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A BILL
FOR

AN ACT TO ESTABLISH THE CHARTERED INSTITUTE OF PROFESSIONAL
SECRETARIAL STAFF OFF NIGERIA AND FOR RELATED MATTERS
Sponsored by Hon. Muhammad Umar Jega

[ 1
ENACTED by the National Assembly of the Federal Republic of

Nigeria as follows-
PART I - ESTABLISHMENT, ETC. OF THE CHARTERED INSTITUTE OF
PROFESSIONAL SECRETARIAL STAFF OF NIGERIA

1.-(1) There is established the Chartered institute of Professional
Secretarial Staff of Nigeria (in this Bill referred to as "the CIPSSON™)
which-

(a) shall be a body Corporate with-

(i) perpetual succession, and

(i1) a Common Seal; which shall be kept in such custody as the
Councii may direct.

(b) may sue and be sued in its corporate name: and

(¢} may, subject to the Land Use Act, acquire, hold and dispose of
any property, moveable or immovable

(2) The "CIPSSON" shall have the general duty of-

(a) determining the standard of knowledge, skill and c;uaﬁﬁcation
of persons seeking to become professional secretarial staff and raising those
standards from time to time as determined by circumstances.

(b) securing in accordance with the provisions of this Bill, the

establishment and maintenance of a register of members of the "CIPSSON"

. and publication from time to time of lists ofthose persons and organizations.

(¢} conducting, encouraging and sponsoring research in the field of

Secretarial practice, publishing and disseminating same;
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(d) organizing, conducting, and re gulating the education of current
and prospective professional Secretarial staff;

(e) maintaining and upholding the ethics of professional Secretanal
practice from time to time;

(fregulating professional Secretarial practice in Nigeria;

(g) administering professional examinations in Secretarial practice;

(h) collaborating with other reputable examination bodies and/or
educational institutions; )

(i) to provide continues education in Secretarial practice from time to
time; and

(j) to bring together all professional Secretarial staff in Nigeria.

(3) Subject to the provisions of this Bill, members or organizations
admitted into "CIPSSON" shall be enrolled in the following cate gories-

(2) Fellow -PCPS;

(b) Honorary fellow - FCPS (HON);

(¢) Members - MCPS;

{d)Associate- ACPS;

(e) Graduate;

(f) Affiliate;

() Student.

(4) A person accorded any of the above status by the Council under
this Rill, shall be entitled to?h,e use of the appropriate designatory letters as
approved by the Council from time to time.

(5) A personregistered under this Bill shall be enrolled as a-

() Fellow - (FCPS) if-

(i) at the commencement of this Bill he was a fellow of the
Association of professional Secretarial Staff of Nigeria incorporated under the
companies and Allied Matters Act (in this Bill referred to as "APSSON").

(i) he possess such qualities, gualifications and has achieved such

degree of attainment in Secretarial practice as prescribed by the appropriate
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1 authority and has spent at least 15-20 years in the grade of an individual -
2 ‘ metnber;

3 (b) Honorary fellow if-

4 (1) at the commencement of this Bill, he was an Honorary fellow of
5 "APSSON" or

& (i1) has contributed immensely to the development and upliftment
7 ofthe profession in or outside Nigeria

8 (iii) he has been found to be a fit and proper person for Honorary
9 Fellowship by the body charged with the responsibility of selecting
10 awardees,

11 (c) Member-

12 (i) if at the commencement of this Bill he was a member of
13 "APSSON" or

14 (i1) is found by the Council to possess an adequate knowledge of
15 the profession and has spent the number of years to be determined by same
16 insecretarial practice;

i7 {d) Associate if-

18 (i) at the commencement of this Bill, he was an Associate of
19 "APSSON",

20 (i) he possesses qualifications which, in the opinion of the Council
21 are adequate, or

22 (iif) shall have completed a course of training approved by the
23 Council under this Bill,

24 . {(iv)is activelyengagedin Secret.arial practice;

25 (e) Graduate if-

26 (1) at the commencement of this Bill he was a Graduate member
27 of"APSSON" ar

28 (1) he possesses other qualifications acceptable to Council, and

29 (iii) satisfies the requirements for admission to the grade of a

30 Graduate member stipulated in the rules made ungder this Bill; ..

L




C 3324  Chartered Institute of Professional Secretarial Staff of Nigeria Bill, 2019 2019
1 (f) Affiliate if-
2 (i) at the commencement of this Bill, he was an Affiliate of

Election/
Appointment
of President,
1st and 2nd
Vice President/
other Officers
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"APSSON" or "APSSON";

(i) Is a student of an institution of higher leaning recognized by
Coungcil;

(iif) possesses qualifications acceptable to Council.

PART II - ELECTION/APPOINTMENT OF PRESIDENT 1ST AND 2ND VICE
PRESIDENTS AND OTHER OFFICERS OF THE "CIPSSON"

2.-(1) There shall be a National President of the "CIPSSON" who
must be a financial member and the Chairman of Council.

(2) There shall be the first Vice President of the "CIPSSON" who
must be a financial member and also a member of Council.

(3) There shall be a second vice' president of the "CIPSSON" who
mustbe a financial member and alsoa member of the Council.‘

(4) The President, 1st and 2nd vice presidents shall be elected at the
Antal General Meeting ofthe "CIPSSON".

(5) The President, 1st and 2nd Vice Presidents shall hold office fora
term of two years each in the first instance from the date of
election/appointment and may be eligible for re-election/appointment for
anotherterm of two year and no more.

. (6)(a) The president shall preside over all the meetings of the
"CIPSSON" and:

{b) In the event of death, incapacity or incapability for any reason,

(c) The 1st or 2nd Vice Presidents as the case may be shall fill the
vacancy for the un-expired porticn of the term of office

(¢) Reference in this Bill to the president shall in the circumstance be
construed accordingly.

{7) If the President or 1st and 2nd Vice Presidents of the "CIPSSON"

ceases to be a member he shall also cease to hold the office designated under

this section.
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PART III - MEMBERSHIP OF THE SECRETARIAL STAFF
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3.-(1) There shall be a governing body ot: the "CIPSSON" (in this Goveming Board
Billreferred to as the "Council") charged with:
(a) the setting up of policies, guidelines, control, targets and
appraisal for the "CIPSSON" Eat
(2) The Council shall consist of the followmg members
(a)President, stand 2nd the Vice-Presidents;
{b) the Registrar, (the Chief Executive of the "CIPSSON") who
shall be the secretary o the Council; ‘
10 (c) three 1 ..nbers elected at the Annual General Meetingmof the
11 "CIPSSCN™;
12 {d) the immediate past president of "APSSON" orthe” CIPSSON" ;
13 (e) One member each elected from the six geographical zones of
14 North Central, North West, North East, Scuth East, South West and South
15 South, during the annual general meeting;
16 (D) representatives of relevant Ministries as may be determined by
17 the council.
i8 (3) The provisions of the 151 schedﬁle £0 this Bill shall have effect
19 with respect to the qualifications and tenure of members of the council and
20 other matters there-in mentioned. - _
21 4.-(1) There shall be a Board of fellows for the "CIPSSON" (inthiS  Board of Fellows
22 Bill referred to as "FELLOWS").
23 (2) The "Fellows" shall consist of such number of persons to be
24 determine by the Couneil,
25 (3) The members of the "Fellows" shall be appointed by the
26 Council in a_meeting summoned for that purpose.
27 (4) The "Fellows" shall play adviseryrole tothe Council.
28 (5)A person shall be appointed a member of the "Fellow" only ifhe

)
O

isa"FELLOW" ofthe "CIPSSON".
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1 PART IV » FINANCIAL PROVISIONS
Management 2 5-(1) The Council shall establish and maintain a fund, the
* of the Institute’s o .
Fund 3 management and control of which shall be in the hands of the Council and into
4 whichshallbe paid:
5 (a) all monies lreceived by the Council in pursuance of this Bill
6 including fees, levies, grants, investitures, donations and honorariums;
7 . d,)) such monies as may be provided by donors, benefactors or order
8 external sources.
9 ' (2) There shall be paid outof the Fund of the "CIPSSON":
10 : (a) all reasonable expenditures incurred by the Council in the
11 discharge ofits functions under this Bill: and
12 (b) the remuneration, allowances of the Registrar and other staffs of
13 the "CIPSSON" and
i4 (3) The Council may invest its fimd in any security such as treasury
15 Bills, shares or any other security inNigeria apprdved byit
16 (4) The Council may, from time to time, borrow money for the
17 purposes of the "CIPSSON" and any interest payable on such money/monies
18 so Vorrowed shall begaid out of the Fund.
1% (5) The council shall keep proper accounts on behalf of the
20 "CIPSSON" in respect of each financial year and proper records in relation to
71 close accounts and it shall cause the accounts to be audited by an Auditor
22 appointed by it.
23  (6) The Auditor appointed for the purpose of this section shallnotbea -
24  member ofthe Couneil.
95 PARTV - THE REGISTRAR AND OTHER OFFICERS OF THE "CIpsSON"
::Ejpgg;ir;e:; 26 6.-(1) The Council shali appoint a fit and proper person to be the
g;ed R;fli;t::rﬁ o 27 Registrar forthe purpose of this Bill, a'f1d such other persons as the "CIPSSON"
of the Register 28  may, from timeto time, decm necessary to appoint.

29 (2) The Registrar shall be the Secretary to the Council and the Chief
30  Executiveofthe "CIPSSON". A
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(3) The Registrar shall prepare and maintain, in accordance with

the rules made by the Council, a register of the names, addresses. approved

. qualifications and other relevant particulars, as may be specified in the rules,

of the persons who are entitled to be enrolled as Fellows, Members,

Associates Graduate Members, Affiliates and Students or registered as

‘professional secretaria] staﬁ" who apply to be so registered and of all

corporate bodies registered in accordance with this Bill;

(4) the Register shall consist of seven parts of which-

(a)the firstp “tshallbein respectof Fellows;

(b) the second part shall be in respect of Members;

(c)the third part shall be in respect of Associates;

(d) the fourth part shall be in respect of Graduate Members;

(e} the fifth part shall be in respect of A ffiliates s

(D) the sixth part shall be in respect of Students; and

(8) the seventh part shall be in respect of Corporate Members,

(5) Subject to the following provisions of this sectioil, the Council
may make rules with respect to the form and keeping of the Register and the
making, ofthe entries therein, and in particul_a;‘:

(8) regulating the making of applications for enrolment!
registration, as the case may be and providing for the particulars to be
produce& in support of application:

(b) I-m:ividing for notification to the Registrar, by the person to
whom any registered particulars relate, of any change in those particulars;

{c) authorizing an enrolled or a registered person to have éuy
qualification which s, in relation to the relevant division of the profession,
either an approved qualification or any acéepted qualification for the
purposes of this Bill, registered in relation to his name in addition to'or as he
may elect in substitution for any other qualificaiions so registered;

(d) Specifying the fees, including any annual subscription to be
paidtothe "CTPSSON" in respect of the entry of names on the register;

C 3327
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~ (e) authorizing the Registrar to refuse to enter a name on the register
till any fee specified for the eﬁny has been paid; and
§3) sﬁ)ecifying any thing falling to be specified under the foregoing
ﬁrovision of'this section. .
(6) Rules made for the purposes of paragraph (e) of subsection 5 shall

not come into force until confirmed at a special meeting of the Council

convened for that purpose or at next Annual General Meeting, as the case may

be. -

{7) The Registrar shall-

(a) correct, in accordance with the Council's directions, any entry _in
the register which thé Council directs him to correct as being in the Council's

opinion an entry which was incorrectly made;

(b) make, from time fo time, any necessary alteration in the registered .

particulars of registered persons;

{c) record the names of members of the "CIPSSON" who are in
default for more than §ne year in the payment of the annual subscriptions, and
to take such action in relation thereto {including removal of the names of such
persons from the register) as the Council, under this Bill may direct or require.

(8) Ifthe Registrar-

(a) sends by post to any registered person a registered letter addressed
to that person at his address on the regis"[er enquiring whether the registered
particulars relaﬁﬁg to him are correct and feceives no roply tothe letter withina

period of three months from the date of posting ora period to be determined by

‘Council Having regards to the circumstances; and

(b) upon the expiration of the period sends in the like manner to the
person in question a second similar letter and receives no reply to that letter
wiéhin one month from the date of posting or a period to be d.etermined by
Council having regards to the circumstances.

(9) the Registrar may remove the particulars relating to the person

from the register and the Council may direct the Registrar to restore to the
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appropriate part of the register any particulars removed there from under this
subsection

7.~(1) The Registrar shall-

(a) cause the register to be printed, published, and put on sale to
members of the public not later than twelve months from the
commencemerit of this Bill:

{b) in each year after that in which the register is first published
under paragraph (a) above to cause to be printed, published and put on sale
aforesaid, either a corrected edition of the register or list of alterations made
to the register since it was lastprinted; and

(¢) cause a print of each edition of the register and of each list of
corrections to be deposited at the principal office of the "CIPSSON", and the
council shall keep the register and lists so deposited and make same
available at all reasonable times for inspection by members of the Public.

(2) A document purporting to be a print of an edition of the register
published under this section by authority of the Registrar or document
purporting to be prints of an edition of the register so published and of a list
of corrections to the last edition so published, shall (without prejudice to any
other mode of proof) be admissible in any proceedings as evidence that any
persen specified in the documeﬁt, or the documents read together, as being
registered, was so registered at the date or the edition or the last corrections,
as the case may be and that any person notso specified was not so registered.

(3) Where in accordance with subsection (2) of this section a
person is, in .any proceeding, shown to have been, or not to have been
registered at a particular date, he shall, unless the contrary is proved, be
taken for the purposes of those proceedings as having at all material times
thereafter continued to be, or notio be so registered.

PART VI - REGISTRATION
8.-(1) Subject to section 12 of this Bill and Rules made under

sections 6 (5) and 15 of this Bill, a person shall be entitled to be enrolled or

Publication of
Registry and List
of Evidence Value

Registration of
Training and
Development
Practitioners
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Approval of
Qualilication
etc.

regisiered as amember of the "CIPSSON" if he:

(a) possesses the relevant qualification as may be approved from time
totime, by the Council and is successful in all the prescribed examination or;

(b) qualifies for enrolment as a member in any of the categories
specified in this Bill.

(c) holds a gualification granted outside Nigeria for the time being
accepted by the "CIPSSON" and satisfy the Council that he has had sufficient
practical experience in Secretarial practice

(2) An applicant for registration shall, in addition to evidence of
gualification, satisfy the Council that he:

(a) is of agood character and high integrity;

(b) has attained the age of 2 years; and

(c} has not been convicted in Nigeria or elsewhere of an offence
involving fraud, dishonesty or gross misconduct.

(3) The Council may, from time fo time, publish particulars or
qualifications for the time being accepted by it for registration.

(4) The Council may in its discretion reject a qualification produced
in respect of an application for registration under this section or direct that the
application be renewed within such period as may be specified in the direction.

(5) Any entry directed to be made in the register under subsection (4)
of this section shall show that registration is provisional and no entry so made
shall be converted to full regisfration without the consent of the Council in
writing in that behalf.

(6) A member who passed the institutes final examination or has
attained associate grade of the institute shall continue to progress to grade level
17 with a special career path created.

APPROVAL OF QUALIFICATIONS, ETC.

9.-(1) The Council may approve any institution(s) for the purposes of

this Bill and may for those purposes, approve:

(a) any course of training at an approved institution which is intended
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for persons who ,are seeking to become or are already members of the
"CIPSSON" and which the Council considers is designed to confer on
persons completing it, sufficient knowledge and skill for admission to the
"CIPSSON"s

(b} any qualification which, as a result of an examination taken in
conjunction with a course of training approved by the Council under this
section, is granted io candidates reaching a standard at the examination,
indicating, in the opinion of the Council, that candidate has sufficient
knowledge and skill to practice as a secretarial staff

{2) The Council may, if it deems it fit, withdraw any approvat given
under this section in respect of any course, qualification or institution, but
before withdrawing such an approval, the Council shall:

(a) give notice that it proposes to withdraw such approval to each
person in Nigeria appearing to the Council to be a person by whom the
course is conducted or the qualification is granted or the institution is
controlied, as the case may be;

(b} afford such person an opportunity of making to the Council
representations with regards to the proposal; and

(c) take into consideration any representation made as respect of
the proposal pursuant to paragraph (b} of this section,

(3) With regards to any period during which the approval of the
Council under this section for a course, qualification or institution is
withdrawn, the course, qualification or institution shall not be treated as
approved under this section but the withdrawal of such approval shall not
prejudice the registration or eligibility for registration of any person who, by
villue of the approval, was registered or eligible for registration (either
unconditionally or subject to his obtaining a certificate or experience)
immediately before approval was withdrawn.

{4) The giving or withdrawal of an approvalunder this section shall

have effect from such date, either before or after the execution of the
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1  instrumentand the Council shall;
2 (a) publish, as soon as possible, a copy of every such instrument inthe
3 Gazette; and
4 (b) not later than seven days before its publication, send a copy ofthe
5 instrumentto the Minister of Education. _ '
6 SUPERVISION AND INSTRUCTION, ETC.

?;;:furgii;nazgd 7 10.-(1) The members of the Council shall keep themselves informed

iﬂ’f"(‘i‘;‘l‘gi‘gon 8  ofthenatureof:

approval 9 (a) the instruction given at approved institutions to persons attending
10 approved courses of training; and
1 (b) the examinations as a result of which approved qualifications are
12 granted, and for the purposes of performing that duty, the Council may appoint
13 a committee, either from among its own members’ or otherwise, to visit
14  approved institutions or to attend such examinations.
15 (2) The committee appointed under subsection (1) of this section shall
16 reporitothe Council on;
17 (a) the adequacy of the instruction given to persons attending
18  approved course of training at institutions visited by it;
19 (b) the adequacy of the examinations attended by it; and
20 (c) any matters relating to the institutions or examinations which the
21  Councilinay, either generally or in a particular case, request it toreport:
22 PROVIDED always that no member of the committee shall interfere
23 withthe giving of any instruction or holding of any examination.
24 (3) On receipt of a report made in pursuafice of this section, the
25  Councilmay, if it deems fit, and shall, if so required by the "CIPSSON", send a
26  copy of the report to the person appearing to the Council to be in charge of the
27  institution or responsible for the examinations to which the report relates”
28  requesting that person to make observations on the report to the Council within
29 such periodas may be specified in the request, not less than ong month from the
30 dateoftherequest.
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PART VII - PROFESSIONAL DISCIPLINE

H-(I) There shall be a body to be known as CIPSSON
DISCIPLINARY TRIBUNAL (in this Bill referred to as the "Tribunal")
which shall be charged with the responsibility of considering and
determining ali cases referred to it by the Panel established under subsection

(3)ofthis section of this BilL.

(2) The "Tribunal" shall consist of the Chairman of the Coungcil and
six other members of the "CIPSSON" appointed by the Council.

(3) There si all be a body, to be known as the "CIPSSON" fact
finding panel (in this " ;ill referred to as "the Panel"), which shall be charged
with the duty of: _

(a) conduction a preliminary investigation into any case where it is
alleged that 2 member has misbehaved in his capacity as a member of the
"CIPSSON™; |

(b) er should, for any reason, be the subject of proceedings before
the "Tribunal”; and

(¢) deciding whether the case shall be referred to the "Tribunal".

(4) The Panel shall be appointed by the Council and shall consist of
two members of the Council and five duly registered members of the
"CIPSSON" who are not members of the Council

(5) The provisions of the Third Schedule to this Bill shall, so far as
applicable to the "Tribunal" and the Panel respectively, have effect with
respectto those bodies.

{6) Th@: Council may make rules not inconsistent with this Billasto
acts which constitute professional misconduct.

PENALTIES FOR PROFESSIONAL MISCONDUCT

12.-(1) Where-

(a) a member is adjudge by the Tribunal to be guilty of infamous
conduct in any professional respect; or

(b) amemberis convicted, by any Court of competent jurisdiction

Establishment
of Disciplinary
Committee and
Investigating

Penaltics for
Unprofessional
Conduect
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in Nigeria or elsewhere for an offence (whether or not punishable with
imprisonment) which in the opinion of the Tribunal is incompatible with the
status of amember ofthe "CIPSSON" or;

(c) the Tribunal is satisfied that the name of any person has been
fraudulently registered;

(d) The Tribunal may, if it deems fit, give a direction reprimanding
that person or ordering the Registrar to strike his name ofT the relevant part of
the register.

(2) The Tribunal may, if it deems it necessary, defer or further defer its
decision as to the giving of a direction under subsection (1) of this section until
its subsequent meeting but:

(a) a decision shall not be deferred under this subsection for periods
exceeding two years in the aggregates; and

(b) as far as possible, no person shall be a member of the "Tribunal"
for the purposes of reaching a decision which has been deferred or further
deferred, unless he was present as a member the "Tribunal" when the decision
was deferred.

(3) For the purposes of subsection (1) (b) of this section, a person shall
not be treated as convicted pending the final determination of an appeal if any
against the conviction. |

{4) When the "Tribunal” gives a direction under subsection (1) of this
section, it shall cause notice of the direction to be served on the person affected.

(5) The person affected may, at any time within 90 days Chartered
Institute of Professional Secretarial Staff of Nigeriar from the date of service on
him of notice of the direction appeal to the "Tribunal” which may review its
decision.

(6) A person whose name isremoved from the register on the direction

of the "Tribunal" under subsection (1) (¢} of this section shall not be entitled to

beregistered again except in pursuance to a direction in that behalf given by the

"Tribunal” on the application of that person; and, a direction under this section
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1 for the removal of a person's name Whom the register may prohibit an

2 application under this section by that person until the expiration of such

3 period Whom the date of the direction (and where he has duly made snch an

4 application, Whom the date ofhis last application) as may be specified in the

5 direction ' |

6 PART VIII - MEMBERSHIP OF THE "CIPSSON"

7 13.-(1) At the commencement of this Bill, any person who was not Membership

8 a meniber of "APSSON", but for"this Bill, would have been qualified to

9 apply and obtain me: 1bership, may within the period of 3 months from the

10 commencement of th'= Bill, apply for rﬁembership in such a manner as may

il be prescribed by the rules made by the Council and, if approved, he shall be

12 enrolled or registered, as the case may be, according to his qua]iﬁcétions.

13 (2) A person shall be deemed as a member of the "CIPSSON"If:

14 (a) he is a practicing secretary employed in the public or Private

15 sector or selfemployed;

16 (b) He holds himself out to the public as a professional secretarial

17 practitioner;

18 (¢) he is aretired professional secretarial staff; or

19 (d)he renders any other service which may, by regulations made by

20 the Council, be designated as service constituting practice in secretarial

21 training= sector.

22 RULES AS TO ARTICLES, ETC.

23 14.-(1) The Council may make rules for; Application of
Act to enrolled

24 (a)the training of suitable persons as professional secretarial staff:

25 (b) the supervision and regulation of the engagement, of such

26 person;

27 (c) the registration and licensing of persons to practice and/or be

28 employed as professional secretérial staff;

29 (d) fees to be paid by members of the "CIPSSON" sand

30 (e) restrictions on the right to practice when all prescribed
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1 conditions have not been met.
2 (2) The Council may also make rules prescribing the amount and due
3 date for payment of the annual subscription and for such purpose different
4  amount may be prescribed by the rules according to membership grades of
3 Fellow, Honorary Fellow, Members, Associate, Graduate, Affiliate and
6  Student. '

-7 (3) Rules when made shall, if the Chairman of the Council so directs,

3 b;a published and circulated to members the Council shall be free to confer
9 Honorary Membership or Merit Award of the "GIPSSON" onpersons orbodies
10 considered worthy of such honour onterms and conditions prescribed by it.
11 PROVISION FOR LIBRARY

Whenperson 12 15.-(1) The" CIPSSON" shall:

isdeemed

ﬁfﬁﬁ:ﬁﬁm 13 (a) provide and maintain a library comprising books and publications

developmert 14 for the advancement of the knowledge of secretarial practice and such other
15 booksand publiéatiens as it may deem necessary for the purpose; and
16 {b) encourage research into secretarial practice and Allied matters to
17  theextentthat the Council may from time to Lime consider necessary.
18 REGULATIONS

gﬁsz ;)n 4 Fee 19 16.-(1) Any %'egulations: |
20 (a) made for the purposes of this Bill shall be published in the Gazette
21 assoonas may be possibleafter it has be made.
22 (2)Rules made for the purposes of this Bill shall be:
23 (a) subject to confirmation by the ‘Council at any Meeting of the
24 "CIPSSON" summoned for that purpose and; '
25 (b) if annulled, shall cease to have effect on the day after the date of
26 annuiment but;
27 (c) without prejudice to anything done pursuance or intended in
28  pursuance of any suchrule.

Faciities 29 17.-(1) On the commencement of this Bill:
30

7 (a) if a person for the purpose of procuring the registration of any
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name, qualification or other matters;

(b) makes a statement which he believes to be false in & material
particular; |

{c} recklessly makes a statement which is false in material
particular; or

(d) he commits an offence.

egulations and Rules

(2} If, on or after the commencement ofthis Bili:

(2)aperson not amember of the "CIPSSON";

(b) practices as aregistered member of the "CIPSSON™:

(1) in expectation of reward;

(i) takes or uses any name:

{iii} title, addition or description;

(v} implying that he is in practice as a registered member of the
"CIPSSON"; or

(v} commiis an offence.

Transfer to Institute of Certain Property

(3} Provided that in the case of 3 person who applied under section
12 ofthis Bill:

(a} this subsection shall not apply in respect of anything done by
him;

{b) during the period of three months mentioned.

(4) If within that period, he duly applied for membership of the
"CIPSSON™:

(a) unless he is notified within that period that his application has
notbeen approved,

(b) this subsection shail not apply 1n respect of anything done by
him,

{c} between the end of that period and the date on which ke is

enrolled or registered or is notified.
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11
12
13
14
15
16

regisier;

N5,000;

by-

(5)If, on or after the Commencement of this Bill:
{a) aregistered member of'the "CIPSSON";
(D) holds himself out as a practitioner;
(i) takes or uses any name, title, addition or description;
(iii) implying that he is amember of the "CIPSSON";
(iv) of a grade other than that which he is enrolled;
{v)registered under this Bill; or
{vi) he commits an offence.
Offence
{6) Ifthe Registrar or any other person:
(a) employed by or on beha/fofthe "CIPSSON";

(b} willfully makes any falsification in any matter relating to the

{c) he commits an Offence.

{7) A person guilty of an offence ﬁnder this section:

{a) shali be liable:

(i) on summary conviction to 2 fine not exceeding N1,000;

(ii) on conviction on indictment to fine of an amount not exceeding

(iif) to imprisonment for a term not exceeding two years;
(iv)te both such fine and impriscnment.

(8) Where an offence under this section, which has been committed

{a) a bedy corporate is proved to have been committed;
(b)Y with thé consent or connivance of; or

(c) to be attributable to any negleci on the part of:

(i) any director,

(iiymanager,

(iii) secretary,

{vi} other similar officers of the body corporate; or
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(v)any person purporting to act in any such capacity,

(d}he as well as the body corporate;

(e) shall be deemed to be guilty of thai offence s and

{f) shail be liable to he proceeded against, and punished
accordingly.

18, Inthis Bill, unless the context also requires-
"Affiliate” means member of the "CIPSSON” registered in the Affiliate
grade "APSSON" means Association of Professional Secretarial Staff of
Nigeria (a corporate body registered under the Companies and Allied Master
Act);
"associate” means a member of the "CIPSSON" registered in the Associate
category;
"Bill" means this Bill;
"Chairman® means the Chairman of the Council;
"CIPSSON" means Character Institution of Professional Secretarial Staff of
Nigeria; .
"Council" means the Council established as the governing body of the
CIPSS5ON under section 3 of this Bill;
"Enrolied” in relation to Feliow, Honorary Fellow, member, Associate,
Graduate, Affiliate, Student means regisiered in the prot of the register
relating to Fellow ,Honorary Feilow, Member, Associate, Graduate A ffiliate
and Student as the casemay be;
"Fees" includes annual subscriptions;
"Fellows" means the board of Fellows appointed under section 4 {1} of this
Bill;
"Honourarium" means the amount paid to ad-hoc staff;
"Member"means 'member orthe "CIPSSON";
"Minister" means the Minister of Education;
"President” and "Vice-President" means respectiveiy office holders under

those names in the "CIPSSON";

[nterpretation
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1 "Register” means the register maintained as required under section 6 {3} ofthis
2 Bilj
3 "Registrar” means the registrar appointed by the Council under section 6 (1) of
4 thisBil |
5 "Tribunal"hasthemeaning assigned thereto in this Bill.

Citation ) 19. This Bill may be cited as the Chartered Institute of Professional
7 Secretarial Staff of Nigeria Bili, 2019.

g SCHEDULES

9 FIRST SCHEDULE

10 Section 3 (3)
i1 SUPPLEMENTARY PROVISIONS RELATING TO THE COUNCIL

12 Quﬁl:ﬁcaﬁon and Tenure of Council Members

i3 1. Subject to the provisions of this Bill every appointed/elected
14 member of the Council with the exception of the Registrar shall hold ofTice for
15  two years at the first instance an& may be reappointed/re-elected for a further
16  term of two years in the same office without more.

17 {2) A person who ceases to be amember of the "CIPSSON" shall, ifhe
18 isalsoamember ofthe Council, cease to hold such office.

19 {3) An appointed/clected member may, by notice in writing under his
20  handaddressed to the chairmar, resign his office.

21 (4) A person who resigns from or otherwise ceases to be a member of
22 the Councilshallbe gligible for re-election.

23 (5) Appointment/clection shall be done/held in such manner as may
24  beprescribed by the Council from time to time

23 (6) If for any reason there is a vacancy in the office of a member of the
26 Council-

27 (2) such vacancy shall be filled by the appointment /election of a fit
2% and proper member to complete the un-expired portion of the term of that
29  {Councilmember;

30 (b) Provided always that the Council shall make rules for such
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i appointment/election,

2 Power of Council

3 2. The Council shall have power te do anything whick i its
4 opinion is calculated to facilitate the cairying on Of the activities of the
5 "CIPSSON". |

6 Proceedings of Council

7 3.-(1) Subject to the provisions of this Bill, the Council may, in the
8 name of the "CIPSSON", make standing orders regulating the proceedings
9 of the Council , and ir the exercise of its powers under this Bill, may set up
10 committees in the ge:ieral interest of the "CIPSSON" and make standing
11 orders therefore.

12 (2} Standing orders shall provide for decisions to be taken-by a
13 majority of the members, and, in the event of equality of votes, the
14 Chairman, shall have a second or casting vote,

i5 (3) Standing orders made for 2 committce shall provide that the
16 committee is to report back to the Council on any matier not within its
17 competence to decide.

18 {4) The quorum of the Council shall be twelve and the quorum of a.
19 ‘committee of the Council shall be fixed by the Council.

20 Meetings

21 (a) of the Instifute

22 4.-(1) The Council shall convene the annual meeting of the
23 "CIPSSON" on such day and month as it may, determine annually so
24 however that if the meeting is held within one year after previous annual
25 meeting not more than thirteen months shall elapse respective dates of the
26 twomeetings, | '

27 (2) A special meeting of the "CIPSSON" may be convened by the-
28 Council at anytime; if more than one hundred members Tequire it by notice
29 - inwriting addressed to the Registrar setting out the objects of the proposed

30 meeting,
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(3) The Quorum of any meeting of the "CIPSSON" shall at list fifty
{50) financial members.

(E) of the Council

5.-{1) Subject to the provisions any standing orders of the Council, the
Council shall meet when ever it is summened by the Chairman, and if the
Chairman is require-d to do so by notice in writing giving to him by not less than
seven (7) other members, he shall summoned a meeting of the Council within
seven {7) days ofthe service of the notice.

*(2) At any meeting of the Council, the Chairman or in his absence the
Istand 2nd Vice Presidents as the case may shall preside, but if both are absent,
the members present at the meeting shall appoint one of them to preside at that
meeting.

{3) Where the Council desires to obtain advice from any person on a
particular matter, the Council may co-cpt that person as a member for such
period as the Council may deem fit but a person who is a member by virtue of
this provision shall not be entitled to vote at any meeting of the Council and
shall not count towards a quorum. .

(4) Notwithsianding any thing in the foregoing provisions of this
paragraph, the first meeting of the Council shall be summoned by the Chairman
of the Council who may give such directions as he thinks fit as to the procedure
which shall be foliowed at the meeting.

| " Committee

6.-(1} The Council ma’j appoint one or more committees to carry out

onbebalf of the "CIPSSON" such functions as it may determine.
 (2) A committee appointed under this paragraph shall consist of the

number of persons determined by the Council and a person other than a

" member of the Council shall hold office in the éonunittee in accordance with

the terms of the instrument by whichheis appomted

3) A demsmn ofa commmve is null and void if not confmmed by the

Council.
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Miscellaneous

7-(1} The fixing of the seal of the "CIPSSON" shall be

~ authenticated by the signature of the Chairman or another member of the

Council authorized generally Or specially to act for that purpose.

(2) Any contract or instrument which, if by a person not being body
corporate, would nol be under seal, may be made or executed on behalf of
the "CIPSSON" or the Council as the case may require by any person
generally or specially authorized to act for that purpose by the Conncil.

{3) Any doc mment purporting to be duly executed under the seal of
the "CIPSSON" shali be received in evidence and shall, unless the contrary
is proved, be deemed to be so executed.

(4) The validity of any proceedings of the "CIPSSON" or the
Council or of a committee of the Council shall 10, be adversery affected by
any vacancy in the membership. or by any defect in the apﬁahltrnent ofa
member of the "CIPSSON" or the Councilor or a person serving on the

Cominiitee or by reason that a person not entitled to do so took part in the

- proceedings.

{3) Any raember of the "CIPSSON" or of the councilor amy person
hoiding office in a committee of he Council, who has a persona! interest in
any Contract, or arrangement enfered into or proposed to be Considered by
the Council On behalf of the "CIPSSON", or on behalf of the Council, ora
committee thereof, shall forthwith disclose his interest to the Chairman of
the Council, and shall not Vote On any questien relating to the said Contract
or arrangement. |

(6) A person shall not, by reason only of his membership of the
"CIPSSON", be required to disclose any interest relating solely to the audit
ofthe account of the "CLPSSON".
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SECOND SCHEDULE
TKANéITEONAL PROVISIONS AS TG PROPERTY, ETC.
Transfer of Institute _

1-(1) Evéry agreement to which the former "APSSON" was a party.
immediately before the commencement of this Bill, whether in writing or not
and whether or not of such a nature that the rights, Habilities and obligations
thereunder couid be assigned by the "APSSON" shall, unless its term or subject
matter is impossible that it should have effect as modified in the manner
provided by this éubparagraph, have effect/from the commencemment of this
Bill, so far If as it relates to assets and liabilities transferred by this B_i}l to the
"CIPSSON", asif-

(a) the "CIPSSON" had been a party to the agreement;

{b) for any reference (however worded and whether express or
implied) to the "CIPSSON", there were substituted, as respect anything falling
to be done on or after the commencement of this Bill, a reférence to the
"CIPSSON";
and

(¢) For any refcrence (howéver worded and whether express or
implied) to a member cr members of the National Executive Couneil (NEC)of
"APSSON" or an officer of "APSSON", there were substituted, respect te
anything failing to be done on or afier the commencement of this Bill, 2
reference to a member or members of the Council under this Bill or the officer
of the "APPSON" who corresponds as nearly as may be to be member or officer
in question of the "APSSON".

(2) Cther documents which refer, whether specially or generaily, to
the "APSSON" shall be construed in accordance with 1 subparagraph (1) of
this paragraph so far as appiicable.

(3) Without prejudice to the generality of the provisions of this
Schedule, where, by the operation of any of them or for section 19 of this Bill,
any right, liability or obligation vested in the "CIPSSON” the "CIPSSON" and
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1 all other persons s_;hall; as from the commencement of this Bill; have the

o

same rights, powers and remedics (and in particular, the same rights as to the

3 taking or resisting of legal proceedings or applications to any authority) for
4 | : _ascertaining,__perfecting or-énforping that right, liability or obligation as they
5 would have had ifit had at all tim'es beena dght, liability or obligaﬁon ofthe
6 "CIPSSON". -

7 (4) Any legal proceeding or application to any authority pending at
8 the commencement of this Bill by or against the "APSSON" and relating to
9 property transferred by this Bill to the "CIPSSON" may be continued on or
10 after that day by or against the "CIPSSON"

11 (5)Hthelawi in force atthe pIace where any property transferred by
iz this Bill is situated provides for the registration of transfers of property ofthe
13 kind in questmn (whether by reference to an mstrl_lment of transfer or
14 otherwise} the law shall, so far as it provides for alterations ofa register (but
15 not for avoidance of transfer, the péyment of fees or any other matter) apply,
16 with the necessary modifications, to the transfer of the property afofééaid;
17 and it shall be the duty of the Council to ﬁlrnish the necessary particulars of
18 7 the transfer to the proper officer of the registration author:ty, and of that
9 ofﬁcer to register the transfer accordmgly
20 | o Transfer of Function, efc.
21 —\ {1 ) At its ﬁmt meetmg, the Councll of the "CIPSSON" shail fixa
22 | date not later than three months after the commencement of th;s Bill, forthe
23 annuzﬂ generalm etingofthe "CIPSSON" - '
24 (2) The members of the Natmnal Executwe Ceuncﬂ (\EC) of the
25 "APSSON" shall be deemed to be members of the Council of the

26 "CIPSSON" untll the date determmed in pursuarce of the fargoing
27 - Subparabraph when the "CIPSSON" shall have its first annual general
28 meeting, and they shali cease to hold ofﬁce at the conclusion of such
29 meeting,

30 " (3) The members of the "APSSON" shall, as from the
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commencement or this Bill, be registered as members of the "CIPSSON"; and
without prejudice to the generally of the provisions of this Schedule relating to
tile transfer of property, any person who, immediately before the -
commencement of this Bill, was a member of the staff of the "APSSON" shall
on that day become the holder ofan appointmelit vﬁﬂl the "CIPSSON" with the .
status, designation and functions which correspond as nearly as may be

possible to those which appertained to him in his capacity as a member of that

_ staff.

(@) All regulations, rules and similar instruments made for the
purposes of "APSSON" and in force immediately before the commencement
of this Biil, shall, except in so far as they are subsequently revoked or amended
by any authority having power in that behaif, have erlect, with any necessary
modifications, as ir duly made for the corresponding purposes of the
"CIPSSON",

THIRD SCHEDULE
SUPPLEMENTARY PROVISIONS RELATING TO THE DISCIPLINARY
COMMITTEE AND MEsﬁGATNG PANEL
Section 11(3)
The Tribunal

1. The quorum ofthe Tribunal shall be four of whom at leastiwo shall
beregistered members.

2-(1)The Cﬁef Justice of Nigeria shall inake rules asto the selection
of members of the Tribupat for the purposes of any proceedings and as o the
procedure to be followed and the rules of evidence to be observed in the
proceedings before the Tribunal. . '

(2) The rules shall in particular provide:-

(a) for securing that notice of the proceedings shall be given, at such
time and in such manner as may be specified by the rules, to the person who is
the subjecf of the proceedings;

(b) for determining who, in addition to the person aforesaid, shalibe a
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party tothe prnceedings;

(¢) for securing that any party to the proceedings shall, if he so
requires, be entitled to be heard by the Tribunal;

(d) for enabling any party to the proceedings to be representedbya
legal practitioner;

(e) subject to the provisions- of this Bill, as to costs of the
proceedings before the Tribumal;

(f) for requiring, in a case where it is afleged that the person who is
the subject of the proceedings is guilly of infamous conduct in any
professional respect, that where the Tribunal adjudges that the atfegation
had not been proved it shall record a finding that the person is not guilty of
such conduct n respect of the matters to which the allegation relates; and

(g) for publishing in the Gazette of any direction of the Tribunal
which has taken effect providing that a person's name shall be struck offa

_ Fegister.

(3) for the purpose of any proceeding before the Tribunal, any
member of the Tribunal may administer oaths and any party to the
proccedings may issue out of the registry of the High Court writs of
subpoena ad testificandum and ducestecum; but no person appearing before

~ the Tribunai shall be compelied to-

(a) make any statement before the Tribunal tending to incriminate
himself: or

{b) produce any docoment under such a writ which he could not be
compelled to produce at the trial of an action.

4.-(1) For the purpose of advising the Tribunal on questions of law
aristng in the preceedings before it, there shall, in all such proceedibgs, bean
assessor to the Tribunal who shail be appointed by the Cauncil on the
nomination of the Attorney-General of the Federation and shall be a legal
practitioner of not Iess than ten years standing.

{2} The Attorney-General of the Federation shall make mules as to
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the functions of assessors appomted under this paragraph, and in partlcular
suchrules shall contain provisions for securing:

@ that'wl.lere an assessof advises the Tribunal on any question of law
as to evidence, procedure or any other matter specified by the rules, he shall do
so in the presence of every party or person repfesenting a party 1o the
proceedings who appears thereat or, if the advice iﬁ tendered while the Tribunal
is deliberating in private, that .e\.rery such party or person as aforesaid shall be
mformed what advice the assessorhas {endered; and | '

(b) Thatevery such party or person as aforesaid shall be informedifin
any case the Tribunal does not accept the advice of the assessor on such
question as aforesaid. |

(3) An assessor may be appomted under this paragraph either
generally or for any particular proceeding or class of proceedmgs and shall
hold and vacate ofﬁce in accordance with the terms of the instrument by which
heis appomted.

The Panel

5. The quorum ofthe Panel shall be three.

6.-(1) The Panel may, at any meeting of the Panel attended by the
.mem_bers ofthe Panel, make standing orders with respect tothe Panel.

(2) Subject to the provisions of any such standing order, the Panelmay
regulate its own prqcedure. | |

Miscelfaﬁeou& .

7.-(1) A person ceasing to be a member of the Tribunal or the Panel

shallbeel igiBle for reappointlﬁent asa member of that bédy

(2) A person may, if’ other wise ehglble be a member of both the

Tnbunal and the Panel but ne person who acted asa member of t‘ne Panel w1th

respect to any case shal} act as the member of the Trlbunal with respect to that
case. ' -
8. The Tribunal or the Panel may act, notwithstanding -any vacancy in

its membership; and the p'roéeedings of either bo&y shail not be invalidated by



2019 Chartered Institute of Professional Secretarial Staff of Nigeria Bill, 2019  C 3349

1 any irregularity in the appointment of a member of the body or by reason of
the fact that any person who was not entitled to do so took part in the
proceedings of that body. ‘ '

9- Any document authorized or required by virtue of this Bill to be
served on the Tribunal or the Panel shall be served on the Registrar

. appointed under section (6) ofthis Bill, )

10. Any expenses ofthe Disciplinary Committee or the Panel shall

= B e Y 7 N ]

be defrayed by the Council,

EXPLANATORY MEMORANDUM
This Bill seeks to establish the "CIPSSON" with the responsibility for
regulating Secretarial Practice in Nigeria. This Bill also seeks to provide

penalties for violation of any of its provisions.







