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CXRCUL,{K LDTTER TO

STATE COMMISSIONERS,

SECRE,TARY TO THE STATE GOVERNMENT,

HEAD OF SERVICE,

PERMANENT SECRETARIES,

HEADS OF EXTRA-MINIiSTERIAL DEPARTMENTS,

AUDITOR GENERAL,

ACCOLNTANT GENERAL.

SUBh,IISSION OF MIIr{UTES O_F PRON{OTIONS MEETING
TO THE CIVIL SERVICE CONIIUISSIOI{

The Civil Serwice Commission has obseryed some inadequacies in the

i-rxnutes of Promotion N{eetings (Promotion brief-s) sent to it by Ministi'ies and

Extra Nlinisterial Departments and therelore considered it necessary to address the

problem with a vielv to improving the quality of future mini;tes.

2. It was observed that Ministries often forwarded recommendations on

officers on Grade Level 07 to 17 to the Commission in the same briefs. For proper

documentation, minutes of meeting should be separated as follows:

(0 Minutes of promotron of officers from GL. 01- 06 should be

forwarded to the Commission for information on1y.

(ii) Minutes of N4eetings of promotion of officers moving to Grade

Levei 07 up to Grade Level 12 should be forwarded to the

Commission as recommendation, for its consideration and

approval. This should be in fifteen (15) copies while

photocopy ofthe letter ofapproval ofvacancies from the

Office of Establishments and Management Services should

be attached to each minute.
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forwarded to the Senior Managemenr uolrutr.LLuv' rrr

oftheHeadofservice,whointurn,willforwarditsrecommendatron

to the Commission for consideration and approval'

3.Quiteaparlfromthis,mostoftheMinlstriesusuallyleaveoutcompletely,

the provisions of the Scheme of Service on every post when writing the brief and

theminutesofpromotlonlntervier,vtotheCommission.Henceforth,theprovision

oftheschemeofServiceforeachpostwhereoff,cersaretobeconsideredmustbe

reproducedimmed.iatelyaftertheestablishmentstatistics:Approved

Establishments, No. in post, No. of vacancy, No. approved to be fllled' No' of

eligibleofficers,etc.)'Iwishtoemphasizethatthenamesofalloflrcerswhofall

within the field of selection (consideration) must be recorded on the briefs whether

ornotthe.rlhavematuredforpromotion,toensurethatnoofficerisinadvertently

left ottt.

4.ItisworisometonotethatsomeMinisffiesoftenrecommendedofflcers

underdlsciplinaryactionforpromotton.Thisshouldnotbeso.Iamtostatethat

henceforth,ailofficerswhosignsuchminutesandthoseofficersinattendance,

whereanyofficerunderdisciplinaryactionisrecommendedforpromotion,shall

bejointlyandseverailyheldliablefordisciplinaryactionassuchactionisirteguiar

and could bring the serrrice into disrepute'

5.TheCommissionalsoobsewedthatMinistriesiDepartmentsdidnotfollowa

consistent pattem in the award of marks at promotion interviews' For the

avoidanceofdoubt,Iamtodrar,vyorrrattentiontoRule02T03(C)ofCiviiservice

Rules (1999 Ed')' The provision states:

"(C) The criteria for promotlon shall be:

(1) Perfotmance (as assessed under APER)

(ii) Intervieu'

(iii) Additional qualif, cation/examination

50%

30%

r5%

05%
(iv) SenioritY

whereadditionaiqualification/examinationisnotanapplicablecriterion'

theweightassignedtoperformanceshallbeincreasedbyl5.Simiiarly,

in cases where interview is not applicable' the r'veight for performance

shall be increased bY 30'"
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ffi Finaily, I am to state that nencerofln, {Jp_clr arru. uu,,Lrerrlrer rrrlo vr vrtrvv4e

due for promotion interview in the Commission must reach the Commission at

least twenty-four (24) hours before the commencement of the interview. Such

olficers should bring along the under listed documents to the interview:

(i) Certificate of birth or Declaration of Age

(ii) Letter of First Appointment

(iii) Letter of Confirmation

(iv) A1l Letters of Promotions/Advancement up to Grade Level 06

(v) Evidence of Change ofName (if any)

(vi) I-etter of Transfer of Service or Inter Cadre tr-ansfer (if applicable)

(vii) A11 Educational Certificates.
1 ,,7. You are piease requested to give this circular letter the widest publicity in

your Ministry.
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Dbbo Adepoju,
Permanent Secretary,
Civil Service Commisslon
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