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Preface

This handbook welcomes you to the Civil Service, explains a little
about what the Civil Service is and how it works, and describes what
will be expected of you as a civil servant. So far as conditions of service
are concerned, it relates wholly to non-industrial civil servants,

People choose a job in the Civil Service for many different reasons. But
whether you have joined straight from school, college or university, or
from another job, you probably have only vague ideas about what the
Civil Service is and how it works. That is why this handbook has been
written.

Itshould be said straight away that you do not have tolearn it by heart,
or read it all at once. Some parts of it will be of particular interest to you
when you are new and finding your way around; other parts may seem
less interesting at first, but will be useful later.

It would be quite impossible to describe completely in a short booklet
‘what civil servants do’. There are many totally different kinds of jobs in
the Civil Service. Immigration officers, school inspectors, research
scientists in Government laboratories; these and many more specialists
or professional people are civil servants in addition to the clerical and
executive staffin the Inland Revenue or Social Security office, who are
the sort of civil servant that most members of the public come into
contact with. This handbook deals with some of the features that are
common to most Civil Service jobs. In some ways it stresses the
obvious, in others, you may find, after you have had some experience of
Civil Service work, that it rather over simplifies things. The handbook
is only a general guide and will, of course, have to be supplemented by
much more detailed information and instructions about your particu-
lar job. Your Department will arrange this in whatever way is most
appropriate to the job. So far as conditions of service are concerned, this
handbook relates wholly to non-industrial civil servants. It does not
replace or overrule any more formal instructions which you may
receive.
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Development of the Civil Service

The term ‘Civil Service’ is comparatively recent. Civil servants in this
country used to be known as ‘officers of Her Majesty’s civil establish-
ments’; this may serve as a reminder that members of the Civil Service
work in a wide range of government bodies, departments and minis-
tries. The oldest of these departments are older than the Civil Service
itself; that is to say, they existed as separate departments before there
were any general rules or traditions to unify the service.

But civil servants and the work of the Civil Service have existed for a
very long time. Wherever there is an active government, civil servants
are needed to help in carrying on the work of government. There were
government officials in ancient Egypt and to some extent in Greece;
and there was a highly-organised civil service in the Roman Empire
under Augustus, divided into departments very much as our own Civil
Service is today. In mediaeval England, civil servants were generally
clergy, appointed direct by the King to assist in collecting the royal
revenue and managing the royal property. In this and other ways, the
profession of civil servant has a long history behind it.

Many famous men of whom you have heard have been civil servants.
Chaucer was an official of the Customs department, Milton a civil
servant working on correspondence with foreign countries, Pepys a
Secretary of the Admiralty, Wordsworth a distributor of stamps for the
county of Westmorland, Burns an Excise Officer, and Trollope a
surveyor in the Post Office.

Nowadays, a civil servant in this country is, in the simplest definition,
one of the staff appointed to assist one of Her Majesty’s Ministers?* to
carry out his functions. As Ministers are individually responsible to
Parliament for the efficient carrying out of their functions, it follows
that, within certain limits, each Minister must have freedom to organ-
ise his department in the way he thinks best.

* Some departments have at their head not a Minister but a Board.







