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Notes for the information of Technical Assistance
Officers appointed overseas for periods of one
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IMPORTANT

These Notes describe the general terms and conditions of
service for officers taking up service overseas under
Technlcal Assistance arrangements for periods of one year or
more. They are only intended as a guide and are not
exhaustive. They may be changed from time to time to meet
varying circumstances. An officer who finally accepts the
appointment offered will receive a formal personal letter of

appointment Setting out the essential terms of service
applicable.
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SECTION I - SALARY AND ALLOWANCES
1.1 General

1.1.1 Your salary normally commences from the day you emplane
for overseas. It is subject to UK income tax. Allowances

are normally tax free but see paragraphs 1.7 and 1.8. Your
salary and allowances will not be subject to local income

tax overseas. .

1.1.2 If your salary is fixed for the period of contract,
allowance is made for possible increases in UK salary levels
during the contract period in assessing that salary.

1.1.3 Salary, oversea allowance and children's allowances
{but not boarding school allowances) are paid monthly in
arrear and credited to your UK bank account at the end of
each month.* You can either make private arrangements for
remitting funds from the UK to a local bank account in your
country of appointment or, in most overseas countries except
dependent territories, you may draw currency locally from the
British High Commission or Embassy once a month in exchange
for a sterling cheque drawn on your UK bank and made payable
to the Finance Officer, Foreign and Commonwealth Office,.
Encashments are limited to approximately one-twelfth of your
annual net emoluments after allowing for income tax and
current deductions.

1.1.4 As local encashments may take some weeks to arrange
you are advised to take a supply of travellers' cheqgues with
you to meet immediate initial requirements on arrival overseas,

1.2 Advance of salary

You may we granted an interest free advance of 3 months' gross
salary or, if less, 20% of the basic salary due for the period
of your assignment overseas. -Any advance will be recovered
from you during the first 12 months of your assiynment, You
will be required to sign an undertaking to repay before an
advance is made.

1.3 OQversea allowance {tax free}

1,3.1 You will be paid overseca allowance from the day of
your arrival in the country in which you will be serving
except when living in an hotel (see paragraph 1.10).

Oversea allowance is not payable during any period of absence
from the recelving country on official fare paid leave.
Otherwise payment will continue up to and including the last
day on which you carry out your dutles overseas which is
normally the day prior to your actual day of departure on a
passage paid from official funds.

*If you are a Civil Servant your salary will coentinue to be
paid direct to you by your parent department.
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1.3.2 Oversea allowance is normally the same as the tax free
Foreign Service Allowance payable to a British Civil Servant
of comparable circumstances serving in the same overseas
country. It is only intended to cover the extra cust of
having to live abroad in a particular country and your salary
is expected to take the first and main strain of the cost of
living.

1,3.3 OQversea allowance is assessed for three categories of
officers at each overseas post, ie single, married accompanied
and married unaccompanied. Special arrangements apply to
widowed, separated or divorced officers who have not remarried
and who have day to day care and control of dependent children.

1.3.4 OQversea allowancesare reviewed by lnspectors at three

to four yearly intervals and may then be increased or decreased,
Rates are not normally changed between inspections but may be
specially reviewed at any time jf local living costs become
markedly out of line. Rates are assessed to allow a margin

of flexibllity and officers are expected to stand some rises

in overseas living costs before any revision is needed.

1.4 Children's addition {tax free)

If your children accompany you and your wife abroad, you may
receive a tax free children's addition to oversea allowance
in respect of the second and each subsequent eligible child
accompanying you.

1,5 Outfit allowance (tax free)

El05 if you are a married officexr and your wife accompanies
you overseas at official expense and €70 otherwise, This
allowance may be paid one month prior to your departure.

1.6 Trunk allowance (tax free)

This allowance is only paid on initial posting overseas and
does not apply to subsequent appointments. The rate is g£10
for yourself and €5 for your wife if she accompanies or joins
you at official expense. This allowance may be paid one month
prior to your departure. :

1.7 Education allowances {tax free when you are overseas when
payment is due}*

1,7.1 Provided your wife accompanies you overseas at official
expense and children up to and including the age of 18 attend
boarding school in the UK you may be paid allowances towards
their education expenses up to the following annual rates on
praoduction of receipted bills:- '

*Special rules apply to the children of widowers, divorced
or separated officers.
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1st child £576
2nd child £576
3rd child £E687
Each subsequent child £714

If the basic boarding and tuition fees, after taking account

of any local education authority grant or other financial
assistance, amount to less than the appropriate rate of boarding
school allowance, the reimbursement will be restricted to that
lower amount., However if you have two or more children at
boarding school, the allowance entitlement is aggqregated, ie

the net amount reimbursable to you is not calculated individu-
ally for each child but within the total of the two or more
allowances as appropriate.

1.7.2 The allowance will be payable in respect of the period
from your emplaning in the United Kingdom to your disemplaning
in the United Kingdom at the end of your service except that -

a. 1f you emplane during a school term the period will
{subject to sub-paragraph b) commence at the beginning
of that term;

b. if your wife does not emplane with you but later
joins you overseas, the period will not commence earlier
than the beginning of the school term prior to the school
holidays or term in which she emplanes;

€. it will not normally be payable in respect of a
child commencing at boarding school during the last
6 months of your tour overseas;

d. if you disemplane during a school term the period will
(subject to sub-paragraph e) cease at the end of that term;

e. 1f your wife returns to the United Kingdam before you,
the period will end when she disemplanes or, if she

disemplanes during a school term, at the end of that
term;

£. if an allowance would otherwise cease to be payable
during the final school year when a child is taking the
GCE "O0" level examination or during a 2 year course
which a child is taking in the Sixth Form for the GCE
"A" level examinabtion, the allowance in respect of that
child shall be payable until the end of the school Year
or the 2 year course, as the case may be, provided the
child has not commenced at boarding school during the
last 6 months of the officer's service overseas.

1.7.3 If your wife accompanies you overseas at official
expense and children under 16 years of age are left in the UK
with a guardian, a tax free allowance of £115 a year may be
paid for the second and each subsequent child. Guardian



allowances may be pald from the date your wife leaves the UK
at public expense to join or accompany you overseas. They
may continue up to and including the day prior to her or your
return. Guardian allowances normally cease as scon as the
child is gainfully employed or attains age 16, whichever is
earlier, but may be continued until the ninetsenth birthday
if the child is undergoing full time general education.

1.7.4 1If your children accompany you cverseas and no service
gchool or suitable free civilian school is available, the
necessary local day school fees at civilian schools may be
refunded subject to the following conditions:-

a, Fees may be paid for education from the age of 5
up to the 19th birthday (as under the free education
provisions in the United Kingdom) in the usual school
subjects. Fees for other subjects must be met by you.

b. The school chosen must be approved by the
appropriate British Representative in the country
concerned,

¢. Where the distance to the nearest suitable school
necessitates the use of transport, the cost of travel
by public transport or school bus may be provided.

No payment can be made for expenses other than actual
fares by public transport or school bus.

1.8 Overseas family allowance {subject to UK income tax not
deducted at source)

Where children remain in the UK and both parents (or the
sole parent) by proceeding overseas lose entitlement to the
statutory UK family allowances, overseas famlly allowances
may be pald at the same rates as apply in the UK.

1.9 Hotel Expenses on departure from the United Kingdom

If after removal from your home you necessarily incur hotel
expenses because you cannot start your journey overseas the
same day, you may be paid the appropriate rate of subsistence
for yourself plus two-thirds for your wife and one-half for
each member of your household over 3 years of age for not
more than 6 nights.

1.10 Hotel Expenses on arrival overseas and on departure

The provision of suitable furnished quarters immediately

upon arrival overseas cannot always be guaranteed., Where

in these circumstances you necessarily incur hotel expenses
before moving into furnished accommodation at the commence-
ment of your tour you will not be paid oversea allowance;
instead you will be paid the appropriate nightly rate of
subsistence plus two-thirds in respect of your wife and
one-half for esach other member of your household over 2 years
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of age accompanying you at official expense., Subsistence allow-
ance under these arrangements should normally not be paid for
more than 14 nights but in exceptional circumstances may be

paid for a period of up to 28 nights, 1In gractice, in ordeér

to avoid double payment, it is assumed that full subsistence
has been paid for the maximum period of 28 days and oversea

allowance is paid only from the 29th day after arrival at

post. 1If you cease to occupy hotel accommodation within the

28 day period, the fact should be reported and the appropriate
earlier issue of oversea allowance will then be made.

Similarly if immediately prior to your departure from the
receiving country it is necessary for you to be accommodated

in an hotel, overseas allowance Will not be paid but subsistence
allowance wWwill be paid instead up to a maximum of 6 nights.

SECTION II - PASSAGES AND LEAVE

2.1 Passages

Your outward passage will normally be by air, tourist or
economy class. If you are appointed for one year or more you
may also be provided with passages for:-

a. your wife;

b. the unmarried children of your marriage who at the
date of commencement of your service with this Office:-

i. have not reached their 18th birthday;

ii, are daughters who have reached their 18th
but not their 21st birthday who are resident with
you and who are dependent on you to the extent
that they have not, over any period of 12 months,
earned more than the annual inner London pay of a
Clerical Officer in the Home Civil Service aged
18 years;

iii. are dependent on you by reason of mental or
physical infirmity;

iv. are daughters who are not gainfully employed
who for compassionate reasons are acting as your
housekeeper;

¢. your or your wife's unmarried steﬁ-children, adopted
children or children by a former marriage who are '
normally resident in your household and who fulfil the
conditions of sub-paragraph b, i. to iv. above;

d. & bona fide nursemaid (subject to certain conditions).

Eetuin passages at end of appointment will also normally be
Yy ailr, '
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2,2 Class of travel

passages are normally by British air lines whenever possible.
Air travel is regarded as normal, but in very exceptional
circumstances travel by sea may be allowed.

2.3 Passages for your household

Passages for your household are granted only for appoint-
ments for one year or more. Members of your household will
be expected to travel with you or to join you soon after

the commencement of your assignment. Homeward passades will
not normally be granted until you have completed your assign-
ment. Where for some reason, ey the effect of climate on
health or for educational reasons, members of your household
wish to return to the UK before you complete your assignment
abroad, they may be allowed to anticipate their homeward
passage entitlement provided they have been resident at the
overseas station for 12 months or more and, in the case of
dependent children, that they have not over any period of

12 months  earned more than the minimum rate payable to
locally engaged clerical staff for their age in the receiving
country, or the inner London pay of a clerical officexr in the
Home Civil Service, aged 18 years, whichever is greater.

In very exceptional clrcumstances the qualifying period of

12 months residence may be abated where the need for the
return to the UK is beyond control of yourself or your
household.

2.4 Passports and Visas

If you and members of your household travelling at official
expense do not possess current passports you should cbtain
them yourself, The cost of necessary passports and passport
photographs will be reim#ursed. Passport renewal or applica-
tion forms are available from your nearest local office of
the Department of Employment (formerly known as the Labour
Exchange), or by post or by calling at one of the following
offices:~

a. The Passport Office, Clive House, Petty France,
London SW1H 9HD

b. The Passport Office, 5th Floor, India Buildings,
Water Street, Liverpool, L2 0Q2

c. The Passport Office, lst Floor, Empire House,
131 West Nile Street, Glasgow Gl 2RY

Any necessary entry permits or visas will normally be
cbtained by ODM,

For passport application purpéses the designation

"Government Service" should be used by Civil Servants
seconded abroad under technical assistance arrangements.
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2.5 Travelling and Incidental expenses

Claims for travelling expenses incurred prior to departure from
the United Kingdom if not submitted in London before departure
should be submitted to the Accountant at the Office of the
British Representative in your country of appointment. Claims
for necessary expenditure incurred on clearance of luggage at
the port of arrival (excluding cost of transport to your post)
may also be submitted to the local Accountant for settlement.
Claims should be submitted as early as possible and normally
not more than one calendar month after the date on which the
expenditure was incurred.

2.6 Children's holiday visits

2.6.1 If you are accompanied officially by your wife and you
have a child under age 18 at school in the UK, return air
passages may be provided during each 12 months of your
service overseas {reckoned from the date of your departure
from the UK) to enable the child to visit you during the
three school holldays. ©On the occasion of the first two
school holidays during this entitlement period,. free return
alr passages may be granted. On the occasion of the third
school holiday, payment in respect of your first or only
eligible child is limited to the amount by which fares exceed
3 per cent of your gross salary.* Where the fares are within
that amount, no officlal contribution is made. For the third
holiday journeys for the second and subsequent children, no
parental contribution is payable. Whenever possible the
child should travel under arrangements provided for a students
rebated fare. Your wife may take a child out under these
arrangements when accompanying or joilning you overseas.

2,6.2 An unmarried child age 18 and under 21 who is not
gainfully employed and who remains in the UK to undertake a
full time course of study at an educational institution will
be provided with one return alr passage during each 12 months
of your service to visit you. An expectation of 9 months or
more service overseas at the end of each completed period of
12 months gives entitlement to a further visit,

2.6.,3 A child attending school overseas in a country other
than that in which you are serving may also qualify for holiday

visits, but you will be required to meet any costs exceeding
the student’s rebated fare from the UK.

2.6,4 Children of widowed officers may also qualify for
holiday visits. Special rules apply to the children of
divorced or separated offlcers.

2.7 Leave

Leave 1s granted at the rate of 6 weeks a year, le 3 days a
month on the basis of a 6-day working week. Any. leave taken

*If you are a Civil Servant, 3 per cent of the mean of your
salary scale including inner London welghting.
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locally during an asslignment will count against this
entitlement. :

2.8 Leave pascages

2.8.1 For leave purposes a standard tour is fixed for each
post which is not necessarily the same length as your own
assignment. Leave passages are not normally granted during
the standard tour period, but if on completion of that
period your assignment is expected to continue for.a further
year or more you and members of your household whose fares
were paild officially may be granted return. leave passages to
the UK by air. Details of the length of the tour applicable
for your assignment will be supplied at your post selection
interview,

2.8.2 1In certaln countries unaccompanied cfficers serving
for 2 or 3 years may be allcwed one free leave passage by
air to the UK during the tour. If appropriate, details will
be given at your post selection interview.

SECTION III - BAGGAGE AND PERSONAL EFFECTS

3.1 Excess air baggage

1f travelling by economy or tourist class air you and members
of your household travelling at official expense may be
granted on each ticket providing for free baggage entitle-
ment any necessary excesS baggage to bring the total entitle-
ment up to 30 kilocgrams (66 lbs).

3.2 Unaccompanied air freight

You and your wife (provided that her passage is paid
officially) may each send up to 40 kilograms (B8 1lbs) by
unaccompanied air freight, Up to 20 kilograms (44 lbs) may
be sent by unaccompanied air freight in respect of each child
over 2 years of age accompanying you officially. The
unaccompanied air freight entitlement will be deducted from
your overall baggage entitlement as set out in paragraph 3.3,
the cubic measures being reduced pro rata.

3.3 Baggage and personal effects

The cost of removal to and from the overseas station may be
allowed subject to a maximum of 20 cwts (l0l6 kilograms)

packed so as not to exceed 100 cubic feet (2.83 cubic metres).
If you are accompanied officially by your wife an additional

6 cwts (305 kilos) packed so as not to exceed 30 cubic feet
{0.85 cubic metres) may be allowed., If you exceed these limits
you will be responsible for all excess charges which arise.



3.4 Furniture and household effects

If you are a householder and do not let your house furnished,
the cost of removal of your furniture to store in the UK and
storage charges will be met within the limit of 700 cubic
feet (19.81 cubic metres). If you are not a houscholder

you will receive reimbursement of the cost of removal of
your furniture to store within the UK and storage charges
within a limit of 200 cubic feet (5.66 cubic metres). When
the cost of storage of furniture in this country is met
offiecially, the extra cost of insuring the furniture in
transit to and from store and during storage to the value
for which it is ordinarily insured by you, will alsc be met.
Extra cost means the additional amount of premium over and
above the amount ordinarily paid for insuring the articles
in question.

3.5 Tendering

Three competitive tenders should be obtained and submitted
to this office for the removal or storage of your effects
and for packing and transportation overseas; payment from
public funds will be restricted to the amount of the lowest
tender. When inviting tenders you should take care to
specify clearly to the would-be contractors the maximum
size and weight for which official payment can be made -
EEE‘baragrapas 3.3 and 3.4. PAny excess will have to be
paid for by you personally and no reimbursement can be made
from public funds.

3.6 Insurance

It is your responsibllity to arrange for the insurance of
baggage in transit to and from the overseas station, but

the cost (excluding articles of value for which special

rates are charged) will be met within reasonable limits

and subject to restriction to the amount of the lowest of

3 competitive tenders covering removal, packing, trans-
portation and insurance as stated above, The cost of insuring
your household and personal effects whilst serving overseas

is also your own responsibility.

3.7 Motor cars

If you are serving a tour of 2 years or more (or 18 months

in a country where this period is the standard tour] the cost
of shipping your car and marine insurance costs to and from
the overseas station may be met up to a maximum of 425 cu ft
(12.03 cubic metres)., This applies to a car already owned by
‘you at time of selection for the overseas post or a British
car purchased (or ordered for earliest possible delivery
overseas) after your selection for appointment and within

3 months of your arrival overseas either in the UK or overseas.
A forelgn car purchased after your selection will not qualify
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for transportation costs. If you subsequently dispose of
the car before you have completed 18 months service overseas
or whilst you still have more than six months to serve you
will be required to refund full transportation costs paid on
your behalf.

3,8 First arrival privileges

First arrival privileges are normally granted by receiving
countries exempting personal effects (including a car but
excluding consumable goods) imported within three monthe of
your arrival from import duty in the country in which you
are to work. If, exceptionally, any government does not
provide these facilities, the duty on all normal household
and personal effects imported during the first arrival
perlcd will be reimbursed but not duty paid on items such
as sports eguipment, expensive silver and glassware, furs,
jewellery etc or on more than one inexpensive camera, record
player, radio, etc.

SECTION IV - INCOME TAX, NATTIONAL INSURANCE
CONTRIBUTIONS, GRADUATED PENSION SCHEME AND
SUPERANNUATION

(not applicable where the basic salary is issued
direct by the parent department or regular employer).

4.1 Income Tax

4.1.1 You should obtain Parts 2 and 3 of Income Tax Form P45
from your previous employer and send them as soon as possible
to the Officer in Charge, Overseas Salaries Section, Ministry
of Overseas Development.

4,1.2 If you are a gelf-employed person you should inform
Her Majesty's Inspector of Taxes, Cardiff of your appeint-
ment stating the address and reference number of the Income
Tax Office dealing with your affairs.

4.1.3 Failure to produce form P45 or to notify the Inspector
of Taxes will result in income tax belng deducted. from your
taxable pay at an interim rate in accordance with current

tax regulations until a correct notice of coding is received
from the tax authorities. All enquiries regarding income

tax should be addressed to Her Maijesty's Inspector of Taxes,
Public Departments, 3 Ty Glas Road, Llanishen, Cardiff, CF4 SZE.

4.2 HNatilonal Insurance

4,2.1 If you contribute as an employed person under the
National Insurance Scheme you should send your National
Insurance card to this office (see paragraph 4.1.1 above),
Compulsory <¢lass I contributions will then be deducted from
your salary for the period of the first 12 months' service
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overseas with effect from the date of your departure from
the United Kingdom. You should ensure, therefore, that your
card is currently stamped to that date. After 12 months
compulsory contributions cease, except in certain countries,
but contributions at the non-employed rate may be paid
voluntarily. :

4.2.,2 If you are a self-employed or non-employed contributor,
or not at present a contributor at all, yocu should complete
form CF 83 at Appendix 2 of the enclosed National Insurance
pamphlet (N.I.38) and send it to the address shown.

4,2.3 If you were recently resident abroad or self-employed
and are already paying contributions by direct payment
through your bankers (and there 1is no liability for this
Ministry as your employers to pay Class I contributicns), we
would not wish to interfere with that arrangement. You
should however advise the Overseas Salaries Section of this
Ministry of your arrangements so that the necessary
adjustments can be made to your allowances.

4.3 Graduated Pensions Scheme

If you are a compulsory Class I contributor under the
National Insurance Scheme and subject to United Kingdom
PAYE tax you are required to contribute under the

Graduated Pension Scheme. If, however, you are at present
covered by a contracted out certificate, you should contact

your present employer to ascertaln your position whilst
overseas.

4.4 Superannuation

If you are a contributor to any recognised superannuation
scheme you should communicate with the Secretary of that
scheme to establish your membership position, Where the
rules of the scheme permit, and you so request, this
Ministry will consider the possibility of continuing the
employer's share of the contributions and deducting the
employee's share from your basfec pay. You should supply
this Ministry (see paragraph 4.1.1) with full details of
the scheme and state the amount payable by the employer
and yourself. No liability can be accepted for non-
payment of superannuation contributions for which
details have not been supplied.

4.5 Overseas Service Pensions Scheme

The Scheme 1s a statutory contributory superannuation

system on a voluntary basis and it provides pension benefits
for the contributors and their dependants, Membership is
open to Technical Assistance Officers from the United
Kingdom, the Channel Islands, the Isle of Man or the
Republic of Ireland, but will not normally be available to
persons already contributing to a superannuation scheme.
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Provided that the British Government is not already making a
superannuation contribution in respect of an officer, or the
officer's terms of service have not been improved because of
the absence of superannuation cover, this Ministry will pay
a proportion of a member's contribution to the Scheme not
exceeding 5% of his annual salary during his service as a
Technical Assistance Officer. Further detalls of the Scheme
including an application for membership may be obtained

from the Recrultment Department of this Ministry.

SECTION V - MISCELLANEOUS

5.1 " Accommodation

Free hard furnlshed accommodation should normally be provided
by the recelving government but In some 1lnstances a rent
allowance may be pald to cover the cost of sultable furnished
accommodation, You should take with you crockery,cutlery,
table and bed linen, blankets, glassware and household
utensils. Items such as a radlo, a record player, ornaments,
plctures, ectc may also be taken. In certaln cases assistance
towards hotel expenses may be more approprilate than provision
of free accommodation, and relmbursement is then made to you
of elther nine~-tenths of the baslc accommodatlon cnarge or
nine-twentieths of the inclusive charge for board and lodging.

5.2 Medical and dental arrangements

As far as possible, treatment is provided for yourself and
for members of your household accompanying you at official
expense on the lines of the British National Health Service.
British posts overseas will decide whether 1t would be
reasonable for you to look to the local government medical
service for medical attention or whether you should look to
the panel of doctors approved by them in respect of their

own staff, and will inform you accordingly on arrival. Any
treatment given overseas will be subject to the same conditions
as apply in the UK and you will be required to pay the normal
UK statutory charges. If your children visit you under
holiday visit arrangements (paragraph 2.6) only the costs of
necessary emergency treatment can be met from official funds.

5.3 Injury benefit provisions of the Principal Civil Service
Pension Scheme

These allow for awards to you or your dependents if you
should unfortunately be incapacitated or die as a result of
injury or disease contracted in the discharge of your duties.
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5.4 Your address abroad

If you are going to a Foreign or Commonwealth country, you
should note that until you take up your accommodation there, .
your forwarding address for correspondence, baggage,
personal effects, etc will be c/o the appropriate British
Embassy or British High Commission. If you are going to a
dependent territory, you will be advised of the appropriate
forwarding address later. '
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