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FOR
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Note for those who wish to comment or react to what the committee has reviewed:

1. Whatever is removed from the existing regulation is striked as shown;
2. Whatever is added or inserted into the existing regulation is in italics, bold and underlined;
3. The document is still undergoing grammatical revision and therefore this observation may be ignored as long as it does not misinterpret the content as presented.
CHAPTER 1

TITLE, APPLICATION, INTERPRETATION AND DEFINITIONS

1.1 
Title and Commencement: These regulations may be cited as the Regulations Governing Conditions of  Service of Junior Staff in Olabisi Onabanjo University   Ogun State University and shall come into operation on the ---------   day of ……  .

1.2
Application: These regulations shall apply to all staff of the Olabisi Onabanjo University Ogun State University on University Salary Scales 1 to 5.

1.3 Interpretation: In the event of any question(s) regarding the interpretation of these Regulations, except in financial matters, the question shall be referred in the first instance to the Registrar and thence on appeal to the Vice-Chancellor. In the case of financial matters the question shall be referred to the Bursar and thence on appeal to the Vice—Chancellor.

1.4 Definitions: (a) The University means Olabisi Onabanjo University Ogun State University as established under the Ogun State Laws of Ogun State, Vol. 4, 2006. No. 4 of 1982.

(b) Council means the Governing Provisional Council of Olabisi Onabanjo University Ogun State established under the Ogun State Laws of Ogun State, Vol. 4, 2006. No. 4 of 1982.

(c) Vice—Chancellor means the Vice—Chancellor of the University.

(d) Registrar means the Registrar of the University.

(e) Bursar means the Bursar of the University.

f) Department means any College, Faculty, Department or Unit within any of the foregoing and any other Academic or Administrative Unit recognized by the Council as an integral part of the University.

(g) Misconduct means general misconduct to the prejudice of the good name of the University and/or of discipline and. the proper administration of the business of the University as contained in the Code of Conduct document. and, without prejudice to the generality of’ this definition includes, corruption, dishonesty, drunkenness in the course of duty, false claim against the University or any of its constituent parts, insubordination, divided loyalty, negligence, falsification and suppression of records, and conviction for a criminal offence other than traffic or boating offences, absence without leave from place of work for two consecutive or more nights without satisfactory reason, disobedience of any other lawful order issued by any legally constituted authority of the University, failure to appear or to answer questions satisfactorily in any investigations before any person or body designated by the University or any of its constituent bodies for the purpose of investigating any matter provided for in or arising out of any of these regu1ations.

ESTAIBLISHED AND TEMPORARY STAFF

CHAPTER 2

A P P 0 I N T M E N T S

2.1 All permanent appointments to junior staff positions, administrative, professional and technical, shall be made by the Junior Staff Committee.

2.2 Financial Provision: No appointment shall be made unless funds are available to meet the cost.

2.3 Vacancies: All vacancies shall normally be advertised internally or externally and all internal candidates eligible for appointment shall be short—listed for selection. An internal application shall not be received unless it is passed through the Head of Department of the applicant who shall forward the application with a confidential report on the applicant.

2.14 Eligibility for Appointment: To be eligible for appointment, a candidate must have the requisite qualifications and/or experience. In special cases, a candidate who does not have the full qualifications may be appointed where the Junior Staff Committee is satisfied that it is in the interest of the University to do so.

2.5 Interviewing Panel: All permanent appointments to junior staff positions shall be made through an interview conducted by a Panel in which the Registrar and the Head of Department concerned are represented. Other members of staff may be co-opted if and when it will facilitate the work of the Panel. No appointments shall be offered until the recommendation of the interviewing panel is considered approved by the Junior Staff Committee or by an officer acting on its behalf and approved by the Vice Chancellor.

2.6 Appointment of Temporary Staff

(a) A temporary appointment to an established post may be made by the Registrar on the request of the Head of the Department in which the appointment is being made subject to regulation 2.2 above and the approval of the Vice Chancellor.

(b) A temporary appointment shall not normally be held for a period exceeding one academic year and may, in exceptional circumstances, be extended for a further academic year.

(c.) Every temporary appointment shall be reviewed at the end of each academic year and shall be held to have terminated unless re—appointment is offered and accepted.

2.7 Agreements: Every appointment, whether established or temporary, shall be in writing by the Registrar or his nominee on behalf of the Council and shall not be valid until it has been accepted in writing by the appointee.

2.8 Probation and Confirmation: (a) All persons appointed to the permanent establishment shall be on probation for two years. The period of probation may be extended for a further year by the Registrar on the recommendation of the Head of Department concerned provided that the decision to extend the period of probation shall be taken at least two months before the two - year period lapses. No person shall be on probation for more than three years;

(b) The temporary service of a person appointed to an established post may, if relevant, be counted as part of the period of probation;

(c) The University may at any time and for any good cause and without giving any reason, terminate the appointment of an employee who is on probation. If termination is not due to an employee’s misconduct he shall receive one calendar month’s pay (basic/consolidated) in lieu of notice. Notice may be given on any date of the month and the calendar month shall be calculated from the day on which the notice may reasonably  be expected to be received to the day numerically corresponding to that day in the following month, less one day;

(d) An employee shall become eligible for confirmation of appointment at the end of his probationary period subject to report of satisfactory work and conduct ± and on passing recognised tests where applicable. Such reports shall be submitted to the Registrar by the Head of Department at intervals of not more than six months during the probationary period.
2.9 Acting Appointments: (a) An acting appointment may be offered in writing by the Registrar after considering a recommendation from the Head of the Department in which the acting appointment is being made, provided no acting appointment shall be made within the same cadre;
(b) A person so appointed shall be given a schedule of the duties and responsibilities of the post in which he is required to act;

(c) The minimum acting period shall be one month and the maximum acting period twelve months. In exceptional cases (where there is a shortage of staff) the Registrar may grant extension;

(d) In all cases it shall be the responsibility of the Head of Department concerned to seek the prior approval of the Registrar before an acting appointment is commenced and if the Registrar approves, a letter will be issued to this effect stating specifically the terms of the acting appointment and the allowance it should carry;
(e) Only in exceptional circumstances and with the approval of the Registrar may a member of the junior staff be required to act to in a post in the Intermediate grade;

(f) In cases of doubt or difficulty the Registrar shall report to the Junior Staff Committee;

(g) The acting allowance payable shall be as prescribed in Chapter 7.4 of these Regulations. No acting allowance shall be paid where a person has been asked to shoulder additional responsibility.

2.10 Medical Examinations: Appointments to established posts shall be subject to a satisfactory medical report of fitness issued by the University Director of Health Services Officer or in exceptional cases issued by any other legally qualified Medical Practitioner and approved by the University Director of Health Services Medical Officer.

2,11 Evidence of  Domicile: Immediately upon assumption of duty, an appointee shall supply to the Registrar satisfactory evidence of the appointee’s declared domicile.

2.12 Disabilities for Appointment: (a) A conviction for a criminal offence not quashed on appeal of dismissal from a previous post may disqualify a person from being offered employment by the University. Where an employee is found to have deliberately withheld such information from the University, he shall be liable to summary dismissal.

(b) An employee whose appointment in the University has been terminated on grounds of misconduct or inefficiency may not be re-appointed except on special ground proved to the satisfaction of the Registrar.

(c) An employee who has secured employment by false claims - e.g. claiming to have a certificate not possessed or to have filled a post not held, shall on detection be summarily dismissed.

2.13 Resignation: (a) An employee may resign his appointment in the University at any time by giving one month’s notice of his intention so to do in writing addressed through the Head of Department to the Registrar or pay one month’s salary in lieu of notice;

(b) Resignation shall normally be accepted except where due to the exigencies of the service an employee may be required to serve a longer period;

(c) An employee who gives due notice of his resignation shall be granted leave in accordance with the Regulations on leave;

(d) An employee who fails to comply with paragraph (a) above or who ceases to attend duty before his resignation is accepted shall not be entitled to any leave, salary or allowance;

(e) The University reserves the right to waive all or part of the notice period.
2.l4 Determination of Employment: An employee may at any time resign his office, or have his employment terminated by the University, by written notice of not less than one month, subject to appropriate provisions of the University law. Notice of termination by the University shall be given by the Registrar or an officer authorized by him. The University may, at the discretion of the Registrar, permit or direct an employee to take his salary and allowances accruing up to the date of the expiration of notice in lieu of requiring him to work during the period of the notice. Where resignation takes effect at a time when the full leave-earning period of services has not been completed, the entitlement to leave travelling expenses and emoluments during the leave shall be determined at appropriate rate.
2.15 Retirement: (a) An employee will normally be required to retire on reaching the age of 65years. unless the University decides to continue him in employment till he reaches the age of 65 years;
(b) An employee who has vacated his appointment under (a) above may be re-engaged for a period or periods not exceeding a year at a time on such conditions as the Registrar in consultation with the Head of Department may determine;
(c) An employee shall not be retained in employment after he reaches the age of 65 years;

(d) An employee continued in employment or re-engaged after reaching the retiring age of 65 years shall be required to undergo a medical examination as prescribed by the Chief – Medical Officer before being re-engaged;
e) The University shall give three months’ notice to an employee who is required to retire. An employee who has attained the age of 65 years may give three months’ notice of retirement or pay three months’ salary in lieu of notice;

(r) On retirement an employee shall be granted leave in accordance with these Regulations.
2.16 Retirement on Medical Grounds: (a) An employee may be required to retire if the University Director of Health Services  Medical Officer declares him to be so medically unfit that he is incapable of carrying out his duties and that there is no reasonable likelihood of his being able to resume duties;

(b) The University shall give one months’ notice ii it is intended to retire an employee on medical grounds.
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Redundancy: (a) If, because of re-organization in a Department an established employee becomes redundant, he may be retired by the University following due process.

(b) The employee shall be given one months’ notice in writing or paid one month’s salary in lieu of notice;

(c) The employee may be granted leave and other benefits due to him and he may be granted an ex gratia payment calculated at the rate of one month’s salary for each completed year of continuous service with the University if he has served for a minimum period of five years, or half-month’s salary for each completed year of service with the University if he has served for less than five years.

CHAPTER 3
SALARIES AND WAGES
3.1 Salary Scales: Salaries of employees shall be paid in accordance with University scales and according to the grading of the employee, as determined by the Council. The current salary scales and grades are set out in Appendix B to these Regulations.
3.2 Point of Entry: (a) The point of entry in the appropriate University scale for an employee on first appointment shall, except as provided in paragraph (b) of this sections, be fixed at the minimum of the scale.

(b) New appointees possessing relevant previous experience, particularly technical ability or any special qua1ification may, on the recommendation of the Selection Panel and subject to the approval of the Registrar, be permitted to enter the salary scale at a higher point provided there is adequate financial provision to meet the cost.

3.3 Wrongful Grading or Incorrect Placing on a Scale: (a) Where it has been found in the first year of his appointment that an employee has been wrongly or placed upon a wrong point on a salary scale the error may be rectified within one year of his date of appointment.

(b)  Where an employee in the first year of his appointment considers he has been wrongly graded or placed on the wrong point on the salary scale he may appeal through his Head of Department to the Registrar who will normally refer the case to the junior Staff Committee.
(c) An employee whose salary is altered as a result of having been wrongly graded or placed on a wrong point on the salary scale, shall be eligible to receive such arrears as may be due to him or may be required to refund any over-payment made as a result of this error.

3 .4
Annual Increment: (a) Except as provided in sub-section (c) and (d) below an increment shall be granted every year on 1st October to every employee whose service has been entirely satisfactory through the increment earning period and who is in receipt of a salary or an incremental scale provided he has served six months or more prior to 1st October and has not reached an efficiency bar on the scale or the maximum point in his salary scale.
(b) No employee shall cross an efficiency bar (i.e. the bar or bars in any salary scale) without the recommendation of the Head of Department.

(c) As a disciplinary measure the University may defer or withhold the increment of any particular employee on account of any short-corning.

(f) Where the increment of an employee has been deferred, he shall have the right to appeal through the Registrar to the Vice-Chancellor.
3.5 Increment of Salary for Temporary Employees

Temporary employees other than daily rated staff, shall be paid a fixed monthly salary, and shall not be due for annual increment. Where the appointment is extended for another year, the salary of the extended appointment shall be fixed at a rate which is equivalent to the next incremental point on the salary scale appropriate the post held the temporary employee.

3.6 Salary Payable on upgrading to a higher Post: If the maximum salary of the lower scale is less than the minimum of the higher scale, the holder’s salary shall be increased to the minimum of the higher scale. If the holder’s salary is equivalent to a point in the higher scale he will normally move to the nearest higher point on the new scale.

CHAPTER 4

PROMOTIONS

4.1 Procedure for Promotion: (a) Promotion shall be made by the Junior Staff Committee at an annual review of such matters, held between May and June of each academic year.

(b) The Committee will consider only recommendations put forward and supported by the Head of Department concerned or, where there is no Head of Department, by the Dean of the Faculty concerned. The recommendations shall be made on the standard form prescribed for the purpose. 

(c) All applications or recommendations for promotions must he submitted to the Registrar before the end of April in each academic year.

(d) Before a decision is taken on a recommendation for promotion, a Head of Department shall be invited to defend his recommendation at the Junior Staff Committee.

(e) On the completion of the Committee review the Registrar shall announce the promotions as soon as possible after due consultations with the Vice-Chancellor.

(f) Any employee who feels that he has been unfairly treated or adversely affected by a decision of the Junior Staff Committee in respect of promotions may appeal to his Head of Department who shall forward the appeal with his detailed comments to the Registrar. The Registrar will take every possible care to ensure that the representations are examined in the light of all the evidence.

(g) It shall he in order for an employee not recommended for promotion to state his case in writing to his Head of Department who should consider the representatives and reply to the employee. Where the employee is not satisfied with the explanation of his Head of Department, he may request his hood of Department to forward his petition to the Registrar who will take every possible care to ensure that the representatives are examined in the light of all evidence.

4.2 Type of Promotion: The following rules shall govern the consideration of all recommendation for promotions:
(a)
Promotions could either be accelerated or normal. 

Accelerated. Promotions shall be considered only in respect of staff already on points 3 and 4 of their scales whilst normal promotions shall be in respect of staff on points 5, 6 and 7 of their salary scales.
In only exceptional cases, candidates on step of a 7-point salary scale may be considered for promotion but such cases must be justified. 
(b) Recommendations for accelerated promotion shall have to be justified on one or more of the following grounds:

(i) enlarged schedule;

(ii) achievement of a higher qualification where this affects grading;

(iii) increased responsibility arising either from growth of the department or from unforeseen circumstances or both; and

(iv) reward for outstanding employees who have made substantial contribution towards the achievement of the goals and objectives of their respective Departments or the University life as a whole.

4.3 Eligibility for Promotion: (a) Any employee recommended for promotion to a higher post must possess the qualifications and experience required for that post as shown in the schemes of service or as may from time to time be determined by the University authorities. The Committee could, however, at its discretion, waive the qualifications and consider long experience.

(b) The passing of a Trade Test or Examination shall not necessarily qualify any employee for promotion, unless this is backed up by satisfactory report from his Head of Department.

(c) No temporary employee shall be considered for promotion.

(d) Employees must accept the limitation of their jobs and be prepared to stay at the maximum point of their grades unless avenues of advancement exist and they are qualified and considered by their Heads of Departments to merit promotion.
4.4 Effective Date of Promotion: Promotion shall not take effect earlier than the first day of October following the date on which the promotion is made. provided that where there is a promotion or Trade Test, the effective date shall be determined by the Committee.

4.5 Point of Entry Promotion: Any employee on promotion to a higher scale shall enter the scale at the first point in that scale which is higher than the point which he has reached in his previous scale.
CHAPTER 5

LEAVE

5.1 Annual Leave

(a) Authority for leave

Leave shall be granted by the Registrar on the recommendation of the Head of Department in accordance with the provisions of Section 3 of this chapter.
(b) Rates of Vacation Leave

The amount of leave so granted to established employees during a calendar year shall be as approved by the University from time to time. The current rates are as follows:

5.2
Leave Entitlements
Salary Levels






Leave Per Annum

U. S. S.
03 — 05




30 working days

U. S. S.
01 — 02




21 working days
5.3
Leave Year

(a) The leave year shall be the period from 1st January in any year to 31st December of the following year. Permanent established employees shall be free to take their leave in installments any time within the period, subject to departmental exigency and all leave entitlements must be taken during periods of light activity such as the University long vacations. Leave allowance shall he payable once a year and when leave is taken by installments, it shall be paid during the first installment unless the employee expresses a contrary intention.

(b) Leave Roster: In order to ensure that all employees granted the amount of leave for which they will be eligible during the leave year at the time most convenient to the service of the University, Heads of Departments shall prepare and maintain leave rosters in respect of period of leave. Such leave rosters should be prepared during the first month of the leave year and copies forwarded to the Registrar.

(c) An employee who joins the University service during the course of leave or who returns from study leave or in-service training during a leave year and has not served for a minimum period f six month during that leave year will not normally be granted vacation leave but his pro-rata leave will be carried over to the following year.
If however, under exceptional circumstances such an employee is allowed to proceed on 1eave he shall not be entitled to leave transport grant.

(d) Any leave due and not taken in respect of particular leave year shall lapse and will not be credited to the employee’s leave for the following year. If owing to exigency of service it is impossible for the employee to take the whole of the leave granted to him, the reminder shall be carried forward provided always that the total leave entitlement is taken before the 31st December of the leave year unless the Registrar’s written approval for deferment till retirement is obtained.

(e) Proportionate leave may be granted to an employee appointment terminates during the leave year provided he has served for not less than six months. If it is convenient to the head of department, the grant of leave may be so arranged as to run concurrently with the notice and to expire, if possible, on the same day as the notice. If an employee has enjoyed more leave during the leave year than he is eligible to enjoy, such an employee will be required to refund salary at the rate which it was paid for the number of days of leave enjoyed in excess of his entitlement.
(f) Temporary Employees

Temporary employees may be granted leave at the rates appropriate to their grades on completion of one year’s continuous service. When the appointment of a temporary employee terminates before he has been continuously employed for one year, or before twelve months have elapse since he has returned from his last vacation leave, he may be granted proportionate leave in respect of the number of completed months’ service at the rate appropriate to his grade, in respect of any such period of at least six months.
5.4 Curtailment of Leave: Any staff may, with the approval of the Registrar, be required to return to duty before the expiration of his authorized leave. In requesting for such consent, the Head of Department shall state the peculiar circumstances of the case. Any portion of his leave so curtailed shall be taken at a later date in accordance with the provisions of Section 5.3 above.

When an employee is permitted by the Registrar at his own request to return to duty before the expiration of his authorized leave, the authorized leave thus forgone shall be forfeited.
5.5 Casual Leave: (a) Employees may be granted, at the discretion of Heads of departments, occasional permission to absent themselves from duty for a few days at a time without loss of salary provided that the employee has taken the whole of the leave entitlement for the year, and that the aggregate number of days so taken shall not exceed seven in any one leave year. The Registrar should he notified in writing on every occasion.

(b) In exceptional cases, an employee who has exhausted both the annual and casual leave entitlements may be granted a few days leave without pay.
5.6
Examination Leave: (a) An employee shall be allowed special leave on full pay to take an examination, the passing of which is a condition of his current employment. The duration of such leave shall be the period necessary for him to travel to the place of examination sit the examination and return to his station.
(b) An employee may be allowed special leave on full pay up to seven days in any calendar year to take an examination, the passing of which is not a condition for his current appointment provided his Head of department certifies.
(i) That he is industrious and efficient in the performance of his duties.

(ii) That his passing of examinations is likely to enhance his value to the university.
(c) Where the passing of an examination is not covered by the provisions of sub-sections (a) and (b) of this Section, examination leave may be granted as Casual leave, but shall not exceed seven days in any leave year. If the period of examination is more than seven days or both the casual leave already taken and the examination leave add up to more than seven days, any period in excess of seven days shall be deducted from the annual leave for the year and if this has been exhausted from the subsequent year’s annual leave.

5.7
Maternity Leave: (a) A female staff on permanent employment established woman employee may be granted twelve weeks maternity leave if she has completed twelve months continuous service on first appointment or twelve month’s continuous service after the last maternity leave.

(b) A temporary or casual woman employee may be granted twelve weeks maternity leave provided she has been employed for not less than twelve calendar months, and that in determining the period a few days short of 12 calendar months shall be overlooked.

(c) A woman employee who qualifies for maternity leave is entitled to take six weeks leave before her expected date of delivery confinement. A medical certificate showing the prospective date of expected date of delivery confinement must be presented not less than three months before that date.

(d)  A further six weeks leave may must be taken after the delivery confinement.
(e) Maternity leave shall be made up of the employee’s accrued annual leave which shall be on full pay. , for married officers and the remainder of the period being without pay for unmarried officers.

(f) If a woman employee’s delivery confinement in fact takes place later than six weeks after she began her maternity leave granted with the support of a medical certificate, she may be allowed such extension of leave as is necessary to make up her statutory period of six weeks off duty after delivery confinement.
(g) A woman employee who is nursing a child shall be granted an two hour off duty every day. This facility shall be granted up to a maximum period of six months from the date of the birth of the child. (Stop Here Nov. 18).
5.8 Sick Leave

(a) For Established Staff

(i) An employee who is absent from duty on grounds of ill—health will, provided such illness is covered by a sick certificate issued by any Medical Officer of the University, be regarded as absent on sick leave.

(ii)
Any sick leave report issued to any member of staff by outside doctor shall be valid for only two (2) days considering that if the sickness is not emergency or if it happens on weekends that he/she may not be in a position to reach the Health Centre for treatment immediately. It is believed, however, that on the third day of the illness after having received emergency treatment from outside the hospital/clinic he/she should he able to present himself/herself to the Health Centre or at least send a relation o notify the Health Centre in which case the Health Centre will check the genuiness of the illness and follow up as the case may be.
(iii) Sick leave for a period of six weeks may be allowed on the certificate of a Government Medical Officer countersigned by the Medical Officer of the University or his nominee. If at the end of the period the employee is still unfit to duty, the Medical Officer must make all arrangement for him to he examined by a Medical Officer with a view to its being ascertained whether he should be invalided from the service or allowed further sick leave.

(iv) Provided there is a reasonable prospect of an employee’s eventual recovery and return to duty he may be allowed sick for a period not a 183 days in the aggregate during, any period acrid of twelve months and thereafter sick leave on half pay, subject always to a maximum of 36 days sick leave in an period of four years or less. Any sick leave allowed in excess of 365 days during a period of four years or lees shall be without pay and shall not be reckoned for purposes of increment or pension.

(v) An employee who is incapacitated as a result of injury sustained luring the course of his official duties shall be entitled to draw full salary until he is discharged from sick leave or permanently invaded
(vi) Where the University Medical Officer finds that an emp1oyee health is likely to be further impaired by remaining on duty or sick list he will arrange for a Medical Board to be held to determine that employee further usefulness in the service of the University.

(vii) The Medical Board shall consist of the University Medical Of and two other medical practitioners, one from Government Service and the other from private practice.
(viii) The report shall be taken into consideration whether or not the appointment should be terminated.

(ix)
The University will be responsible for the cost of is repatriation to his place of domicile if the employee's appointment has to be terminated.
(x)
No claim shall arise where it is established that illness is attributable to the officer's own willful fault.

(xi)
The University shall not be responsible for dentures and other application and gold-filling.

5.9
Procedure for submission of Excuse Duty Certificates issued for Employees on USS 01 - 05 for Medical reasons.

(a)
Employees who are issued with genuine excuse certificates by the Doctors at the Health Centre are required to present the original copies of such certificates to their Heads of Departments before going home.

(b)
Heads of Department may produce photocopies of such excuse duty certificates for the personal files of the employees and then forward the original copies to the Establishments office for record purpose with a short covering note from the Heads of Departments.

(c)
 Where employees are rushed to hospitals other then the University Health Centre in cases of emergency that may arise after official hours or on non-working days, the employees are expected to present the excuse duty certificates issued at such hospitals to the Director of Health Services for confirmation as the geniuses of the illness leading to the issue of such excuse duty certificates by endorsing the excuse duty certificates to the Establishments office through the appropriate Heads of Departments in order to keep them duly informed of the whereabouts of their staff.
(d)
The Director of Health Services would be required to forward a monthly list of all employees placed on sick leave to the Establishments Office to serve as a control register which will be used to find out excuse duty certificates that were not referred to the Establishments office for one reason or the other so that appropriate action may be taken.
5.10: Study Leave With Pay: 
An employee granted as study leave with pay shall be entitled to his full salary in addition to payment of appropriate tuition, examination and union fees, allowances for recommended books and equipment, subject to the following conditions:
 (a) that the employee appointment has put in not less than two years continuous service in the University;

(b) that that appointment of the applicant has been confirmed;

(c) that the course of study is relevant to the need of the University
(d) that the Head of Department strongly recommends the applicant and indicates that the officer could be released without filling the vacancy to be created during the course of the proposed training; and

(e) that the applicant is willing to enter into appropriate bond to serve the University after the proposed course of study for a length of time based on the duration of the training programme.

(f) Nobody shall be allowed to go on training leave for a period longer than that which he/she has served the University and the training leave shall not normally be more than three years.
(i) Eligibility: Study leave may be granted only to an employee whose appointment has been confirmed and whose proposed course of study will be of value to the Department.

(ii) Period of Study Leave: Study leave shall be granted for not more than one year in the first instance. Extension of study leave f or a further period of not more than one year may be granted with or without pay.  Each case shall be considered on its merit.

(iii) Procedure: All applications for study leave shall be submitted by the head of Department to the Registrar for consideration of the Junior Staff Committee at least three months before the commencement of the exercise. The decision of the Committee is essential before am employee proceeds on study leave. In cases of extreme urgency the Registrar may, on behalf of the Committee, permit an employee to proceed on study leave and such cases shall be reported at the earliest opportunity to the Junior Staff Committee for formal approval.

(iv) Effect on Study Leave: The period of study leave shall not be leave earning.
(v) Day Release and Part—time Courses: An employee shall be entitled to his full salary in addition to payment of appropriate Tuition, Examination and Union fees, allowances for recommended books and equipment subject to conditions laid down in the Conditions of Service for Junior Staff. .10 in above.

(vi) Bond to serve the ‘University: All persons sponsored by the University for training shall be expected to enter into a bond to serve the University for a prescribed period after the completion of the course. The period of service shall be as follows:

1. Full Time Course: One year of service for every year of training up to a maximum of five years.

2. Part-Time and Day Release Course: One year of service for every two years of training up to a maximum of three years.

*** 3. Study Leave Without Pay: Where full-time training is required and cannot be granted under this scheme, then the Junior Staff Committee may recommend leave of absence without pay for the duration of the course.??
5.11 Overstaying of Leave

An employee who, without a just  acceptable excuse, fails to resume duty after leave, shall be regarded as absent without leave and shall be treated dealt with in accordance with the Regulations governing absence without leave. Lack of transport shall not be a just an acceptable excuse for over-staying leave.

5.12 Leave for Sporting Events: An employee who is a member of a recognized University Sports Team may, on the recommendation of his Team Manager:

(a) Be granted leave by the Registrar for the purpose of taking part in an approved sporting event. The period of time during which an employee may be permitted to be absent from duty to take part in such sporting event shall be determined as follows:

(i) Number of days required for the actual activity;
(ii) Number of days required for travelling to and from the place arranged for the sporting event;

(iii) Any number of days in excess of (i) and (ii) above mentioned which is certified as necessary by the appropriate Sporting Council shall be allowed.

(b) Any employee granted leave under this regulation will not be eligible for transport at University expense except where team transport is provided. The Head of Department shall be informed in writing of the granting of such leave.

5.13 Leave for Trade Union Conference and Business. 

An employee who is an official of a registered Trade Union may be granted leave to attend important Trade Union meetings and conferences. The period of such leave shall be determined by:

(i) 
Number of days required for the actual Trade Union Conference or Business;

(ii)
Number of days required for travelling to and from the place arranged for the conference or business.

.
CHAPTER 6

SALARIES AND WAGES

6.1
Grades of Employment Other Grades of Employment

Salaries of the other grade of employees shall be paid in accordance with the grading of the employees as shown in the schemes of service for Junior Staff. 

6.2
Point of Entry


The point of entry into the University scale for an employee on first appointment shall normally be the lowest in that scale. 

6.3
Incremental Credit


New appointees possessing exceptional relevant previous experience, particular technical ability, or any special qualifications may subject to the approval of the Registrar and there being adequate financial provision, be permitted to enter the salary scale at a point higher than the lowest of the recommendation of the Interviewing Panel or the Head of Department concerned.  

6.4
Wrongful placing on the Scale or Grade

(a) Where it has been found out that an employee has been wrongly graded or placed upon a wrong point in a salary scale, the Registrar may rectify the error as soon as it is detected. 

(b) Any employee whose salary is altered as a result of having been wrongly graded or placed on a wrong point in the salary scale, shall be eligible to receive arrears as may be due, or may be called upon to refund any over-payment made as a result of the error. 

CHAPTER 7

ALLOWANCES

Allowances shall be paid as prescribed by the council from time to time. The current allowances as prescribed by Council are set out below: 

7.1
Transport Allowance

(a)
Salary Levels







Amount


U.S.S. 03-05







N15.00


U.S.S. 01-02







N10.00

(b) An employee shall be paid transport allowance for the use of his vehicle provided it is certified by the Head of his Department that he requires his vehicle for the efficient performance of his duties and provided the employee signs a declaration that he owns and uses the vehicle for the performance of his duties and provided the employee signs a declaration that he owns, uses for the performance of his duties, and maintains it in good condition., the vehicle. If the vehicle, other than push bicycle was purchased with a loan from the University and any portion of the loan remains unpaid, payment of the allowance shall be conditional upon the production to the Bursar of a Comprehensive Insurance Policy in respect of the period for which the allowance is to be paid. Whenever a vehicle which attracts transport allowance is placed under repairs for a prolonged period, the maximum period for which allowance may be drawn whilst the vehicle is off the road shall not exceed two calendar months. Where the vehicle is stolen, written notice must be given immediately to the Bursar and the allowance shall cease as from the date of the theft unless, of course, the vehicle is recovered within one month from that date. 

7.2
Travelling Allowances


When an employee travels outside his station on official duties, travelling allowance is payable in lieu of hotel bills at the following rates for each night spent outside the station. 

Employee on CONTISS 01-05
…
…
…
N2,500.00
(a) When an employee of the University travels out of the University on official duty, he shall be entitled to a refund of his transport expenses on production of supporting receipts (where possible) or a certificate of honour. 

 (b) No mileage shall be made for travelling within the boundary of the University. Claims, where approved shall be paid for only the excess over 80 kilometres a month. Employees in this category shall be approved by the Registrar. An employee whose duty necessitates travelling outside the University who is not entitled to claim mileage allowance shall be entitled to Transport Allowance at the approved rate to be determined from time to time. claim refund of expenditure on producing receipts for his second class road or third  class rail fares,

7.3
Leave Transport Allowance

A flat rate of leave transport allowance will be payable once in every leave year to an employee in respect of approved annual leave at the following rates:

Offiicer’s Grade Level






Leave Allowance

U. S. S.
03 — 05





N80.00 Single

N160.00 married

U. S. S.
01
02





N64.00 Single










N128.00 Married
7.1 Acting Allowance

(a) The rate of acting allowance shall be 100% of the difference between the substantive salary of the employee and the entry point of the next higher salary scale

(b) No acting allowance shall be paid to employee who are called upon to shoulder additional responsibility on USS5 and below,

(c) No acting allowance shall be paid if the period of acting appointment is not more than 15 days, Acting allowance will not be paid for any days in excess of 14 days of continuous absence from duty on grounds of ill-health while acting in a higher post.

(d) In all cases, the Head of Department concerned shall seek prior approval of the Registrar before acting appointment is commenced, and if the Registrar approves, a letter shall be issued to this effect, stating specifically the terms of the acting appointment and the allowance it would attract carry.

7.5
Local Course Allowance

Where an employee is sent on a course of instruction in Nigeria but outside his own station for a period in excess of 28 days and board and lodging are not provided by the training institution concerned, he will be entitled to the appropriate travelling allowance at the rate specified in Chapter 7.2 for the first 28 days. Thereafter, he will be entitled to local. course allowance at the following rates:

(a) For any completed calendar month:

CONTISS. 
04 — 05

…

70.00 per month
Under CONTISS 04 and daily rated staff …..     50.00 per month
(b) For a period in excess of the last completed calendar month the appropriate rate of travelling allowance is payable.

(c) for officers who attend a course of institution for a period in excess of 28 days where full board and lodging are provided, the following rates of incidental allowance are payable

CONTISS 03 — 05
.
15.00 per month

CONTISS 01 — 02
,
15.00 per month.

7.6 Overtime Allowance

Overtime allowance at the approved rate shall be paid to appropriate employees when they come to work on Sundays and Public Holidays and when they put in extra doing normal working days subject to the written approval of the Head of Department concerned.
7.7 
Shift Allowance

Shift allowance at the appropriate rates shall be paid to approved categories of employees who work in shifts on regular basis.
7.8 
No Accident Bonus

(a) Motor Drivers or Drivers/Mechanics, whether on permanent establishment or temporary staff, shall be entitled to an annual no-accident bonus of 10K per diem after they have completed three years accident-free driving.
(b) The term 'accident' in this context means any occurrence through which whereby damage is done to property of any kind or injury is done to persons or animal, which in the opinion of the Driver’s Head of Department, is attributable to the manner in which such Driver/Mechanic drove or damaged his vehicle,

(c) The bonus shall be paid for everyday the Driver/Driver Mechanic works; it shall be paid on Sundays only when the Driver/ Driver-Mechanic is called upon to work. Payments shall be made on all Public Holidays whether the Driver/Driver Mechanic is called upon to work or not. The bonus shall also be paid during a period of sick or annual leave. It shall cease during any period of suspension or interdiction.

(d) A Driver/Driver Mechanic who, while in receipt of the bonus, is involved in an accident in which he is adjudged by his Head of Department to be at fault shall forfeit his bonus and shall start a further qualifying period of three years accident-free driving as from the date of the accident.

CHAPTER 8

DISCIPLINE

8.1 Departmental Reprimands

(a) A Head of Department may query or warn orally an employee for minor shortcomings.
(b) If a Head of Department is of the opinion that an employee’s work and conduct are unsatisfactory, he shall should write to the employee asking him to explain himself in writing. If an employee’s explanation is considered to be unsatisfactory and therefore unacceptable, the employee shall should be issued a written reprimand, a copy of which, together with the employee’s explanation, shall should be sent to the Registrar,

8.2 Warning

(a) Continued misconduct of an employee shall be reported to the Registrar, who shall call for an explanation from the employee concerned and if his explanation is considered unsatisfactory to be, the Registrar shall warn the employee in writing.
(b) If an employee’s performance is not entirely satisfactory during an increment earning period, but it is not considered that the circumstances warrant the immediate deferment or withholding of increment, the Registrar shall before granting the increment warn the employee of his deficiencies, which if not corrected will affect adversely the granting of future increments.
(c) If an employee has been warned on more than three occasions, his case shall be referred to the appropriate  Disciplinary Committee Tribunal appointed under Section 13 of this Chapter.

8.3 Deferred Annual Increment

(a) An annual increment may be deferred when, because of an employee’s shortcomings a Head of Department recommends that it should not be granted but postponed for a specific period. The period shall be fixed at the time the increment is deferred and shall not normally be more than three months in the first instance. It may, if necessary, because of continued poor bad performance, be extended to six months.

(t) An employee’s shortcomings shall should be explained to him in writing by the Registrar before an annual increment is deferred.

(c) A deferred annual increment may not be subsequently granted without the written approval of the Registrar and when eventually granted, it shall not become effective until the day following the expiration of the specified period of deferment but the employee concerned shall retain his original incremental date for subsequent increments. A deferred increment cannot be granted with retrospective effect because of improved service later.

8.4 Withholding an Increment

(a) An increment is withheld when because of an employee’s shortcomings it is decided not to grant it and that he shall cease to be eligible for it until his next incremental date.

(b) Withholding an increment is a more serious penalty than to differ it because the withholding of an increment results in an employee’s remaining one increment behind for the rest of his incremental service and before a Head of Department recommends that an increment be withheld, he shall take into account the gravity of the shortcoming and any written explanation of the employee for his shortcoming.

(c) Withholding an increment will normally follow previous action under Sections 2 and 3 above, and no increment shall be withheld without the written approval of the Registrar,

(d) An increment which is withheld shall not be granted retrospectively because of improved service later.

8.5  Reduction in Rank
If in the opinion of the Disciplinary Committee, Tribunal an employee who is in a supervisory capacity, should not be allowed to continue in that position the Committee Tribunal may recommend that the- employee be reduced in rank.
8.6
Suspension

(a)
Whenever in the opinion of the Registrar, misconduct, which is of such a nature as not to warrant dismissal has been committed by an employee, the Registrar may suspend the employee for a specified period.  The employee if so suspended shall thereupon he forbidden to carry on his duties and to visit his place of work without  the express permission of the Registrar.
(b) When an employee has been suspended he may be called upon to hand over any uniforms, account books and records, keys and any other property of the University in his charge to such other staff employee as the Head of Department shall order and he shall be deprived of any salary and/or allowances during  this period.
(c) Notice of suspension shall be conveyed to the employee concerned in writing by the Registrar.
(d) Notwithstanding paragraph (a) above, the Registrar may at his discretion suspend an employee pending further investigation into his conduct. Such suspension shall be with half pay provided that where a proven case of misconduct has been established, to the satisfaction of the Registrar, he may suspend an employee without pay.
8.7
Interdiction

(a) Where an employee has been charged with a criminal offence, though not connected with the University, the Registrar may interdict him from duties forthwith.
(b) Formal notice of interdiction shall be given to the employee concerned in writing. The notice shall state the date from which the interdiction takes effect and the reasons for such interdiction.

(c) Where an employee has been interdicted he shall be entitled to receive one half of his salary. He shall not be entitled to leave or allowances.

(d) An employee who is under interdiction shall be required to hand over any uniform, account books and records, keys and any other property of the University in his charge to any such person as the Head of Department shall order and he shall be forbidden to carry on his duties and to visit his place of work except with the express permission of the Registrar.

(e) Where an employee under interdiction is found not guilty of all the charges he shall be reinstated and shall receive balance of his salary and allowances for the whole period of his interdiction.
(f) An employee under interdiction may not, without the written permission of the Registrar in writing, leave his station during the period of interdiction. An employee who contravenes this regulation is liable to termination of appointment contract.

8.8
Dismissal

(a.) An employee under interdiction or suspension pending investigation who is found guilty of any of the charges preferred against him shall be dismissed and if so, shall not subsequently receive any part of any short-payment of his salary, not withstanding that he may have been found not guilty of some of the charges.
(b)
(i) Failure to disclose any previous conviction for a criminal offence shall will lead to summary dismissal;

(ii) Any employee convicted on a criminal charge shall not receive any emoluments for the period following the date of his conviction, until the Registrar shall have considered his case. In the event of’ any acquittal on appeal the question of emoluments shall be determined by the Registrar or the Council as the case may be.

(c) Upon conviction of an employee on a criminal charge, he shall be dismissed or have his appointment terminated with effect from the date on which he was convicted or interdicted.

(d) An employee shall be summarily dismissed if he corruptly accepts or obtains, or causes any person to accept, or attempts to obtain from any person for himself or for any other person, any gift or consideration as an inducement or reward for doing or forbearing to do any act with a view to showing  in relation to show favour in relation to the University affairs or business.

(e) An employee shall he summarily dismissed if he:

(i) while employed in a full-time or part-time capacity, acts as attorney or agent against the University in any matter;

(ii) falsifies testimonials or personal records.

(f) An employee who is confirmed in his appointment may be dismissed by the University for misconduct but no such employee shall be so dismissed until he had been given the opportunity of submitting representations to the Registrar through the Head of his Department and such representations shall have been considered by the Registrar.
(g) No notice or salary in lieu of’ notice shall given to any employee dismissed for misconduct but dismissal shall take effect from the date on which the employee concerned is officially notified that he has been dismissed.

(h) An employee dismissed for misconduct shall forfeit all leave and University contribution to his Superannuation Fund. He shall vacate University premises immediately.
(i) An employee who has secured employment by false claims, e.g. claiming to have a certificate not possessed, or to have filled a post not held, shall on detection be summarily dismissed.

 8.9
Termination

(a) The appointment of an employee who is confirmed may be terminated by the University on grounds of general inefficiency, provided that he had previously been warned at least three times by the Registrar, that his work has been unsatisfactory.

(b) An employee who has secured employment by false claims, e.g. claiming to have a certificate not possessed, or to have filled a post not held, shall on detection be summarily dismissed.
(b) The appointment of a confirmed employee shall not be terminated until he has been given an opportunity of submitting representations to the Registrar through the Head of his Department and such representations have been considered by the appropriate disciplinary Committee and approved by the Vice Chancellor Registrar.

(c) A confirmed employee whose appointment has been terminated for inefficiency shall be given one calendar month’s notice or, alternatively one month’s pay in lieu of notice at any time, as well any leave due to him. He shall be allowed to continue to stay in University premises for a period not exceeding one month. Such notice of termination of appointment may be given on any date of the month, and the calendar month shall be calculated from the day on which the notice may reasonably be expected to be received to the day numerically corresponding to that day in the following month less one day.
8.10 Loss or Damage to University Property

(a) If at any time the Registrar is, after formal inquiry, satisfied that the University has sustained a loss by reason of neglect or default of any employee, such employee shall be liable to make good the loss or damage to the extent ascertained as a result of the formal inquiry. Any sums due to such employee by the University may be withheld in satisfaction of such a loss or damage.

(b) Should a loss of funds or stores occur, an employee discovering the loss shall report it to his Head of Department forthwith.
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