUSION

Manpower Planning at plant or cooperate level deals with planning
activities in various personnel functions. Hence it is imperative to plan
for engagement and adjustment of employees for change. In this
respect, planners must be aware of the fact that the implementation of
plans is more important than drawing one out. Therefore, the human
element in planning is critically important. Whatever plans are made,
individuals affected will always evaluate plans in terms of themselves.

5.0 SUMMARY

The significant phenomenon of manpower planning lies in the fact that it
deals mainly with requirements of manpower guided by the corporate
policies and objectives. In this unit therefore detailed clarifications of
the concept was undertaken. The unit thereafter identified and explained
the use of charts and matrices in manpower planning. The practice in
the civil service was then discussed. In the process, factors considered
in the carrying out the exercise were equally identified and explained.

6.0 TUTOR-MARKED ASSIGNMENT

Explain the step-by-step procedures in carrying out manpower planning
and budgeting in the civil service.
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1.0 INTRODUCTION

This becomes necessary after vacancies are declared as a consequence
of manpower planning and budgeting undertaken. Personnel
procurement means the acquisition of the individual men and women,
which an organisation requires for its tasks. It also refers to the
employment of persons that an organisation requires for its tasks. Based
on the unanimity of perception, the procurement function is a composite
of activities at the end of which somebody or a number of persons
emerge as employees (Flippo, 1980:39; Armstrong, 1984:132; Omale,
1992: 47; Aina, 2005:85; and Obisi 1986:24).

In many organisations, procurement and processes involved in it are
fairly routinised. Its importance is underscored by the fact that if the
processes of engaging employees are badly done, the right caliber of
personnel would be procured and in effect, organizational objectives
would not be attained.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

. explain the processes involved in personnel procurement
. analyse the personnel procurement practice in the civil service
. differentiate between appointment, secondment and transfer.

28



PSM 813 MODULE 1

3.0

3.1

MAIN CONTENT

The Processes Involved in the Procurement Function

These are:

1.

3.

Pre-Procurement Preparation

Here, we

. Identify the vacant positions

. Analyse the jobs of those positions in order to determine
the job description (schedule of duties) and job
specification (what it takes in terms of requirement
(qualifications ) etc to carry out that schedule of duty; and

. Seek authorisation to fill the vacancies.

Recruitment

This is the next stage in the process. In this process, prospective

candidates are attracted to an employment opportunity. It entails

all the activities that are undertaken to make prospective
candidates sufficiently interested as to apply for employment.

Such activities range from all sorts of advertisements, use of town

criers, use of recruitment agencies, visits to institutions to even

walk-ins etc.  This process ends when applications are being
received after the deadline for such applications and its success is
determined by the quantity of applications received and the
quarters from which such applications emerge. It is instructive to
note that unlike the impression being created particularly in the
civil service “‘‘Recruitment” is not synonymous with

“Employment’” or “*Appointment’ * because, as we can see from

the explanation above, Recruitment is just a second stage in the

Employment process. About this wrong perception Omale

(1992:47) states:

. The Civil Service hardly sees recruitment in its proper
conceptual perspective. In the Civil Service, Recruitment
is tantamount to Employment, i. e all that it takes to get an
applicant interested in a job in the organisation, through
examining or interviewing him, to issuing him a letter of
appointment. In its conceptual and restricted sense,
however, recruitment is that process which starts from
getting an applicant interested enough in a job and in a
particular organisation to write an application, and the
process stops when his application has been received in
the organisation. Thus, recruitment is the salesmanship
which organisations do of themselves and the various jobs
they have for filling.

Selection
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This process is a system of sieving, a system of eliminating the
bad and picking the good. Here are a composite of several
processes such as:

. Short listing:  Where we use the Job Specification to
identify those who are prima facie suitably qualified and
invite them to the next stage of the selection process

. Testing: Where one form of written test or the other is
administered in order to get the best candidates.  This
purpose is better achieved where and when the job to be
performed is reduced to testable forms and neutral but
professional bodies involved in its execution. The
Administrative Staff College of Nigeria (ASCON) is very
proficient in this, having acquired enormous experience in
carrying out the assignment for such organs as The
National Assembly Service Commission, the Lagos State
Civil Service Commission, the Head of Service Delta
State; the Head of Service Kano State; the Petroleum
Equalisation Fund Management Board, the Petroleum
Technology Development Fund (PTDF); Office of Head
of Service of the Federation etc.

. Interviewing: in which the candidates appear face-to-face
before a panel comprising of leaders of the organisation.
Here, questions and answers are provided, during which
the panelists score the candidates based on desired
qualities. In the civil service, this job is done both by the
Civil Service Commission and the Personnel Management
Board/Committees.

. Conducting Physical and health Examination to determine
the suitability of the selected candidates health-wise ; and

. Appointing, where letters of appointment are issued to
successful candidates.

. On resumption however, appointed candidates should be

placed in positions for which they applied. Failure to do
this as in some cases in the civil service, amounts to
mismatching the candidates and their jobs; an action that
can only produce negative results.

3.2 Personnel Procurement Exercise in the Civil Service

As earlier explained, the Civil Service Commission is statutorily
responsible for carrying out this process through the length and breadth
of the Civil Service.  However, in doing this, the Commission is
restricted to recruiting and appointing officers on entry points, that is,
grade levels 07 to 10.The implication is that at entry points, federal, state
or local government character is expected to be reflected, that is,
Geographical Spread aimed at fulfilling part of the requirement of
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federalism. And the Civil Service Commission is entrusted with that
responsibility. The filling of all other positions has been delegated to
the Ministries and Extra-Ministerial Departments/Offices by the
Commission. In doing this, Ministries and Extra-Ministerial
Departments/Offices are expected to carry out a thorough Job Analysis,
determine duties and tasks to be performed (Job Description or Schedule
of Duties) which would enable them to, through their appropriate
personnel Management Board or Committee procure the appropriate
candidate.  In addition, they are expected to adhere strictly to the
approved scheme of service.

Candidates seeking appointment to a Ministry/Extra — Ministerial
Department/Office should obtain and fill, a complete duplicate
“Application Forms” from the Ministry/Department of their choice or
the Civil Service Commission. While one of the completed forms is
returned to the Ministry, its duplicate is submitted to the Civil Service
Commission. For a detailed analysis of this procedure we reproduce
hereunder the guidelines provided by the Federal Civil Service
Commission.

1. Appointment

To be eligible for permanent and pensionable appointment into

the Federal Civil Service, the applicant must be a Nigeria as

defined in the Constitution of the Federal Republic of Nigeria. In
addition, the applicant must:

@) Possess a certificate signed by the Chairman or Secretary
of his Local Government indicating his State of Origin
and Local Government Area

(b) Not be less than 16 years and not more than 45 years of
age

(c) Possess such minimum qualifications as are specific in the
approved scheme of service

(d) Be certified by a Government Medical Officer as
medically fit

(e) Possess a testimonial of good conduct from his last
employer of if not previously employed, from the last
school or institution attended

(M State whether or not he has been convicted of a criminal
offence

(9) State all employment he was engaged in and, if he had left
any employment, why he did so or if he is still in any
employment whether or not he is under any obligation to
remain in it

(h) State whether or not he is free from financial
embarrassment and
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Possess the NYSC discharge or exemption certificate
where applicable.

Appointment of Junior Posts

(a)

(b)

(©
(d)

(€)

()

(9)

(h)
(1

The Commission delegates the recruitment of junior staff
on salary Grade Levels 01 — 06 to Ministerial Offices
which shall be required to adhere strictly to the character
principle in the employment of staff within these grade
levels. To ensure compliance with this requirement and
for the purpose of monitoring the exercise of this
delegated power, quarterly returns of appointments made
shall be forwarded to the Federal Civil Service
Commission not later than one month after the end of the
preceding quarter.
At the State/Zonal level, each Ministry/Extra-Ministerial
Office shall have its own Junior Staff Committee which
shall fill vacancies with the indigenes of that State/Zone
who possess the qualifications prescribed in the approved
Scheme of Service.

No holder of a degree, HND, NCE, or their equivalent
shall be employed into a junior post,

The Chairman of the State Civil Service Commission or
his Representative shall attend the Junior Staff Committee
meeting at the local level for appointment matters as an
observer. Notice of all meetings together with the
memoranda and agenda shall be forwarded to the
Chairman of the State Civil Service Commission, ten
working days before the meetings.
At the beginning of each year, the Headquarters of each
Ministry/Extra-Ministerial Office shall work out the actual
establishment for each state/zonal office and forward to
the Federal Civil Service Commission for information.
Recommendations of the Junior Staff Committee of each
Ministry/Extra-Ministerial Office shall be submitted to the
Permanent Secretary of the Ministry for approval and
implementation and thereafter to the Federal Civil
Commission for Information.
Any Ministry operating on Zone basis shall involve the
State Civil Service Commissions of the State in that Zone
as in sub section (iv) above.

All recruitments shall reflect the geographical spread
within the states covered by the Zonal Office.

The procedure for appointment shall be the same as in
appointment to senior posts.
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3. Appointment to Senior Posts
(@)  Appointment to posts graded Grade Levels 07 — 10: is
undertaken directly by the Federal Civil Service
Commission.
(b) Appointment to posts graded Grade Levels 12 and 13 is
undertaken directly by the Federal Civil Service
Commission after due advertisement as the need arises
(c) Appointment to posts graded Grade Levels 14 — 17: is
undertaken directly by the Federal Civil Service
Commission.  Applications for appointment to these
grades shall be in response to advertisements and shall be
routed through the head of the Civil Service of the
Federation who may add his comments, if any, before
forwarding them to the Federal Civil Service Commission
for consideration.
4, Application Forms
All applicants for senior posts in the Civil Service must obtain
and return completed application forms to the Federal Civil
Service Commission.
5. Advertisement
All direct appointments, including transfer to posts graded, Grade
Level 12 and above, shall be by open advertisement.  Such
advertisements shall be made by the Commission but with inputs
provided by the relevant Ministry/Extra-Ministerial Office with
regards to the relevant qualifications and experience required for
the advertised post, vacant position and nominal roll indicating
the antecedents of serving officers in the post immediately below
the advertised posts.

Where the posts into which the appointments are to be made are
graded, Grade Levels 14 and above, the commission shall
advertise the posts and forward the replies to the Ministry/Extra-
Ministerial Office concerned for short-listing. The result of the
short-listing and the comments of the Ministry shall be returned
to Commission through the Office of the Head of the Civil
Service of the Federation.

Advertisements shall be published twice in three National Dailies
and response of applications must reach the Commission within
six weeks from the date of first publication.

6. Interview
The Commission shall interview all eligible candidates for senior
posts. The Permanent Secretary of the Commission shall sign
letters of appointment or any other officer(s) designated by him.
Such letters will derive their authority from the approved minutes
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10.

11.
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of the Commission or as otherwise directed by the Commission.
Where an applicant has accepted an offer of a position that is
lower than that for which he initially applied, he shall not after
assumption of duty, petition for upgrading or review on account
of comparison with his erstwhile or other colleagues.
Confirmation of Appointment
The Commission shall carry out confirmation of all probationary
appointments.  The Director of Personnel Management of a
Ministry/Extra-Ministerial Office shall, as a matter of policy,
present to the Senior Staff Committee the names of all officers
who are due for confirmation and who in addition to serving for 2
years must have passed the prescribed Civil Service
Examinations, where necessary, and shall have earned good
reports during the period, for recommendation to the Federal
Civil Service Commission for approval and gazetting.
Temporary Appointment
The recruitment of persons into temporary positions by Ministries
and Extra-Ministerial Offices is hereby abolished. A breach of
this rule shall be an offence, which may attract appropriate
disciplinary action, including surcharge.
Acting Appointment
Acting appointments, subject to vacancy ; shall be approved by
the Commission on the recommendation of the Senior Staff
Committee, provided officers so recommended have spent at least
one year on the substantive grades of Grade levels 07 — 13 and
two (2) years on the substantive grades of Grade Levels 14 — 16,
as the case may be. The commission shall issue the Movement
Forms for gazette action.
Special Appointment
All  Ministries/Extra-Ministerial ~ Offices  shall  accept
appointments made by the Commission to National Youth
Service Corps Presidential Merit Award Winners whose
employment is automatic regardless of wvacancy constraint.
Similarly, where there are vacancies, the Presidential order,
which grants disabled persons special concession in appointments
to posts in the public services, must be respected.
Contract Appointment
(a). Contract appointment may be offered to expatriates ONLY
when suitable Nigerians are not available.
(b)  Nigerians may be appointed on contract terms:
(1) If they are pensioners; or
(i) If they are 45 years of age or over at the time they
are being appointed.
(iii)  If they specifically request to be employed on
contract terms and it is deemed in the best interest
of the service
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(c) For non-Nigerians, the provisions of the Public Service
Rules regarding contract appointments, shall apply in all
cases

(d) Non-Nigerian women married to Nigerians shall remain
on contract until granted Nigerian citizenship before being
considered for permanent appointment.

(e) The Federal Civil Service Commission shall offer contract
appointments.

SELF -ASSESSMENT EXERCISE

List the different types of Appointments in the Civil Service

3.3

(a)

(b)

Secondment and Transfer

A transfer is the permanent release of an officer from one
scheduled

Service to another or from one class to another within the same
service

Secondment is a temporary release of an officer to the service of
another Government agency or international organisation of
which Nigeria is a member for a specified period.

The provisions governing transfer and secondment of officers are
contained in chapter 2, section 6 of the Public Service Rules and shall be
strictly complied with.

Procedure

a.

Applications for transfer/secondment to posts graded Grad levels
01 — 06 shall be determined by the Ministry/Extra-Ministerial
Office of the applicant’s choice provided the powers are not used
to distort the federal character principles The Junior staff
Communities shall be responsible for transfer/secondment to
posts graded, Grade levels 01 — 06. There shall be no
anticipatory approval by the Chairman of the Committee.
Applications for transfer/secondment to posts graded, grade
Levels 07 — 10 in any Ministry/Extra-Ministerial Office shall be
determined by the Federal Civil Service Commission.
Applications for transfer/secondment to posts on salary Grade
Level 12 and above shall be made in duplicate to the federal Civil
Service Commission in response to advertisement, while those on
Grade Levels 07 — 10 shall be made in the Commission’s
application forms.
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d.
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Applications for the transfer/secondment to posts graded Grade
levels 12 — 13 shall be in response to an advertisement and shall b
e determined by the Federal Civil Service Commission.

Transfer/Secondment to posts graded Grade levels 14 — 17 shall
be determined by the Federal Civil Service Commission.
Applications for transfer/seconement to these Grade Levels shall
be in response to advertisement and shall be routed through the
Head of Civil Service of the Federation who may add his
comments, if any, before forwarding them to the Federal Civil
Service Commission.

In considering applications for transfer in response to advertised
posts attracting salary Grade Levels 12 — 17, a balance shall be
maintained between the federal character principle and merit.
Advertisement for all posts graded Grade Levels 12 and above
shall be open to both serving officers as well as those outside the
service.

All applications for transfer shall be supported by the following
documents:

(@) Completed Application form for appointment to Federal
Civil Service (FORM FCS C2), duly countersigned by the
applicant’s employer

(b)  Evidence of qualifications

(c) APER for the 2 years immediately preceding the date of
the application

(d)  Certified copy of officer’s up-to-date Record of Service
showing clearly the career progression of the applicant

(e) Recommendation from the applicant’s employer,
including a statement that the officer will be released if the
applicant is successful. The recommendation must be
from the Secretary, Civil Service Commission of the State
or Secretary, Local Government Service Commission or
Director-General/Head of a Parastatal which is scheduled
under the Pension Act as the case may be and

() Certificate of Local Government/State of Origin

Conditions for Effecting Transfer/Secondment

@ No applicant shall be considered for transfer-on-promotion
to any Ministry/Extra-Ministerial Office except in
response to an advertised post.

(b)  Anapplicant shall be considered for transfer:

() if he has been confirmed in his previous service and
his  qualifications, experience and career
progression are in accordance with the scheme of
service.

(i) provided the contemplated transfer would in no
way jeopardize the promotion prospects of
deserving serving officers;
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(i) where the Commission is satisfied that there are
vacancies not only in the relevant grade but also in
the applicant’s discipline or specialty;

(iv) if he has served in his current grade for the
stipulated minimum number of years prescribed for
promotion to an advertised post (in respect of
serving officers in the Federal, State or Local
Government Services)

(c) Where an applicant has accepted an offer of a position that
is lower than that for which he initially applied, he shall
not after assumption of duty, petition for upgrading or
review on account of comparison with his erstwhile or
other colleagues.

(d) Serving officers accepted on transfer into the Federal Civil
Service from state government and other government
agencies shall be placed on the post they would have
attained by normal promotion, as provided in the schemes
of their cadres, if they had joined the Federal, Civil
Service in the first instance.

(e) Officers transferred or seconded to the Federal Civil
Service shall assume duty within two months from the
date of notification of approval of the transfer; otherwise
the offer shall be regarded as having lapsed.

(f Once approval has been granted for transfer or
secondment of an Officer’s service, the Federal Civil
Service Commission shall simultaneously inform:

. the officer

. the releasing office/service which should convey
the date of the officer’s release

. the receiving office/service which should convey
the date of officer’s assumption of duty to the
Commission.

When the officer’s date of assumption of duty is known, the Federal
Civil Service Commission for records and gazette action shall raise a
movement form, and copies sent to the Accountant-General of the
Federation and the Auditor-General for the Federation.

A Federal Officer who wishes to take up an appointment with another
Scheduled organisation should submit his transfer request through the
normal channels to the Federal Civil Service Commission. If he
succeeds in securing the appointment, he should give a minimum of
one-month notice after which he can assume duty in the new
organisation. However, if the transfer request is not approved, he will
be timeously communicated so that he can decide whether to return to
his original service or resign his appointment.
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Secondment

1. Secondment at an officer’s request shall be for an initial duration
of two years, after which the officer must apply for extension,
seek for transfer or return to his original post. The appropriate
Committee shall consider all requests for secondment and
extension and its recommendations thereon submitted to the
Federal Civil Service Commission.

2. Secondment on grounds of public policy and its duration shall be
at the discretion of the Federal Civil Service Commission.

3. Ministries/Extra-Ministerial Offices shall send quarterly returns
on all of officers who are on secondment to international

organisations at the instance of Government to the Commision.

Furthermore, Presidential Order on appointment of Disabled Persons
and National Youth Service Corps (NYSC) Presidential Merit Award
Recipients is expected to be strictly adhered to. In the case of the
former, the Orders stipulate the granting of concessions while in the
later it emphasises automatic appointment. The appointment of
successful candidates either by direct appointment, transfer of service,
secondment etc, the resumption of such candidates and their placement
on appropriate positions, mark the end of Personnel engagement in the
service.

4.0 CONCLUSION

Personnel Procurement, as explained so far, is aimed at getting the right
candidate to occupy a vacant position. This can only be successfully
undertaken if the attribute of the candidate matches what is thought to
likely make for success on the job. With a good procurement exercise
which is systematic and internally consistent, which is checked often for
reliability and which is validated using job specification, the right
candidate is likely to be procured. And in the civil service a lot depends
on the Civil Service Commission and other relevant organs.

5.0 SUMMARY

This unit has so far demonstrated that for the right candidate to be
procured into the Civil Service, the various organs that are expected to
contribute one way or the other must discharge their responsibilities
creditably. This informed first, the identification of these organs and
their respective  responsibilities , then the processes that must be
undertaken etc. This unit equally identified and explained all forms of
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appointments and further extended the discussion to the issue of transfer
of service and secondment.

6.0 TUTOR-MARKED ASSIGNMENT

I. Describe the various types of appointment in the Civil Service.
ii. Differentiate between Transfer of Service and Secondment.
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1.0 INTRODUCTION

As far back as the mid-70s, the Public Service Review Commission
(alias Udoji) made the following observations about training as being
the centrality of Human Capital Development in the Nigerian Public
Service.

Training is a continuous activity from recruitment (induction and
orientation to retirement ..... Training is vitally important for our Public
services. We need to train people who are result-oriented, who can
recognise opportunities and meet objectives... Our findings re-
emphasise the importance of training. Training will be the most urgent
consideration in accepting and implementing our report (Federal
Republic of Nigeria 1974 :19-21).
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2.0 OBJECTIVES

At the end of this unit, you should be able to:

. explain the concepts of training and development

. differentiate between training and development

. explain the institutional arrangement for training in the Service

. outline the different arrangements under which an officer can go

on training in the Civil Service.
3.0 MAIN CONTENT

3.1 Conceptual Clarifications

As a concept, training encompasses those acts, events and episodes in
which people engage to improve their performance in specific job-
related test (Jahns, 1981: 107). Various other perceptions are derived
from this. For instance:

1. Training is the modification of behavior through learning
experience (Lynton and Pareek. 1978:48).

2. Training is the development of a person’s knowledge, skills and
attitudes for a vocational purpose (Reilly, 1979:22).

3. Training refers to the teaching/learning activities carried out for

the primary purpose of helping members of an organisation to
acquire and apply knowledge, skills, abilities and attitudes
needed by that organisation to carry out its mission (Otto and
Glaser, 1970:34)

Our conclusion from the forgoing is that training provides the
opportunity for the:

. Employee to acquire or update the already acquired knowledge,
skills and attitude (KSA) required performing in a given position.
Development on the other hand, is

. Described by Tracey, (1979:49) as an organised set of
experiences designed to improve the job performances of an
individual in his current position and to prepare personnel with
potentials for advancement to a higher more responsible position
in the enterprise.

We explained elsewhere, the interrelationship between training and

development which we, of course, traced right from education. This is
restated hereunder.
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. ...while education is generalising and provides an individual with
the basic knowledge, skills and attitudes to qualify him for a
given position, training focuses on improved competence to
perform in that position while development is concerned with
enabling him contend with higher responsibilities that accompany
higher positions along his career path. (Maduabum, 2001:10).

Of course we know that “approaches to training” which influence the
type of training policy to be enunciated in whatever organisation are:
The Administrative Approach; the Welfare Approach, the Political
Approach; the Organisational Development Approach and the
Systematic Approach. And that the systematic approach which is the
most scientific and objective approach emphasises on a step-by-step
approach to training such as, first identifying who needs training and the
type of training needed, then assigning the most appropriate training to
meet the identified needs, then implementing the training so designed;
and finally, evaluating the worth or impact of the training both
immediately after the training and later on the job performances.

3.2 Institutional Arrangement for Training in the Civil
Service

In the Civil Service particularly at the federal level are the following:

a. Ministerial Training Committees (MTCs) Established via a
Circular (No SMD/1907/48 of 13" January, 1987) to among
others, ensure that staff development programmes produced for
the organisation satisfy the following criteria: increase the
efficiency and effectiveness of personnel in their present jobs,
develop and harness the potentials of officers fully and prepare
them to assume higher responsibilities, motivate personnel
constructively to make maximum contributions to current and
future operations of their organisations etc.

b. Training Liaison Officers: (TLOs) established via a Circular
(No SMD/1954 of 14™ March, 1988) to among others: monitor
training activities and operations of training committees. Provide
guidelines and information on developments and issues relating
to training. Assist in implementing training programme etc.

C. Departmental Training Officers: (DTOs) established via a
Circular (No 1907/48 of 13" January, 1987) to among others:
assess staff development needs in his organisation; prepare a
programme as to how their training needs can be met; and ensure
that the programme is approved and every effort is made to
implement it. In addition, the DTO serves as the liaison Officer
between his organisation and the Manpower Development Office
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(MDO) Office of Head of Service of the Federation.
(Maduabum, 1966:94-95)

The major organ responsible for training in the Service however, is the
Manpower

Development Office (MDO) in the Office of Head of Service. This
Office has fashioned a development programme which in broad outline,
shows the type of training and staff development activities available to
any officer in accordance with his needs and potential from the time he
joins the civil service to the time he would normally retire. Under this
programme, for instance, the messenger (though the cadre is slated for
scraping under a reform Agenda) who wants to convert to a typist can
undergo the relevant course at any of the Federal Training Centres
located at Maiduguri, Kaduna, llorin, Lagos, Enugu and Calabar. While
the clerical officer or typist who wants to convert to the secretarial cadre
can undergo the secretarial course at the same institution. In order to
introduce officers on salary grade levels 05 and 06 to rudimentary
management concepts, the Office organises supervisory management
courses regularly.  Also organised regularly is the induction course
designed to introduce newly employed senior officers to the content and
context of their jobs, that is, the social, economic and political
environment in which they will operate as civil servants.

For the senior officers on grade levels 08 and above, the career
development programme is equally comprehensive. After the induction
course, specifically between grade levels 09 and 12, an officer is
expected to attend one or more of the middle management courses.
These include: General Management Course (GMC), Personnel
Management Course (PMC), Financial Management Course (FMC),
Project Management Course (PMC), Manpower Development and
Training Course (MDTC) etc. At grade levels 13 and above, officers are
expected to attend advanced courses such as the Advance Management
Course (AMC), the Advance Financial Management Course (AFMC),
the Advanced Human Resource Management Course (AHRMC) the
Advance Project Management Course (APMC), Management
Consulting Course (MCC) etc. Under the decentralised training policy
of the Federal Government, each Ministry sponsors her officers with the
approval of the central organs-the Manpower Development Office to
appropriate courses at the appropriate time.  The Ministries do this
through their Departmental Training Officers.  In other words, each
ministry has a Departmental Training Officer (DTO) who, in addition to
organising induction courses for newly employed professional
colleagues and clerical grade officers, acts as a major link between his
Ministry and the Manpower Development Office (MDO). He ascertains
his department’s training needs, draws up implementation programmes,
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implements those within his competence and refers others to the MDO
for implementation. The Office directly organises trainers’ courses for
the DTOs. Through the Federal Training Centres, it also organises
training programmes for confidential secretaries, typists etc. The
management training for all senior civil servants on grade levels 08 and
above is provided by the Administrative Staff College of Nigeria
(ASCON).

3.3 Training Institutions

It is instructive to note that although ASCON is the only institution with
a mandate to provide management and administrative training in form of
courses, workshops, seminars etc , to the public servants, there are other
institutions running similar programmes capitalising on the Federal
Government’s Training Liberalisation Policy. These institutions
include:  Centre for Management Development (CMD) (although its
mandate is on Management Education and Management Trainers
Records). Industrial Training Fund (ITF). (Although its mandate is on
re-imbursing certain expenses incurred in training in the private sector
particularly in the industries as a means of compelling the industries to
train their staff, in addition to monitoring training activities in the
private sector to ensure that they meet minimum standards);. National
Centre for Economic Management and Administration (NCEMA) is
already merged with CMD etc. The National Institute for Policy and
Strategic Study (NIPSS) is a unique institution with a mandate to
provide a nine-month policy and strategic management course for public
servants at the apex of their careers. There are professionally
institutionalised training schools located here and there. These include:

. Prisons Training School and Staff college at Lagos, Kaduna etc

. Police College, Staff College and Academy at Lagos, Jos and
Kano respectively

. Immigration Training School and Staff College at Orlu, Kano and
Sokoto

. Defence Academy, Staff College and War College at Kaduna,
Jaji and Abuja respectively

. Customs Training Schools in Lagos etc

. Treasury Training School in Lagos

. NITEL/NIPOST Training Schools in Lagos etc

. A host of others.
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3.4 Arrangements under which an Officer Can Go on
Training in the Civil Service

Generally, there are six different arrangements under which an officer
can go on course in the civil service.

There are:

1 In-service Training - A
This category applies to courses funded by the Manpower
Development Office, of the Office of Head of Service. An
Officer who undertakes a course under this arrangement would be
entitled to have his salary paid while he is on course and would
also be entitled to have his tuition as well as other attendant costs
borne by the government. In addition, if the course is undertaken
abroad, the officer might be entitled to an appropriate estacode
allowance.

2. In-Service Training — B
An officer who goes on a course in this category is entitled to all
the benefits enjoyed by an officer who undergoes a similar course
under in-service training ‘““‘A’’ arrangement. However, the cost
would be borne by his Ministry or Extra-Ministerial
Department/Office rather than the Manpower Development
Office (MDO) which, in this instance, only gives an approval in
principle.

3. Study Leave with Pay
Under this arrangement, the officer bears all the costs attendant to
his undertaking the course but would be paid his salary during the
period of the course.

4, Study Leave without Pay
An officer who goes on a course under this arrangement not only
bears all attendant costs but also does not enjoy his salary during
the period of the course

5. Scholarship
Any officer awarded a scholarship either by the government or
any other reputable and recognised organisation is automatically
entitled to a study leave without pay. He may enjoy his salary in
addition to the scholarship award only under very special
circumstances.

6. Technical Assistance
An officer may be lucky to secure the technical assistance of
another country or an international organisation to pursue a
course. At best, such an officer would only enjoy an Estacode
Supplementation to the award by the donor Agency. His salary
will of course, be paid during the period of the course.
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No matter under which of the above six arrangements an officer has to
undertake a course, whether locally or abroad, he must secure the
written approval of the Manpower Development Office (MDO) of the
Office of Head of Service before he abandons his post and proceeds on
the course. Neither his boss nor his Ministry is empowered to authorise
him to go on the course before securing the approval of the MDO.

It should be noted that although when an officer may have completed a
course of instruction, he may have acquired a qualification which is
superior to that acquired in his substantive post, this fact in itself will not
be accepted as giving him an automatic claim to an advancement beyond
his present substantive post. His application for such a claim will, in
other words, be processed along with those of others and will be
considered strictly on its merit.

SELF- ASSESSMENT EXERCISE

Outline the different arrangements under which an officer can go on
training in the Civil Service.

3.5 General Guiding Principles

The following general principles contained in the guidelines issued by
the Manpower Development Office in 2004 are to guide training efforts
in ministries/Offices:

. Officers should, as a first step, be posted to areas of their
expertise before they are sponsored on training programmes that
will enable them function more effectively.

. Ministries/Offices should conduct in-house induction courses for
newly recruited officers in the service within four (4) weeks of
appointment. The Manpower Development Office should
organise centralised induction courses for officers recruited or
promoted into GL 07 — 10 within three (3) months of their
appointment or promotion.

. Officers should not be released for or sponsored on course simply
to enable them acquire certificates and qualifications. Rather,
training should be systematic, progressional and aimed primarily
at developing skills knowledge and attitudes necessary for
performance enhancement of a specific schedule of duties.

. On-the-job and in-house methods of training should be used
extensively by ministries and offices, especially in the training of
junior staff, as they tend to be cheaper and more effective.

. After training, an officer should be deployed to a post to which
the training undertaken applies so that maximum use of the skills
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and knowledge acquired can be made and the service can derive
full benefits from the investment made in the year.

. In designing and/or identifying courses, efforts should be made to
keep course periods to the shortest possible time within which the
set objectives can be achieved.

. In implementing training programmes, priority attention should
be given to government-owned training institutions. However,
ministries and offices should, whenever desirable, feel free to
utilised the services of reputable private management consultancy
firms.  Such firms and their principles should be registered
members of recognised professional bodies.

. All in-house training programmes conducted by ministries/offices
should include in their curricula topics on National ethics and
anti-corruption drive in the public service. In this regard, the
service of Code of Conduct Bureau is readily available for use.

4.0 CONCLUSION

Against the background of the role of training in the service,
government has put everything in place to ensure that the performance
of the training function is strengthened, for a more effective service
delivery. The provisions of the guidelines for training in the Federal
Civil Service, is one sure way of assisting all arms of the service in
discharging their training responsibilities.

5.0 SUMMARY

Training and Development ensure acquisition or updating of
competence for performing assigned duties and tasks. The government
recognises this hence, all the efforts made to ensure that they are
adequately carried out in the service. In view of this, this unit identified
the institutional arrangement for training of officers in the Civil Service,
some training institutions, and other arrangements under which officers
can undertake courses of instruction . The unit finally outlined general
guiding principles to be strictly observed particularly by the Department
Training Officers (DTOs) in performing their functions.

6.0 TUTOR-MARKED ASSIGNMENT

Explain the arrangements under which an officer can go on training in
the Service.
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1.0 INTRODUCTION

The concept of Performance App

raisal enjoys unanimity of perception among authorities. However, the
definition provided by the United States of American Office of
Personnel Management appears more comprehensive than many others.
It states:

. All periodic written assessment of job performance measured
against responsibilities, goals and /or tasks, specific duties
assigned and agreed to as well as identification of strengths and
weaknesses demonstrated by employees’ potential and training or
development needs (US/DPM, 1960: 65).

From the definition above, we could infer that performance appraisal is
a regular and continuous process by which the quantity and styles of
performance and the various factors that influence performance are
assessed and evaluated. It also involves an appraisal of the growth
potential of an employee, with a view to providing organisations with
information that not only leads to positive actions but also ensures that
individuals are provided with necessary feedback for performance
improvements, personnel growth and job satisfaction (Gbeja, 1992:
137). The purposes of Performance Appraisal therefore are:
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1. To improve the management of staff resources by helping
employees realised and fully utilise their potential while striving
to achieve organisational goals; and

2. To provide employees, supervisors and managers information
necessary for decision-making in areas such as Merit ,
Promotion, Career Development, Reorganisation and Award ,
Lateral re-assignments and Warning or Counselling.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

. define performance appraisal
. state the objectives of performance appraisal
. describe the content of the Annual Performance Evaluation

Report (APER) form in use assess the current APER form in use.
3.0 MAIN CONTENT
3.1 The Public Service Experience

3.1.1 The Confidential Reporting System

In the Public Service, the system of appraising staff metamorphosed
from Confidential Appraisal System, through Open Reporting System
and Target Setting System. It would be recalled that the system
inherited from the Colonial Administration was the Confidential
Reporting system. In this system, the officer reported upon had no idea
of his assessment. As the name suggests, it was absolutely confidential.
Although it had its merits such as countering ‘“window dressing’’ or eye
service’” on the part of the employee/performer, its demerits as
identified by the Udoji Commission of 1972-74 were overwhelming. It
was seen as being highly subjective and gave so many powers to the
assessors who, in turn, behaved as “‘overlords’’. These criticisms led to
its demise and replacement with the “‘Open Reporting System’’. This
system, we must acknowledge, was introduced by the Public Service
Review Commission (Alias Udoji ) of 1974 and its full application took
effect in 1976.

3.1.2 The Open Reporting System

The Open Reporting System allows the officer reported upon to have an
idea of the assessment of his performance by the reporting officer. The
essence of the Open Reporting System was to enable the employee to be
judged on his qualities as they emerge in his work and to develop his
potential through training. The basic elements of the appraisal are:
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Power of Analysis

. Capacity to anticipate problems and develop solutions in advance
and Ability to continue the analysis of a problem until all the
relevant aspects have been thoroughly and critically examined.

Imagination

. Ability to discern the various possibilities and alternatives which
are inherent in problem areas that are not obvious to less
perspective observers.

Judgment and Reliability

a. Ability to make consistently sound decisions or proposals and
perform competently under pressure.

b. Inspiring And Effective Leadership

C. The extent to which the officer is successful in getting things
done through people because he is able to inspire and lead them
through superior knowledge or example etc.

SELF-ASSESSMENT EXERCISE
List the basic elements of appraisal.
Other Characteristics of the Appraisal System

Other characteristics of the appraisal system are:

. Short range development; and
. Ultimate potential of the officer and training
. For purposes of promotion and other assessment of officers in a

competitive situation, it may be necessary for reports to go
through an equalisation process which recognises the
characteristics of reporting officers themselves.

. Although Decree No 43 of 1988 endorsed the OPEN Reporting
System as the most viable system of appraising staff, it however,
provides the following modifications.

. It is obligatory for supervisors to set targets for their
subordinates. These targets should be in Quantity, Quality, Cost
and/or /Time.

Directors unlike the Permanent Secretaries were to be annually
evaluated.

Each Minister/Commissioner was expected to submit the Report of his
Ministry’s Performance to the President every year.
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. Evaluation was, thus , based on four criteria

. Actual Performance vis-a-vis Standards

. Character Traits

. Attendance and Punctuality at work

. Leadership Performance.

. Instrument for Performance Appraisal

Although there are various instruments that can be used for performance
appraisal; the one in use in some public service organisations is titled:
““Confidential Annual Performance Evaluation Report” . (APER Form
GEN 79) it has four parts viz:

Part 1:
Personal Record of Employee, which includes Job Description
and ad-hoc duties performed.

Part 11
To be completed by Reporting Officer. Here, the performance of
Officers reported upon is assessed. This also contains ratings.

PART IlI
This solicits; other information from reporting officer, such as
Training Needs, Promotability, Potentials and General Remarks
about officers reported upon.

PART IV
Countersigning Officer’ Report (if any): Here, the countersigning
officer who should be the overall Head of Department or
Organisation as the case may be, endorses or otherwise the
report. In addition, the last page of the form contains. “Notes on
Rating of Aspects of Performances in Paragraph 14” which
Reporting Officers are supposed to study carefully before
completing the APER Form.
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Ratings generally take the Likert Scale Form as indicated hereunder:

Table 2.1

SIN A |B |[C |D |E

1 Foresight

2 Penetration

3 Judgment

4 Expression on Paper

5 Oral Expression

6 Numerical Ability (if Applicable)

7 Relations with Colleagues

8 Relations with Public

9 Acceptance of Responsibility

10 | Reliability under pressure

11 | Drive and Determination

12 | Application of Professional/Technical
Knowledge (if Applicable)

13 | Management of Staff (if applicable)

14 | Output of Work

15 | Quality of Work

16 | Punctuality

Weighting (For Officers On Grade Levels 03 and Above)

mooOm>

(Excellent) - 12 points
Very Good - 10 ”
Good - 8 ”
Satisfactory - 6 ”
Poor - 4 7

When an officer, for instance, scores 6 As and 10 Bs, his % score is

6x12

10x1

72

0 100

172

The base is 12 x 16 = 192

% Score

172 x100 =89.58 = 90%
192 x 1

For officers on Grade Levels 01 and 02 the weighting is as follows:

3
2%
2
1Y%
1

mooOm@>

53



PSM 813

MODULE 2

Appraisal Interview

This is a component of the Open Reporting System. Here is a dialogue
between the appraiser and the appraisee. The persons to be interviewed
should have early notice and re-assured of the purpose of the meeting.
He should be asked to consider his own performance over the period to
be reviewed, noting the successes as well as failures, and the
contributory factors that had been present in either case. Furthermore,
the appraiser should prepare himself by studying the employee’s job
description and agreed standards of performance (and jointly kept to
date). He must ask himself.

. What overall results have been attained by the employee?
. Which results have been greater than forecast and why?
. Which results have been lower than forecast and why?

In these meetings, the appraiser must endeavour to put the employee at
ease —the setting should be as informal as possible. He should
acknowledge good work and show him where he could improve. By so
doing, the benefit of performance evaluation will be greatly enhanced by
the skillfully managed appraisal interview.

Criticisms of the Open Reporting System

This system has been highly criticised for: giving room to subjectivity;
assessing more of human characteristics rather than job performance;
Assessors operating to the “Gallery” that is pay glowing tribute to an
appraise with A ratings in the portion he will see and sign (Part II) and
providing a negative comment in the portion he does not see (Part I1l)
(Longe, 1984:6). Consequently, a new APER Form was introduced in
the Civil Service following the provisions of Decree No 43 of 1988.

3.1.3 The Target System

The New Civil Service Annual Performance Evaluation Report
CSAPER (Target Setting System of Report)

This is the new Performance Evaluation Reporting System to be used in
evaluating the level of achievement of tasks assigned to officers on
grade levels 01-07 in the Civil Service as against target set for each one
of them. While the inputs for carrying out the assessments are gathered
daily, weekly, monthly, quarterly etc, the report is completed on or after
31° December of every year.
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3.2 Format of the New APER

Two separate APER forms are designed for use throughout the Civil
Service.

The form with blue colour is designed for use by officers on grade levels
01 and 02 while the white form is designed for use by officers on grade
levels 03 and above. Essentially, each of the forms is divided into five
parts viz:

Part 1: Personnel Records/Particulars of the officers reported
upon

Part I1: Target setting, Achievement of target etc

Part Il1: Assessment of Performance, Aspects of Performance etc.

Part IV: Declaration by Reportee and Reporting Officer

Part V: Declaration by countersigning officer

The white form has 18 paragraphs while the blue has 13. Generally, the
form for officers on grade levels 03 and above is more comprehensive
for obvious reasons.

Weighting Procedure

In accordance with paragraph 59 of the Guidelines of the Civil Service
Reforms, “Annual Performance Evaluation Report” has been allocated
50% as part of the criteria to be used for promotion. In order therefore,
to be able to quantify each performance, the following weight ratings
should be applied:

Outstanding -
Very Good -
Good -
Satisfactory -
Fair -
Poor -

TmMmOoOOm®>
PN WAOOO®

There are four (4) broad headings in the new Guideline under which
officers are to be judged and reported upon. These are:

Job Assessment/General Ability = 14 points
Character Traits = 6 ”
Work Habits = 4 "
Leadership Performance at work = 4 points
= 28 points
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To arrive at the maximum points attainable, each of the above factors is
multiplied by 6 which is the maximum score allocated for an
outstanding performance. The grand total thus comes to (28 x 6) 168
points. Put differently, each of the above factors gives a maximum as
indicated as follows:

Job Assessment (14 x 6) = 84 points
Character Traits (6 x) = 36 ”
Work Habit (4 x 6) = 24”7
Leadership Performance = 24 points
= 168 points

If an officer scores 4 As and 10Bs in Job Assessment (General Ability),
His weightingwill be (4 x6 =24) + (10x5=50)= 74

84
If he scores 6Bs on Character Traits his weighting will be
5x6 = 30
36 points

If he scores 2 As and Bs in Leadership Performance

2x6=12)+(2x5=10)= 22
24 points

If he scores 2 As and 2Bs in Leadership Performance

=2x6=+(2x5 =10) 22
24 points

His total scores will be

Job Assessment (General Ability) = 74
Character Traits = 30
Work Habit = 22
Leadership Performance = 22

148

In order therefore to compute his total score in % as weighted on a
maximum of 50% we have.

148 x 100 or 148 x 50 = 44.04
168 2 168 1 50

Inherent Superiority of the New APER Form Over the Old One
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Unlike the existing APER Form, the reportee sees everything written on
him in the appraisal form before appending his signature.

Costs elements are introduced which novel in traditional Civil Service
are setting.

Officers are now to be assessed on the basis of target set, including
Performance Standards, previously agreed upon in relation to
achievements , unlike hitherto when targets were not specified , and
assessment was based on the amorphous job description or describing
achievements in jargons.

Date of submission of report to reporting officers is indicated to check
undue delay in completing reports.

Reasons are given for rating awarded

There is potential for increased dialogue between boss and subordinate
on matters relating to work.

It is assumed to be less Judgmental and emotional than the old one.

Much as attractive as it may appear, it requires courage, patience and
mental sophistication to operate the new scheme which appears more
complex than the old one. We must however submit that the public
service currently is divided in the use of the APER Forms. While some
public service organisations use the old ones as earlier pointed out,
others are using the new forms.

3.3 Organisational Problems of the APER Forms in The
Civil Service

We reproduce hereunder the submission of Omale (1992: 42-43) which
appears to capture the scenario in the service:

. The procedure for completion and submission of these reports is
such that it left a lot of room for fraudulent practices. The Civil
Service Commission has, for example, no way of knowing the
names and ascertaining the signatures of the officers responsible
for completing and countersigning the reports in the various
Ministries.  Under such a situation, an officer could get any
“friendly” senior officer to complete the form on him and get it
submitted to the Commission. The malpractice was made easier
to penetrate by the frequent and constant movements of staff
from Ministry to Ministry and thus, frequent changes in superior
and subordinate officers in the Ministries.
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Another problem connected with the evaluation reports is the use of
three consecutive years’ reports for consideration for promotion or
punishment. Again, perhaps due to large number of these reports and
the inadequacies of storage facilities as well as lack of knowledge of
storage /retrieval procedures, the incidence of missing reports were rife.
And when reports were missing, substitutes had to be written in arrears
and, of course, even where they were written by the same officers, they
were certain not to contain the same “facts” as the “lost one”.
Invariably, however, the officers who wrote the original ones would not
be available to write the substitutes and so they would have to be written
by officers under whom the officer reported upon never worked at the
material time, and this occasioned fake reports.

A third problem with respect to these reports is that, with the connivance
of clerical staff, officers who have adverse reports could retrieve them
from the Civil Service Commission and replace them with favourable
ones which they get written for them by “friendly” top officers.

4.0 CONCLUSION

What all these problems boil down to is that the tool which the
commission uses to assess officers for promotion and or discipline is
subject to “fakery” in very many ways. The consequence of this could
have been the advancement of those who least deserve it and the failure
to sanction those who deserve sanction. It is not possible to assess the
magnitude of such malpractices but when this is added to the
falsification of performance rating which arises as a result of fear or
favour, or lack of know-how in the appraisal of staff, one might be
correct to attribute much of the mediocrity and inefficiency in the Civil
Service to these phenomena.

5.0 SUMMARY

This unit commenced by explaining the concept of performance
appraisal. It then stated the objectives of performance appraisal which
should expose the performance of employees on the basis of which they
are either rewarded positively or negatively. The unit then described the
public service experience thus analysing the system used at various
periods such as the Confidential Reporting System, the Open Reporting
System; and the Target System. The unit finally identified inherent
problems with appraisal system in the public service.
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6.0 TUTOR-MARKED ASSIGNMENT

Compare and contrast the different systems of apprising staff in the Civil
service.
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1.0 INTRODUCTION

Simply put, promotion is the elevation or an advancement of an
employee from his present position to a superior position. The
understanding is that he is matured after relevant training and job
experience to be advanced. In other words, his current capabilities can
only be more fully realised in the advanced position. In the Civil
Service, this is done subject to availability of vacancies. In other words,
promotion is not a right but a privilege that must be earned. Similarly,
people face sanctions where their behavior in the work place runs
counter to the norms or standards.  This sanctions which is called
discipline is aimed at correcting the misbehavior.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

. explain the concepts of promotion and discipline

. outline the guidelines provided by the Civil Service Commission
on promotion Matters

. outline the disciplinary procedures in the Public Service.

3.0 MAIN CONTENT

3.1 Guidelines on Promotion Matters

The following guidelines on promotion matters are however, provided
by the Civil Service Commission:
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Promotion to Posts Graded Levels 02 - 06

(i)

(i)

(iii)

Junior Staff Committee (Headquarters/Local)

There shall be established in each Ministry/Extra-
Ministerial Office (as a delegated body)

a Junior Staff Committee which shall be empowered to
interview eligible officers and recommend their promotion
to posts graded Grade levels 02 — 06 to the Permanent
Secretary for approval and implementation. The
Committee shall also recommend to the Permanent
Secretary, for approval and implementation, the upgrading
and conversion of eligible officers to the grades.

The Ministry/Office shall forward returns on the
promotion of the affected officers to the Federal Civil
Service Commission within 3 weeks of the completion of
the exercise for purposes of information, monitoring and
statistics.

Movement Forms for gazeting action shall be signed by
the Director of Personnel Management of the
Ministry/Extra-Ministerial Office.

Promotion exercise shall be undertaken by the Junior Staff
Committee based on the following requirements:

Number of available vacancies

only officers who should have spent a minimum of 2 years
on a grade on the date of promotion shall be considered for
promotion to the next grade

seniority list of all the officers showing such antecedents
as state of origin, date of birth, dates of first and present
appointments

the APER for the last two years

where interview/examination is involved, marks shall be
awarded as follows:

Interview “ “ “ “ “ 70%
APER (11 (11 (11 (11 (11 20%
Seniority “ “ “ “ “ 10%
Overall P 1ss Mark™ “ “ “ “ 60%

Where the Scheme of Service prescribes the passing of an
examination as a condition for promotion, such
examination shall be regarded as a prerequisite for
consideration.

Officers who have pending disciplinary cases against them
shall not be considered for promotion until they are
cleared. An officer who is cleared from a disciplinary case
may be considered for notional promotion if his colleagues
have been promoted during that period provided that other
criteria for promotion are satisfied.

61



PSM 813

(b)

62

MODULE 2

Promotion to Posts Graded Grade Levels 07 - 14

(i)

(ii)

(iii)

(iv)

(v)

The Senior Staff Committee in each Ministry/Extra-

Ministerial Office shall be charged with the responsibility

of recommending eligible officers for

promotion/upgrading and conversation to posts on salary

Grade levels 07 - 14 to the Federal Civil Service

Commission.

There shall be one Senior Staff Committee in the Office of

the Head of the Civil service of the Federation to be

charged with the responsibility of recommending eligible

officers for promotion/upgrading and conversion to posts

on salary Grade Levels 07 — 14 to the Federal Civil

Service Commission in respect of the following pool

cadres:

. Administrative Officer/Executive Officer Cadres

. Library/Stores/Secretarial/Reportorial Cadres

Ministries that house cadres of pooled officers, such as

. Accountants

. Auditors (External)

. Engineers/Architects/Surveyors/Technicians, etc

. Information Officers

. Legal Officers

. Medical/Health and Auxiliary Officers, shall have
Senior Staff Committee which shall be charged
with the responsibility of recommending eligible
officers for promotion/upgrading and conversion to
posts on salary Grade Levels 07 — 14 to the Federal
Civil Service Commission.

The Permanent Secretary of