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ABSENCE FROM DUTY
NOTIFICATION OF.

The following conditions should be observed in regard to the notifica-
tions by officers or employees of their inability to attend duty on account
of illness or other causes:—

(1) If an officer or employee is unable to attend at the rostered hour
for commencing duty he must, where practicable, notify his officer-in-
charge before that time. If such notification does not indicate that the
absence is likely to extend beyond one day and a further day’s absence
is necessary, the inability of the officer or employee to attend for duty
on the second day also should be notified prior to the rostered hour for
commencing duty on that day.

(2) Notification may be made by Telephone or Telegram, or by written
or personal advice by a messenger. The post may be used only when
in the normal course a message sent by that means would reach the
officer-in-charge at or before the time of commencing duty.

(3) The officer-in-charge must record the time of receipt by him of
the notification.

(4) If the notification is not received at or before the time for com-
mencing duty but is received within one hour of that time, or, where
the time for commencing duty is before 9 a.m., the notification is
received not later than 10 a.m., the officer-in-charge may accept the
notification as if made at the required time.

(5) If notification is received later than one hour after the time of
commencing duty, or where the time for commencing duty is before
9 a.m., later than 10 a.m., the officer or employee shall be called upon
by the officer-in-charge to furnish an explanation for transmission to the
Chief Officer.

(6) If the delay in notification, (see either sub paragraph (1) or (2)) is
not satisfactorily shown to the chief officer as having been unavoidable,
the officer or employee may be required to forfeit pay for all the time
represented in the period from the rostered time for commencing duty
to the time of receipt of notification, irrespective of what other action
the Chief Officer may see fit to take in regard to non-attendance.

Ref. G.O. 5/A/1.

ACCIDENTS
COMMON RULE.

(a) Where an officer or employee sustains physical injury while on
duty and the chief officer has ascertained that the injury was attributable
to the act or omission of some person employed by the Department
other than the person injured, or was the result of a defect in Depart-
mental material or appliances, or where physical injury has been sus-
tained in protecting Government property from loss or damage, the

1
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officer or employee shall be granted leave of absence on full pay for the
duration of the absence necessitated by the injury up to a period of four
months. If at the expiration of four months it is shown to the satisfac-
tion of the Chief Officer that the injured person is unable to resume
duty the case shall be reported to the Board for decision as to whether
further leave of absence may be granted, and, if granted, on what terms.

Where leave is granted in accordance with the provisions of this sub-
clause such leave shall not be deducted from Sick Leave at credit of the
officer or employee at the time.

Where physical injury has been sustained under circumstances falling
within the terms of this sub-clause the Department shall pay the reason-
able transport, medical and hospital expenses bona fide incurred in con-
sequence of the injury.

(b) Where an officer or employee sustains physical injury that does not
bring his case within the terms of sub-clause (a) of this clause and it is
not proved to the satisfaction of the Chief Officer that the injury is attri-
butable to his serious and wilful misconduct the officer or employee shall
be granted leave of absence on half-pay for duration of the absence
necessitated by the injury up to a period of three months, and such leave
shall not be deducted from sick leave at credit of the injured person.

If at the expiry of three months it is shown to the satisfaction of the
Chief Officer that the injured person is unable to resume duty the case
shall be reported to the Board for decision as to whether further leave
of absence may be granted, and if granted, on what terms.

Where the case of an officer or employee falls within the terms of
this sub-clause and he has a credit of sick leave such credit shall be used
to bring his pay up to the full rate. If that is done his leave at credit
shall be reduced proportionately.

Where sick leave at credit is used to supplement the leave granted
under this sub-clause the leave at credit on full pay shall be absorbed
before leave at credit on half pay is utilized.

In the case of temporary employees granted leave under this sub-
clause, the credit of sick leave due shall be calculated, for the purposes
of this clause only, as if they had been permanently appointed as from
the date of the commencement of their current term of engagement.

Where the injury of the officer or employee is sustained under circum-
stances that bring his case within this sub-clause the Department shall
pay the cost of the Medical first aid rendered to the injured person when
the services of the person rendering such aid have been obtained on the
authority of a responsible officer or employee, and of transport of the
injured officer or employee to his home or to a hospital.

(ba) (1) Where personal injury by accident is caused to an employee
while he is travelling to or from work or while he is attending
any trade, technical or other training school which he is required
by the terms of employment by the Commonwealth, or is

2



expected by the Commonwealth to attend, the employee shall be
eligible for leave of absence in accordance with the provisions
of this clause as if the accident were an accident on duty.

(2) In this sub-clause “travelling to or from work” means travelling
between the employee’s place of abode and place of employment
by the Commonwealth and between either of those places and
any trade, technical or other training school which he is required
by the terms of his employment by the Commonwealth, or is
expected by the Commonwealth, to attend, but does not include
travelling during or after any substantial interruption of or sub-
stantial deviation from the shortest convenient route for any such
journey, made for a reason unconnected with his employment or
unconnected with this attendance at the trade, technical or other
school, as the case may be.

(3) For the purposes of the application of sub-clause (a) of this
common rule to injuries sustained during any period covered by
this sub-clause “act or omission” means an act or omission per-
formed or caused by the person responsible therefor (other than
the person injured) during a period when that person is acting
under the instruction of the Department.

(c) Where an officer or employee sustains physical injury under circum-
stances the nature of which is such that the chief officer regards the
action of the officer or employee as so meritorious in the public interests
as to warrant special consideration he shall be granted leave of absence
under the conditions set out in sub-clause (a).

(d) Nothing in this clause shall take away or reduce the rights of
officers or employees under the Workers’ Compensation Act 1912 or of
any act amending same, but no officer or employee shall be entitled to
receive benefits under this clause and under that Act at the same time.

(e) Where an officer or employee who has been granted leave with
pay in pursuance of this clause is in receipt of child endowment allow-
ance, such allowance shall continue to be paid during the period of
such leave.

(f) In this order “BOARD” means the Commonwealth Public Service
Board, and in respect of officers and employees not subject to the juris-
diction of the Commonwealth Public Service Board, includes the Minister
administering the Department or establishment in which such officers
and employees are engaged.

(g) Notwithstanding anything contained elsewhere in this Determina-
tion, where an employee has been injured necessitating leave of absence
from duty, and the Department is reimbursed the salary of the injured
employee by the party responsible for the injury or the representative of
such party, to the extent of absence from duty covered by the amount of
reimbursement, no deduction shall be made from the sick leave credits
of the employee concerned.

Ref. Arbitrators Det. No. 24/1925.
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METHOD OF PROCEDURE WHEN MAKING CLAIMS

On sustaining injury, by accident while on duty (which includes travel-
ling from home to home) the employee reports the accident to his senior
officer on the appropriate official forms. Statements are added to the
report to provide all relevant facts so that all the circumstances of the
accident are made known to the employer.

The employer (through a section of the Personnel Branch) then for-
wards to the employee all the forms necessary to be completed to lodge
a claim for Compensation payment or reimbursement of medical
expenses.

It is the completion and return of these forms which makes the claim.
The report of the accident to the employer does not mean that a claim
is made.

The employee is allowed six months from the date of the accident to
complete and return the claim forms.

The legal limit for lodgement of a claim is six months, and a claim
legally cannot be considered if submitted after six months.

On the return of the Claim forms from the employee, the employer,
(the Personnel section of the Department) submits the claim to the
Commissioner for Compensation in Canberra.

The Commissioner is empowered by the Act to determine all matters
in regard to the claim. He can seek medical opinions, either from
C.M.O.’s or outside medical men, and he uses these opinions to make his
decision to allow or disallow the claim.

The Commissioner’s decision is final and can be upset only by an
appeal to a County Court made within 30 days from date of service of
notice of the Commissioner’s decision to the claimant.

The Department (as the employer) does not make the decision. Its
function is to present to the Commissioner all relevant facts and handle
the various forms, etc., associated with the claim.

REIMBURSEMENT OF FARES (Remote Districts)
(1) Where—
(a) an officer is stationed in a locality at which there is no resident
medical practitioner; and
(b) illness of, or accident to—
(i) the officer;
(i) his wife; or
(iii) his children (if any) who are under the age of eighteen years or
who, being dependent on him, are certified by a duly qualified
practitioner to be permanent invalids, necessitates that persons
removal for medical attention or a visit of a medical practi-
tioner, the Chief Officer may authorize reimbursement to the
officer of the amount by which the cost of transport for that
purpose exceeds Three Pounds.
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(2) In any case of removal where the circumstances necessitate the sick
or injured person being accompanied by an attendant, cost of transport
shall include the conveyance of attendant.

(3) No claim for reimbursement shall be approved unless accompanied
by a medical certificate that the removal or visit for medical attention
was necessary. The medical certificate shall state the nature of the
illness, and, if the Chief Officer is of the opinion that the illness or injury
was due to circumstances within the person’s own control, he may refuse
payment.

(4) Cost of transport shall mean only the actual charge incurred in
steamer, rail, motor, or other fares, inclusive of return journey, or
mileage rate, inclusive of return journey, in obtaining the nearest medical
aid, and shall not include any other expenses en route.

Reg. 98A.

ALLOWANCES
CAR OR CYCLE (See under “Regulation 907).
CLIMBING RADIO MASTS.

None up to 64 ft., 65-200 ft. 1/- hr. with minimum of 2/-, 200 ft.
and over 2/- hr. Ref. D.G.’s Memo G37/8249.

DISTRICT, RATES AND CONDITIONS. Reg. 101.

(1) The following shall be the rates of district allowances which may
be paid to officers living in localities where the climatic conditions are
severe, or at isolated stations, or in places where, owing to their situa-
tion, the cost of living is exceptionally high:—

Grade Married Officer Unmarried Officer
£ £
I 40 20
1I 60 30
111 90 50
v 120 70
v 150 90
VI 200 120
VII 2951 175

(2) If a married officer maintains his family, he shall be granted the
district allowance prescribed as payable to a married officer whether or
not his family resides with him in the locality in respect of which district
allowance is payable.

(3) For the purpose of this regulation—

(a) an officer who—

(i) is a widower or a widow supporting dependant children under
the age of 18 years or supporting dependant children who are
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certified by a duly qualified medical practitioner to be perman-
ent invalids; or
(i) is maintaining a home or supporting dependant children in
circumstances which, in the opinion of the Board, justify his
being deemed a married officer, shall be deemed a married
officer; and
(b) a married female officer, not being an officer who is deemed to be
a married officer under the last preceding paragraph, and a married
officer whose wife is employed by the Commonwealth and is receiv-
ing district allowance, shall be deemed to be an unmarried officer.

(4) Officers under eighteen years of age shall not be entitled to the
full allowance appropriate to unmarried officers but shall be entitled to
half that allowance.

CLASSIFICATION OF DISTRICTS.

The Board may, from time to time, upon approval by the Governor
General, classify localities, for the purpose of district allowances, in
grades as provided in the last preceding regulation, raise or lower the
classification of any locality, or remove any locality from the classified
list. Ref. Reg. 102.

TEMPORARY RESIDENCE IN ALLOWANCE LOCALITIES.

District allowances shall not be payable, in addition to travelling or
relieving allowances, to officers while temporarily stationed in localities
in respect of which district allowances are usually payable, but the Board
may, in special circumstances, increase the prescribed travelling or reliev-
ing allowance payable to an officer while stationed in such a locality.

Ref. Reg. 103.

HIGHER DUTIES.
Eligibility for Payment
(1) An officer may be called upon to perform temporarily the duties
of an office having a higher classification than his own.

(2) Subject to this clause, an officer who performs all the duties of a
higher office shall be paid in respect of the performance of those duties
an allowance equal to the amount of the difference between his own
salary and the minimum salary of the higher office.

Ref. Det. 32 of 1956 Clause 2.

PERIODS TO BE REGARDED AS SERVICE IN HIGHER

POSITIONS.

(a) Subject to paragraph (c) of this Order, where the maximum salary
of the position in which an officer acts does not exceed £1,188 per
annum, the acting officer is eligible for payment of higher duties allow-
ance for the full period of acting service in the higher position.

(b) Where the maximum salary of the position in which an officer
acts exceeds £1,188 per annum, the acting officer is eligible for payment
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of higher duties allowance only where the period of acting service is
continuous for one week or longer. Any continuous period of acting
service of less than one week shall be disregarded for all purposes.

(c) Sub-clause (5) of clause 2 of the General Conditions of Service
Determination (No. 32 of 1956) provides that an officer who performs
the duties of a higher office for a period of less than one day shall not
be entitled to payment for that period nor shall that period count as
service in the higher office for the purpose of that clause.

The provisions of this sub-clause apply only where the total continu-
ous period of acting service is less than the equivalent of a full day or
shift.

Where an officer performs higher duty in a continuous period which
is at least the equivalent of one full day or shift, even though the duty
extends from one day to the next, he should be paid for the full period
of acting service in the higher office.

(d) Duty performed in a higher position for a full shift on a Sunday,
on a public holiday or on a Saturday in positions where Saturday is not
a normal working day, will be credited as higher duties service in the
same way as service on any normal working day. Ref. G.O. 7/A/1.

PERIODS TO BE REGARDED AS SERVICE (JUNIORS AND
MINORS) IN HIGHER POSITIONS.

Where an officer under 21 years of age acts in a higher position for
which rates for minors are not prescribed, he is eligible for higher duty
allowance to raise his salary to the amount he would receive if perman-
ently promoted to the higher position, i.e., he is paid as an adult officer
while acting.

The Board stresses the undesirability of allowing minors to act in
positions for which only “adult” rates are prescribed, and asks Chief
Officers to ensure that such cases should be permitted only after ensuring
that no suitable adult officer is available. Ref. G.O. 7/A/8.

Less than 1 week

(3) Unless the Board in special circumstances otherwise determines, an
officer who performs the duties of a higher office the maximum salary of
which exceeds £1,188 per annum in the case of a male officer or £1,034
per annum in the case of a female officer for a period of less than one
week shall not be paid an allowance, and that period shall not be
included in any period of service for the purpose of this clause.

Ref. Award.

Note. The Board has agreed to pay higher duty allowance to officers
acting as Senior Technician (Telecom), for periods of one day or over.
Less than 1 day

(5) An officer who performs the duties of a higher office for a period
of less than one day shall not be entitled to payment for that period and
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that period shall not be service in the higher office for the purposes of
this clause. Ref. Award.

Officer has not attained age of 22 years.

(4) Where an officer who has not attained the age of twenty-two years
performs the duties of a higher office for which rates of salary payable
to such an officer are specifically prescribed, he shall be paid an allow-
ance of an amount equal to the difference between the salary rate for his
age in his own office and the salary rate for his age in the higher office.

Ref. Award.

Increments While Acting

(6) Where an officer temporarily performs the duties of a higher office
for a continuous period of more than twelve months after the date on
which he first commenced to perform those duties, he may, after the
completion of each period of twelve months’ performance of those duties,
be granted increments of allowance of the same amounts as are payable
as increments of salary to an officer occupying the higher office.

Ref. Award.

Where previous periods aggregate total of more than 12 months.

(7) Where an officer temporarily performs the duties of a higher office
in periods that are not continuous but aggregate in the total a period of
more than twelve months, he may, at the completion of each such total
period of twelve months, be granted an increment of allowance of the
same amount as is payable as an increment of salary to an officer
occupying the higher office if—

(a) in the case of the first increment, the total period of twelve months
performance of higher duties is completed within the period of
twenty-four months that immediately precedes that completion; and

(b) in the case of any subsequent increment, the total requisite period
of performance of higher duties is completed within the period of
time equal to twice the total period of performance of duties of the
higher office that immediately precedes that completion.

(8) For the purposes of the last two preceding sub-clauses, perform-
ance of the duties of another office having the same classification as, or
a higher classification than, the higher office shall be deemed to be per-
formance of the duties of the higher office.

(9) Paragraph (b) of sub-clause (7) of this clause does not operate so
as to authorise the grant of an increment to an officer unless he has
received the first or a subsequent increment in the allowance payable
under this clause for a period of twelve months.

Ref. Award.
INCREMENTAL DATE

(10) For the purpose of determining the date from which an increment

in an allowance is payable under this clause, or whether service is con-
tinuous, absence on—



(a) public holidays:

(b) recreation leave;

(c) leave granted under clause 3 of this determination except as pro-
vided in paragraph (d) of this sub-clause;

(d) leave not exceeding in all six days in any twelve months granted
under clause 3 of this determination for the purpose of preparing a
case for submission in proceedings under the Public Service Arbitra-
tion Act 1920-1955 or in proceedings before the Industrial Registrar
or Deputy Industrial Registrar;

(e) leave granted under Regulation 45 of the Public Service Regula-
tions;

(f) accident leave granted under an order or determination made by
the Public Service Arbitrator;

(g) sick leave not exceeding the periods specified in the next succeed-
ing sub-clause;

(h) other authorized leave not exceeding in all six days in any twelve
months; and

(i) leave granted under section 72 of the Public Service Act, shall be
deemed to be performance of duty in a higher office, if the officer
resumes duty in the same office or another office of higher classi-
fication than his own at the expiration of the absence.

Ref. Award.

Sick Leave whilst acting.

(11) For the purpose of sub-clause (10), sick leave means only such sick

leave as is granted for the following periods:i—

(a) leave not exceeding two weeks granted during the first period of
twelve months’ service, either continuous or in broken periods, in
the higher office;

(b) leave not exceeding four weeks granted during the second period
of twelve months’ service, either continuous or in broken periods,
in the higher office, less any period of leave not exceeding two
weeks granted during the first period of twelve months’ service in
the higher office; and

(c) sick leave granted in any subsequent period of twelve months’ ser-
vice in the higher office not exceeding a period calculated on the
basis of two weeks’ leave for each completed period of twelve
months’ service in the higher office, less any period of leave granted
during previous service in the higher office.

Ref. Award.

ALLOWANCE TO BE PAID DURING CERTAIN ABSENCES
(OTHER THAN PUBLIC HOLIDAYS).
(a) An officer receiving higher duties allowance may continue to be
paid such allowance during the following absences, provided he per-
formed the higher duties on the days immediately preceding and succeed-
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ing such absences; provided, further, that the officer would have been
required to act in the higher position, and would have received the

allowance had he been on duty during the periods in question:—
(i) If the officer has not acted for twelve months as defined—

(A) Absence on sick leave, war service sick leave, or emergency
leave with pay not exceeding three days in any one year, and
leave granted under sub-regulation (3) of regulation 50 (which
see under “LEAVE” SPECIAL) for the purpose of attendance
at any examination which under the regulations is required to
be passed as a condition of advancement. Where an officer is
granted leave with pay for the purpose of attendance at a univer-
sity of other external examination not necessarily as a condition
of advancement but in connection with which the studies under-
taken are regarded as increasing the officers efficiency in the
Service, higher duties allowance may be continued subject to
the period of absence, including absence on sick or emergency
leave with pay, not exceeding three days in any one year.

(B) Leave (“Jury Service”) granted under Regulation 45A. (See
under ‘“Leave”).

(ii) If the officer has acted for at least twelve months as defined during
the preceding two years and, subject to the proviso re recreation
leave, performs higher duty on the days immediately prior to and
following the periods of absence, payment of allowance may also
be continued during the following absences:—

(A) Recreation leave, provided that if an officer has performed
higher duties without a break for at least twelve months and
whilst so acting proceeds on recreation leave, payment of higher
duty allowance may be continued during the period of leave
notwithstanding the officer might not resume duty in a higher
position at the expiration of leave. In addition, payment of
higher duty allowances shall be continued during a period of
recreation leave which is included in a period of furlough, pro-
vided the officer would have continued to act in the higher posi-
tion but for his absence on recreation leave and furlough.

(B) Leave granted with pay under section 69 of the Public Service
Act (i.e. “Leave of Absence to attend proceedings under Public
Service Arbitration Act) for a period not exceeding twelve days
in any one year or leave granted under regulation 52 (i.e. “Arbi-
tration Leave with Pay”).

(C) Leave granted under regulation 45 (2) and (3). (“Subpoenaed or
called as witness” which see under “LEAVE”).

(D) Accident leave granted under prescribed conditions (see under
“Accidents”).

(E) Ordinary sick leave with pay not exceeding two weeks in any
twelve months, i.e., twelve months on and from the date of first
absence after completion of twelve months higher duty service.
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(F) Leave granted under sub-regulation (3) of regulation 50 (see
under “LEAVE” Special) for the purpose of attendance at any
examination which, under the Regulations, is required to be
passed as a condition of advancement.

(G) Other leave with pay not exceeding three days in any one year.

(H) Leave granted under sub-regulation (2) of regulation 50.

(b) Notwithstanding anything contained in sub-paragraph (a) (i) of
this order, an officer who has had continuous higher duty service (i.e.
continuous without a break) for not less than twelve months may be
paid higher duties allowance during absences on sick leave within the
limits of available sick leave credits to the following extent, provided
that, but for the absence on sick leave, the officer would have continued
to act in the higher position—

During the second year of continuous higher duty service—up to four

weeks;

During the third year of continuous higher duty service—up to six
weeks;

During the fourth year of continuous higher duty service—up to eight
weeks;

less any sick leave already granted with continued payment of higher
duty allowance during the continuous period of higher duties service.
Further sick leave on the basis of the foregoing may be granted in
respect of continuous higher duties service in excess of four years. Where
the period of continuous higher duties service includes service in more
than one position, the rate of payment of higher duties allowance under
this paragraph will be that received by the officer immediately prior to
proceeding on sick leave.

(¢) Where an officer is absent on accident leave or on ordinary sick
leave, payment of higher duties allowance to the extent permitted under
paragraph (a) of this order should be dealt with in the following
manner:—-

(i) If officer paid full salary—full rates of higher duties allowance
to be paid.

(ii) If absent on half salary—half allowance to be paid.

(iii) If paid under the terms of Commonwealth Employees’ Compensa-
tion Act—no higher duties allowance to be paid.

(d) Where the period of leave exceeds that laid down in paragraph (a)
of this order the officer should be paid allowance up to the period author-
ised (e.g., in the case of sickness, three days under Order No. 7/A/16
(a) (i) or two weeks under Order No. 7/A/16 (a) (ii), provided that, but
for his absence on leave, he would continue to perform higher duties
service to the extent of the period for which payment of allowance is
permitted.

Ref. G.O. 7/A/16.
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PAYMENT DURING PUBLIC HOLIDAYS.

The following rules shall apply to payment of higher duties allowance
during public holidays:—

(i) Where an officer acts in a higher position on the day before and
the day after the holiday the allowance should be paid.

(ii) Except as provided in (iii) hereunder where a public holiday or holi-
days occur at the beginning or at the end of a period of leave payment
of higher duties allowance in respect of such holiday or holidays should
be made provided that the officer would otherwise have acted in the
higher position on the day or days concerned.

(iii) Where an officer is required to perform higher duties immediately
prior to and subsequent to the Christmas and New Year holidays and
is granted leave on the working days intervening between the holidays,
he may be paid higher duties allowance in respect of the holidays pro-
vided that but for the leave he would otherwise have continued to per-
form the higher duties.

(iv) Where an officer acting in a higher position is granted leave and

a public holiday or holidays occur during such leave, he should be paid

in respect of the holiday or holidays at the rate of which he is paid for
the leave.

Ref. G.O. 7/A/17.

Incremental advancement on permanent appointment where Officer has
previously acted.

(12) Where an officer who is performing the duties of a higher office
is permanently promoted to that office, he shall not suffer any reduction
in his remuneration, and he may receive the same increments as if he
had, during the period of his temporary service in the higher office, been
the permanent occupant of that office.

(13) Where an officer is permanently promoted to an office and, prior
to his promotion, has performed the duties of a higher office of the same
classification as the office to which he is promoted but is not performing
those duties when he is promoted, the period for which he performed
those duties shall be taken into account for the purposes of his incre-
mental advancement in the same manner as it would have been taken
into account under sub-clause (6) of this clause if he had not been
promoted. Ref. Award.

When promoted to lower classification.

(14) Where an officer who is or has been performing the duties of a
higher office is promoted to an office which is of lower classification than
the office the duties of which he is or has been temporarily performing,
his remuneration upon promotion shall be the same as the remuneration
which he would have received had his period of service in the higher
office been service in the office of lower classification.
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When salary is above the minimum payable in the higher office.

(15) Where an officer performs the duties of a higher office and is in
receipt of a salary above the minimum salary payable to the occupant of
the higher office, he shall, upon commencing to perform the duties of the
higher office, be paid such allowance as will cause his total remuneration
to be the same as that which would have been payable under Regulation
109B of the Public Service Regulations if he had been promoted to the
higher office. Ref. Award.

(16) Where an officer temporarily performs the duties of an office the
conditions of service of which differ from those of the office normally
occupied by the officer, he shall be subject to the first-mentioned condi-
tions as though he were the permanent occupant of the office.

Ref. Award.

Salary bar.

(17) Where an officer temporarily performs the duties of a higher office
the maximum salary of which, including allowances in the nature of
salary, is not less than £2,358 per annum in the case of a male officer or
£2,204 per annum in the case of a female officer, the preceding provi-
sions of this clause do not apply, but the officer may be paid in respect
of the performance of those duties an allowance of such amount, and
subject to such conditions, as the Public Service Board or other employ-
ing authority determines. Ref. Award.

Officer not performing all the duties.

(18) Where an officer temporarily performing the duties of a higher
office does not perform all the duties of that office, he may be paid in
respect of the performance of those duties an allowance of such amount,
and subject to such conditions, as the Public Service Board or other
employing authority determines.

Ref. Award.

Regarded as salary for other allowances.
(19) An allowance granted under this clause shall be regarded as salary

for the purposes of calculating travelling and meal allowances and pay-
ment for extra duty service and excess travelling time. Ref. Award.

LIVING AWAY FROM HCME
OFFICERS APPOINTED TO STATIONS AWAY FROM HOME

Where an officer is appointed or transferred to an office the duties of
which necessitate his residing away from home, he may be granted such
allowances as the Board determines. Ref. Reg. 96.

APPLICATIONS.

Applicants for living away from home allowance should be required
to complete the particulars shown on P.S.B. Form 29, and supply a
certificate from parent or guardian and a boarding certificate, as pro-

vided for on the form. Ref. G.O. 8/B/1.
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ALLOWANCE NOT TO BE REGARDED AS SALARY.

The allowance is not to be regarded as salary for the purpose of com-
puting overtime or any other penalty payment, the rate of which depends
on salary. Ref. G.O. 8/B/2.
SALARY AND INCREMENTS.

The allowance is subject to reduction by the amount of any incre-
ments, or any other salary increases granted subsequent to the date of
approval of the allowance. Ref. G.O. 8/B/3.
PAYMENT OF ALLOWANCE DURING ABSENCE, ETC.

(a) Subject to sub-paragraph (b) of this order, the allowance should be
continued during any authorized leave with pay. However, if the officer
or employee is on Sick Leave on reduced pay the circumstances should
be referred to the Public Service Inspector for decision as to the allow-
ance payable.

(b) Payment of the allowance may be continued up to a period of one
month to an officer or employee who returns to his home during absence
or leave. Should the absence extend beyond one month and the officer
continue to reside at home, payment of allowance should cease.

(c) The allowance should not be paid during any period of leave with-
out pay. Ref. G.O. 8/B/4.

NEW APPOINTEES TO BE ADVISED OF ELIGIBILITY.

The conditions under which living away from home allowance is pay-
able should be brought under the notice of junior officers or employees
on their appointment, in order that those eligible might make application
for the allowance. Ref. G.O. 8/B/S.
DATE FROM WHICH PAYABLE.

Except where otherwise determined by Public Service Inspector the
approved allowance should be paid from the date of eligibility, irrespec-
tive of the date of application. Ref. G.O. 8/B/6.
ALLOWANCES PAYABLE IN ADDITION,

The following allowances are payable in addition to any allowance
granted for living away from home:—

(i) District allowance.

(if) Allowance—sleeping on Office Premises (Reg. 95)—provided that
reduction may be made in amount of living away from home allowance
by reason of any saving in cost of board and lodging owing to the
officer or employee sleeping on official premises.

Ref. G.O. 8/B/7.
REVIEW OF ALLOWANCE.

An officer or employee receiving an allowance for living away from
home should at the end of each quarter be required to submit a state-
ment that he is still living away from home and is eligible for the allow-
ance.

Ref. G.O. 8/B/8.
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TRANSFERS OR CHANGE OF ADDRESS.

Where an officer who is in receipt of an allowance for living away
from home is transferred or changes his address, he should advise his
Chief Officer immediately of the date on which he takes up residence at
his new address, the amount paid thereat for board, etc., and whether he

is boarding with relatives.
Ref. G.O. 8/B/9.

LIVING AWAY FROM HOME (MARRIED OFFICER).

(1) Where a married officer is stationed at an office where the quarters
provided are temporarily not available for occupancy, or where an
officer, upon transfer, cannot enter into occupancy of quarters or private
residence through unavoidable delay in transmission of furniture and
household effects, and the officer is therefore obliged to reside for the
time being with his family at an hotel or other house of accommodation,
the Chief Officer may grant the officer an allowance equal to the differ-
ence between ordinary household expenditure and cost of board and
lodging, but not exceeding half the cost of board and lodging of himself
and his family, unless the Board, having regard to the special circum-
stances of the case, otherwise approves.

Provided that such allowance shall not be paid for more than one
month except upon the approval of the Board.

(2) In the case of a married officer transferred to a station where
quarters are not provided, and his family have removed with him to the
station, an allowance in accordance with the last preceding sub-regulation
may be granted upon evidence to the satisfaction of the Chief Officer
that suitable premises for residence are not available at the time the
officer reaches his new station.

Payment of allowance beyond a period of three months shall be sub-
ject to the approval of the Board. Where the officer’s family have not
removed with him to the station, he may be granted such allowance as
may be determined by the Board upon satisfactory evidence of increased
expenditure.

Ref. Reg. 97.
WHEN ALLOWANCE SHOULD BE DISCONTINUED.

Payment of allowance under Regulation 97 should not be continued
when the officer or employee is absent on—

(i) Recreation or Sick Ieave.

(ii) Furlough.

(iii) Official Duty.

However, an officer or employee may be re-imbursed any continuing
expenses necessarily incurred at headquarters during the period of his
absence where these are of a kind which would not be incurred if he
were properly established at the new location. An application for pay-
ment of allowance in these circumstances should indicate the continuing
expenses incurred at headquarters and the necessity for these to be con-
tinued. Ref. G.O. 9/K/5.
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MARRIED MINORS.

(1) Where a married male officer who has not attained the age of
twenty-one years is in receipt of an actual salary at a rate less than the
minimum rate of actual salary payable to an adult officer occupying the
office of laborer, grade 1, or if a higher minimum rate of actual salary is
payable under a determination of the Public Service Arbitrator to an
adult officer occupying that office, the salary of such a married male
officer is less than that higher minimum rate, that officer shall be paid
an allowance of an amount equal to the difference between the rate of
actual salary payable to him and that minimum rate of actual salary or
that higher minimum rate of salary, as the case requires.

(2) Where the salary of an officer in receipt of an allowance under
this regulation is increased, the allowance payable to him shall be
reduced by the amount of the increase, and upon the officer attaining
the age of twenty-one years, the allowance shall cease to be payable.

Ref. Reg. 87B.
MEAL (COUNTRY STAFF).

An allowance of 2s. 6d. shall be paid to employees at country stations
when they are away from head-quarters during the midday meal hour,
providing the officer in charge certifies that the employee was sent away
from his usual station without notice immediately before leaving home
and without an opportunity of visiting his home and arranging for a
meal, and was not within 4 miles of his station between the hours of
12 noon and 2 p.m. Ref. Award.

MEAL (OVERTIME).

(1) Subject to this clause, an employee who—

(a) after the completion of his ordinary duty for the day is required
without a break for a meal to perform extra duties up to the com-
pletion of or beyond the meal period next occurring after com-
pletion of that ordinary duty;

(b) is required, after the completion of his ordinary hours of duty for
the day, to perform duty after a break for a meal which occurs
after that completion and is not entitled to payment for that break;

(c) is required to perform extra duty after two o’clock in the afternoon
on a Saturday (or the day normally allowed to him as the weekly
half holiday) after a meal break and is not entitled to payment for
that meal break; or

(d) is required to perform duty on a Sunday or public holiday (in addi-
tion to his normal weekly hours of duty) extending beyond a meal
break and is not entitled to payment for that meal break;

shall be paid a meal allowance, in addition to overtime (if any) at the
rate of eight shillings. Ref. Award.

MEAL (OVERTIME FIVE DAY WEEK AND OR SHIFT WORKER).

(a) An officer or employee who completes his normal weekly hours of
duty Monday to Friday and who is required to perform extra duty on a
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Saturday extending beyond a meal break and is not entitled to payment
for that meal break; and

(b) A Shift worker who, in addition to his normal weekly hours of
duty, is required to perform duty on his rostered day off extending
beyond a meal break and is not entitled to payment for that meal break,
may be paid a meal allowance at the prescribed rate, subject to the usual
conditions. Board Circular 1959/12.

MEAL (ABSENCE NOT EXTENDING OVERNIGHT).

No allowance, other than for expenses necessarily incurred, shall be
paid under this regulation, in any case where an officer is not required
to be absent from his head-quarters over night.

Ref. Reg. 75A (4).

OUT OF POCKET EXPENSES.

(a) An officer or employee absent from his head-quarters or temporary
head-quarters, whose absence does not extend overnight, may claim pay-
ment for meals as under, if expense has been incurred in the purchase of
a meal or meals during his absence—

(i) If absent for breakfast only he may claim expenses for that meal.
To be considered as having been absent for breakfast he must have
departed from his home not later than 6.30 a.m.

(ii) If absent for lunch only he is not entitled to claim for that meal.
To be considered as having been absent for lunch he must have been
absent from his head-quarters during his usual lunch period. Vide
(i) and (iv).

(iii) If absent for dinner only he may claim expenses for that meal. To
be considered as having been absent for dinner he must have returned
to his head-quarters not earlier than 7.00 p.m. or to his home not
earlier than 7.30 p.m.

(iv) If absent for two meals he may claim expenses for one meal. To be
considered as having been absent for two meals he must have been
absent for any two meals as shown in (i), (i) and (iii).

(v) If absent for at least twelve hours, and such absence covers three
meals as shown in (i), (ii), (iii), he may claim expenses for three meals.

(vi) The amounts payable as expenses for meals will be those prescribed
in Public Service Regulation 68 (1) for dinner. All officers and
employees, irrespective of salary, should be allowed Ss. 6d. for break-
fast or for lunch.

(b) In applying this order, reimbursement may be made only where
expenditure on meals is incurred. Any meal or meals supplied free of
additional charge by the transport authority may not be included in the
calculation of the amount to be reimbursed.

Ref. G.O. 8/G/2.
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USE OF OFFICERS’ OWN MOTOR TRUCKS, MOTOR CARS OR
CYCLES ON OFFICIAL BUSINESS. See under Reg. 90.

SUBURBAN RELIEVING.

Any employee relieving at a suburban station shall be paid an allow-
ance of 2s. 6d. per day and fares in excess of usual daily fare (if any be
necessary) in cases in which the station at which he is relieving is further
from his home than his head-quarters; and 3s. per day if the performance
of his duties reasonably requires him to be absent from his home for
twelve hours or more on such day:

Provided that this clause does not apply to employees on the per-
manent relieving staff, and as to any particular job it shall not apply
for more than one week.

Ref. Det. 2/1939 Clause 13.

SUBURBAN, DEFINITION OF “USUAL STATION”.

The term “USUAL STATION” used in Reg. 80 means the place at
which an officer normally performs duty from day to day. If an officer
is transferred from a permanent office to the Unattached List, his
“USUAL STATION” for the purpose of Reg. 80 is—

(i) the office at which he performs duty from day to day when not on
relieving duty; or

(ii) if not performing duty from day to day at a particular office—

(A) the office at which he was last permanently stationed if that
place or office was outside the city area;

(B) the departmental central or principal branch office of the capital
city in which the officer is located if the officer normally works
within the city area.

Ref. G.O. 8/D/1.

SUBURBAN, DEFINITON OF, “FURTHER FROM HIS HOME
THAN HIS USUAL STATION”.

The words “further from his home than his usual station” in Reg. 80
should be interpreted to mean—

(i) that the distance between home and temporary station must be
greater than the distance between the officer’s home and his usual station
as measured by the most direct routes followed by conveyance available
to the general public in each case; or

(ii) if the distance is not greater as in (i), more time occupied in travel-
ling by means of such conveyance.

Ref. G.O. 8/D/3.

SUBURBAN RELIEVING. “Allowance not payable in addition to
E.T.T.”

Reg. 69 and the relative determination provision provide that suburban
relieving allowance shall not be paid in addition to E.T.T., but whichever
amount is greater shall be paid. Ref. G.O. 8/D/6.
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TRAVELLING AND RELIEVING.

(1) Subject to these Regulations the following shall be scale of travel-
ling allowances for all officers and temporary employees:—

Allowance — Capital Cities.
Where Salary or Maximum Salary First After Twenty-one Days’
Ll O co s Twenty-one Residence
Days’ Married Unmarried
Residence Officer Officer
Male Female Per Day Per Week Per Week
£ d. ER S SNl

£968 and under |£814 and under | 2 14 0 14 11 0 Bl )
£969 to £2,877 |£815 to £2,723 3 8 0118 6 0 |11 18 O

£2,878 and over [£2,724 and over {3 17 0 120 17 0 |13 11 O
Allowance—Other than Capital

City Rate.
First After Twenty-one Days’
Twenty- -one Residence
Days Married Unmarried
Residence Officer Officer
Per Day Per Week | Per Week
3 g & Gl s M Tt Gl

S.
IO S3IR08 IS 830
13 8 0814 0

=%

S
£1,737 and under|£1,583 and under{ 2 6
£1,738 and over |£1,584 and over |3 O

(2) Notwithstanding anything contained in sub-regulation (i) of this
regulation, the travelling allowance payable to an officer acting as a
member of an Appeal Board or a Board of Inquiry shall be at the rate
of Three Pounds Seventeen Shillings per day.

(3) Where allowance has been paid under this regulation for eight
weeks’ residence in one locality, the Chief Officer shall submit the case
to the Board for review. No such allowance shall be continued beyond
three months without the concurrence of the Board, and if, upon review,
the Board considers the amount excessive, it shall be discontinued or
reduced to such amount as the Board thinks fit.

(4) No allowance, other than for expenses necessarily incurred, shall
be paid under this regulation, in any case where an officer is not required

to be absent from his headquarters over night.
Ref. Reg. 75A.

BASIS FOR DETERMINING AMOUNT OF TRAVELLING

ALLOWANCE ON REVIEW

(i) Married officer, who while on temporary transfer, continues to
maintain family in a home at permanent headquarters—

Grant allowance equal to the amount paid by the officer for board and
lodging at the temporary station, plus 6/- p.w. for incidentals, plus the
amount claimed on P.S.B. Form 38 for laundry, but not exceeding 13/6
p.w. for laundry (but see para. 10(iv) re laundry and incidentals in dis-
trict allowance localities).
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(ii) Married officer, who, ordinarily maintains a home at headquarters,
but has, at his own expense removed his family to the temporary station
and resides in a boarding establishment thereat.

Grant allowance equal to the amount paid by the officer for himself
and his family for board and lodging at temporary station, less the total
amount specified for rent and food in the scale of living costs according
to the officer’s income group and family category, but not exceeding the
amount which the officer would have received under (2) (i) above.

Where an officer in these circumstances claims continuing expenses are
incurred at headquarters for retention of accommodation, or mainten-
ance charges and other continuing expenses at headquarters, Form P.S.B.
38 should be forwarded to the Board through the local Inspector for
assessment of the rate of allowance payable on review.

(iii) Married officer, who

(a) owns or is purchasing a home at permanent headquarters;

(b) normally boards with his family at permanent headquarters;

(c) rents an unfurnished or furnished home at permanent headquarters;
and who has, at his own expense, removed his family to the temporary
station, and resides thereat in a furnished house or flat—

Form P.S.B. 38 is to be submitted to the local Public Service Inspector
for determination of the allowance payable on review.

(iv) Married Officer, who does not ordinarily maintain a home at per-
manent headquarters and who proceeds to temporary station alone—
Grant allowance as for an unmarried officer (see below).

(Note. Where a married officer, whose travelling allowance on review
is to be assessed in accordance with this instruction, is on temporary
transfer to a district allowance locality, he should be treated, for addi-
tional allowance purposes, as a married officer.)

(v) Unmarried Officer, with no continuing expenses at headquarters or
where such continuing expenses merely cover such items as retention of
room or care of personal effects and are covered by receipts.

If cost of board and lodging at temporary station plus reasonable con-
tinuing expenses (if any) at headquarters is higher than the cost of board
and lodging at headquarters, grant allowance equal to the difference,
plus the amount admissible for laundry charges in accordance with para-
graph 3 hereunder.

If the cost of board and lodging at temporary station together with the
amount admissible for laundry charges in accordance with paragraph 3
hereunder plus reasonable continuing expenses (if any) at headquarters,
is not greater than the cost of board and lodging at headquarters, allow-
ance should be discontinued.

(vi) Unmarried Officer, who continues full payment of board and lodg-
ing at headquarters:—

Provided the Chief Officer is satisfied as to the necessity for the officer
to continue payment of the full rate of board and lodging at head-
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quarters, and such payment is covered by receipts submitted, grant allow-
ance equal to the cost of board and lodging at temporary station plus
the amount admissible for laundry charges in accordance with paragraph
3 hereunder.

(vii) Any case not covered by (i) to (vi) should continue to be sub-
mitted to the Public Service Inspector for review.

3. Laundry Charges

In respect of an unmarried officer or a married officer who boards at
his permanent headquarters and the charge for board and lodging thereat
is inclusive of laundry, claims for laundry up to 13/6 per week may be
admitted when reviewing the allowance where the amount paid for board
and lodging at temporary station does not include laundry.

4, Meals

(i) When computing the allowance payable in accordance with instruc-
tions 2, in those instances where the officer has been able to secure bed
or bed and breakfast accommodation only, there may be added to the
tariff for such accommodation, for the purpose of determining the full
cost of board and lodging of the officer, the following amounts:

B e akda st e s P e 5/6
TEUNCRE IRl ke p s Faia 8 i W87 5/6
| DTS A i e e e St 5 8/~

(i) Where, however, an officer claims reimbursement for breakfast
and/or evening meals (dinner) at a guest house or hotel which provides
accommodation on a bed, or bed and breakfast basis only, he may be
reimbursed the cost of such meals in lieu of the amounts specified in the
previous paragraph for breakfast and dinner, as the case may be, in
circumstances where such meals are charged for separately. However,
the amount of reimbursement which may be made under this paragraph
is limited to the standard or normal charge for a conventional breakfast
or dinner at the establishment in which the officer is temporarily residing.

(iii) Care should be taken to ensure that double reimbursement in
respect of any meal is not effected when the officer performs additional
duty and is paid meal allowance in accordane with Regulation 68.

5. (i) Where the rate of travelling allowance payable upon review,
determined in accordance with Instruction 2 above, exceeds the appro-
priate weekly rate of travelling allowance prescribed by Regulation 75A,
such rate shall not be increased by an amount exceeding £3/10/- in any
week, e.g., a married officer in receipt of salary of £1,353 p.a., on tem-
porary transfer to a capital city, may be paid travelling allowance on
review up to £19/10/- p.w. It should be noted, however, that when a
review of travelling allowance is made, any profit or loss which might
have been made during the first eight weeks should not be taken into
consideration.
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(ii) If increase beyond this limit in any instance is considered justified,
the matter should be submitted to the local Public Service Inspector.

6. Weekend Absences from Temporary Station

Where an officer or employee in receipt of a reviewed rate of allow-
ance under Regulation 75A(3), as determined in accordance with these
instructions, returns to his home at a weekend or at weekends, the
amounts (if any) included in that allowance for laundry and incidentals
may be continued during that absence or during those absences from
temporary station.

7. Payment of excessive amounts of board and lodging.

If the amount paid by an officer for board and lodging appears to the
Chief Officer in any case to be excessive, having regard to the status of
the officer and the ruling rates for board and lodging in the particular
locality, the Chief Officer should, in determining the amount of allow-
ance to be paid, set down the cost of board and lodging at an amount
which he considers reasonable. Should the officer subsequently apply
for an increase in the amount of the allowance, the matter should be
submitted to the local Public Service Inspector for decision.

8. Minimum acceptable amount for board and lodging at permanent
headquarters.
In assessing travelling allowance in the case of an unmarried officer
temporarily transferred, the amounts indicated hereunder should be the
minimum acceptable as the cost of board at permanent headquarters:

AdulteMales FUrzis Tomis £4 5 0
AdultFFemalest s M I A s £3 4 0
IV OTS MR U iiv A L O 1 £2HI 06

These figures are to be regarded as minimum figures only. If the
officer’s rate of board and lodging at headquarters is higher than the
rates above-mentioned, the rate so quoted by him should be used in
assessing the rate of allowance payable on review.

9. Travelling Allowance on review not to be less than allowance payable
under Public Service Regulation 96.

Where reduction in travelling allowance is contemplated in the case of
an unmarried officer, in no circumstances should the allowance be
reduced below the amount that the officer would be eligible to receive by
way of living away from home allowance if he were permanently trans-
ferred to the position he is temporarily filling.

10. Review of Travelling Allowance in District Allowance Localities.
(i) Officer en temporary transfer from a non-district allowance locality
to a district allowance locality.
(a) Married Officer.
Travelling allowance on review to be assessed in accordance with the
instructions outlined in 2 (i)-2 (iv) above except that (1) laundry and
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incidental costs may be admitted to the extent shown in para. 10 (iv)
hereunder and (2) a weekly amount equivalent to the prescribed rate of
district allowance for the particular locality is to be added.

(b) Unmarried Officer.

Travelling allowance is to be assessed in accordance with instructions
2 (v) and 2 (vi) above, subject to the allowance so determined being not
less than the prescribed rate of district allowance for the locality plus the
amount of living away from home allowance or boarding allowance to
which the officer would have been eligible had he been permanently
transferred to the locality.

(i) Officer on temporary fransfer from one district allowance locality
to another.

Where an officer’s district allowance applicable to headquarters is con-
tinued during absence on temporary transfer:

(a) Married Officer.

Travelling allowance on review is to be assessed in accordance with
the instructions outlined in paras. 2 (i)-2 (iv) above and in addition a
weekly amount should be paid equivalent to the amount (if any) by
which district allowance at the temporary station exceeds district allow-
ance at headquarters.

Laundry and incidental expenditure may be assessed in accordance
with the amounts prescribed in para. 10 (iv) hereunder.

(b) Unmarried Officer.

Travelling allowance on review is to be assessed in accordance with
the intructions outlined in paras. 2 (v) and 2 (vi) above, subject to the
allowance so determined being not less than the sum of—

(1) the weekly equivalent of the amount (if any) by which district
allowance at the temporary station exceeds district allowance at
headquarters, and

(2) the amount of living away from home allowance, or boarding
allowance to which the officer would have been eligible had he
been permanently transferred to the locality.

(iii) Officer on temporary transfer from a district allowance locality to
a non-allowance locality.

Where an officer is on temporary transfer from a district allowance
locality, travelling allowance on review should be determined on the
actual increased costs at temporary station independently of the rate of
the district allowance which is payable at the headquarters of the officer
and which the officer continues to receive while on temporary transfer.

(iv) Laundry and Incidental expenditure in district allowance localities.
Laundry charges may be met to the extent claimed but not exceeding
the rates shown in column 2 of the following scale.

Incidental expenses to the rates shown in column 3 may be allowed.
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District Allowance Laundry X
Grading TitD Incidentals
Grade 7 £110 0 10/-
Grades 6 and § £1 5 0 8/6
Grades 4 and 3 (Bl N2 (S 7/6
Grades 2 and 1 L15=07210) 7/-

11. Minimum Allowance payable.

Where in the case of an unmarried officer the allowance which would
be payable following review is less than 2/6 p.w., no allowance shall be
paid. Ref. P.S.B. Circular 1960/15.

ALLOWANCES. Reg. 76.

(1) Officers regularly employed on relieving duties and members of
country line parties (other than camping parties) shall, subject to the
provisions of sub-regulation (3) of regulation 75A, be granted an allow-
ance on the following scale:—

Where Period of continuous Residence at a Temporary Station is—

Three weeks or more

L th
el Unmarried Officer

Three weeks | parried Officer

First week After first week
Per day Per week Per week Per week
L sy SR ds L5 £assimd.
206110, 10243 €0 104 34..0, 518 0

(2) An officer temporarily transferred to perform duty at another
station or stations, involving absence from home for a period of not less
than six weeks shall, subject to the provisions of sub-regulation (3) of
regulations 75A, be paid an allowance as prescribed in the last preced-
ing sub-regulation provided—

(a) that the officer is informed in writing before leaving his head-

quarters of the allowance to be paid; and

(b) that a period of not less than three weeks elapses between the time

of his first arrival in and time of ultimate departure from any town.

(3) Officers whose place of work is variable within a specified district,
shall, subject to the provisions of sub-regulation (3) of regulation 75A
(Review), be paid an allowance as prescribed in sub-regulation (1) of this
regulation, provided—

(a) that the officer is informed in writing before leaving his head-

quarters of the allowance to be paid, and—

(b) that a period of not less than two weeks elapses between the time

of his first arrival in and time of ultimate departure from any town.

(4) If, in any case, it is proved to the satisfaction of the Permanent
Head or the Chief Officer that the allowance paid under this regulation
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is insufficient to meet expenses necessarily incurred, the Permanent Head
or the Chief Officer may increase the allowance.

(5) This regulation shall not apply to officers required temporarily to
perform duty in a capital city. Ref. Reg. 76.

INSUFFICIENT TO COVER OR IN EXCESS (Use Form P.S.B.
No. 38).

Where proof has been furnished to the satisfaction of the Board that
the travelling allowance payable to an officer under these regulations is
either insufficient to cover, or in excess of, expenses which have been,
or may be, reasonably incurred, the Board may direct the payment, in
lieu of that travelling allowance, of such rate of travelling allowance as
is necessary to meet those expenses. Ref. Reg. 81.

INSTRUCTIONS TO DEPARTMENTS, VARYING T.A. RATES

UNDER REG. 81.

Variation in the rate of travelling allowance prescribed in Regulation
75A, to the extent shown in Instruction 2(v), may be made upon proof
to the satisfaction of the Chief Officer that the allowance paid in respect
of any particular absence from headquarters is insufficient to cover
expenses reasonably incurred during that absence.

(i) An officer should not be paid a higher rate of travelling allowance
simply because he pays a high rate for board and lodging during part
of his absence.

(ii) The expenditure of the officer on board and lodging should be
computed from time of leaving headquarters to time of return thereto
or, where the period of absence exceeds eight weeks, from time of leav-
ing headquarters to the date of effect of review of the travelling allow-
ance in accordance with Public Service Regulation 75A(3).

(Note: Actual expenses are considered when determining travelling
allowance payable upon review. See separate instructions by Board
concerning delegation of authority to review travelling allowance in
accordance with Regulation 75A(3).)

(iii) Additional allowance may be granted on the following basisi—
(A) Married Officer maintaining a home at Headquarters:
(1) Absence at temporary station up to three weeks.

Where the amount of total expenditure on board and lodging plus
expenditure on meals necessarily incurred when travelling or not other-
wise included in the charges made, determined in accordance with
Instructions 2(ii) and 2(iv), exceeds three quarters of the prescribed rate
of travelling allowance, an additional amount equal to that excess may
be paid.

Example: A married officer eligible for travelling allowance at the rate
of 40/- per day who is required, during the first three weeks to pay for
accommodation and subsistence at the rate of 37/6 per day would be
entitled to additional travelling allowance computed as follows:—
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Cost of accommodation and subsistence (21 days at 37/6
perday) L Soknmneies]le ST ookl SRR SaRE £39- 2578 56
Less 4 of daily prescribed rate (21 days at 30/- per day) ... £31 10 0

Payment additional to assumed prescribed allowance (£42) ... £7 17 6

In cases of absence of three weeks or less details of expenditure on
incidentals and laundry need not be provided in support of application
for variation of rate of allowance.

(2) Absence at Temporary Station more than three weeks.

Where the amount of total expenditure on board and lodging plus
expenditure on meals necessarily incurred when travelling or not other-
wise included in the charges made, determined in accordance with
Instructions 2(ii) and 2(iv), exceeds an amount calculated as follows:—

(a) three quarters of prescribed daily travelling allowance rate during

first three weeks as in (1) above; plus

(b) prescribed weekly travelling allowance rate less 6/- per week (inci-

dentals) and up to 13/6 per week (laundry),
an amount equal to that excess may be paid.

Example: A married officer eligible for travelling allowance at the rate
of 40/- per day (first three weeks) and £8/16/- per week (thereafter) who
is required to pay 35/- per day for accommodation and subsistences for
a period of six weeks is entitled to additional travelling allowance com-
puted as follows:—

Cost of accommodation and subsistence (42 days at 35/- per
dayRsSR ISR uEL NG AN o LR IR A TR AN ETE 3601510
Less—#% of daily prescribed rate (21 days at 30/-
petid ayails it S8 F 08 s STl e EEL 0N (Y
—weekly prescribed rate less 19/6 for 3
weekSH(BERALT/A167 60 =y SR T At s £23 9 6 £54 19 6

Payment additional to prescribed allowance (£68/8/-) .... .... £18 10 6

In this example it has been assumed that the officer is able after the
first three weeks, to substantiate laundry expenses up to the maximum
allowable viz, 13/6 per week. Where a lesser amount is claimed for
laundry, the amount of payment, additional to prescribed travelling
allowance, as calculated above, should be reduced by the difference
between 13/6 per week (calculated for the whole period of absence after
21 days) and the amount claimed for that period.

(B) Unmarried officer, and Married officer not maintaining 2 home at
headquarters.

Grant allowance equal to the amount by which total expenditure on
board and lodging, plus expenditure on meals necessarily incurred when
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travelling or not otherwise included in the charges made for board and
lodging (determined in accordance with instruction 2(ii), exceeds the
total of:—

(a) the amount of travelling allowance computed from time of leaving
headquarters to time of return thereto which has been paid at the
prescribed rates during the period involved, and

(b) the saving in the officer’s normal expenditure on board and lodging
at headquarters, by virtue of his absence from headquarters, dur-
ing the period involved.

Provided that, if the amount normally expended by the officer on
board and lodging at headquarters includes the cost of laundry, and the
period of absence from headquarters exceeds one week, the amount
claimed for laundry (subject to a maximum of 13/6 per week) may be
allowed.

(iv) When computing the allowance payable in accordance with Instruc-
tions 2(iii) (A) or (B), in those instances where the officer has been able
to secure bed or bed and breakfast accommodation only, there may be
added to the tariff for such accommodation, for the purpose of deter-
mining the full cost of board and lodging of the officer, the following
amounts:—

Breakfast 5/6 All officers
Midday Meals 5/6 All officers
Evening Meals 8/- All officers

Where, however, an officer claims reimbursement for breakfasts
and/or evening meals (dinner) at a guesthouse or hotel which provides
accommodation on a bed or bed and breakfast basis only, he may be
reimbursed the cost of such meals in lieu of the amounts specified in the
previous paragraph for breakfast and dinner, as the case may be, in
circumstances where such meals are charged for separately. However,
the amount of reimbursement which may be made under this paragraph
is limited to the standard or normal charge for a conventional breakfast
or dinner at the establishment in which the officer was temporarily
residing.

Care should be taken to ensure that double reimbursement in respect
of any meal is not effected when the officer performs additional duty
and is paid meal allowance.

(v) Chief Officers may approve of variation only in those cases where
the proposed increase in the prescribed rate of travelling allowance is:—

(a) at the rate of £3/10/- per week or less where the period of absence

involved is one week or longer, or

(b) not more than the amount of £3/10/- when the period of absence

is less than one week.

Cases not covered by (a) or (b) should continue to be submitted to the
Public Service Inspector for decision.

3. Where an officer or employee in receipt of an allowance under
Regulation 81, as determined in accordance with these instructions,
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returns to his home at a weekend or at weekends, the amounts (if_ any)
included in that allowance for laundry and incidentals may be cogtmued
during that absence or during those absences from temporary station.

4, The increased allowance claimed must be reasonable. If an officer
stays at an hotel which involves very high expenditure he should be
required to explain to the Chief Officer’s satisfaction his failure to secure
board and lodging at a reasonable cost.

5. Any claim for payment of increased travelling allowance must be
fully supported by receipts.

Such receipts must be carefully examined to ensure that only relevant
expenditure is taken into account. Expenses of a private nature, such
as telephone calls, meals apart from breakfast, lunch and dinner porter-
age, etc., are regarded as covered by the amount allowed for incidentals.
Claims in respect of taxi fares should be treated separately from travel-
ling allowance.

Ref. P.S.B. Circ. 1958/9.

WHEN OWN CONVEYANCE USED.

In addition to mileage rates, travelling allowance at the prescribed
rates and (if payable) excess travelling time for the actual journey may
be paid to an officer or employee, but not more than would have been
paid had he travelled by the regular means of conveyance.

Ref. G.O. 10/H/3.

WHERE NO PUBLIC TRANSPORT IS AVAILABLE.

(a) Eligibility for transport allowance be established where:—

(i) no public transport is available at all or is available at a point not
less than one mile (by the shortest possible route) from the place of
employment; or

(ii) in respect of shifts Monday to Friday, commencing or ceasing out-
side the hours of 8.00 a.m.-6.00 p.m. and Saturday, Sunday and
Holiday duty where alternative public transport must be used owing
to the curtailment or cessation of normal public transport and
travel by the alternative public transport for the journey either to
or from work exceeds by one hour the travelling time compared
with the usual time of travel when working on the day shift; or

(iii) where alternative public transport is employed as in (ii) and on the
officer returning to his home, it is necessary for him to walk
not less than one mile from the disembarkation point to his place
of residence. “Place of Employment” shall be that place where
the officer is required to record his time of arrival and departure.
These conditions are not intended to apply where public transport
is unavailable through transport strikes, etc.

(b) Officer’s Contribution.

(1) An amount of 3/- per day or a maximum of 15/- per week repre-
senting the officer’s contribution in travelling to and from duty will
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be made from the mileage allowance payable. The deduction will
be common to officers in both metropolitan and country areas.

(ii) Where a taxi or official vehicle is provided to transport an officer
between the place of employment and his home, the officer will be
required to contribute 1/6 for each journey, or 3/- for the forward
and return journeys, subject to the maximum contribution of 15/-
per week.

(iii) An exception to the rule will be made where an official vehicle is
provided without a designated driver, when no contribution will
be required of any officer who travels in such a vehicle to and
from duty.

(c) Rate of Payment.
(i) Metropolitan Areas.
Regulation 90 rates will be paid up to 10 miles on the forward and
return journey, i.e., a maximum of 20 miles per day, subject to a
deduction as described in (b) ().

(ii) Country Areas.

Similar conditions as for metropolitan areas will apply, except that,
the Board would, in individual cases, be prepared to consider pay-
ment of mileage allowance in excess of 20 miles per day in circum-
stances where the place of employment is located more than 10
miles from the nearest substantial town.

(d) Travel to home during break of shift.

Where an officer’s rostered duty involves a break in shift exceeding
two hours and he returns to his home, he may be paid mileage allow-
ance at Regulation 90 rates up to ten miles on the forward and return
journey, i.e., a maximum of 20 miles per day, subject to a deduction of
3/- per day or a maximum of 15/- per week. Payment of mileage allow-
ance and deduction made under this heading should stand alone from
payments made under (¢) (i) or (c) (ii) above.

Ref. P.S.B. Memo. 58/2313 (216).

AMENITIES

ACCOMMODATION FOR HATS, COATS AND PERSONAL
BELONGINGS
(a) Provision should be made for accommodation of officers’ coats,
hats, parcels and other personal belongings during office hours. In rooms
containing three officers or fewer, the hat and coat stand in common use
is suitable. In rooms where there are more than three officers, some
provision should be made in a position screened from the general work-
| ing area and from the public. This may consist of a recess or cupboard
with a rod and coathangers, with a shelf over for hats and parcels, allow-
ing approximately 9” run per person, or of individual full-length lockers.
There should be accommodation for women’s handbags, preferably in
drawers or other safe receptacles at their workplace, or in lockers else-
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where. There should be provision for lunch parcels elsewhere than in
drawers or lockers, preferably in ventilated cupboards in the lunch or
tea-rooms.

In small offices tidiness and security present no problem, but in large
offices provision must be made for it. As women carry handkerchiefs,
money, cosmetics, etc., in their handbags, it is reasonable that they should
have them at their workplace unless they are moving about or engaged
in such work that this is not possible. The keeping of sandwiches, etc.,
either at the workplace or in clothes lockers, should not, however, be
allowed, as it often results in spoilt work and the encouragement of
vermin.

(b) Where uniforms are worn, individual lockers should be provided
and should be in change-rooms.

(c) Lockers, where provided, should be full-length, well-ventilated top
and bottom, preferably of steel, and sloping tops, a hat shelf, a rod to
take two coathangers, and with individual locks, master-keyed. Some
seats also should be provided close to the lockers.

The recommended size for lockers is 10” to 12” wide by 22" deep by
approximately 6’ 0” high. The height includes 4’ 10” hanging space, a
hat shelf over, and 8” clear underneath for sweeping. Seats needed for
changing shoes can be backless benches 14" wide.

(d) Change-rooms, where provided, shall be separate for men and for
women. In assessing the area required 3 to 6 sq. ft. of floor space, exclu-
sive of lockers, should be allowed for each person using the room at the
same time. Change-rooms are preferably planned adjacent to sanitary
and washing accommodation. Washing accommodation may be included
in the change-room unless it is to be locked during working hours, in
which case some at least of the washing facilities should be placed where
they are accessible at all times to persons using the w.c.’s. The interiors
of change-rooms should be screened from the views of passers-by.

The figure of 3 to 6 sq. ft. refers to the amount of floor area actually
in use by persons changing. The higher figure is desirable, but the lati-
tude given allows for the architect to use his discretion in planning areas
of different shapes and sizes, wherein more or less space may be required
for passage-ways, door swings, screens, etc. Where washing accommo-
dation is included additional floor area will, of course, be required. In
large establishments, it may prevent time-wasting among certain elements
of the staff if the change-rooms are kept locked during the major part of
working hours, but in any case a suitable woman officer should be
responsible for the proper use of the change-room, and women should be
able to apply to her for access to their lockers at any time.
CLEANING AND MAINTENANCE STAFF

(a) Facilities for cleaning operations should be provided. These should
include provisions for filling and emptying buckets (preferably slop-
hoppers or slop-sinks with bucket grids and hot and cold faucets over),
storage for buckets, brooms, floor polishers, cleaning clothes and clean-
ing materials.
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The provision of a cleaner’s room in connection with each sanitary
block is usually found satisfactory, in conjunction with a central store
for bulk supplies, ladders and other maintenance equipment not covered
in this code.

(b) Accommodation should be provided for the maintenance staff of
office buildings, which may include boiler attendants, lift attendants and
cleaners. It should include washing facilities, w.c.’s and lockers and
change-rooms for each sex and, if required, a lunch-room with tea-
making facilities common to both, all in accordance with the require-
ments for office staff.

Accommodation for maintenance staff is conveniently grouped with
store-rooms, boiler rooms and other services. In small buildings main-
tenance staff may use general washing and sanitary facilities, but should
in all cases be provided with lockers and a lunch-room.

The following principles are to be followed in providing food services
in Commonwealth offices, subject to the physical limitations of existing
buildings and rented premises.

(i) In all establishments where sufficient numbers are employed, in
addition to tea-making facilities and provision of a lunch-room, a
simple type of food service should be made available to employees
who cannot go home for lunch,

(if) The type of this service (simple hot meals, light refreshments, salads
and Oslo Iunches) should be determined in the light of local circum-
stances.

(iii) In the case of rented premises, any services installed should require
little irrecoverable expenditure,

(iv) In accordance with normal industrial practice the Commonwealth
should meet all costs of providing the service and replacing capital
equipment. The service should then be operated on a self-supporting
basis, except that the Commonwealth should meet the cost of light-
ing, heating and cleaning the public section of the lunch-room, and
that no charge should be made for administrative or accounting
assistance rendered by Departmental officers.

(v) The expert staff of the Department of Labour and National Service
should collaborate with the Department of Works and Housing and
the authority controlling the particular establishment under review
to give effect to the foregoing recommendations by determining what
type of service would be self-supporting.

(vi) All proposals for the provision of food services, after being agreed
upon between the Department of Labour and National Service and
Department of Works and Housing and the Department concerned,
should be submitted to the Treasury for concurrence,

(vii) The food services should be under Departmental management and
the efficiency of management should be subject to regular inspection
and review by the Department of Labour and National Service in
consultation with the Department concerned.
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FIRST AID AND REST ROOM

(a) Wherever more than ten officers are employed, the following first-
aid equipment should be supplied, and should be kept in a locked box
or cabinet in charge of a trained person, and replenished as necessary:
Absorbent cotton wool (sterilised and enclosed in 1 oz. quantities 8 oz.
Absorbent gauze ... ... . 1 yd. carton

Assorted bandages (each enclosed in sealed envelopes) ... ... ... 1 doz.
S A K o e o o T oy it 1 doz.
Adhesive plaster with prepared dressings, assorted sizes ... .... ... 1 doz.
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Drinking Glass”
Medicine Glass
First Aid leaflet

(b) Where offices are part of an establishment where a trained nurse
is employed and is readily accessible, then the first-aid equipment should
be in her charge, where there is no trained nurse, the trained person
should hold a St. John Ambulance Medallion, and where women are
employed should preferably be a woman, and in this case the equipment
may be kept in the women’s rest room. Where officers are engaged on
laboratory or other work involving special hazards, or where more than
250 officers are employed, the Commonwealth Medical Officer should
be consulted as to the provision of suitable equipment.

Accident rates are not high among office workers, but falls, cuts,
burns, and cases of sudden illness do occur, and provision should be
made to deal with them.

(c) Where more than ten women are employed an adequately screened
and quiet place, well lighted and ventilated, and accessible to a women’s
wash-room and w.c.’s, should be set aside to serve the purpose of a rest-
room. - Where 50 or more women are employed, there should be a
separate small rest-room, and in both cases the following equipment
should be provided:

I rest couch with two pillows.

1 armchair with cushion to every 100 women employed.
1 locked cabinet with table-top, containing:

2 pillow-slips, and 1 towel, changed weekly.

1 hot water bottle.

2 rugs or blankets.

1 enamel basin 8” or 9” diameter.

1 drinking glass.

The rest place should also be in charge of the trained person, and
should not be used for recreation but be kept for the use of those who
are ill.
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The rest couch may be a simple wooden frame with a mattress and
pillows covered in washable material. This is purely for emergency use,
to enable a sick woman to be cared for until she can be sent home or
return to work, or until, in serious cases, medical attention can be
obtained. The rest-room is regarded as part of the provision for women
because minor illnesses are more common than among men. Cases of
sudden illness, collapse, etc., do, however, occur among male staff and
it is an advantage to have a rest-room or couch reasonably accessible
so that it can be used for a man in emergency. One rest couch should
be found sufficient for up to 250 women office-workers, supplemented by
an armchair to every 100 women.

SANITARY ACCOMMODATION

(a) Separate accommodation should be provided for men and for
women in the proportion of at least one w.c. to every 20 women, and
one w.c. and 1 urinal to every 25 men. Alternatively, urinals for men
may be omitted, and w.c’s provided in the proportion of at least one to
every 20 men.

This is the minimum standard recommended for factories, but on this
basis temporary congestion has been recorded and a greater number
should be provided if possible. The omission of urinals for men is some-
times preferred on sanitary grounds. It also means greater flexibility
and allows ready conversion of blocks to male or female use according
to the predominance of sexes in any part of any building.

As an alternative method of estimating requirements when the num-
bers of officers have not been established, allow one w.c. for every 1,400
sq. ft. of office space of average occupancy.

(b) Sanitary accommodation should be readily accessible under cover.
If practicable, no officer should be further from his or her accommoda-
tion than the height of one storey or a horizontal distance of 300 feet.
In all cases w.c’s should be planned in conjunction with washing facili-
ties, and should be adjacent to change-rooms wherever these are pro-
vided. No toilet block should serve more than 100 persons (i.e. 5§ w.c’s)
and preferably not less than 60.

It is common for toilet blocks for men and women to be placed on
alternate floors of multi-storeyed buildings. Inaccessibility of toilet
blocks is not only inconvenient but also leads to time wasting and to
difficulties of control. The maintenance of cleanliness and tidiness is
simplified where small groups are concerned.

(¢) W.c’s and urinals should be separated from the working area by
an air-lock consisting of a room or corridor independently ventilated,
and entrance doors should be placed or screened so that the interiors of
individual closets cannot be visible to passers-by. Change-rooms and
wash-rooms may be used as air-locks. Washing accommodation should
not be placed in the same room that contains ranges of closets with open
partitions, except in small installations containing only 1 or 2 closets.
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