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FOREWORD  

 

The Royal Civil Service Commission has now been in existence for the past three 

decades, since its establishment in 1982 by His Majesty the Fourth Druk  Gyalpo 

through a Royal Charter. Ever since then, the RCSC and the civil servants have 

played pivotal roles occupying centre stage in Bhutanõs many strides towards 

modernization and development as well as in strengthening the countryõs security 

and soverei gnty. We feel proud that Bhutan today can boast of having a good pool 

of professional and dedicated civil servants, who are considered, by many of our 

development partners and visiting intellectuals, amongst the best in the world. It 

may be noted that most  of the current successful private sector proprietors, 

consultants, and more recently the politicians are also the products of our Civil 

Service.   

     

Recogni sing its importance under a democratic Bhutan, with the adoption of the 

Constitution of the King dom of Bhutan, the RCSC has been given even more 

special place. It is now one of the only four Constitutional Offices of Bhutan and 

mandated to be the Central Personnel Agency of the Royal Government, amongst 

others, to promote and ensure an independent an d apolitical Civil Service , and  

fully capable of ôimplementing the policies and programmes of the Governmentõ, 

good governance, and uniform rules and regulations on HR actions throughout 

the Civil Service.  

 

His Majesty the Fourth Druk Gyalpo in one of the Kashos had commanded the 

RCSC to ensure:  

 

òA good system of the Government that is not dependent on any 

individual or personalities, a system that will function efficiently because 

of its in -built merits, that is a legacy we must cre ate for our future 

generations.ó 

 

We believe that we are now well on track in fulfilling this precious Command of 
His Majesty the Fourth Druk Gyalpo pertaining to our Civil Service in view of the 

following:  
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i.  The Constitution of the Kingdom of Bhutan establishes the RCSC as 

a Constitutional Office mandated to function as the Central 

Personnel Agency of the Royal Government.  

ii.  On 20 May  2011, the Parliament had enacted the Civil Service Act of 

Bhutan 2010, thus u pdating the Royal Charter for Civil Service of 

1982, and further clarifying the role of RCSC and the Civil Service 

under democratic Bhutan.  

 

iii.  The Constitution and the Civil Service Act of Bhutan 2010 requires 

the RCSC and the Civil Service to be independent  and apolitical to 

discharge public duties in an efficient, transparent and accountable 

manner.  

 
iv.  The appointment of five fulltime and independent Commissioners, 

who are required to function without fear, favour or prejudice by law, 

has enabled the RCSC to focus on its mandates and provide 

necessary leadership, dispense fair, unbiased and faster decisions.  

 

v. As required by the Constitution and the Act , the Civil Service 

provides equal opportunity for employment and career advancement 

in the Civil Service on the basis of merit, qualification, fair and open 

competition without discrimination on the grounds of race, sex, 

language, religion, and other status  as well as mandated application 

of uniform rules and regulations on recruitment, appointment, 

staffing, tr aining, transfers and promotions throughout the Civil 

service . 

 

vi.  Collective decision making on HR matters through the HR 

Committees instituted in all the Civil Service Agencies has enhanced 

the merit based system and good governance, eliminating the 

practice of one man taking unilateral decisions based on personal 

biase s, favouritism , nepotism  and patronage . 

 

vii.  The Civil Service now provides opportunity for the professionals to 

advance in their career as Specialists to Position Level ES1 that is  
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equivalent to the Position Level of a Secretary to the Government at 

EX1, w hich is the highest in the Civil Service.  

 
viii.  The establishment of Civil Service Award System based on the Royal 

Command of His Majesty the Fifth Druk Gyalpo and fulfillment of 

Section 88 of the Civil Service Act of Bhutan 2010, would immensely 

motivate the c ivil servants and achieve overall service excellence 

enhancing merit based Civil Service.  

 
ix.  The institution of Human Resource Audit in the Civil Service would 

provide opportunity to monitor and further improve our Civil Service 

system to function efficiently and effectively.    

 

Therefore, even Lyonch hen Jigme Y. Thinley, the first Honõble Prime Minister  of 

democratic Bhutan in his public addresses likes to refer to our Civil Service or the 

Bureaucracy as the ôTenzha gi Zhung õ or the ôpermanent element of the Royal 

Governmentõ. 

 

The Royal Civil Service Commission is now happy to bring out the Bhut an Civil 

Service Rules and Regulations (BCSR) 2012 which is even more in line with the 

requirements of the Constitution and the Civil Service Act of Bhutan 2010. The 

current BCSR 2012 is the sixth edition of the BCSR sin ce its first publication in 

1990  and  has two new additional Chapters on Civil Service Award and Human 

Resource Audit.  More importantly, the BCSR 2012 is the culmination of our 

efforts during the last four  years, particularly since the enactment of the Civil 

Service Act of Bhutan 2010, involving numerous consultations with over 4,000 of 

our senior civil servants not only those serving in the Ministries and other central 

Agencies in Thimphu but also those in  the 20 Dzongkhags and the four  

Thromdes.  

 

The BCSR 2012 would subsume all the past circulars/notifications that might 

have been issued by the RCSC and in fact, henceforth, only three documents 

would govern the management  of our Civil Service , namely,  

 

i.  the Constitution of the Kingdom of Bhutan,  

ii.  the Civil Service Act of Bhutan 2010, and  



 

iv  

 

 

iii.  the Bhutan Civil Service Rules and Regulations, 2012.  

 

The BCSR 2012 aims to provide even more fair, transparent, accountable and 

effective uniform rules and regulations in managing the Civil Service of Bhutan. 

Ultimately, the impact of stringent application of the BCSR is expected to bring 

about professionali sm, dedication, and efficiency of the civil servants in the 

service of our Tsawa -Sum as well as equity and justice thus eliminating the 

scourges of nepotism, favouritism and patronage.    

 

In His address to the 7 th  session of the Parliament on 20 May, 2011 , His Majesty 

the King had commanded:  

òAs we move forward, we must be guided by the most sacred and 

unchanging national goals ð the security and sovereignty of our Nation, the 

peace, unity and harmony of our People. Today, as I have said before, our 

immedi ate and foremost duty is the success of democracy. That is our 

foundation for the future success of Bhutan. But democracy can only flourish 

if all Bhutanese uphold the rule of law ; if there is good governance ; if 

corruption is eradicated  and if the deliver y of public service is fair 

and effective ó.  (bold added)  

 

In conclusion, the Commission would like to solicit all our civil servants to fully 

familiarise  themselves with and adhere to the provisions of the Constitution, the 

Civil Service Act of Bhutan 2010 and BCSR 2012, and accordingly ensure that all 

the HR actions are taken without fear, favour or prejudice. Also, let us all pledge 

that we shall always uphold the Civil Service values of being Civil Servants to our 

Tsa-Wa-Sum, serve with utmost Tha Dhamtsig and Ley Jumdrey, observe 

Driglam Namzhag, and individually and collectively contribute towards realising 

peace, prosperity and security of our Nation,  success of democracy, and thus the 

welfare and Gross National Happiness for all our people.   

 

 

 

                                                                   (Thinley Gyamtsho)  

                                                              for the Ro yal Civil Service Commission  

 
Dated :   17 December, 2012  
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CHAPTER 1: PRELIMINARY  

 

In pursuance of  Article 26 of the Constitution of the Kingdom  of Bhutan , the 

Royal Charter of the Royal Civil Service  Commission ,1982  and Civil Service  Act of 

Bhutan 2010, the Royal Civil Service Commission, hereafter referred to as the 

RCSC, has revised  BCSR 2010 and promulgated the Bhutan Civil Service Rules 

and Regulations  2012 . 

 

1.1  Title  

This Rule  shall be known as the Bhutan Civil Service Rules and 

Regulations 2012, hereafter referred to as the BCSR 2012.  

 

1.2  Extent and Commencement  

1.2.1  This Rule  shall extend to the employees of all Agencies within the 

Civil Service inclusive of personnel on contract, Ge neral Service 

Personnel (GSP) and Elementary Service Personnel (ESP).  

 

1.2.2  This Rule  shall not apply to:  

1.2.2.1  Elected representatives;  

1.2.2.2  Holders of Constitutional Offices and members or 

Commissioners;  

1.2.2.3  Drangpons and Drangpon Rabjams of all Courts under the 

Judiciary;  

1.2.2.4  Attorney General;  

1.2.2.5  Personnel of Arm ed Forces and Royal Bhutan Police; and  

1.2.2.6  Any other as may be determined by the Parliament from 

time to time.  

 

1.2.3  This Rule  shall come into effect on 17 December, 2012 . 
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1.3  Purpose  

The purpose of this Rule  shall be to ensure parity, consistency and 

uniformity of personnel actions in the Civil Service.  

 

1.4  Rule of Construction  

In this Rule , unless the context indicates otherwise, the singular shall 

include plural and the masculine gender shall include the feminine gender 

and vice versa.  

 

1.5  Supersession  

All existing rules, regulations, notifications and circulars in force 

concerning the subjects, which are covered by the BCSR 2012, shall be 

deemed to have been superseded from the effective date of  this Rule . 

 

1.6  Supplementary Order  

The RCSC shall issue Executive Orders consistent with this Rule  as may be 

necessary from time to time.  

 

1.7  Authority for Amendment and Interpretation  

The authority for amendment and interpretation of any provision under the 

BCSR 2012 sha ll vest with the RCSC and its interpretation shall be final 

and binding.  

 

1.8  Procedure for revision of the BCSR  

As per the CSAB 2010, the RCSC shall revise BCSR in consultation with 

Agencies . Activities carried out , for revision of  BCSR 201 0 and formulation 

of BCSR 2012 , are at  Annexure 1/1 . 
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ANNEXURE 1/1  

  
Calendar of Activities for the  

Briefing on Civil Service Act of Bhutan 2010 and Consultations 

on draft BCSR 2012  
 

1.  20 May 2011  : His Majesty granted Royal Assent to the Civil 

Service Act of Bhutan, 2010.  

2.  14 July 2011  : Tshokpoen of the National Assembly of Bhutan 

handed over the copy of the Royal Kasho on the 

Civil Service Act of Bhutan 2010 (CSAB 2010) to 

the RCSC Chairman and agreed to print 5,000 

copies of the Act at the Parliament Press.  

3.  1 Aug. 2011  : Orientation of the Officers and Staff of the RCSC 

Secretariat on the CSAB 20 10.  

4.  5 Aug. 2011  : 2nd  Meeting of the Holders of Constitutional Offices 

where initial briefings on CSAB 2010 and plans for 

BCSR 2012 were provided.  

5.  1-10 Aug. 2011  : RCSC Chairman handed over copies of CSAB 2011 

and briefed the 10 Secretaries in the Ministri es on 

its various provisions during a series of bilateral 

meetings. Copies of the CSAB 2010 were 

distributed to other Agencies.  

6.  12 Aug. 2011  : Last date for the 5 RCSC Commissioners for 

submitting their lists of changes they wished to be 

included in the BC SR to the Chairman of BCSR 

Committee . 

7.  16 Aug. 2011  : BCSR Committee under the Chairmanship of 

Commissioner Policy and Planning was 

reconstituted.  

8.  25-26 Oct. 2011  : Debriefing on the Civil Service Act of Bhutan 2010 

and Workshop on Leadership, with officers of EX 3 
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and above based in Thimphu, with Mrs. Meiko 

Nishimizu as the Resource Person for the latter.  

9.  2 Nov.  2011  : 3rd  Meeting of the Holders of Constitutional Of fices 

where, amongst others, the Civil Service Act of 

Bhutan 2010 and the BCSR 2012 were discussed.  

10.  28 Nov. 2011  : 2nd  Meeting between the RCSC Commissioners and 

the Secretaries to the Government, when, amongst 

others, section by section discussions on the CSAB 

2010 were held.  

11.  18 Nov. 2011  : BCSR Committee submitted the draft BCSR 2012 

to the RCSC Commission.  

12.  22-30 Nov.  2011  : RCSC Commission carried out chapter -wise 

deliberations on the draft BCSR 2012.  

13.  13 Dec. 2011  : RCSC Commission adopted the first draft of the 

BCSR 2012.  

14.  1 Jan.  2012  : The first draft of the BCSR 2012 was put on RCSC 

webpage and consultation processe s on the draft 

formally began. Simultaneously, RCSC circulated 

the draft BCSR to all the Ministries, Dzongkhags 

and the other Agencies with the request to review 

and submit comments by 30 September, 2012.  

15.  1st  March 2012  : Meeting with all the 20 Dzongdags,  who were 

briefed on CSAB 2010 and   their inputs on the 

BCSR 2012 were sought.  

16.  29 March -2nd  April  : 1st HR Conference was convened amongst all the                                              

HRO(s) and other participants on the theme 

ôManaging Civil Service in Democratic Bhutanõ, 

amongst others, to discuss CSAB 2010, the draft 

BCSR 2012 and other HR issues.  

17.  April/June  2012  : Tours to the Dzongkhags undertaken by the RCSC 

Commissioners to brief the Dzongkhag/Thromde 

civil servants (S5 and above), amongst others, on 



 

5 

 

the relevant provisions of the Constitution, CSAB 

2010 and seek their consultations on the draft 

BCSR 2012:  

 

(i) 06.04.2012  - Thimphu Dzongkhag and  

                         Thromde  

(ii)  11.04.2012  - Sarpang Dzongkhag and  

                         Geleph u Thromde  

(iii)  13.04.2012  - Samdrup Jongkhar  

                         Dzongkhag and Thromde  

(iv) 16.04.2012  - Pema Gatshel Dzongkhag  

(v) 25.04.2012  - Chhukha Dzongkhag  

(vi) 27.04.2012  - Phuntsholing Dungkha    

                         &Thromde  

(vii)  03.05.2012  -  Samtse Dzongkhag  

(viii)  07.05.2012  - Lhuentse Dzongkhag  

(ix) 09.05.2012  - Monggar Dzongkhag  

(x) 11.05.2012  - Trashiyangtse Dzongkhag  

(xi) 15.05.2012  - Trashigang Dzongkhag  

(xii)  24.05.2012  - Haa Dzongkhag  

(xiii)  25.05.2012  - Paro Dzongkhag  

(xiv)  28.05.2012  - Tsirang Dzongkhag  

(xv) 30.05.2012  - Dagana Dzongkhag  

(xvi)  06.06 .2012  - Trongsa Dzongkhag  

(xvii)  08.06.2012  - Zhemgang Dzongkhag  

(xviii)  11.06.2012  - Bumthang Dzongkhag  

(xix)  19.06.2012  - Gasa Dzongkhag  

(xx) 21.06.2012  - Wangdiphodrang Dzongkhag  

(xxi)  22.06.2012  - Punakha Dzongkhag  

 

18.  13 July 2012  : Meeting with senior civil servants (P5 to P1) of 

Ministries and other central agencies in Thimphu 
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to brief them on CSAB 2012 and seek 

consultations on the draft BCSR 2012.  

19.  20 July 2012  : Meeting with officers of EX3 & ES3 and above 

based in Thimphu to brie f them on CSAB 2010 and 

seek their consultations on BCSR 2012.  

20.  27 July 2012  : Meeting with the Secretaries to the Government to 

seek their consultations on BCSR 2012.  

21.  6 August 2012  : 5 th  Meeting amongst Constitutional Offices where 

feedbacks were sought on  the draft BCSR 2012.  

22.  10 Aug. -30 Sept.2012  : BCSR Committee in retreat to prepare the final 

draft of BCSR 2012 based on the feedbacks 

received during the various consultations 

processes.  

23.  6 Sep.  2012  : Workshop involving the members of the BCSR 

Review Comm ittee and the officers of the MoIC, 

including its Singaporean consultant, on parenting 

of ICT professionals.  

24.  20 Sep. 2012  : MoE officers made a presentation to the members 

of the BCSR   Review Committee on ôEducation 

Human Resources Policy Implementation 

Guidelinesõ. 

25.  9 Sept. to 9 Oct. 2012  : RCSC Commission carried out chapter -wise  

reviews of the final draft of the BCSR 2012.  

26.  30 October 2012  : RCSC Commission adopted the BCSR 2012, and 

orders for printing.  

27.  17 December 2012  : Bhutan Civil Service Rules and Regulations (BCSR)  

2012 launched.  
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CHAPTER 2: CIVIL SERVICE STRUCTURE  
  
2.1  Policy  

2.1.1  Professionalise  the Civil Service towards efficient and effective 

delivery of quality public service . 

 

2.1.2  Ensure proper classification of Civil Service by Position Category, 

Position Levels, Major Occupational Groups and Sub -Groups . 

 

2.1.3  Delineate a clear career path and hierarchy . 

 

2.2  Position Category  and Structure  

2.2.1  A position is the smallest functional unit of an Agency  and 

determines the tasks that need to be undertaken within the overall 

organisa tional strategy.  

 

2.2.2  A Position T itle shall indicate the broad function of the position and 

to a certain extent, the level of the position in the Civil Service 

hierarchy.  

 

2.2.3  The Civil Service shall have 17 Position Level s, which are grouped 

into the following four Position Categories:   

2.2.3.1  Executive and Specialist   ð 3  Position Level s 

2.2.3.2  Professional and Management  ð 5  Position Level s 

2.2.3.3  Supervisory and Support  ð 5  Position Level s 

2.2.3.4  Operational     ð 4  Position Level s 
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2.2.4  The structure and hierarchy of the positions shall be as follows : 

 

 

      

                                                                                                                                                 

 

 

 

 

                                                                                      

                                                                                                                                                                                                                                                                                                                                                                                                                                                                

 

                                                                                                              

 

                                                                                                                                                                                                

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

SPECIALIST  

ES1 

ES2 

ES3 

MINIMUM MASTERS 

DEGREE 

EXECUTIVE  

EX1 

EX2 

EX3 

MINIMUM BACHELORS 

DEGREE                                                                                                                            

P1(M)    P1(S) 

 

 

P2 

P3 

P4 

P5 

MINIMUM BACHELORS 

DEGREE 

S1 

S2 

S3 

S4 

S5 

MINIMUM CLASS 12/ 

DIPLOMA/ CERTIFICATE  

O1 

O2 

O3 

O4 

MINIMUM CLASS 10  

EXECUTIVE (EX) & 

SPECIALIST (ES) 

SUPERVISORY AND 

SUPPORT (S) 

 

OPERATIONAL (O)  

 

PROFESSIONAL & 

MANAGEMENT (P)  

Position Category Position Levels 
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2.2.5  All positions shall be aligned with one of these Position Categories 

based on the overall functional responsibilities and its associated 

Position Level  and shall fall within one of the Major Occupational 

Group s and  Sub -Group s. 

 

2.2.6  Qualifications stated in Section 2.2.4 are the minimum 

requirement s to enter into that Position Category .  However, a civil 

servant with a minimum two -year Diploma , entering at S1 and S2,  

shall be eligible to progress to the  highest Position Level of P3 in the 

Diploma Career Track . 

 

2.2.7  The definition of each Position Category is outlined below:  

 

2.2.7.1  Executives and Specialists  

a. Executives  (EX) : 

Executiveõs scope of authority and impact is significant 

both within and outside of Government. These 

positions have the authority to make decisions, and 

develop, influence or otherwise affect policy. 

Responsibility and accountability are focused primarily  

at the strategic level with appropriate tactical overview 

and action. Executive positions can negotiate the scope 

of an entire Agencyõs responsibilities and can  define 

goals and objectives of their Departments and 

Agencies.  

 

A Secretary to the Government is the highest Position 

in the Civil Service.   

 

b.  Specialists  (ES):  

Specialists are recognis ed as experts in their fields. 

These positions are responsible for carrying out 

research, analysis and tasks requiring top -level 
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expertise which can deve lop, influence or otherwise 

affect organ isational and/or national policies  and 

processes. All Specialists shall report to a management 

executive.  

 

2.2.7.2  Professional  and Management  (P) 

The work -scope of the Professional and Management 

category goes beyond the day -to-day issues/activities 

towards influencing larger -range outcomes. It provides 

input to major policy issues and decisions. Its focus is 

primarily on determining tactical level issues and/or 

decisions. Its decision -making scope is within broad 

guidelines established within existing policies. The 

category relies on precedent, but may be required to 

undertake some original thinking and planning tasks. It 

implements decisions as det ermined by the EX/ES; and 

develops and recommends changes in policies and 

procedures. It supervises work, conducts performance 

appraisals, and has the responsibility of initiating 

discipl inary action of the Supervisory &  Support and 

Operational Categories.  

 

Position Level P2 shall be the deciding point for a civil 

servant on his future career ladder.  He shall decide 

whether to continue service in his field of 

specialisa tion/profession or move to a management 

position.  

 

2.2.7.3  Supervisory  and Support  (S) 

Responsibilities for this category comprises of supervising 

and supporting employees including scheduling and 

assigning of work, training and making decisions 
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impacting daily job functions. It implements day -to-day 

decisions determined by the P category. I ts decision -

making scope is within defined guidelines established 

within existing policies. It can conduct performance 

appraisal s of direct reporting employees and  has input into 

disciplinary actions.   

 

 

2.2.7.4  Operational  (O) 

Responsibilities of this category may include initial public 

contact responding to and routing phone calls to 

appropriate respondents. It may also include typing and 

use of computers and other office equipments to input 

information/data and prepare reports. Duties of the 

category are routi ne and often repetitive. Some duties may 

involve confidentiality. Overall, the staff under this 

category is required to comply with set objectives, 

methodology and specific task assignments.  

 

2.3  Occupational Groups  

2.3.1  Civil Service positions shall be grouped into Major Occupational 

Group s where each group represents a broad occupational category. 

These are further classified into Sub -Group s based on the 

similarities in the nature of jobs performed by the positions within 

them. Every position shall be codified using three levels viz. major 

group, sub group and Position Level . 

 

2.3.2  Subject to incorporation or removal of one or more groups by the 

RCSC, there shall be 19 Major Occupational Group s and 94 Sub -

Group s in the Civil Service as listed hereunder:  
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Major Occupational 

Group s Sub -Group s 

01  
Administration & 

Support Services Group  

1.  Administration Services  

2.  Property & Procurement 

Management  Services  

3.  Programme Services  

4.  Secretarial Services  

5.  Palace Services  

02  
Agriculture & Livestock 

Services Group  

1.  Agriculture Production Services  

2.  Horticulture Development 

Services  

3.  Post Production Services  

4.  Biodiversity Services  

5.  Extension Services  

6.  Livestock Health Services  

7.  Livestock Production Services  

8.  Feed & Fodder Development 

Services  

9.  Dairy Development Services  

10.  Plant Protection Services  

11.  Soil Survey & Land Evaluation 

Services  

12.  Soil Fertility & Plant Nutrition 
Services  

13.  Mushroom Development 

Services  

14.  Agriculture Regulatory Services  

03  

Architectural , 

Engineering & Land 

Services Group  

1.  Architectural Services  

2.  Heritage Sites Conservation 
Services  

3.  Engineering Services  

4.  Farm Mechanization Services  

5.  Geology and Mines Services  

6.  Meteorology/Hydrology Services  

7.  Land Services  
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8.  Map Production Services  

9.  Survey Engineering Services  

10.  Urban Planning Services  

11.  Urban Design Services  

12.  Urban Development Control 
Services  

13.  Geographic Information System 

Services  

14.  Technical Support Services  

15.  Sanitary Services  

04  
Arts, Culture & Literary 

Services Group  

1.  Arts & Culture Services  

2.  Literary and Translation 

Services  

05  
Education & Training 

Services Group  

1.  Education Management & 
Administration Services  

2.  Vocational  Education & 

Management Services  

3.  Education Support Services  

4.  Teaching Services  

5.  Training/Tertiary Teaching 

Services  

06  
Executive and Specialist 

Services Group  

1.  Executive Services  

2.  Specialist Services  

07  
Finance & Audit Services 

Group  

1.  Audit Services  

2.  Finance, Accounting & Budgets 
Services  

3.  Internal Audit Services  

4.  Revenue Services  

08  Foreign Services Group  

1.  Embassy, Missions & 

Secretariat Services  

2.  Consular Services  

3.  Protocol Services  

09  

Forestry & Environment 

Protection Services 

Group  

1.  Environment Services  

2.  Forestry Services  

10  Human Resource 1.  Civil Registration & Census 

Services  
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Services Group  2.  Immigration Services  

3.  HR Management & Development 

Services  

4.  Training Services  

5.  Industrial Relations Services  

11  

Information 

Communication 

&Technology Services 

Group  

1.  Development Communication 

Services  

2.  ICT Services  

3.  Media Services  

12  
Laboratory & Technical 

Services Group  

1.  Analytical Services  

2.  Laboratory Support Services  

3.  Diagnostic Services  

13  

 

Legal, Judiciary and 

Legislative Services 

Group  

1.  Judiciary Services  

2.  Judiciary Support Services  

3.  Legal Services  

4.  Legislative Service s 

5.  Integrity Promotion  Services  

6.  Election Services  

7.  Registration Services  

14  
Library, Archives & 

Museum Services Group  

1.  Archives & Cultural Properties 

Services  

2.  Library Services  

15  
Medical and Health 

Services Group  

1.  Medical and Dental  Services  

2.  Medical Technical Services  

3.  Physiotherapy & Rehabilitation 

Services  

4.  Radiology & Technical Services  

5.  Nursing Services  

6.  Public Health Services  

7.  Pharmaceutical Services  

8.  Traditional Medicine Services  

16  Planning & Research 1.  Planning Services  
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Services Group  2.  Research Services  

3.  Statistical Services  

17  
Sports & Youth Services 

Group  

1.  Counseling Services  

2.  Scouts Services  

3.  Sports Services  

18  
Trade, Industry & 

Tourism Services Group  

1.  Trade Services  

2.  Marketing Services  

3.  Industries Services  

4.  Intellectual Property Services  

5.  Tourism Services  

19  
Transportation & 

Aviation Services Group  

1.  Aviation Safety Services  

2.  Aviation  Communication & 

Navigation Services  

3.  Land Transport Services  

 

 

2.4  Job Description  

A Job Description is a statement of duties and responsibilities , with an 

outline of their relative importance which will help clarify accountabilities, 

determine the qualification and skill requirements, and define relationships 

of the position with other positions.  

 

2.4.1  A Job Description shall contain the following details:  

2.4.3.1  Job identification;  

2.4.3.2  Job purpose, duties and responsibilities;  

2.4.3.3  Minimum qualifications and experience;  

2.4.3.4  Complexity of work;  

2.4.3.5  Nature, scope and effect of work;  

2.4.3.6  Instructions and guidelines available;  

2.4.3.7  Work relationships;  

2.4.3.8  Supervisory/Management responsibi lities (if any); and  

2.4.3.9  Job environment.  
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2.4.2  There  shall be a clear job description for every position in the Civil 

Service.  

 

2.4.3  There shall be two kinds of job descriptions as follows:  

 

2.4.3.1  A ôgenericõ job description that covers the basic duties and 

responsibilities shared by all civil servants fulfilling the 

same position in whichever  organisation they are 

employed;  and  

 

2.4.3.2  A ôspecificõ job description that is more contextual and 

outlines duties and responsibilities specific to the needs of 

the Agency , to which the posi tion is affiliated .  

 

2.5  Position Directory  

2.5.1  There shall be a Position Directory showing all the position titles 

and levels, position hierarchy including broad -banded and non 

broad -banded positions, minimum qualification, and entry level 

within Sub -Group s of all the Major Occupational Group s. 

 

2.5.2  All civil servants shall use the assigned position titles prescribed in 

the Position Directory only.  

 

2.5.3  Any change  in the Position Directory shall require approval of the 

RCSC.   

 

2.5.4  Addition of position  in the Position Directory on need basis  shall be 

incorporated after completing the required processes of: job 

identification,  job description, job analysis  and evaluation , and 

approval . 
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2.5.5  Position Directory shall be the main reference for recruitment, 

tran sfers, training and promotion.  

 

2.6  Organisa tional Structure  

2.6.1  Based on decision of the Lhengye Zhungtshog t he RCSC shall 

create, abolish, upgrade or alter organisa tional structures in the 

Civil Service, including names in consultation with Agencies 

concerned , except for Legislature, Judiciary and Constitutional 

Bodies . 

 

2.6.2  Agencies shall consult the RCSC on  any changes being proposed on 

the  organisational structur e. 

 

2.6.3  Legislature and Constitutiona l Bodies shall carry out organis ational  

changes in consultation with the RCSC . 

 

2.6.4  The Judiciary shall create, abolish, upgrade or alter courts or 

tribunals while other organisa tional changes shall be carried out in 

consultation with the RCSC.  

 
 

2.7  Staffing Pattern and Strength  

The RCSC in consultation with Agency concerned shall:  

2.7.1  Determine staffing pattern and Strength;  

2.7.2  Create, abolish or classify positions; and  

2.7.3  Carry out Organisa tional D evelopment reviews at regular intervals.  

 

2.8  Parent Agencies  

2.8.1  The RCSC shall be the final authority for all the HR actions in the 

Civil Service as ôthe central personnel agency of the Governmentõ 

except for th e positions mentioned in the Constitution and the Civil 

Service  Act  of Bhutan 2010.  
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2.8.2  The RCSC may designate appropriate agencies as Parent Agencies , 

on case by case basis,  to look after certain professions in the Civil 

Service on its behalf.  

 

2.8.3  Purpose  

2.8.3.1.  To enhance the Royal Governmentõs decentralisa tion 

pol icy.  

 

2.8.3.2.  To enhance clarity and streamline specific HR roles to 

avoid duplications and confusions  between the Dzongkhag 

/Thromde Administr ations and the Central Agencies.  

 

2.8.3.3.  To focus on the professional and capacity development of 

civil servants belonging to certain specific profession.  

 

2.8.4  Power and authority  

A Parent Agency shall have the following autho rity and 

responsibilities:  

2.8.4.1  Carry out succession planning for training and transfer 

of Professionals in consultation with 

Dzongkhags/Thromde and other Working Agencies;  

 

2.8.4.2  Carry out transfers in accordance with Sections  14.4.6  

and  14.4.7  of Chapter 14 on Transfer;  

 

2.8.4.3  Implement Inter -Agency transfers of professionals in 

consultation with the other Working Agencies;  

 

2.8.4.4  In addition to the efforts of the Working Agency, the 

Parent Agency shall spearhead in the development of 

certain profession an d  carry out professional 
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development such as training, both short -term and long -

term, and both in -country and ex -country;  

 

2.8.4.5  Coordinate and conduct in -service recruitment at 

Professional & Management position categor y for the 

Agencies;  

 

2.8.4.6  Coordinate and condu ct new recruitments into the Civil 

Service at the Supervisory and Support Position Category 

for the Agencies;  

 

2.8.4.7  Coordinate submission of fast -track, meritorious and 

Specialist promotions to the RCSC;  

 

2.8.4.8  Issue guidelines for the performance management, in 

accordance with the provisions of the BCSR, which shall 

be taken into account by the implementing Agencies;  

 

2.8.4.9  A Parent Agency shall  not :  

i.  Carry out transfers without first consulting the 

Working Agency , if a civil servant is yet to 

complete the minimum years of eligibility as per 

Section s 14.4 .6 and  14.4 .7 of Chapter 14 on 

Transfer ; 

 

ii.  Depute a civil servant on training without first 

consulting the Working Agency;  

 

iii.  Carry out i nter -Major Occupational Group  

transfer; and  

 



 

20  

 

iv.  Transfer Professionals to Embassies/Missions/  

Consulat es, except those under the M oFA, in 

contravention to Section 14.4 .9 of Chapter 14 on 

Transfer.  

 

2.8.4.10  Withdrawal of P arent Agency system  

 Any abuse of the Parent Agency system or non 

compliance of the provisions of this Rule  may result in 

the eventual withdrawal of the Parent Agency -ship.  

 

2.8.4.11  The Parent Agency system  

a. A Civil Servant working in a Dzongkhag /Thromde  

shall be with  a Parent Agency as follows:  

 

i.   Civil Servants working in Dzongkhag/  Drungkhag /  

 Thromde  Headquarters : 

Services/ Sub -Group  Parent Agency  

Extension Services  (Agriculture 
& Livestock)  Ministry of Agriculture & 

Forests  
Forestry Services  

Education Support Services  Ministry of Education  

Revenue Services  

Ministry of Finance  

Finance, Accounting and 

Budget Services  

Internal Audit Services  

Property & Procurement 

Management Service 

(procurement only)  

Public Health Services  
Ministry of Health  

 

Civil Registration & Census 
Services  

Ministry of Home &  Cultural 
Affairs  

Arts and Culture Services  

Property & Procurement 

Management Service (other than 
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procurement)  

Administration Services (pool 
staff)  Ministry of Home & Cultural 

Affairs/Thromde concerned  

Secretarial Services  

ICT Services  Ministry of Information & 

Communications  

Engineering Services  

Ministry of Works & Human 

Settlement  

Urban Planning Services  

Urban Development Control 

Services  

Technical Support Services  

 Planning Services  Gross National Happiness 

Commission  

HR Management & Development 

Services (excluding Employment 

Officers)  

RCSC 

Land Record Services  

 Survey Engineering Services  National Land Commission  

Legal Services  Office of Attorney General  

 
Environment Services  National Environment 

Commission  

Statistical Services  National Statistics Bureau  

Election Services  Election Commission of 
Bhutan  

 

ii.  Civil Servants working in the Field Offices/  

establishments under the Dzongkhag / Thromde  

Administration , except those mentioned under 

Section 2.8.4.1 1(b): 

 

Field Office  Parent Agency  

Schools  Ministry of Education  

Hospitals/BHUs  Ministry of Health  
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RNR Centers/Extension Offices  
Ministry of Agriculture & 

Forests  Veterinary Hospitals  

Geog Administration  Officers  
Ministry of Home & Cultural 

Affairs  

Accounts  Assistants  Ministry of Finance  

 

iii.  Similar to Civil Ser vants working in the 

Dzongkhag /Thromde /  Field O ffices/  

establishments, civil s ervants working in the 

following shall belong to a particular Parent Agency , 

except those mentioned under Section 2.8.4.1 1(b): 

¶ National Centres  

¶ Regional Offices  

¶ Research Institutes  

¶ Training Institutes  

¶ Tertiary Institutes  

 

b.  In addition to the above, the following shall be the Parent 

Agencies for selected cross sector services of all 

Ministries and Autonomous Agencies:  

 

Services/ Sub -Group  Parent Agency  

Finance, Accounting and Budget 
Services  

Ministry of Finance  
Internal Audit Services  

Property & Procurement 

Management Service (procurement 
only)  

ICT Services  
Ministry of Information 
& Communications  

Legal Services including legal 

professionals (i.e. Legislative 
Services) working in the National 

Assembly and National Council 

Secretariats   

Office of Attorney 

General  
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Survey Engineering Services and 

Land Record Services  

National Land 

Commission  

HR Management & Development 
Services (excluding Employment 

Officers)  

RCSC 

 

Note:   For those not specified above, their Working Agency shall 

also be Parent Agency.  

 

2.8.5  Responsibilities of the Working Agencies  

2.8.5.1  Power and authority shall be as per the de legation 

prescribed in the BCSR.  

 

2.8.5.2  All civil servants posted to an Agency shall be within the 

staff strength of that Agency and be fully accountable to the 

Agency.  

 

2.8.5.3  All Agencies shall have full control and authority for 

suspension, retirement, leave, recruitment, promotion, 

train ing, suspension and disciplinary actio ns as delegated 

in the BCSR.  

 

2.8.5.4  The power shall be exercised only through the Human 

Resource Committee/Council.  

 

2.9  Human Resource Committee  

2.9.1  Every Agency shall institute a HR Committee.  

 

2.9.2  Purpose  

2.9.2.1  HR Committee shall guide and  address all Human 

Resource actions within an Agency to promote broader 

participation, ensure fair and transparent HR decisions 

based on merit.  
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2.9.2.2  HR Committee shall ensure that all HR actions are in line 

with the Constitution of Bhutan, the CSAB 2010, the 

BCSR, the Gov ernment policies and the organis ational 

development goals and objectives.  

 

2.9.3  Composition  

2.9.3.1  An HR Committee shall have a minimum of five members 

including the Chairperson.  Further, the RCSC reserves 

the right to participate in the Committee if nece ssary.  

 

2.9.3.2  The composition of HR Committee at various levels shall 

be as follows:  

I.  Ministry  

a. Chairperson: Secretary  

b.  Members:  

i.  All Directors/Director Generals;  

ii.  Chief Administration Officer;  

iii.  Chief Planning Officer;  

iv.  Senior most Legal Officer;  

v. Other relevant officers;  

vi.  A representative of RCSC for in -service   

recruitment of civil servants to positions in P1; 

and  

vii.  Senior most HR Officer ð Member -Secretary.  

 

II.  Judiciary  

 Judiciary shall constitute HR Committee to execute 

HR actions which are not covered by the Judicial 

Council.  

 

III.  Constitutional Offices  

a. Chairperson: Head of Constitutional Office  
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b.  Members:  

i.  Director(s);  

ii.  All Division Chiefs/Service Heads;  

iii.  Other relevant officials;  

iv.  A representative of RCSC for in -service 

recruitment of civil servants in P1  & above ; 

and  

v. HRO ð Member -Secretary.  

 

However, the Head of the Constitutional Office may 

delegate the HR Committee Chairpersonship to a 

Commission er /Director/Deputy Auditor General.  

 

IV.  Autonomous Agency  

a. Chairperson: Head of Agency/Executive 

Secretary for Thromdes  

b.  Members:  

i.  All Division Chiefs/Service Heads;  

ii.  Other relevant officials;  

iii.  A repres entative of RCSC for in -service 

recruitment of civil servants in P1; and  

iv.  HRO ð Member -Secretary.  

 

V. Dzongkhag  

a. Chairperson: Dzongdag  

b.  Members:  

i.  Dzongrab;  

ii.  Senior most Administration Officer;  

iii.  Senior most Planning Officer;  

iv.  Senior most Legal Officer;  

v. Relevant Sector Heads; and  

vi.  Senior most HRO ð Member -Secretary.  
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2.9.4  Members shall declare Conflict of Interest  as per  Annexure 3/1  

 

2.9.5  Responsibilities of HR Committee  

2.9.5.1  General:  

a. Ensure effective enforcement of the provisions of the 

Constitution, Civil Service Act of Bhutan 2010 and the 

BCSR;  

b.  Formulate/review  HR  matters;  

c. Review appeals on  HR actions;  

d.  Review appeals on  performance appraisal; and  

e. Review and adjudicate disciplinary cases.  

 

2.9.5.2  Specifi c: 

a. HR Planning:  

     Review and recommend:  

i. Structure, staffing pattern & strength; and  

ii.  HRD plans.  

 

b.  Recruitment, Selection & Appointment:  

Recruit, select and appoint qualified and suitable 

candidates as per the provisions of the BCSR.  

 

c. Promotion:  

i. Review and approve promotions within broad -

banded positions;  

ii.  Review and recommend meritorious, fast -track and 

Specialist promotions;  

iii.  Review applications and shortlist eligible candidates 

for promotions against post vacancies; and  

iv. Conduct selection interview and a pprove or 

recommend as per delegation of authority.  
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d.  Transfer:  

i. Review and approve intra -Agency transfer that does 

not involve change of Position Title or Major 

Occupational Group; and  

ii.  Review and recommend intra/inter -Agency transfer 

involving change of Pos ition Title or Major 

Occupational Group or Sub -Group.  

 

e. Induction:  

Institute proper induction programmes for candidates 

newly joining the Agency.  

 

f.  Training :  

In keeping with the delegation of authorities on training 

under the BCSR, the HR Committee is the highest 

approving authority within an Agency.  

 

 

g. Leave 

In keeping with the delegation of authorities under the 

BCSR, the HR Committee shall approve/recommend 

the following:  

i.  Extraordinary Leave;  

ii.  Medical Leave beyond one month; and  

iii.  Study Leave.  

 

h.  Early Retirement Scheme (ERS):  

Review and approve/recommend civil servant opting for 

ERS. 

 

i.  Responsibilities of the Chairperson:  

The Chairperson shall be accountable for regular 

convening of the HR Committee meetings.  
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j.  Responsibilities of Member -Secretary:  

i.  Preparation of Agenda  

ii.  Coordination of Meetings  

iii.  Keeping minutes and records of Meetings  

iv.  Coordinate and follow -up on all HR Committee 

decisions.  

 

2.9.6  In Ministries, chairmanship of HR  Committee  may be delegated to a 

member at EX Position Level for recruitment, p romotion, transfer, 

training and ERS for civil servants of S3 and below.  

 

2.10  Delegation of Authority to the Agency  

The RCSC may delegate its functions in writing and subject to such 

condition to be prescribed in the rules and regulations to a person, Agency, 

Authority or entity including its Secretariat from time to time as 

appropriate.  

 

2.11  Human Resource (HR) Audit  

As required by the CSAB 2010, the RCSC shall carry out HR Audit in the 

Civil Service  as prescribed in Chapter 23 .  
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CHAPTER 3:  CIVIL SERVICE CODE OF CONDUCT AND ETHICS  
 

 

3.1.  Policy  

3.1.1  Establish desired standard of behavior amongst the civil servants . 

 

3.1.2  Promote and  maintain trust and respect.   

 

3.1.3  Inform general public and stakeholders on the Civil Service Code 

of Conduct and Ethics.  

 

3.2.  Code  of Conduct and Ethics  

A civil servant bestowed with the unique privilege and honour  to serve the 

Tsa-Wa-Sum and with confidence and trust reposed in him shall abide by the 

following Code of Conduct and Ethics:  

 

3.2.1  A civil servant shall be conversant with an d uphold all the 

provisions of the Constitution, CSAB 2010 and BCSR.  

 

3.2.1.1  A civil servant SHALL:  

i.  Read, understand and abide by all provisions of the 

Constitution, CSAB 2010  and BCSR ; 

ii.  Share with and guide his superiors, peers and 

subordinates if they are not aware of any of the 

provisio ns;  

iii.   Abide by the laws and rules of the country ; and  

iv.  Undertake courses on code of conduct and ethics as 

and when made available .  

 

3.2.1.2  A civil servant SHALL NOT:  

i.  Remain apathetic about the provisions of the 

Constitution, CSAB 2010  and BCSR; and  
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ii.  Breach or attempt to breach any of the laws or rules 

of the country.  

 

3.2.2  A civil servant shall cherish, subscribe and promote the values of 

Tha Damtsi and Ley Jumdrey while serving the  Tsa-Wa-Sum.  

 

3.2.2.1  A civil servant SHALL:  

i.  Always be loyal and faithful to the Tsa-Wa-Sum; and  

ii.  Uphold both explicit and implicit terms and 

understandings he has with the Royal Government,  

public , family, agency, superiors, peers, 

subordinates and clients.  

 

3.2.2.2  A civil servant SHALL NOT:  

i.  Disrepute the Royal Government, Agencies, 

superiors, peers and subordinates;  

ii.  Engage in any irrational decision -making and 

behaviour; and  

iii.  Breach the norms and values of the society.  

 

3.2.3  A civil servant shall maintain Driglam Namzha g, official decorum 

and refrain from indulg ing in gambling or other habits and 

behaviour that affect oneõs performance of official duties and/or 

tarnishes the image of the Civil Service.  

 

3.2.3.1  A civil servant SHALL:  

i.  Be punctual and regular at work;  

ii.  Deal with clients in a manner that befits his 

position;  

iii.  Demonstrate exemplary behaviour and actions at all 

times; and  
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iv.  Respect others and acknowledge, when others 

respect him.  

 

3.2.3.2  A civil servant SHALL NOT:  

i.  Indulge in gambling or similar activities that may 

jeopardize his official reputation and performance;  

ii.  Engage in individual or group altercation in public, 

related to official duty or otherwise; and  

iii.  Speak and act in a way that is not in conformity to 

the civil service values of integrity, professionalism, 

honesty, impartiality, accountability, loyalty, and 

leadership.  

 

3.2.4  A civil servant shall render services with due respect, courtesy, 

sincerity and to the best of his knowledge and abilities.  

 

3.2.4.1  A civil servant SHALL:  

i.  Welcome and treat his clients with dignity and 

humility;  

ii.  Always realise  that he is a civil òservantó and paid to 

serve;  

iii.  Be genuine in his behaviours, thoughts and actions;  

iv.  Provide services with right frame of mind and as per 

established rules and procedures; and  

v. Respect the òRights and Dutiesó of the client. 

 

3.2.4.2  A civil servant SHALL NOT:  

i.  Falsely bring down the honour, reputation and 

dignity of another civil servant or client;  

ii.  Insult or disclose personal aspects of another civil 

servant or a client in public;  
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iii.  Constantly criticis e or unreasonably humiliate 

someone with whom he has dealings;  

iv.  Resort to unreasonable argument or violence with 

clients while carrying out his duty; and  

v. Intentionally delay a service or ignore a client.  

 

3.2.5  A civil servant shall maintain the highest standard o f, amongst 

others,  integrity, honesty, fortitude, selflessness, loyalty, right 

attitude, right aptitude, patriotism and  endeavour  to maintain 

professional excellence  in service of the Tsa-Wa-Sum. 

 

3.2.5.1  Integrity  means possessing high moral and professional 

standards  while performing duty . For this purpose, it 

means maintaining integrity at work.  

   

a. A civil servant SHALL:  

i.  Be conscientious at all times;  

ii.  Fulfill his duties and responsibilities reliably;  

iii.  Act in a way  that is ethical and that deserves 

and retains confidence of all those with whom 

he deals;  

iv.  Uphold administration of justice;  

v. Deal with the public and their affairs fairly, 

efficiently, promptly, effectively and sensitively;  

vi.  Intend all his thoughts and acti ons at benefiting 

the system, society and country;  

vii.  Recognis e and reward only those who truly 

deserve;  

viii.  Maintain self -discipline and self -respect at all 

times; and  

ix.  Be loyal to his Agency and Royal Government, 

and industrious at work.  
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b.  A civil servant SHALL NOT:  

i.  Harbour any personal propaganda while 

discharging official duty;  

ii.  Claim merit or have expectations beyond what 

he deserves or is entitled to;  

iii.  Indulge in sycophancy and superfluous 

behaviour;  

iv.  Engage in nepotism, favouritism or patronage;  

v. Neglect his du ties and responsibilities;  

vi.  Hold malicious intent or vengeance against a 

client;  

vii.  Resent an admonishment or punishment he 

deserved;  

viii.  Use office time and resources for personal 

purposes; and  

ix.  Criticis e his Agency and Royal Government.  

 

3.2.5.2  Honesty  means being truthful and trustworthy.  

a. A civil servant SHALL:  

i.  Declare private interests relating to his official 

duties and take steps to resolve conflicts arising 

in a way that protects the public interests;  

ii.  Display all facts and figures truthfully and 

completely;  

iii.  Admit his mistake and rectify it immediately;  

iv.  Provide sincere and complete advices, feedback  

and suggestions to superiors, peers and 

subordinates;  

v. Admit when he does not possess authority to 

decide;  
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vi.  Communicate openly and effectively with 

client s; and  

vii.  Give due acknowledgement for the work done 

by others, including subordinates.  

 

b.  A civil servant SHALL NOT:  

i.  Be impolite while being honest;  

ii.  Be deceptive and propagandistic;  

iii.  Hide or tamper facts and figures;  

iv.  Blame others for his mistake;  

v. Intentionally mislead by giving half -truth, fib or 

an omission of part or whole of information; and  

vi.  Make decisions he is not authoris ed to.  

 

3.2.5.3  Fortitude  means being strong and courageous in 

carrying out duties.   

 

a.   A civil servant SHALL:  

i.  Be bold, firm and consistent in carrying out 

duties; and  

ii.  Be upright in pointing out what is right and 

wrong.  

 

b.  A civil servant SHALL NOT:  

i.  Fear consequences for being honest and sincere 

in his duties;  

ii.  Change his position or stand upon unfair 

pressure; and  

iii.  Lose focus of his Agencyõs mandates, and his 

duties and responsibilities.  
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3.2.5.4  Selflessness  means giving priority to the nationõs 

interests and his official duty.  

 

a. A civil servant SHALL:  

i.  Always take decisions solely in terms of the 

public interest;  

ii.  Put official obligations before personal interests;  

iii.  Always be kind and extend full cooperation and 

support;  

iv.  Be a team player;  

v. Always be aware and mindful of the needs, 

aspirations and hopes of his colleagues;  

vi.  Rejoice in his colleaguesõ achievements; and 

vii.  As Head of Agency or Supervisor, be conside rate 

of the needs of his staff to the extent possible.  

 

b.  A civil servant SHALL NOT:  

i.  Be influenced by ulterior motives while carrying 

out duties; and  

ii.  Intentionally disadvantage a colleague for own 

benefits.  

 

3.2.5.5  Loyalty  means being true, loyal and faithful to the Tsa-

Wa-Sum at all times.  

 

a. A civil servant SHALL:  

i.  Defend and implement the policies and 

programmes of the Royal Government and his 

Agency;  

ii.  Work towards achieving the objectives of his 

Agency;  
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iii.  Be economical and pragmatic about his 

Agencyõs resources; 

iv.  Continuously learn and develop himself to 

benefit his Agency;  

v. Be reliable, diligent and responsible in his 

duties;  

vi.  Handle and use o ffice equipment carefully; and  

vii.  Be prudent in use of public resources.  

 

b.  A civil servan t SHALL NOT:  

i.  Criticis e in public the policies, programmes and 

actions of his own Agency;  

ii.  Engage in corrupt activities;  

iii.  Obstruct the success of his Agency;  

iv.  Steal or vandalize office properties; and  

v. Embezzle.  

 

3.2.5.6  Right Attitude  means having positive way of thinking 

and perception.  

 

a. A civil servant SHALL:  

i.  Uphold the right attitude about his work and 

people at all times;  

ii.  Build and maintain smooth and effective 

interpersonal relationships;  

iii.  Accept his weaknesses positively and work on 

improving them;  

iv.  Understand otherõs weaknesses and help them 

improve;  

v. Be motivated and work hard not only for his 

Agency, but also for his own job satisfaction;  

vi.  Be accountable for his actions;  
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vii.  Respect seniors and elders;  

viii.  Promote organisa tional harmony; a nd  

ix.  Respect views, initiatives and contributions of 

subordinates.  

 

b.  A civil servant SHALL NOT:  

i.  Resent when he is called for accountability;  

ii.  Resent or be intolerable to disagreements; and  

iii.  Think he is doing his clients a favour by doing 

his job.  

 

3.2.5.7  Right aptitude  means possessing appropriate ability 

and values that support it.  

 

a. A civil servant SHALL:  

i.  Try to be creative and productive;  

ii.  Take interests to learn every day and do it 

better each day; and  

iii.  Know his strengths to uphold them and 

weaknesses to improve on them.  

 

b.  A civil servant SHALL NOT:  

i.  Complain about his job , and remain apathetic 

and unproductive; and  

ii.  Influence others with his isolated values about 

the job and make them ineffective.  

 

3.2.5.8  Patriotism  means loving and being proud of oneõs 

country, and serving the nationõs interests with heart 

and soul.  
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a. A civil servant SHALL:  

i.  Love and serve the Tsa-Wa-Sum; 

ii.  Be happy and proud of being Bhutanese;  

iii.  Do things that will strengthen peace, prosperity 

and happ iness in the country;  

iv.  Be a Goodwill Ambassador of the country while 

on study/training or otherwise abroad;  

v. Be sincere during trainings/visits outside and 

bring back maximum information, knowledge 

and skills to benefit the nation; and  

vi.  Be willing to voluntee r to serve the nation in 

times of need.  

 

b.  A civil servant SHALL NOT:  

i.  Engage in any thought or action that would 

undermine peace, security and sovereignty of 

the nation;  

ii.  Say things or involve in activity that would 

tarnish the image of the country; and  

iii.  Engage in thoughts or actions that would 

undercut his motivation to be sincere and 

hardworking.  

 

3.2.5.9  Professional excellence  means possessing right attitude 

and aptitude supported by strong values.  

 

a. A civil servant SHALL:  

i.  Serve with competence, efficiency, timeliness 

and truthfulness  in his duty;  

ii.  Carry out his duty ethically and responsibly;  

iii.  Maintain an acceptable standard of behaviour; 

and  
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iv.  Gain and maintain respect of all stakeholders.  

 

b.  A civil servant SHALL NOT:  

i.  Engage in unethical behaviour and substandar d 

skills while carrying out duty; and  

ii.  Discriminate his clients while performing duty.  

 

3.2.6  A civil servant shall not misuse his official position and authority.  

 

3.2.6.1  A civil servant SHALL:  

i.  Lead and manage human resources effectively and 

responsibly;  

ii.  Use his position and resources to fulfill mandates of 

his Agency;  

iii.  Be the role model within and outside his Agency;  

iv.  Respect the public interests while making decisions; 

and  

v. Declare Conflict of Interests.  

 

3.2.6.2  A civil servant SHALL NOT:  

i.  Engage in patronage, favour atism , and  nepotism;  

ii.  Show any irrational behaviour that would unfairly 

disadvantage a subordinate;  

iii.  Expect, or make subordinate do things, which may 

not be part of his official duty;  

iv.   Attempt to influence staff and clients for personal 

gains;  

v. Act in contravention  to the prevailing rules and 

other legal requirements; and  

vi.  Misuse human resources and Government 

properties.  
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3.2.7  A civil servant shall maintain confidentiality of official information 

and decisions.  

 

3.2.7.1  A civil servant SHALL:  

i.  Uphold the duty of confidentiality at all times.   

ii.  Be as open as he is required with his immediate 

official colleagues about decisions and actions;  

iii.  Restrict certain information to protect wider interest; 

and  

iv.  Maintain confidentiality of information discover ed in 

the course of duty, both while in service and after 

separation.  

 

3.2.7.2  A civil servant SHALL NOT:  

i.  Disclose information to an inappropriate person or 

system;  

ii.  Share information with anyone including his family 

until it is brought to public by the authority 

concerned or an authoris ed person; and  

iii.  Use information for personal gains.  

 

3.2.8  A civil servant shall e nsure efficiency, effectiveness, 

professionalism, meritocracy and accountability.  

 

3.2.8.1  A civil servant SHALL:  

i.  Be economical and result -oriented while carrying out  

his duty;  

ii.  Uphold principles of ethics and morality associated 

with his job;  

iii.  Be accountable for decisions he makes and other 

actions and behaviours; and  

iv.  Make decisions based on merit of the case.  
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3.2.8.2  A civil servant SHALL NOT:  

i.  De-motivate his subordinates by w ithholding 

important information about the Agencyõs objectives, 

priorities and decisions;  

ii.  Leave his tasks incomplete; and  

iii.  Make decisions which are not in line with the 

Governmentõs policy and his Agencyõs objectives. 

 

3.2.9  A civil servant shall e nsure cooperation within the Civil Service  and 

judicious use of resources.  

 

3.2.9.1  A civil servant SHALL:  

i.  Extend support and cooperation within as well as 

beyond his own Agency;  

ii.  Make efforts to minimise  waste of his Agency and 

nationõs resources; and 

iii.  Communicate effect ively and on time within his own 

Agency as well as with others.  

 

3.2.9.2  A civil servant SHALL NOT:  

i.  Engage in incitement and conflicts;  

ii.  Mislead or give false information; and  

iii.  Ignore instructions and established norms and 

guidelines.  

 

3.2.10  A civil servant shall avoid all forms of discrimination and favour in 

discharging official responsibilities . 

 

3.2.10.1  A civil servant SHALL:  

i.  Treat his clients objectively and fairly; and  

ii.  Make decisions based on the merit of the case.  
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3.2.10.2  A civil servant SHALL NOT:  

i.  Favour, show or intend disfavour towards anyone 

based on personal relationship s, gender, 

appearance, region, ethnicity and family 

background, being rich or poor, health and 

physical  condition and religion; and  

ii.  Make decisions, pass judgments or comments, 

based on the aforementioned attributes of a 

person.  

 

3.2.11  A civil servant shall declare and avoid Conflict of Interest  in the 

process of official decision -making and  while discharging all other 

official responsibilities . 

 

3.2.11.1  A civil servant SHALL:  

i.  Honestly and voluntarily declare, and avoid 

Conflict of Interest as per Annexure 3/1 ; 

ii.  Encourage others to declare Conflict of Interest; 

and  

iii.  Enable an environment conducive to making fair 

and objective decisions.  

 

3.2.11.2  A civil servant SHALL NOT:  

i.  Participate in a  decision -making process where he 

cannot respect the merit of the case because of his 

own personal interests and/or relationship with 

stakeholders;  

ii.  Participate in any Committee Meeting when the 

Committee is required to make decisions 

pertaining to someone with whom he may have 

positive or negative relationships;  
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iii.  Lobby his Agency or others to promote the 

business or trade of his family or relatives; and  

iv.  Borrow money, materials, equipments or any other 

resources from his clients by which his objective 

judgmen t would be compromised.  

 

3.2.12  A civil servant shall not accept, for self  or family members, favours, 

gifts, benefits or donations which can be construed by the authority 

as affecting the decisions and performance of his duties except as 

permitted by laws.  

 

3.2.12.1  A ci vil servant SHALL:  

i.  Be aware of prevailing rules and regulations 

concerning gifts;  

ii.  Declare to immediate supervisor/manager when the 

gift he has received is worth more than permissible; 

and  

iii.  Ensure that his decisions are not influenced by 

gifts, favours  or benefits he may have received.  

 

3.2.12.2  A civil servant SHALL NOT:  

i.  Accept gifts that would be construed as affecting the 

objectivity of the decisions he makes; and  

ii.  Extend unethical or illegal favours to anyone, which 

is obligated by gifts he has received.  

 

3.2.13  A civil servant shall not accept titles or decorations from foreign 

States or Organisa tions without the approval of the Royal 

Government.  
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3.2.13.1  A civil servant SHALL:  

i.  Judge, rationali se, analyse  and convince himself 

that such title or decoration does not have any 

negative implication to his Agency and the nation;  

ii.  Be sure that it is not in conflict with his official 

duties and responsibilities; and  

iii.  Communicate to the Royal Government or any 

approp riate authority, and obtain prior approval.  

 

3.2.13.2  A civil servant SHALL NOT:  

i.  Accept title or decoration that may not be in the 

interest of his Agency and the nation;  

ii.  Seek or accept a title or decoration that may entail 

Conflict of Interests; and  

iii.  Accept a title or decoration without prior approval 

of the Royal Government or an appropriate 

authority.  

 

3.2.14  A civil servant shall be apolitical, non -partisan and not stand for  

election under electoral laws of the Kingdom and engage in 

proselytis ation.  

 

3.2.14.1  A civil servant SHALL:  

i.  Remain and uphold the political neutrality of the 

Civil Service at all times; and  

ii.  Respect the countryõs religious and cultural 

heritage.  

 

3.2.14.2  A civil servant SHALL NOT:  

i.  Be a candidate for any election conducted under the 

electoral laws of the Kingdom or  hold any paid or 

unpaid post in any political party;  
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ii.  Canvass for a political party or a candidate in an 

election conducted under the electoral laws of the 

Kingdom;  

iii.  Attend political party meetings and carry out 

activities related to such parties;  

iv.  Perform  or neglect his duty based on his political 

view; and  

v. Impose or influence another person or group to 

change political views or religion.  

 

3.2.15  A civil servant shall not engage in sexual harassment.  

Sexual harassment means an òunwelcome  verbal, visual, or 

physi cal conduct of a sexual nature  that is severe or pervasive  and 

affects working conditions or creates a hostile work environment .ó 

 

3.2.15.1  A civil servant SHALL:  

i.  Demonstrate to clients behaviour that befits his 

position;  

ii.  Treat everyone professionally;  

iii.  Avoid and discourage using words and gestures that 

may be sexually offensive or suggest sexual interest;  

iv.  Openly communicate and provide feedback if what 

his superiors  and colleagues/subordinates do or 

say is professionally  or morally  unacceptable; and  

v. Report to app ropriate authority without fear or 

prejudice if situation does not improve.  

 

3.2.15.2  A civil servant SHALL NOT:  

i.  Pass lewd remarks to his colleagues and customers;  

ii.  Engage in physical gestures or activities that may 

suggest sexual interests;  

iii.  Use his position to gain  or force sexual favour; and  
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iv.  Take undue advantage of innocent villagers while 

on tours.  

 

3.2.16  A civil servant shall appear before Disciplinary Committee or  

Administrative Review Committee or  Administrative Tribunal or 

Court of Law or other Appellate Authority, as and when summoned.  

 

3.2.16.1  A civil servant SHALL:  

i.  Respect and attend the summons of the Court of 

law;  

ii.  Respect and attend the call of his Agencyõs 

Disciplinary Committee;  

iii.  Respect and attend the call of the Administrative 

Tribunal; and  

iv.  Produce all information of facts and figures before 

the Court, Administrative Tribunal or Disciplinary 

Committee or Administrative Review Committee or 

Appellate Authority, without fear or favour.  

 

3.2.16.2  A civil servan t SHALL NOT:  

i.  Excuse himself from appearing the Court, 

Administrative Tribunal or Administrative Review 

Committee or Disciplinary Committee, except in 

emergency; and  

ii.  Hide or tamper records of information related to 

the case in question.  

 

3.2.17  A civil serva nt shall refrain from unauthoris ed communication of 

information, which shall be detrimental to the smooth and efficient 

functioning of the Royal Government and the prestige, territorial 

integrity, national security and stability of the Kingdom as a 

sovereign and independent nation.  
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3.2.17.1  A civil servant SHALL:  

i.  Maintain confidentiality of information that is 

critical in the interest of the nationõs security; 

ii.  Be able to understand the importance and 

necessity of not disclosing certain information;  

iii.  Realise  that the  first priority of every Bhutanese is 

the security and sovereignty of the nation; and  

iv.  Ensure he has the necessary authority to disclose 

important official information.  

 

3.2.17.2  A civil servant SHALL NOT:  

i.  Disclose critical information to inappropriate 

person or audience; and  

ii.  Use such information to incite disorder in the 

community and nation.  

 

3.2.18  A civil servant shall r efrain from making any statement of fact or 

opinion in the media or in any document which may have adverse 

effects against policies or actions of the  Royal Government.  

 

3.2.18.1  A civil servant SHALL:  

i.  Maintain the integrity of the position he is holding;  

ii.  Always support the Royal Government in 

furthering its policies and programmes; and  

iii.  Give all his expertise and feedback in -house.  

 

3.2.18.2  A civil servant SHALL NOT:  

i.  Criticis e or undermine policies, programmes and 

actions of the Royal Government in public and/or 

media.  
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3.2.19  A civil servant shall a bstain from indulging in any activity or 

association that adversely affects an institution, national 

sovereignty and integrity of the country.  

 

3.2.19.1  A civil servant SHALL:  

i.  Be aware of the purpose of an activity or 

Association before becoming part of it;  

ii.  Be sure joining an activity or Association is not in 

conflict with his official position;  

iii.  Consult appropriate authority prior to joini ng a 

significant activity or Association; and  

iv.  Bring to the notice of relevant authority if he 

knows of any such inconsistent and inappropriate 

activity.  

 

3.2.19.2  A civil servant SHALL NOT:  

i.  Be a member of, belong to or take part in a society, 

assembly or association that is:  

a) Not in the interest  of the nationõs security and 

sovereignty, and development processes.  

b) Not legally and formally established/registered 

with approval of Competent Authority.  

c) Profit making in nature.  

d) Aligned with political parties.  

e) Est ablished for the purposes of collective 

bargaining or pressure group against the 

policies and plans of the Royal Government 

rather than to promote professional and ethical 

standards, proficiency, knowledge and skills.  

ii.  Indulge in the sabotage of his Agency õs and the 

nationõs plans and programmes; 
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iii.  Aid or cover another person or group engaged in 

anti -Agency or anti -social activities; and  

iv.  Breach the Civil Service Code of Conduct and 

Ethics for being a member of an association.  

 

3.2.20  A civil servant shall not insti gate, involve or participate in a strike, 

demonstration, marches or other similar activities  except those 

required as a part of his direct official functions .  

 

3.2.20.1  A civil servant SHALL:  

i.  Be aware of his ôrights and dutiesõ as a civil 

servant;  

ii.  Fully concentrate on serving the Tsa-Wa-Sum;  

iii.  Make efforts to dissuade such events; and  

iv.  Ensure that participation in any type of peace 

marches/parades directly related to his official 

functions has prior approval of the Working 

Agency.  

 

3.2.20.2  A civil servant SHA LL NOT:  

i.  Initiate, support or participate in any form of 

demonstration or similar other activities; and  

ii.  Coerce or be coerced to be part of such activities.  

 

3.2.21  A civil servant shall not provide any wrong information to the Royal 

Government.  

 

3.2.21.1  A civil servant SHALL:  

i.  Exercise an honest, informed and sincere 

judgment at all times while discharging his duty;  

ii.  Be professional and expert in his field of work; and  
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iii.  Provide correct information and realistic 

recommendations.  

 

3.2.21.2  A civil servant SHALL NOT:  

i.  Mislead his superiors, peers and subordinates; and  

ii.  Conceal or tamper any information of facts and 

figures.  

 

3.2.22  A civil servant shall n ot  coerce, attempt to coerce, order or advise 

an individual to pay, lend or contribute anything of value to a 

party, association, Non -Governmental Organisation (NGO), Agency 

or person whose activities are prejudicial to the Tsa-Wa-Sum. 

 

3.2.22.1  A civil servant SHALL:  

i.  Ensure that his Agency is free of adverse activities; 

and  

ii.  Attempt to deal or report an adverse activity in his 

Agency or other Agencies to an appropriate 

authority on time.  

 

3.2.22.2  A civil servant SHALL NOT:  

i.  Support an individual, group or Organisa tion 

whose pre sence and activities are contentious;  

ii.  Ask for donation to support such institutions; and  

iii.  Lobby for or do things to promote such 

institutions.  

 

3.2.23  A civil servant shall not undertake any activity, private 

trade/commercial activity or additional employment that causes 

Conflict of Interest  with his official duties and responsibilities.  

 

 



 

51  

 

3.2.23.1  A civil servant SHALL:  

i.  Sincerely and fully dedicate his energy and time to 

fulfill his official duties;  

ii.  Be available for duty beyond official time if 

required; and  

iii.  Honestly declare when his spouse is in some 

business or trade, particularly when it is related to 

his roles and responsibility.  

 

3.2.23.2   A civil servant SHALL NOT:  

i.  Engage in any work or activity outside his official 

duty during office time;  

ii.  Carry out a business or trade that would need him 

to apportion or compromise his loyalty and 

integrity;  

iii.   Involve with his spouseõs business or trade; and 

iv.  Use his official position to promote familyõs 

business or trade.  

 

3.2.24  A civil servant shall declare assets and liabilities  periodically to the 

authorities concerned as prescribed by law/rule.  

 

3.2.24.1  A civil servant SHALL:  

i.  Maintain a proper record of his wealth and assets 

and liabilities; and  

ii.  Be aware of and strictly abide by the assets 

declaration rule.  

 

3.2.24.2  A civil servant SHALL NOT:  

i.  Acquire assets through unethical or illegal means;  

ii.  Make false declaration; and  
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iii.  Aid or conceal such vices happening in his 

environment.  

 

3.2.25  A civil servant shall refrain from imbibing i ntoxicating substances 

within the duty premises and consuming alcoholic drinks and 

related intoxicants after office hours that may affect his normal 

behaviour or endanger the safety of other people. Further, a civil 

servant  shall totally abstain from use o f psychotropic or habit -

forming drugs, unless prescribed by a competent medical officer.  

 

3.2.25.1  A civil servant SHALL:  

i.  Be competent with the right state of mind, speech 

and action at all times; and  

ii.  Be mindful of the need to maintain acceptable 

image of a civil servant.  

 

3.2.25.2  A civil servant SHALL NOT:  

i.  Consume drugs, alcoholic drinks or any other 

substance that may weaken his personal integrity;  

ii.  Engage in buying and selling or transportation of 

any intoxicants; and  

iii.  Come to work intoxicated or bring such things and 

consume at work.  

 

3.2.26  A civil servant shall not victimize or discriminate another civil 

servant who reports breaches or alleged breaches of the Civil 

Service Code of Conduct and Ethics.  

 

3.2.26.1  A civil servant SHALL:  

i.  Report to authorities concerned on corrupt 

practices; and  
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ii.  Maintain confidentiality of identity and ensure 

protection of the informant.  

 

3.2.26.2  A civil servant SHALL NOT:  

i.  Initiate or take actions without verifying the case;  

ii.  Covertly or overtly victimize the informant; and  

iii.  Support or conceal information related to corrupt 

practices.  

 

3.2.27  A civil servant shall always  be proactive especially while delivering 

services to the public and always make his best efforts in terms of 

lue nga yi  sum (body, speech and mind) in all his official duties, in 

particular, and for the cause of Tsa-Wa-Sum, in general.  

 

3.2.28  A civil servant is in principle  on official duties for twenty four hours 

a day and seven days a week and is accordingly paid for and, as 

such, is liable for call to duty anyt ime. Otherwise, a civil servant 

shall generally follow the following official working time  from 

Mondays to Fridays , inclusive of a lunch break of half an hour : 

 

3.2.28.1  From 9 AM to 5 PM in Summer from  the month of 

March to October;  

 

3.2.28.2  From 9 AM to 4 PM in Winter from the month of 

November to February ; and  

 

3.2.28.3  The above shall not apply to Civil Servants required by 

profession to work on Saturdays or provide continuous 

service  round the clock  which the respective agencies 

shall determine.  
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3.3.  Accountability  

3.3.1  A civil servant concerned shall be accountable and liable for 

administrative actions for breach of Civil Service Code of Conduct 

and Ethics ; 

 

3.3.2  A civil servant in Managerial and Supervisory Positions shall be 

accountable to provide  necessary leadership and control over his 

subordinates , amongst others,  to ensure that there is no 

corruption or serious official misc onduct amongst his 

subordinates ; and  

 

3.3.3  A civil servant , particularly  in a Managerial and S upervisory 

position , shall be ac countable and liable for administrative actions 

for corruption or serious official misconduct of his subordinates 

even when he is not directly involved . 
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ANNEXURE 3 /1  

ROYAL CIVIL SERVICE COMMISSION  

ROYAL GOVERNMENT OF BHUTAN  
 

DECLARATION OF CONFLICT OF INTEREST  
 

 

 

I, ééééééééééééééé(name),  bearing CID /EID Noéé.ééééé.... ,  

(Position Title)ééééééé ééééééé.éé..(Agency) ééééééééé as 

per  the provisions of Section s 3.2  and 3.2.11  of Chapter 3  of the BCSR 2012, I 

declare that in serving as a member of ééééééééééééé(Committee) in 

éééé.éé.é (Agency): 

 

Ɗ I do not have or anticipate any Conflict of Interest .  I shall notify the Agency 

concerned immediately in the event such interests arise in the course of or before  

discharging my duty; OR  

 

Ɗ I do have Conflict of Interest  in view of the following reason(s):  

o Family Member:éééééé.éééééééééééééééééé 

o Close Relative: éééééééééééééééééééééééé.. 

o Close Friend:ééééééééééééééééééééééééé.. 

o In -Laws :ééééééééééééééééééééééééé..éé. 

o Enemy :éééééééééééééééééééééééééééé. 

o Others :éééééééééééééééééééééééééééé.. 

 

I hereby confirm that the above information is true to the  best of my knowledge. 

In the event the above declaration is found to be incorrect, I shall be liable for 

administrative/legal action.  

 
 

 

Signature  

Place: 
Date:  

  



 

56  

 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 



 

57  

 

CHAPTER 4: RECRUITMENT, SELECTION AND APPOINTMENT - 
REGULAR CIVIL SERVICE  

 

4.1  Policy  

4.1.1  Recruit the most  qualified and capable candidate with right 

attitude for the right job . 

 

4.1.2  Ensure professionalism in the Civil Service . 

 

4.1.3  Maintain a small, compact, efficient and effective Civil Service.  

 

4.2  Strategy  

4.2.1  Determine existing as well as emerging vacant positions in the 

Civil Service through a periodic  Organisational Development (OD) 

exercise;  

 

4.2.2  Provide equal opportunity to all eligible Bhutanese citizens for 

employment and career advancement in the Civil Service on the 

basis of merit, qualification, fair and open competition without 

discrimination on the grounds of race, sex, language, religion, and 

other status ; and  

 

4.2.3  Provide orientation to the selected candidate into the Civil Service.  

 

4.3  Recruitment Planning Process  

4.3.1  The RCSC in consultation with the Agency shall determine the 

staffing pattern and strength required for the Agency for the plan 

period.  

 

4.3.2  The Agency concerned shall initiate annual human resource 

recruitment plan  and carry out recruitment  as per the approved 

staffing pattern and strength , and delegation of authority . 
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4.3.3  The Agency shall identify recruitment needs against vacant 

positions in consultation with the Divisions/Sections, obtain 

approval from the HR Committee. The  Agency shall  submi t 

graduate requisition to the RCSC  as per Section 7.8 .1 of Chapter 7 

on BCSE . 

 

4.3.4  The RCSC in consultation with the Agency shall determine the 

vacant positions and recruitment needs for the Executive and 

Specialist Category in the Civil Service . 

 

4.3.5  The recruitment against a vacant position shall be made either by 

direct recruitment of a new employee or in -service recruitment 

through Open Competition  and/or transfer.  

 

4.4  Authority  

4.4.1  The RCSC shall be the central personnel a gency for  recruitment 

and select ion of a candidate in consultation with the employing 

Agency, and for  approving the appointment against a position .  

 

4.4.2  The recruitment of University Graduates to Profess ional and 

Management Position Category  shall be conducted by the RCSC 

through the BCSE as per Chapter 7 of this Rule . 

 

4.4.3  The recruitment of University Graduates to S1 positions in the 

Supervisory & Support Position Category  shall be conducted by the 

Agencies for those with valid òCertificate of Eligibilityó issued by the 

RCSC as provisioned under Chapter 7 on BCSE for recruitment of 

university graduates rules and regulations of the BCSR.  

 

4.4.4  Any new recruitment into the Civil S ervice shall only be in the entry 

Position Level.  
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4.4.5  The authority to recruit, select and appoint new civil servants at the 

entry Position Level  shall be as follows:  

 

POSITION 

CATEGORY  
AUTHORITY  

Professional  

& 

Management  

 

RCSC 

Supervisory  

& 

Support  

Legislature, Judiciary, Ministry, 

Constitutional Office, and Autonomous 

Agency.  

 

Thromde for non -professional positions  

Operational  

Legislature, Judiciary, Ministry, 

Constitutional Office, Autonomous 

Agency, Dzongkhag and Thromde.  

 

 

4.4.6  The RCSC shall monitor all appointments carried out by an Agency  

as well as subject to regular  HR Audit .   

 

4.5  Eligibility  

A candidate shall:  

4.5.1  Be a Bhutanese citizen;  

 

4.5.2  Meet all qualification requirements specified for the particular 

position  as per the Position Directory and Job Description ;  

 

4.5.3  Have attained at least 18 years of age and not more than 40 years 

on the date of  appointment ; and  
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4.5.4  If in -service , possess the  minimum qualification required and have  

no service obligation to the Agency.  

 

4.6  Disqualification  

A candidate shall not be eligible to apply  for employment in the Civil Service if 

he has:  

4.6.1  Been convicted of a criminal offence  or is under investigation or 

prosecution for a criminal offence ; 

 

4.6.2  Been terminated or compulsorily retired from the Civil Service  or  a 

Government Corporation / Project;  

 

4.6.3  Voluntarily resigned from the Civil Service;  

 

4.6.4  Been previously selected for the Civil Service but has dishonoured 

the selection/appointment;  

 

4.6.5  Been a djudged  medically unfit  for employment  by a comp etent 

RGoB medical doctor ;  

 

4.6.6  Intentionally provided false information  in the application for 

employment or used fraudulent practices in the recruitment 

examination;  

 

4.6.7  Furnished fake/forged testimonials/documents;  

 

4.6.8  Failed to furnish testimonials as required under the Civil Service 

Rules;  

 

4.6.9  Not been issued òCertificate of Eligibilityó by the RCSC for 

recruitment to S1 positions in case of University Graduates;  
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4.6.10  Participated in politics and not completed the minimum ôcooling ð 

off periodõ of three  years; and  

 

4.6.11  Been otherwise disqualified by the Government for appointment in 

the Civil Service.  

 

4.7  Guidelines  

4.7.1  Recruitment Procedure  

4.7.1.1  As per the delegation of authority, the Agency shall 

advertise the approved vacant positions through media 

with sufficient time of at l east two weeks for registration. 

If required, time extension may be granted for another 

two weeks.  

 

4.7.1.2  The vacancy announcement shall clearly define the 

eligibility criteria, including:  

i.  Profile of the position , including Position Title and 

Position Level ; 

ii.  Qualification required ; 

iii.  Document s required ; 

iv.  Registration process, schedule and venue;  

v. Short -listing criteria;  and  

vi.  Contact number and address.  

 

4.7.1.3  A candidate applying for a vacant position in the Civil 

Service shall be required to submit the following 

documents:  

i.  RCSC Employment Application Form ( Annexure  

4 /1 ); 

ii.  Resum e; 

iii.  Attested copies of academic transcripts;  
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iv.  Attested copies of relevant training transcripts, if 

required;  

v. Attested copy of the Bhutanese citizenship identity 

card;  

vi.  Attested copy of Medical F itness C ertific ate issued 

by a competent   RGoB medical doctor ; and  

vii.  No Objection Certificate, if employed.  

 

4.7.1.4  For attesting of documents, applicant shall produce 

original documents along with photocopies to the 

recruiting agency at the time of submitting application.  

 

4.7.1.5  A candidate applying for a vacant position shall have 

applie d for Security Clearance online, which the official 

Focal Person of recruiting Agency shall be responsible for 

its verification.  

 

4.7.1.6  In addition to the above, a university graduate appl ying 

for S1 position, shall be required to submit the following 

documents:  

i.  Valid òCertificate of Eligibilityó issued by the RCSC 

in original . 

 

4.7.1.7  The Agency concerned shall:  

i.  Register the application;  

ii.  Verify all original documents using the checklist and 

attest;  

iii.  Short ðlist applicants; and  

iv.  Notify short -listed candidates on the status of 

applications.  
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4.7.1.8  Short -listing of applicants  

i.  Short ðlist applicants based on the eligibility criteria 

for the position;  

 

ii.  For short -listing, ratio of vacancy to candidate shall  

be at least 1:3;  

 

iii.  If the number of applicants is still large even after 

the short -listing, the HR Committee shall further 

short -list applicants based on the merit ranking of 

marks obtained in the Academic/relevant Training 

as per the requirement spec ified  in the Position 

Directory;  

 

iv.  Academic Marks of Class X and XII shall be 

computed as follows:  

Class X        -   All Subjects  

Class XII - English , Dzongkha  and three best 

subjects  

 

v. The short -listing  criteria  for  graduates with Eligibility 

Certificate  shall be  BCSE ranking and subject 

relevance.  

 

vi.  Academic and/or relevant training weightage shall be 

considered only on the minimum qualification 

required for the position.  All relevant transcripts 

shall be required as documentary evidence.  

 

vii.  The Agency sh all announce short -listed candidates 

along with date and venue for interview and 

declaration of results.  
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4.7.2  Selection Procedure  

4.7.2.1  Depending on the requirement of the position, the 

competitive selection process shall include the following 

methods:           

i.  Panel interview which shall be mandatory; and  

ii.  Academic/relevant training; and/or  

iii.  Written/Practical examination.  

 

4.7.2.2  If the selection process involves only two methods, 

weightage shall be assigned as follows:  

i.  Interview ð 50%  

ii.  Academic/relevant training OR Written/Practical 

examination ð 50%  

 

4.7.2.3  If the selection process involves all the three methods, 

weightage shall be assigned as follows:  

i.  Interview ð 50%  

ii.  Academic/relevant training ð 25%  

iii.  Written/Practical examination ð 25%  

 

4.7.2.4  The HR Committee comprising at least  five relevant 

members  as per Section 2.9 of Chapter 2 on Civil Service 

Structure shall constitute the Interview Committee and 

conduct the interview in bi -lingual, Dzongkha and English  

(Annexure 4/2 : Sample Form ).  The Committee members 

shall be properly b riefed on the eligibility criteria for the 

position and the applicantõs resume details prior to the 

interview.  The Committee shall observe the Civil Service 

Code of Conduct and Ethics as enshrined in this Rule  

including declaration of òConflict of Interes tó as per format 

Annexure 3/1 . 

 



 

65  

 

4.7.2.5  The Interview Committee shall pre-determine the cut off 

percentage  to be eligible for selection . 

 

4.7.2.6  The Interview Committee shall compile, verify and sign on 

the result sheet.  

 

4.7.2.7  The HR Committee shall review and endorse the result.  

 

4.7.2.8  On endorsement of the result by the HR Committee, the 

Agency shall declare the result and notify the successful 

candidates.  

 

4.7.2.9  Along with the declaration of the selection result, the 

Agency shall provide the candidates with information on 

the reporting date for placement and appointment.  

 

4.7.2.10  A candidate shall be given opportunity to appeal to the 

Appellate Authority/Administrative Tribunal for review of 

the selection result within 10 working days from the date 

of declaration of the result.  

 

4.7.3  Recrui tment from In -country Training Institutes  

4.7.3.1  This Rule  on recruitment, selection and appointment 

shall apply to all non Bachelorsõ degree holders including 

those passing out from the in -country institutes . 

  

4.7.4  Appointment Procedure  

4.7.4.1  The Agency shall appoint successful candidates against 

approved vacant positions in the order of merit ranking 

of the selection result, placement preference of the 

candidates and fulfillment of other requirements.  
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4.7.4.2  The appointment shall be effected from ei ther 1 st  or 15 th  

day of a month  after the completion of all requirements.  

 

4.7.4.3  His pay shall be fixed at the minimum of the scale 

prescribed for the position.  

 

4.7.4.4  If an in -service candida te is selected involving inter -

agency/MOG transfer, the authority to approve  shall vest 

with the RCSC for which the recruiting Agency  shall 

submit documents as per Sections  13.7. 21 & 13.7.2 6. 

 

4.7.4.5  The Agency as per the delegation of authority shall 

submit online the details of selected candidate(s) as 

required, along with interview re sult.  

 

4.7.4.6  The RCSC shall verify details of the recruitment carried 

out by the Agency and allot Employee Identity  (EID)  

Number.  

 

4.7.4.7  Only upon the allotment of EID Number, shall the 

appointment be considered endorsed by the RCSC.  

 

4.7.4.8  The Agency as per the delegation of authority shall issue 

appointment  order and forward the following documents 

of the selected candidates to the RCSC:  

i.  Appointment Order;  

ii.  Copy of the vacancy announcement;  

iii.  Compiled selection result; and  

iv.  Documents specified under Section 4.7.1.3 .  

 

4.7.4.9  If in -service candidates from Agencies  are selected, the 

authority to issue  the inter -agency transfer order  shall 
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vest with the RCSC for which, the following documents 

shall be  submitted by recruiting Agency:  

i.  A copy of the vacancy announcement ; 

ii.  Compiled selection result ; and  

iii.  No Objection Certificate.  

 

4.7.5  In the event the selected candidate withdraws his candidature or a 

similar vacancy arises within a period of three months, the post 

may be offered to the next candidate in Order of Merit of the 

Selection Result subject to fulfilling the pre -determined minimum 

cut -off percentage.  

 

4.8  Probation  

4.8.1  A candidate selected for appointment shall initially be placed on 

probation for a period of one year  before his appointment to regular 

service is confirmed.  

 

4.8.2  If performance of a candidate is poor, his service shall not be 

regularized and shall be relieved from the service  

 

4.8.3  Upon completion of the probation , the Agency concerned shall 

issue an Office Order stating that the probation period has been 

successfully completed and his service has been regularized.  

 

4.8.4  A civil servant shall not be eligible for training while on probation , 

except for in -country orientation programme . 

 

4.8.5  The probation period shall not be considered as part of active 

service for the purpose of promotion and long term study leave.  
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4.8.6  A civil servant, during probation, shall be eligible only for casual 

leave, medi cal leave, bereavement leave, paternity leave and 

maternity leave and shall not earn any other form of leave.  

 

4.8.7  A civil servan t shall not be eligible for LTC during probation.  

 

4.9.  Oath of Allegiance  

Every candidate selected for appointment in the Civil Servic e shall sign  an 

Oath of Allegiance  (Annexure 4/3 ) upon joining the Civil Servic e, which 

shall be maintained in the Personal File . 

 

4.10.  Orientation  

4.10.1.  Orientation  of a new employee shall be compulsory and it shall be 

the responsibility of the Agency concerned to conduct the 

orientation program me.  

 

4.10.2.  The program me shall aim to properly induct the candidate into the 

Civil Service at large and in particular integrate a nd assimilate the 

candidate as a team player in the organisation. Depending on the 

need, an Orientation Program me shall include the following:  

4.10.2.1.  Introduction to the organisati on ð physical, work 

culture and organisation values;  

 

4.10.2.2.  Familiarization with organis ation policies, plans & 

programme s, BCSR and Financial Rules; and  

 

4.10.2.3.  Understanding of his position job description and the 

expectations of the Agency.  
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4.11.  Obligation  

4.11.1.  Once appointed, a civil servant shall be obliged to serve a minimum 

of two  years of active service  provided there is no other service 

obligation .  

 

4.11.2.  A civil servant resigning before fulfilling the above obligation  shall 

forfeit his post -service benefits , except Provident Fund and Group 

Insurance Scheme benefits . 

 

4.12.  Accountability  

4.12.1.  An appointment, which does not conform to this Rule , shall be 

treated as un authoris ed and hence , it shall be revoked by the 

RCSC. 

 

4.12.2.  The authority responsible for violation shall be accountable and 

liable for administrative actions.     
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ANNEXURE 4/1  

Royal Civil Service Commission  

Royal Government of Bhutan  

 

CIVIL SERVICE  EMPLOYMENT APPLICATION FORM  

(Fill in BLOCK letters only ) 

 

     

   

1.     Full Name:                Sex:          M        F          

        Religion:  

 

2.     Village/  Thromde :                  Gewog:  

        Dzongkhag:                    Thram No:              House No:  

  

3.    Date of Birth:         Day           Month                 Year 

       Nationa lity:                    Citizenship ID  No.: 

 

4.    Post  Applied For : 

 

5.    Mailing Address:  

6.   Contact Tel. No.:  

7.   Family Details:  

 Name Nationality  Occupation  Address  

(a)  Father      

(b)  Mother      

(c)  Guardian      

(d)  Spouse      

 

8.   I have:  

i.  Not b een convicted of a criminal offence;  

Affix  

Passport 

size 

Photograph 
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ii.  Not b een t erminated or compulsorily retired from the Civil Service, a 

Government Corporation or Project;  

iii.  Not v oluntarily resigned from the Civil Service;  

iv.  Not b een previously selected for the Civil Service and  dishonoured the 

selection/appointment;  

v. Not b een a djudged medically unfit for employment by a competent medical 

doctor;  

vi.  Not i ntentionally provided false information  in the application for 

employment or used fraudulent practices in the recruitment examination;  

vii.  Not f urnished fake/forged testimonials/doc uments;  

viii.  Not f ailed to furnish testimonials as required under the BCSR;  

ix.  Not p articipated in politics / completed the minimum ôcooling off periodõ of 

three  years ; and  

x.  Not been o therwise disqualified by the Government for appointment in the 

Civil Service . 

     

9.  Academic Qualification : (please start with  the  Institute last attended).  

Name of 

Institute  

Country  Subjects  Year of 

Completion  

Div.  Degree Certificate  

(VIII/X/XII)  

              

              

              

 

10.  Marks obtained in percentage in the BCSE (for graduates only) : 

i.  Exam category: éééééééééééééééééééé 

ii.  Marks o btained: ééééééééééééééééééé 

iii.  Position/Ranking: éééééééééééééééééé. 

 

11.   Training:  

Name of 

Institute  

Country  Field of 

Study  

Duration  Yr. of 

Passing  

Div.  Dip.  Certificate  
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12.  Employment History (if applicable) : 

Organisation  Position 

Held  

Post Period  Appt. Status  Place 

Served 

Reason for 

Change  From  To 

Past Employment:  

        

        

Present Employment:  

        

        

 

13.  Extra Curricular Activities :  (please t ick appropriate ones and attach attested 

copies of relevant certificates ) 

(a) Literary (  )                        (b) Sports (  )  

(c) Leadership (  )                   (d) Membership in Community/Association  (  )  

(e) Awards received (  )           (f) Social and Cultural (  )  

(g) Others  (  ). 

 

14.  Declaration :  I hereby declare that the i nformation given herein is true and 

complete to the best of my knowledge.  In the event of detection of false or 

misleading information, I understand that  the RCSC shall  

withdraw /terminate my  service without any recourse; confiscate all my 

transcription/testimonials; debar from seeking employment in the Civil 

Service ; and prosecute in the Court of L aw for legal actions.   I also 

undertake to abide by all Rules and Regulations.  

 

15.     Oath Of Allegiance:  I pledge to serve His Majesty the King, Country and 

People with Lue  Nga Yi S um . 
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Date:                                                                   Signature of Applicant  

           (Affix Legal  Stamp)  

 

Note:   This form should be accompanied by attested copies of academic, training, 

medical fitness certificate, passport size photograph, security clearance certificate 

and citizenship card.  

  

 

For use by the recruiting Agency  

 

 

Verified by:                Agency :  

 

 

Name:     Remarks:   

Position Title :             

EID. No.:  

Signature:
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                                                                                             ANNEXURE 4/2  

Interview Form                                                                                                 

ROYAL CIVIL SERVICE COMMISSION   

Name of Candidate : ________________________________CID  No.  :________________ 

Post applied for : _________________________________ Agency : _________________ 

Sl. 

No.  

 

Factors  

 

Marks  

Marks 

Awarded  

1.  MANNER  AND DISPOSITION  5  

2.  

 

 

LANGUAGE PROFICIENCY  

a)  Dzongkha     

 

10  
 

b)  English  10   

c)  Major Bhutanese dialects/languages * 05   

3.  

 

 

 

 

 

 

 

INTELLIGENCE, ABILITY & COMPETENCE    

a)  Professional subject knowledge  

 

15  
 

b)  General awareness  10   

c)  Presentation skills (organisation of 

thoughts)  
10   

d)  Analytical ability  10   

e)  Promptness in comprehension and clarity  

in expression                           
10   

 f)  Confidence  05   

4.  EXTRA -CURRICULAR ACTIVITIES **  05   

5.  
ACADEMIC & OTHER INDIVIDUAL 

ACHIEVEMENT S**   
05   

 Total marks  100   

* Marking based on consensus   ** M arking based on documentary evidence and consensus. 

Place:                                                                         

             ___________________________________ 

Date:                   (Name of the Committee  Member & Signature ) 

Note:  The HR  Committee  may adapt this form to the specific needs of the Agency, 

if require d.  
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ANNEXURE 4/3  

 

OATH OF ALLEGIANCE  

 

On this auspicious day, having the privilege of receiving the honour  of the 

trust of His Majesty the King, Government and the People of Bhutan to 

serve in the capacity of a civil servant, I take this opportunity to offer my 

sincere gratitude.  

 

Beginning today, I ______________ holding CID No. ________ from V illage 

_________ Gewog ______ Dzongkhag ________ pledge to serve His Majesty 

the King, Government and People of Bhutan with Lue Nga Yi Sum  

upholding values of Tha Damtsi  and true Patriotism. I also pledge to 

abide by the Constitution of the Kingdom of Bhut an, laws  and rules & 

regulations  in cluding Civil Service Code of Conduct and Ethics  while 

discharging my responsibilities.  

 

In doing so, I also declare that I have obtained a place in the service of the 

Tsa-Wa-Sum on the basis of my own merit. In the event  I am found guilty of 

furnishing false or forged testimonials, I shall be liable:  

 

1.  For termination from the civil service and lose the right to apply 

again in future;  

2.  To forfeit all my testimonials to the Royal Civil Service Commission; 

and  

3.  For prosecution  in the Court of Law.  

 

In witness, this day the ééééééééééééé of the month of 

ééééééé.. of ééééé. Year in the name of Kencho Sum  and the 

guardian deities of the Kingdom of Bhutan and in the presence of 

representatives of the Government, I take this Oath of  Allegiance 

accordingly, not to dishonour it at any time. I append my name in writing 

hereto.  

 

 Date:  

 Place: 

          (Affix Legal Stamp)  

                                                                                   Signature  

(Name of the Candidate)   
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CHAPTER 5: CONTRACT APPOINTMENT  

 

5.1  Policy  

5.1.1  Recruit and retain personnel with the requisite qualifications, 

experience and skills for the following:  

 

5.1.1.1  Time bound projects and programme s;  

 

5.1.1.2  Meeting short -term HR requirements in the Civil Service; 

and  

 

5.1.1.3  Long -term positions, where there is an acute shortage of 

human resources.  

 

5.1.2  Recruitment of expatriates to be considered only when Bhutanese 

citizens with requisite qualification, experience and skills  are not 

available .   

 

5.2  Category  

Contract service shall be categorise d as:  

5.2.1  Regular  

Recruitment of employees against the approved s taff strength to 

address  the  shortage of human resources.  

 

5.2.2  Special  

Recruitment of employees with highly specialise d knowledge and 

skills against approved staff strength w ith special pay  package 

with in normal retirement age limit.  

 

5.3.  Authority  

5.3.1  All contract appointments in the Civil Service  shall require approval 

of the RCSC .  However, exceptions to this section may be made for : 
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5.3.1.1.  Specialise d fields for time bound  assignments  by the HR 

Committee with approval of the Minister concerned for a 

maximum period of one year or until completion of t he 

assignment whichever is earlier; and  

 

5.3.1.2.  Specialise d fields by the Constitutional Offices against 

approved staff strength.   

 

5.3.2  Agencies may appoint on contract in place of civil servants on study 

leave without pay  and EOL .  

 

5.4.  Recruitment Procedure  

5.4.1  Agency shall process recruitment only against a post approved  by 

the RCSC.  

 

5.4.2  Agency shall obtain prior approval of RCSC for recr uitment.  

 

5.4.3  The recruitment of personnel on contract shall be based on merit 

through a fair, open and competitive selection process . 

 

5.4.4  Ex-Civil/Public Servant  who ha s been terminated or compulsorily 

retired from service or superannuated shall not be eligible for 

appoi ntment on contract . 

 

5.4.5  A candidate shall submit duly filled Civil Service Employment 

Application Form as  provided at Annexure 4/1 . 

 

5.4.6  A candidate  appointed under this Rule  shall execute a contract 

agreement with the  employing Agency in the prescribed form given 

at Annexure 5/1 . 
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5.4.7  The authority concerned shall issue work permit to an expatriate 

selected for appointment in the Civil Service only upon 

confirmation of his appoin tment, through an  Office O rder to be 

issued to this effect . 

 

5.4.8  Agency shall submit to the RCSC  relevant documents , including  

detail s of contract appointments  for issuance of EID  No. 

 

5.4.9  Only upon the allotment of EID No. , shall  the appointment on 

contract be considered endorsed by the RCSC.  

 

5.5.  Orientation   

5.5.1  Every expatriate appointed shall be oriented  by the Agency on the 

culture, traditions, Government policies and the Code of Conduct 

and Ethics and properly inducted into the position.  

 

5.5.2  A Bhutanese citizen selected for contract appointment shall be 

briefed by the employing authority concerned and properly inducted 

into the position.   

 

5.6.  General Term s  

A contract employee shall:  

5.6.1  Initially be appointed for a maximum period of  three  years ; 

 

5.6.2  Be appointed for a Co ntract term aligned  to coincide with the end of 

the academic session  in case of Teaching Profession ; 

 

5.6.3  Abide by the Civil Ser vice Code of Conduct and Ethics;  

 

5.6.4  Abide by the terms and condi tions specified in the Contract;  
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5.6.5  Be liable to be  posted or transferred to any Agency or any part of the 

country , except during the last six months of the contract term ; 

 

5.6.6  Have completed the required ôcooling -off period õ of three  years, if he 

has participated in politics;  

 

5.6.7  Not be place d on probation;  

 

5.6.8  Be eligible for short -term in -country training ; and  

 

5.6.9  Be subject to Performance Appraisal by the Agency concerned as 

per Chapter 1 2 of this Rule . 

 

5.7.  Terms and conditions  for employment  of ex -politicians   

5.7.1  For the purpose of employment in the Civil Service, ôpoliticiansõ 

shall  be those persons having actively involved in party politics, 

eit her as members or party workers,  as well as candidates 

participating in any form of elections  under the electoral laws of 

Bhutan .  

 

5.7.2  Ex-politicians may be hired for Civil Se rvice consultancy servic es 

for a specific term.  

 

5.7.3  Employment of ex -politicians shall b e generally on contract 

service.  

 

5.7.4  Ex-politicians may  be hired on contract services in the Civil 

Service on fulfilling  the following terms and conditions:  

 

5.7.4.1  A m inimum ôCooling Off Periodõ of 3 years from the day of  

discontinuation of all party and other political activities;  
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5.7.4.2  The applied post is approved in the Agencyõs staff 

strength, which could not be filled through open -

competition by in -service candidates;  

 

5.7.4.3  The post is not a managerial post;  and  

 

5.7.4.4  The recruitment is done through Open Competition . 

 

5.8.  Remuneration and Benefit s 

5.8.1  Remuneration  

5.8.1.1  A contract employee shall normally be appointed in the 

entry position and be paid the basic salary of the position 

to which he is recruited and contract allowance and any 

other allowances attached to the position at the rates 

approved by the Government, unless specified otherwise 

through separate orders .  

 

5.8.1.2  The RCSC may consider payment of a higher salary or 

higher contract allowance based on qualification and 

relevant work experience.  

 

5.8.1.3  The Civil Service promotion rules shall not apply to the 

contract employees.  However, the RCSC may consider 

revision of the terms and conditions for payment of a 

higher salary or higher contract allowa nce when the 

contract is renewed after a minimum pe riod of five  years 

of active service based on performance.  Remuneration 

shall be fixed as per the pay fixation rules and 

regulations.  
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5.8.1.4  Annual increment shall be given as per the 

Remuneration and Benefits rules and regulations of the 

BCSR.  

 

5.8.1.5  As and when the Civil Service pay is revised, 

remuneration of contract employees shall also be revised 

accordingly. However, it shall not apply to special 

contract employees on consolidated salary under special 

package.  

 

5.8.2  Leave and Travel  

 A civil servant appointed on contract under the provisions of this 

Rule  shall be eligible for TA, DA,  Leave and Leave Travel Concession 

(LTC) as per the Bhutan Civil Service Rule s and Regulations except  

ex-country short -term training,  long -term study leave and 

Extraordinary Leave. 

 

5.8.3  Travel Allowance t o join the place of e mployment  

 An amount equal to actual TA in first class train/bus and DA for 

the number of days of travel shall be paid to the personnel selected 

for appointment on contract towards travel expenses t o begin 

employment. The  travel expense shall be extended to the spouse 

and children only, who actually joins the employee at the place of 

posting.  

 

5.8.4  Medical Facility  

 Medical treatment for a contract civil servant and  his family 

members shall be provided by the Government as per the medical 

treatment rules.  
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5.8.5  Housing  

 A contract employee shall make own arrangements for housing. 

However, in the event Government provides accommodation, house 

rent shall be deducted from  the salary according to the prevailing 

rules governing housing.  

 

5.8.6  Pension,  Provident Fund and Insurance  

 An appointee under this Rule  shall be governed by rules and 

regulations of the National Pension and Provident Fund Scheme 

and the Government Employee Group Insurance Scheme.  

 

5.8.7  Compensation for service -incurred injury  

 In the event of death, injury or illness attributable to performance 

of service on behalf of the Royal Government of Bhutan, the 

employee shall be entitled to compensation payable under 

Government Employee Group Insurance Scheme .  

 

5.8.8  Deduction  

 Personal Income Tax (PIT) and other statutory deductions shall be 

made according to prevailing rules.  

 

5.8.9  Terminal Benefit  

5.8.9.1  Gratuity: one month's last basic pay shall be paid as 

gratuity for every completed year of satisfactory contract 

service subject to completion of the initial contract term, 

except:  

i.  When the employer terminates the contract; or  

ii.  In case of the employeeõs demise while in service; or   

iii.  In case the employee is required to resign due to 

illness or disability incurred while in service.  
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5.8.9.2  The gratuity shall be payable to the nominee(s) of a 

contract employee in case of his demise while in service . 

 

5.8.9.3  The annual increment due to a contract employee on the 

day following the date of completion of the term shall be 

released and it shall be considered for the purpose of 

calculating gratuity and other retirement benefits.  

 

5.8.10  Repatriation Benefit s  

5.8.10.1  The following benefits shall be paid to an employee on 

contract  service at the time of repatriation in addition to 

the gratuity and refund of contribution to the Group 

Insurance Scheme (GIS):  

i.  Transfer grant according to the prevailing rules;  

ii.  Travel Allowance of an amount equal to the last basic  

pay; and  

iii.  Transport charge of  personal effects as per the 

prevailing rules.  

 

5.8.11.  Mode of Payment  

 Remuneration, allowances and all other entitlements under this Rule  

sha ll be payable only in Ngultrums excep t those working in 

Embassies, Missions, Consulate Offices and other RGoB 

establishments abroad.  

 

5.9.  Extension  and Renewal  

5.9.1.  The contract shall be extended /renewed  with the consent of both 

the employer and employee for terms not exceeding two years at a 

time, with  three  month s notice pe riod to the approving authority 

(contract extension form given at Annexure 5/3 ). 
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5.9.2.  In the case of teaching personnel, the extension shall be granted to 

coincide with the end of the academic session.  

 

5.9.3.  Contract renewal and extension shall be gran ted only to those 

having a clean  service history which shall not contain any record of 

indiscipline, adverse report, misdemeanour , financial dishonesty, or 

any act that is considered as violation of the Civil Service Code of 

Conduct & Ethics,  Administrative Discipline Rules and Regulations.  

 

5.9.4.  Performance shall be the main criterion for contract extension  and 

renewal . 

 

5.9.5.  Approval for al l extensions  and renewal  shall be sought from the 

RCSC. 

 

5.9.6.  A candidate on contract shall retire as per the retirement age 

applicable to regular civil servants;  and  

 

5.9.7.  No extension/renewal shall be permitted beyond the age of 

superannuation.  

 

5.10.  Termination of Contract   

5.10.1  No contract employee shall be indispensable to the Government and 

hence shall  be liable to be removed from service at any time when 

the Government finds his  services not required.  

 

5.10.2  A minimum of one month's notice shall be issued by the party 

intending to terminate the contract before expiry of the term. In the 

case of lecturers/teachers, three months notice shall be required . In 

the event of failure to serve the notice in advance of the required 

period, the defaulting party shall pay to the ot her the basic pay for 

the prescribed notice period.  
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5.11.  International Volunteers  

5.11.1  The RCSC shall determine the requirement, approve and 

coordinate recruitment of International Volunteers in the Civil 

Service.  

 

5.11.2  International Volunteers  are not civil servants and they  sha ll be 

governed by the terms and conditions  of the Memorandum of 

Understanding signed between the RCSC/ authoris ed Agency and 

the respective Volunteer Agencies .  

 

5.12.  Other Appointments  

5.12.1  Agency shall be the authority responsible for   recruitment, 

selection , appointment  and extension  of:  

5.12.1.1  Temporary employees including field attachment of 

university graduates for approved, specific and time 

bound activities up to a maximum of six months.  

However, such recruitments shall be subject to 

availability of approved budg et and HR Committeeõs 

approval;   

 

5.12.1.2  Contract employees for projects under external donor 

funding as per the project documen t signed with the 

donor agency; and   

 

5.12.1.3  Local recruits workin g in Embassies/Missions/ 

Consulate Offices as per the approved positions under 

the Terms and Conditions approved by the Ministry of 

Foreign Affairs.  
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5.13.  Accountability  

5.13.1  An appointment on contract  in the Civil Service  which does not 

conform to this Rule  shall be treated as un authoris ed and hence it 

shall be revoked by the RCSC.  

 

5.13.2  The authority responsible for the violation shall be accountable   

and liable for administrative actions.  
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ANNEXURE 5 /1  

ROYAL CIVIL SERVICE COMMIS SION  

ROYAL  GOVERNMENT OF BHUTAN  

 

 

AGREEMENT ON SERVICE TERMS AND CONDITIONS FOR CONTRACT EMPLOYEES  

PART I :  GENERAL CONDITIONS  

1  Agreement  

THIS AGREEMENT  is executed on day »» month »»» year  »» between 

éééé.(the RCSC /Agency ), Government of Bhutan, hereinafter called  òthe 

employeró described in part-I and »»»»ééééééééééééé..., 

hereinafter called òthe employeeó whose particulars are given in part II.  

  

WHEREAS  the employer desires to engage the services of the contract 

employee on the terms and conditions hereinafter set forth; and  

 

WHEREAS the contract  employee is ready and willing to accept this 

engagement of service with the Government of Bhutan on these terms and 

conditions.  

 

2  Nature of Service  

2.1  The employer shall employ the employee on contract and he shall serve  

the employer as éééééééééééé..or in such other 

capacity/place/department as the employer may from time to time 

require.  

        

2.2  The contract employee shall be liable to be posted or transferred to an y 

Agency or any part of the country , except during the last six months of 

the contract term . 

 

 

            Signature of Employee  

 
Passport 

size 

photograph 
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3  Duration of Agreement   

The employment hereunder shall be for a total period of »». months 

commencing  from the day of  »» month  »»» year  »» (hereinafter referred 

to as the contract  period),  subject to premature  termination as hereinafter 

provided.   

 

4  Documents  

4.1  The contract employee at the time of reporting for duty shall produce a 

medical fitness certificate from a qualified medical officer and a 

certificate of character and good conduct signed by a senior 

government officer of the country of the nationality or his last 

employer.  

 

4.2  Upon joining duty in the organisation concerned, the contract 

employee shall send a copy of his j oining report through the controlling 

officer concerned to the employer . 

 

4.3  An expatriate  contract  employee shall produce a certificate issued by 

the police/local authority of the area of his home address, certifying 

that he is a bonafide inhabitant of that locality, or a letter from an 

Embassy of the country of which he is a national certifying/verifying 

the nationality of the individual concerned or a valid passport.  

 

4.4  A Bhutanese citizen shall apply for security clearance online, which 

the official focal person of the employer shall be responsible for its 

verification.  

 

4.5  The contract  employee shall produce att ested copies of his 

certificate /testimonials in support of his education qualifications, date 

of birth, experience  and any other documents required,  to the employer 

concerned for record.  

 

 
Signature of Employee  
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4.6  The contract  employee shall sign an oath of adherence to the Code of   

Conduct and Ethics and Confidentiality in the prescribed format  at 

Annexure 5/2 .             

 

5  Remuneration and Allowance  

The employer shall during the employment pay to the contract employee the 

pay and allowances specified in Part -II which shall be payable monthly in 

arrears on the last working day of every calendar month.  

 

6  Duty  

6.1  The contract employee shall devote himself exclusively to his duties or 

to such other duties as the employer shall reasonably assign to him 

and shall personally attend thereto at all times by day or by night 

(including Sundays and Public Holidays, if necessary) except in the 

case of illness or acci dent in which case the employee shall forthwith 

notify the employer of such illness or accident and shall furnish such 

evidence as it may require.  

 

6.2  The contract employee shall promptly and faithfully obey, observe and 

comply with all lawful orders, instruc tions and directions of the 

employer and observe all the rules and regulations and instructions in 

force for and in respect of the Government of Bhutanõs property and 

management thereof.  

 

6.3  The contract employee, whenever required by the employer shall give 

full and proper interaction in his occupation and in the specified duties 

of his office to  such other person or persons as the employer shall 

communicate to him and he shall convey to such person or persons 

any secret methods, processes or information lear nt or acquired by him 

in the course of his employment herewith or otherwise.  

 

Signature of Employee   
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6.4  Leave and Travel  

6.4.1.  The employee shall be eligible for TA & DA, Leave and Leave 

Travel Concession (LTC) as per the Bhutan Civil Service Rules 

and Regulations (BCSR), except ex -country short -term 

training, long -term study leave, and E xtraordinary Leave . 

 

6.4.2.  Travel Allowance to begin Employment  

 An amount equal to actual TA in first class train/bus and DA 

for the number of days of travel shall be paid to the personnel 

selected for appointment on contract towards travel expenses 

to begin employment. The travel expense shall be extended to 

the spouse and children only, who actually joins the employee 

at the place of posting.  

 

6.5.  Medical Facility  

        A contract  employee and the family members shall be provided  medical 

treatment  by t he Government as per the prevailing medical treatment 

rules.  

 

6.6.  Housing  

The employee shall make his own arrangements with regard to housi ng 

and furniture.  However, if G overnment accommodation is provided, 

house rent shall be deducted from the salary according to the 

prevailing rules.  

 

6.7.  Compensation for Service Incurred Injury  

        In the event of death, injury, or illness attributable to the performance 

of service on behalf of the Royal Government of Bhutan under the 

terms of this Agreement, the employee shall be entitled only to 

compensation payable under Government Employee Group Insurance 

Scheme admissible for the Position Level .  

Signature of Employee  
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6.8.  Pension, Provident Fund and Insur ance 

An appointee under this Rule  shall be governed by rules and 

regulations of the National Pension and Provident Fund Scheme and 

the Government Employee Group Insurance Scheme.  

 

6.9.  Deduction  

 Personal Income Tax and other statutory deductions shall be deducted  

according to the prevailing government taxation rules.  

 

6.10.  Terminal Benefit  

6.10.1  Gratuity  

One month's last basic pay shall be paid as gratuity for every 

completed year of satisfactory contract service  subject to 

completion of the initial contract term, except:  

i.  When the employer terminates the contract; or  

ii.  In case of the employeeõs demise while in service; or   

iii.  In case the employee is required to resign due to illness 

or disability incurred while in service.  

 

6.10.2.  Repatriation Benefit   

The following benefits shall be paid to the contract  employee 

at the time of repatriation:  

6.10.2.1  Transfer grant according t o the prevailing BCSR. 

6.10.2.2  Travel Allowance of an amount equal to the last 

basic pay that the contract employee is entitled to 

at the time of his repatriation.  

6.10.2.3  Transport charge of personal effects as per the 

prevailing rules . 

 

 

 

Signature of Employee  
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7  Mode of Payment  

Remuneration and allowances and all other entitlements under the 

agreement shall be payable only in Ngultrums  except those working in 

Embassies, Missions, Consulate Offices and other RGoB establishments 

abroad.  

 

8  Code of Conduct and Ethics  

 

8.1.  The contract employee shall be bound by the Code of Conduct and 

Ethics prescribed in Chapter 3 of the BCSR and in particular shall:  

8.1.1.  At all times during the continuance of this Agreement use his 

best endeavours to promote the interest and welfare of the 

employer.  

8.1.2.  Respect all the Bhutanese spiritual, traditional and cultural 

values and practices. Accordingly, the employee shall c onduct 

himself at all times in such a manner that:  

8.1.2.1  He does not pose any danger to the socio -economic 

and political stability of the country;  

 

8.1.2.2  He does not involve in proselytization or undermine 

the traditional, cultural or religious values of the 

society;  

 

8.1.2.3  He does not bring any undesirable influence and 

harmful practices which may have a damaging effect 

on the society, such as the use and abuse of 

narcotics;  

 

8.1.2.4  He does not engage in politicising the people or 

flaring up communal ill feeling among the 

Bhutanes e people;  

Signature of Employee  
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8.1.2.5  His dress, behaviour and habits are congenial to 

decorum of the Bhutanese society;  

 

8.1.2.6  He does not engage in anti -government/national 

propaganda and criticism of the system of 

Government and its policies through speech or in 

wr iting while in Bhutan or after his repatriation;  

 

8.1.2.7  He shall refrain from visiting places/institutions 

restricted for entry by foreigners without a specific 

written permit;  

 

8.1.2.8  He is prohibited from engaging in employment other 

than permitted by this agreement and shall not 

participate in paid activities; and  

 

8.1.2.9  He avoids personal relationships with firms selling 

office or other equipment and avoids the acceptance 

of favours  or gifts, or being placed otherwise under 

obligation to any commercial representative or to 

any Government of Bhutanõs client or customer.  

 

9  Rights and obligations of the employee  

9.1.  The rights and obligations of the contract employee are strictly limited 

to the terms and conditions of this Agreement and Chapter 5 on 

Contract Appointment. Accordingly, the contract employee shall not be 

entitled to any benefit, payment, subsidy, compensation or entitlement, 

except as expressly provided in this agreement.  

 

9.2.  The contract employee shall be solely liable for claims by third parties 

arising from the employeeõs own negligent acts or commissions in the 

course of performing this agreement, and under no circumstances 
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shall the Government of Bhutan be held liable for such claims by third 

parties.  

 

9.3.  The title right s, copyrights, and all other rights of whatever nature in 

any mate rial produced under the provision of this agreement by the 

contract employe e shall be vested exclusively with  the Government of 

Bhutan.  

 

9.4.  The con tract employee shall not be concerned or interested directly in 

any other business except that of the employer.  

 

9.5.  The contract employee shall not, at any time during the continuance of 

his employment hereunder, acquire or attempt to acquire any option or 

concession in Bhutan for himself or any other person.  

 

9.6.  The contract employee shall not draw, accept or endorse any bill on 

behalf of the employer or in any way pledge the credit of the employer 

except so far as he may have been authoris ed by the employer eit her 

generally or in any particular case.  

                                      

10 . Unpublished Information  

10.1  The contract  employee shall not communicate t o any person, 

Government, or other Agency of the Government of Bhutan any 

unpublished information made known to the employee by reason of 

his association with the Government of Bhutan except as required by 

this assignment or upon written authorisation by the Government of 

Bhutan.  

                

 

 

 

Signature of Employee  

 



 

96  

 

10.2  The contract employee shall not advertise or publicize his association 

with the Government of Bhutan under this agreement. Nor shall the 

name, letterhead, emblem, or official seal of the Government of 

Bhutan be used for business or professional purposes or otherwise 

without the prior wri tten approval of the  employer . Such materials 

intended for official use by employees of the Government of Bhutan 

should not be permitted to come into the possession of persons who 

might make un authoris ed use of them, and shall not be used for 

personal purposes. The provision shall survive the expiration or 

termination of this agreement.  

              

11 . Confidentiality and Non -competition  

 The Government of Bhutan requires, and the contract employee agre es that, 

during the term of the employment and at any time thereafter, the contract 

employee shall retain in confidence and not divulge or make available 

without the Government of Bhutanõs advance written consent to any 

person, firm, corporation, or entity  other than the Government of Bhutan or 

its designee, any information whatsoever. This includes the written 

embodiments of his services for the Government of Bhutan, in reports, 

studies, or the like, acquired or developed by him during the term of his 

empl oyment, which relates to or concerns the business or operation of the 

Government of Bhutan or of its clients or customers.  

        

12  .  Renewal /Extension  of Contract  

12.1  Not less than three  months before the date of which the contract 

employeeõs residential service in Bhutan under this Agreement is due 

to expire, he shall inform the employer in writing whether he desires 

to remain and continue in the service of the employer, who shall 

thereup on consider whether to re -engage the contract employee, 

provided that any such re -engagement shall be upon such conditions, 

including the duration of the new contract, as shall be agreed upon 

between the employer and employee.     Signature of Employee  
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12.2  Contract renewal or extension shall be granted only to an employee 

having a clear service history, which shall not contain any record of 

indiscipline, adverse reports, misdemeanours, financial dishonesty, or 

any act that is considered as violation of  Civil Service Code of 

Conduct and Ethics.  

       

12.3  Performance shall be an important determining factor for 

extension /renewal . 

                         

12.4  Any notice to be given hereunder shall be given in writing and be 

delivered or sent by registered post to  the employer, and any 

complaint or application of the employee shall in the first instance be 

addressed to the Head of the office of the employing 

Department/A gency.  

 

13 . Termination of Contract  

13.1  A minimum of one month's notice shall be issued by the 

Employer/Employee  intending to terminate the contract before expiry 

of the term. How ever, in the case of lecturers/ teachers, three months 

notice shall be required. In the event of failure to serve the notice in 

advance of the required period, the defaultin g party shall pay to the 

other, the basic pay of the employee for the stipulated notice period.  

 

13.2  A contract employee shall not be indispensable to the Government of 

Bhutan and hence shall be liable to be removed from service at any 

time when the Government finds his services redundant or on 

violation of any of these provisions.  

 

 

 

     Signature of Employee  
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14. Dismissal for Misconduct  

14.1  If at any time during his employment, the employee shall be tried for 

gross misconduct or breach or non -observance of any of the 

stipulation herein. The employee shall , at the option and discretion of 

the employer , forfeit the gratuity. In addition to such forfeiture, the 

employer may terminate the services of the employee forthwith and 

without any notic e or payment in lieu thereof. Upon such 

termination, the employee shall not be entitled to claim any 

compensation or damages.  

 

14.2  The contract employee shall be paid his post service benefits upon 

completion of his assignment under this agreement upon product ion 

of a clearance certificate from the Royal Audit Authority and the 

employer . 

 

 

 

 

 

 

           Seal & Signature of Employer   Signature of Employee  
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PART  II :  PAY FIXATION  

1.  Position Title:  »»»»»»»»»»»»»»»»»»»»»»»» 

 Position Level :»»»»»»»»»»»»»»»»»»»»»»»» 

 

2.  Agency in which appointment/extension is to be made:  »»»» 

 

3.  Period of Contract  

 a) Initial appointment: from »»»»»»»to »»»»» 

 b) Renewal/Extension: from »»»»»»»to»»»»» 

 

4.  Emolument  

 Scale of Pay:  Nu.»»»»»»»»»»»»»»»»»»»»»» 

Basic Pay: Nu .»»»»»»»»»»»(Ngultrums »»»»»»»only ).  

 

5.  Contract Allowance  

 Of the basic pay, subject to review from time to time shall be given as 

contract allowance: Nu. »»»»»»»»»»»».. per month.  

 

6.  Other allowance (if entitled)  

a)»»»»»»»»»»»»»»»: Nu»»»»»»»»»per month.  

b)»»»»»»»»»»»»»»»: Nu»»»»»»»»»per month.  

c)»»»»»»»»»»»»»»»: Nu»»»»»»»»».per month.  

 Total (4+5+6)                          : Nu»»»»»»»»» 

 

7.   Deduction  

 All deductions such as Personal Income Tax, Health Contribution, Group 

Insurance and house rent (if a government house is allotted) shall be levied 

as per the prevailing rules.  

 

 Seal & Signature of Employer     Signature of Employee  

         Date :          Date :   
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PART I II : MISCELLANEOUS  

 

Laws  

 The Agreement shall be construed according to and be governed by the laws 

of the Kingdom of Bhutan.  

 

Appeal  

 Any appeal due to breach of any of the terms and conditions under this 

agreement by either employer or employee  shall have recourse to a  legal 

action/arbitration in a Court of L aw in the Kingdom of Bhutan only.  

 

 IN WITNESS WHEREOF  I,  »»»»»»»»»» on behalf of the  employer  

and  I,»»»»»»»ééééééééé., the contract employee have hereto 

set our hands this day and year.  

  

 SIGNED  by the said contract  employee  »»»»»»»»»»»»»»»  

 day/month/year (affix legal stamp)  

 

 

 In the presence of »»»»»»»»»»»»»»»»»»»»»»»»» 

 

  SIGNED  for and on behalf of the employer: »»»»»»»»»ééé..  

day/month/year   

 

 In the presence of »»»»»»»»»»»»»»»»»»»»»»»»» 
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ANNEXURE 5 /2  

 

OATH OF ALLEGIANCE  AND CONFIDENTIALITY  

(CONTRACT EMPLOYEE)  

 

I,»»»»»»»»»»»»»» having been appointed as  »»»»»»»» do 

solemnly affirm that I shall : 

1.  faithfully and conscientiously discharge my duties as a contract employee of 

the Royal Government o f Bhutan;  

2.  do right in all manner to people in accordance with the laws, rules and 

regulations and Code of Conduct and Ethics of the Kingdom of Bhutan, 

without fear or favour, affection or ill will; and  

3.  not  directly or indirectly communicate or reveal to any person or persons any 

matter which shall be brought under my consideration or  made known to me 

as a contract  employee of the Royal Government of Bhutan, except as may be 

required for the due discharge of  my duties.  

 

 

 

Date   :      Name and Signature  

Place  :       (Affix Legal Stamp)  

 

 

 

Witness  : 

  

Name  :  

Signature  : 
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                               ANNEXURE 5/3  

ROYAL CIVIL SERVICE COMMIS SION  

ROYAL GOVERNMENT OF BHUTAN  

 (Contract Extension Form)  

1.  Name: ________________________    

2.    Emp. ID. No.: __________________ 

3.  Date o f Birth: __________________ 

4.    Nationality : ____________________ 

5.  Permanent Address: ____________________________________________________ 

6.  Present Ministry/Agency/School : _________________________________________ 

7.  Appointment under Present Contract Service:  

       a)   Date of Appointment: _________________________________________________ 

       b)   Appointment Letter No.: ______________________________________________ 

     (Issued by the RCSC).  

        c)   Position: _________________________________ 

        d)   Position Level : ____________  

        e)   Pay Scale : ________________  

 f)   Basic Pay: ________________ 

 g)   Contract Allowance: _________ % of basic pay.  

8.  Present Contract Term:  from ____________________ to______________________ 

9.  Contract Term Extension requested for (in months) :_____ from _____ to _____  

 

During the contract extension period, the contract  employee shall abide by the 

terms and conditions accepted by him at the time of initial appointment  or  

revised based on mutual agreement  and approved by the RCSC .  

 

 

Signature of the  

Contract  Employee  

 

(Affix  Legal Stamp)  
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Recommendation of HRC: HRC meeting No. éééé.. datedééééééééé. 

Remarks (if any):ééééééééééééééééééééééééééééééé

  

 

 

Signature of Chief/Sr./HR Officer  

 

 

Approval of the RCSC  

 

Approved:   

Extension of the contract term of the above contract  employee is hereby  approved 

for a further period of ________ ___ months from ____________ to ___________.  

 

Not approved:  Reasons:éééééééééééééééééééééé. 

...................................................................................................................... ......  

 

 

Place :                                                                                         

Date  :                             Seal & Signature   
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CHAPTER 6: GENERAL  AND ELEME NTARY  SERVICE  

 
6.1.  Policy      

6.1.1.  Facilitate appointment  and management of service -oriented 

personnel  

 

6.1.2.  Meet the requirement of skilled and semi -skilled service personnel 

in the Government . 

 

6.1.3.  Such personnel shall be outside the Civil S ervice.  

 

6.2.  Strategy  

6.2.1.  Endeavour to outsource the services to private parties , including 

individuals  in order to minimise  the appointment of General Service 

Personnel (GSP) and Elementary Service Personnel (ESP)  and  

gradually rep lace the GSP /ESP  appointment system.  

 

6.2.2.  The appointment of GSP/ESP shall be from the local community to 

the extent possible . 

 

6.2.3.  The Agency concerned shall, taking into account the availability of 

nationals with requisite experience/qualifications/skills, determine 

the nee d for appointment of expatriates.  

 

6.3.  GS/ ES Position  

       The positions under the GSP/ES P against which appointments shall be made 

are given in the Annexure 6/1  and 6/2  respectively , which may be revised 

from time to time.  

  

6.4.  Authority for Appointment  

Appointment shall be made by the Agency concerned  based on the approved 

staffing pattern and strength.  
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6.5.  Recruitment Procedure   

6.5.1.  All recruitments shall be made as per the staffing pattern and 

strength of the Agency concerned approved by the RCSC.  

 

6.5.2.  The vacancy  announcement shall clearly define the eligibility 

criteria, including:  

6.5.2.1.  Position Title;  

6.5.2.2.  General or Elementary Service  

6.5.2.3.  Skills/ Qualification required, if any;  

6.5.2.4.  Documents required;  and  

6.5.2.5.  Contact number and address.  

 

6.5.3.  A candidate shall be required to submit the following documents:  

6.5.3.1.  Employment Application Form ( Annexure 4/1 ); 

6.5.3.2.  Attested copies of academic transcripts, if required;  

6.5.3.3.  Attested copy of Bhutanese C itizenship ID card;  

6.5.3.4.  Must have applied for Security Clearance Certificate 

online, which the official Focal Per son of the recruiting 

Agency shall verify;  

6.5.3.5.  Medical Fitness Certificate issued by a competent RGoB 

medical doctor; and  

6.5.3.6.  No Objection Certificate, if employed.  

 

6.5.4.  The Agency shall verify all required documents such as Citizenship 

Identity card, Security Clearan ce Certificate, Medical Fitness 

Certificate and any other document that may be required.  

 

6.5.5.  The HR  Committee /Recruitment Committee  shall short -list and 

conduct selection interview for appointment based on merit.  
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6.5.6.  The authority concerned shall issue the work permit to expatriates 

only upon confirmation of his appointment through an office order 

issued by the Agency . 

 

6.6.  General Term s of Appointment   

6.6.1.  A candidate shall have attained  a minimum age of 18 years and  not 

more than 50 years at the time of recruitment.  

 

6.6.2.  Physical fitness of the candidate shall be  taken into account.  

 

6.6.3.  Initial appointments shall be made for a period not exceeding two 

years.  

 

6.6.4.  A GSP/ESP shall sign an agreement with the Agency specifying the 

terms and conditions at the time of appointment  (Annexure 6/3 ). 

 

6.6.5.  Performance appraisal of GS P/ES P shall be done on the agreed core 

competencies  only . 

 

6.6.6.  A GSP/ESP shall not be eligible for transfer . 

 

6.6.7.  A GSP/ESP shall be retired on completion of 56 years of age  at the 

latest . 

 

6.6.8.  An Agency may replace a GSP/ESP  who is absent from duty for 

more than three months.  

 

6.6.9.  A GSP/ESP shall be governed by Chapter 18 on Private Trade and 

Employment Rules and Regulations of the BCSR .  
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6.6.10.  Appellate Authority to review the decisions taken by the 

Disciplinary Committee shall be th e Agency concerned for both 

minor an d major penalty . 

 

6.6.11.  Disciplinary cases after establishing, beyond reasonable doubt by 

the Agencies, the need for criminal prosecution in the Court of 

Law shall be forwarded to the Court of Law through the Office of 

At torne y General .  

 

6.7.  Remuneration and Benefit s 

6.7.1.  Remuneration   

6.7.1.1.  The remuneration of a GS P shall be fixed at the minimum 

of the pay scale  and shall be entitled to annual increment . 

 

6.7.1.2.  An ESP shall be paid as per the minimum wage rate 

approved by the Government and shall not be entitled to 

annual increment.  

 

6.7.1.3.  A GSP/ESP appointed under this Rule  shall not be 

admissible for contract allowance.  

 

6.7.1.4.  A GSP/ESP shall be paid Difficulty Allowance posted to a 

place beyond one dholam from the motorable road , as 

determined by the Government  and  High Altitude 

Allowance.  

 

6.7.2.  Leave and Travel  

 A GSP/ESP appointed under the provisions of this Rule  shall be 

eligible for Earned , Maternity, Paternity, Casual, Medical, and 

Bereavement Leaves, LTC, TA & DA as admissible to Operational 

Position Category .  
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6.7.3.  Medical Facility  

  The Government as per rules prescribed by the Ministry of Health 

shall provide medical treatment.  

 

6.7.4.  Housing  

 A GSP/ESP shall make his own arrangements for housing. 

However, if Government accommodation is provided, house rent 

shall be deducted as per the prevailing rules.  

              

6.7.5.  Pension, Provident Fund and Insurance       

   A GSP/ESP , with more than one year of employment, shall be, in 

accordance with Sections 51 and 99 of the Labour  and 

Employment Act of Bhutan 2007, be covered by the Pension and 

Provident Fund Scheme , and  as well as covered by the 

Government Employee Group Insurance Scheme.  

 

6.7.6.  Deduction  

 All statutory deductions shall be made in accordance with the rules.  

 

6.7.7.  Retirement Benefit  

 Gratuity shall be paid at the rate of one month's last basic pay for 

every completed year  of satisfactory service . The gratuity shall also 

be payable to the nominee(s)  of a GSP/ESP if he expires while in 

service.   

 

6.7.8.  Extension  

6.7.8.1.  Extension of  service for GSP/ESP shall be granted by the 

recruiting  Agency (Annexure 6/4 ).  
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6.7.8.2.  GSP/ES Põs service  may be extended/ renewed with the 

consent of both the Agency and the employee concerned 

for terms not exceeding two years at a time.  

 

6.7.8.3.  Extension shall be granted only to those having a clea n 

service history, which shall not contain any record of 

indiscipline, adverse report, misdemeano ur, or any act 

that is considered as violation of the Civil Service Code of 

Conduct and Ethics.  

 

6.7.8.4.  Performance shall be the main criterion for extension.  

                

6.8.  Termination of  Service   

6.8.1.  A minimum of one month's notice shall be issued by the party 

intending to terminate the  service  before expiry of the term. Basic 

pay of the employee concerned for the period of the stipulated notice 

period shall be paid by the defaulting party in the event of failure to 

give the required period of notice.  

 

6.8.2.  The services of a GSP/ESP shall be terminat ed without any notice  

and  payment of post -service benefits thereof, if the employee is 

found guilty of an administrative offence by the Disciplinary  

Committee . 

 

6.8.3.  A GSP/ESP shall be removed at any time if his service is not 

required and/or when the Governmen t decides to outsource the 

service.  

 

6.9.  Accountability  

6.9.1.  An appointment which does not conform to this Rule  shall be 

treated as unauthoris ed, and hence it shall be revoked by the  

Agency .  
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6.9.2.  The authority responsible for the violations shall be accountable 

and liable for administrative actions.  
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ANNEXURE 6/1  

 

POSTS UNDER GENERAL SERVICE  (GS) 

1.  Messenger   - Agencies  (minimum qualification: Class VIII).  

2.  Wet sweeper   - Hospitals / Institutes.   

3.  Ward Boy   - Hospitals  (minimum qualification: Class VIII).  

4.  Washer -man   - Hospitals / Institutes with boarding facilities.  

5.  Mah out    - Royal  National Park.  

6.  Boatman   - Royal  National Park.  

7.  Cook/ Baker   - Institutes /Hospitals.  

8.  Blaster    - Depar tment  of Roads/Dzongkhags.  

9.  Khang  nyer  - Dzongkhags . 

10.  Ba-nga Dungmi  - Dzongkhags.  

11.  Tringti Dungmi  - Dzongkhags.  

12.  Jhali Phumi   - Dzongkhags.  

13. Survey F ield Assistants  ð Relevant Agency   
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ANNEXURE 6/2  

 

POSTS UNDER ELEMENTARY SERVICE (ES) 

 

1.  Dry Sweeper.  

2.  Waiter /W aitress . 

3.  Security Guard (normal).  

4.  Care Taker  (Risup/Misup/Chu  nyer/Night Guard ). 

5.  Syce. 

6.  Farm Labourer.  

7.  Helper/Assistant:  

a. Silt ; 

b.  Stor e/Meteorology/Gauge & Discharge; and  

c. Swimming Pool.  

8.  Animal/Fishery Attendant.  

9.  Custom/Excise Constable.  

10.  Gardener.  

11.  Game Watcher.  

12.  Handy Boy.  
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ANNEXURE  6/3  

ROYAL CIVIL SERVICE COMMISSION  

ROYAL GOVERNMENT OF BHUTAN  

 

 

AGREEMENT ON SERVICE TERMS AND CONDITIONS FOR GENERAL AND 

ELEMENTARY SERVICE  

1.  Agreement  

1.1  This Agreement  is executed on day »» month »»» year »».. between the 

Agency and éééééé(name of the employee)  CID No. ééé....from éé 

 

1.2  He/she shall serve the Agency as éééééééééééé..or in such other 

capacity/place/department as the Agency may from time to time  require.

  

1.3  He/she shall serve for a total period of éé..months commencing from the 

day of éé..monthéé.year (hereinafter referred to as the contract  period)  

 

2.  Remuneration and Benefits  

2.1.  Remuneration   

2.1.1.  The remuneration of a GSP employee shall be fixed at the minimum 

of the pay scale and shall be entitled to annual increment.  

2.1.2.  An ESP employee shall be paid as per the minimum wage rate 

approved by the Government and shall not be entitled to annual 

increment.  

2.1.3.  A GSP/ESP employee appointed under this Rule  shall not be 

admissib le for contract allowance.  

2.1.4.  A GSP/ESP shall be paid Difficulty Allowance posted to a place 

beyond one dholam from the motorable road, as determined by the 

Government  and  High Altitude Allowance.  

 

 

 

 

Passport 

size 

photograph 
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2.2.  Leave and Travel  

 A GSP/ESP employee appointed under the provisions of this Rule  shall 

be eligible for Earned, Maternity, Paternity, Casual, Medical, and 

Bereavement Leaves, LTC, TA & DA as admissible to Operational 

Position Category.  

  

  A GSP/ESP employee shall not be eligible for transfer.  

 

2.3.  Medical Facility  

  The Government as per rules prescribed by the Ministry  of Health  

  shall provide medical treatment.  

 

2.4.  Housing  

A GSP/ESP employee shall make his own arrangements for housing. 

However, if Government ac commodation is provided, house rent shall 

be deducted as per the prevailing rules.              

 

2.5.  Pension, Provident Fund and Insurance       

A GSP/ESP employee  shall not be covere d by the National Pension 

and Provident  Fund Scheme but shall be  covered by the Government 

Employee Group Insurance Scheme.  

 

2.6.  Deduction       

 All statutory deductions shall be made in accordance with the rules.  

 

2.7.  Retirement Benefit  

Gratuity shall be paid at the rate of one month's last basic pay for every 

completed year  of satisfactory service. The gratuity shall also be 

payable to the nominee(s)  of a GSP/ESP employee if he expires while in 

service.  
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3.  Extension  

3.1.  Extension of services for GSP/ESP employee  shall be granted by the 

recruiting Agency . 

3.2.  GSP/ESPõs service may be extended/renewed with the consent of both 

the Agency and the employee concerned for  terms not exceeding two 

years at a time . 

3.3.  Extension shall be granted only to those having a clean service history, 

which shall not contain any record of indiscipline, adverse report, 

misdemeanour, or any act that is considered as violation of the Civil 

Service Code of Conduct and Ethics.  

3.4.  Performan ce shall be the main criterion for extension.  

 

4.  Termination of Service  

4.1  A minimum of one month's notice shall be issued by the Agency / 

Employee  intending to terminate the service before expiry of the term  

4.2  The services of a GSP/ESP employee shall be  terminated without any  

notice and  payment of post -service benefits  the reof, if the employee is 

found guilty of an administrative offence by the Disciplinary 

Committee . 

4.3  A GSP/ESP employee shall be removed at any time if his service is not 

required and/or w hen the Gove rnment decides to outsource the 

service.  

 

 

IN WITNESS WHEREOF  I, »»»»»»»»»» on behalf of the Agency and 

I,»»»»»»»ééééééééé., the employee have hereto set our hands this 

day and year.   

 

SIGNED  by the said contract  employee »»»»»»»»»»»»»»» 

day/month/year (affix legal stamp)  

 

In the presence of »»»»»»»»»»»»»»»»»»»»»»»»» 
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SIGNED  for and on behalf of the Agency :»»»»»»»»»  

day/month/year   

 

In the presence of »»»»»»»»»»»»»»»»»»»»»»»»            
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 ANNEXURE  6/4  

GOVERNMENT OF BHUTAN  

ROYAL CIVIL SERVICE COMMISSION  

(Contract Extension Form for GSP/ESP)  

1.  Name: ________________________    
2.  CID:__________________ 

3.  Date of Birth: __________________ 

4.  Nationality: ____________________ 

5.  Permanent Address: ____________________________________________________ 
6.  Present Ministry/Agency/School: ___________________________ ______________ 

7.  Appointment under Present Contract Service:  

a. Date of Appointment: _________________________________________________ 
b.  Appointment Letter No.: ______________________________________________ 

c. Position: _________________________________ 

d.  Pay Scale/C onsolidated Pay: ________________  
e. Basic Pay: ________________ 

8.  Present Contract Term:  from ____________________ to______________________ 

9.  Contract Term Extension approved (in months): _______________________  
 

During the contract extension period, the contract  employee shall abide by the 

terms and conditions accepted by him at the time of initial appointment as 

revised based on mutual agreement. The new contract period shall be as 

approved by the Agency concerned.  

 

 

  _____________        ______________                      __________________  

Signature of the              Signature of HRO         Signature of Head of Agency                

Contract  Employee                                                              

 

 

(Affix Legal Stamp)              Na me:                          Name:  
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CHAPTER 7: BHUTAN CIVIL SERVICE EXAMINATION FOR 
RECRUITMENT  OF UNIVERSITY GRADUATES  

 

 

7.1.  Policy  

7.1.1.  Attract and select the most  qualifie d and competent graduates 

with right attitude.  

 

7.1.2.  Create an atmosphere of healthy and fair competition for 

appointment in the Civil Service based on the principle of 

meritocracy.  

 

7.1.3.  Comply with S ection 47 of the Civil Service Act of  Bhutan 2010, 

which reads as  

 

òThe Commission shall recruit university graduates through 

competitive examinations co nducted in accordance with the 

procedures laid down in the BCSR for initial appointments to 

Professional and Management positions in Civil Service ó. 

  

7.2.  Strategy  

7.2.1.  Ensure a rigorous and appropriate recruitment examination 

system called the Bhutan Civil Service  Examinati on (BCSE).  

 

7.2.2.  Appoint to regular service in Professional and Management 

positions through the  BCSE only.  

 

7.2.3.  Select candidates with the  qualification of Bachelorõs Degree and 

above for appointment  based on require ment against approved 

positions.  
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7.2.4.  Develop a body of career civil servants, which is dynamic, 

professional and capable of succeeding in the highe r echelon of 

the Civil Service.  

 

7.2.5.  This Rule  on recruitment, selection and appointment of graduates 

shall also apply to B.Ed and other professional Bach elors degree 

holders from all in -country institutes.  

 

7.2.6.  BCSE for B.Ed graduates shall be mainstreamed gradually.  

 

7.3.  Examination  

7.3.1.  The BCSE shall consist of the following two stages of examination:  

7.3.1.1.  Stage I   : Preliminary Examination  (PE); and  

7.3.1.2.  Stage II :  Main Examination  (ME). 

 

7.3.2.  Preliminary Examination (PE) 

7.3.2.1.  The objective of PE shall be to short -list candidates for 

the ME and ensure minimum s tandard required of a 

candidate.  

 

7.3.2.2.  A candidate shall be permitted to appear PE up  to a 

maximum of three attempts only.  

 

7.3.2.3.  PE Papers shall be common  to all categories of 

graduates.  

 

7.3.2.4.  PE shall be objective type questions to test English and 

Dzongkha communication skills , logic and analytical, 

problem solving and data interpretat ion abilities of the 

candidates.  
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7.3.2.5.  Only those cand idates who achieve the minimum cut 

off marks as decided by the  RCSC, shall be eligible to 

sit for the ME; and  

 

7.3.2.6.  Marks obtained in the PE shall not be carried forward 

to the ME and shall be valid only for that particular 

year /examination . 

 

7.3.3.  Main Examination  (ME)  

7.3.3.1.  The objective of the ME shall be to test candidateõs core 

competencies and subject/general knowledge for final 

selection.  

 

7.3.3.2.  A candidate shall be permitted to appear ME up  to a 

maximum of two attempts only.  

 

7.3.3.3.  Candidates appearing the ME shall be grouped under 

the following categories:  

a) Post Graduate Diploma in Public Administration 

(PGDPA); 

b) Post Graduate Diploma in Financial Management 

(PGDFM);  

c) Post Graduate Diploma in Education  (PGDE);  

d) Technical  including Post Graduate Diploma in 

National Law (PGDNL) ; and   

e) Dzongkha.  

 

7.3.3.4.  ME shall consist of the following three parts with 

corresponding weightage:  

a) Part I:  Academic Achievement    10%  

b) Part II: Written Examination (WE)    70%  

c) Part III: Viva Voce      20%  
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7.3.3.5.  The RCSC shall review weightage  for the three parts of 

the examination from time to time, and make required 

changes.  

 

7.3.3.6.  The RCSC shall not declare a candidateõs result if he 

has not appeared in all the three examination  papers 

and Viva Voce,  and this shall be considered as one of 

the t wo permissible attempts in the BCSE .   

 

7.3.4.  Academic Achievement  

7.3.4.1.  Academic A chievement shall be  the assessment of the 

marks obtained in the Bachelorõs Degree from an 

Institute  recognis ed by the relevant authorities of the 

Royal Government. In addition, a candidate  shall be 

required to produce both Class X and Class XII 

academic transcripts as documentary evidence  unless 

specified otherwise . 

 

7.3.4.2.  A candidate having more than one Degree shall have the 

option to choose any one of the Degrees to be  considered 

for the assessment. However, the relevant degree shall be 

considered for assessment where necessary.  

 

7.3.4.3.  Only one Degree of the same level shall be accepted for 

the assessment.  

 

7.3.4.4.  In the case of a candidate whose result is based on a 

letter grading system, the grades shall be converted to 

percentage as per the conversion table given at 

Annexure 7/1 if conversion value is not specified in the 

transcripts issued by  the University.  
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7.3.5.  Written Examination  (WE) 

7.3.5.1.  The WE for graduates who qualify in the PE opting for 

the PGDPA, PGDFM and PGDE shall sit for separate 

examinations according to eligibility . The examination 

shall comprise the following three papers for a duration 

of three hours each:  

a. Paper I  :  Dzongkha;  

b.  Paper II  :  English  & General Knowledge; a nd  

c. Paper  III  : Bhutan  and its (i ) Socio-Polit ical  

Institutions and (ii ) Socio-Economic 

Development since 1961.  

 

7.3.5.2.  Each paper shall carry equal weight age and be 

evaluated out of 100 marks and their aggregate shall be 

converted to 70% of the ME. 

 

7.3.5.3.  The Written Examination for technical graduates, 

including law graduates opting for the PGDNL shall 

comprise the following three papers:  

a. Paper I  : Language and General Knowledge  

       (Common Paper - 20%) 

b.  Paper  II   :  General Subject Knowledge  (Common    

Paper  for  each professional group - 

15%) 

c. Paper  III   :  Subject Specialisation Paper (Subject  

specific ð 35%) 

                                                                                                                           

7.3.5.4.  Each paper shall be evaluated out  of 100 marks and 

converted to the respective scale of 20% for Paper I, 

15% for paper II and 35% for Paper III , and then added 

to obtain the total marks.  
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7.3.5.5.  The WE for Dzongkha graduates opting for appointment 

in positions requiring Dzongkha specialisa tion and 

teaching shall comprise of the following three papers:  

a. Paper  I  : Dzongkha  Language & General   

Knowledge (20%) 

b.   Paper II    : English Language & Current Affairs  

(15%)  

c.   Paper III  : Buddhist Studies (35%)  

 

7.3.5.6.  Each paper shall be evaluated out of 100 marks and 

converted to the respective scale of 20% for Paper I, 

15% for Paper II and 35% for Paper III and then added 

to obtain the total marks.  

 

7.3.5.7.  The RCSC shall review the examination papers from 

time to time to enhance its  relevan cy. 

 

7.3.6.  Viva Voce  

7.3.6.1.  Viva V oce shall be based on an oral interview , bilingual 

in both Dzongkha and English , to be conducted by a 

Committee of five members (minimum) appointed by the 

RCSC. 

 

7.3.6.2.  The assessment shall be based on a total of 100 marks 

and each Interview Committee Member shall a ssess 

individually, except in areas where documentary 

evidence is required, in which case marking for that 

particular area shall be based on consensus.  

 

7.4.  Eligibility  

A candidate shall:  

7.4.1.  Be a Bhutanese citizen;  
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7.4.2.  Have attained at least 18 years and not be older than 35 years for  

pre -service and 45 years for in -service candidates, on the last date 

of online registration;  

 

7.4.3.  Have a minimum of Bachelorõs Degree with at least t hree years 

duration  from an Institute recognis ed by the relevant a uthorities 

of the Royal Government in the relevant field with the exception 

for the following:  

 

7.4.3.1.  Candidates from Shedras who are awarded equivalent 

Bachelors/Masters Degree in two years;  

 

7.4.3.2.  With a minimum t wo-year  Bachelors Degree acquired by 

in -service candidates with minimum of Class X and 

Certificate/Diploma of two years or more, if duly 

validated by the Royal University of Bhutan/Bhutan 

Accreditation Council/Bhutan Medical and Health 

Council and other similar a uthorities empowered by an  

Act of the Parliament, for in -service Civil Service 

candidates; and  

 

7.4.3.3.  With Masters Degree but without Bachelors Degree 

approved by the RCSC for in -service Civil Service 

candidates prior to 2 nd  September, 2007.  

 

7.4.4.  Meet the following  subject requirements : 

7.4.4.1.  PGDPA: Minimum of a Bachelorõs Degree in any field; 

 

7.4.4.2.  PGDFM : Minimum of a Bachelorõs Degree in Commerce/  

Econom ics/Finance/Accountancy  (Honours)/  Economic s 

(Majors)/ Business Administration /Business Management;   
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7.4.4.3.  PGDE: Minimum  of Bachelorõs/Masterõs Degree with at least 

one relevant subject prescribed for the Bhutanese School 

Syllabus or Higher Educational Institute programmes and 

has obtained the minimum qualifying marks in the subject 

at the Bachelor's Degree examination , if prescribed ; and  

 

7.4.4.4.  PGDNL: Minimum of Bachelorõs Degree in Law.  

 

7.4.5.  Meet the minimum qualifying marks in the Bachelorõs Degree that 

may be prescribed by the RCSC;  

 

7.4.6.  Have been a non -bachelorõs degree holder and voluntarily resigned 

from the Civil Service; and  

 

7.4.7.  Have qualified in the PE to appear in the ME. 

 

7.5.  Disqualification  

7.5.1.  A candidate shall not be eligible to appear for BCSE if he  has:  

7.5.1.1.  A Bachelorõs Degree which is not full time, for all pre -

service candidates ;  

7.5.1.2.  Been convicted of a criminal  offence ; 

7.5.1.3.  Been terminated or compulsorily retired from the Civil 

Service, Government Corporation/Project;  

7.5.1.4.  Voluntarily resigned from the Civil Service with Early 

Retirement Scheme (ERS) benefit;  

7.5.1.5.  Voluntarily resigned from the Civil Service while he had 

a Bachelorõs Degree; 

7.5.1.6.  Been adjudged by a competent medical authority as 

mentally unsound;  

7.5.1.7.  Already appeared the  BCSE-PE thrice and/or  

CSCE/ BCSE-ME twice;  
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7.5.1.8.  Intentionally given false statements or used fraudulent 

practices in Academic/Civil Service Examinations;  

7.5.1.9.  Used fake/forged documents;  

7.5.1.10.  Failed to furnish testimonials as required under this 

Rule ; 

7.5.1.11.  Been previously selected for the Civil Service but 

dishonoured the appointment ;  

7.5.1.12.  Failed to produce NOC from the employer to appear the 

BCSE, if employed;  

7.5.1.13.  Participated in politics and n ot completed the  required 

òcooling offó period of three years; and  

7.5.1.14.  Been otherwise disqualified for  appointment by the 

Government.  

 

7.6.  Registration for Examination  

7.6.1.  A graduate wishing to appear for the BCSE shall register online at 

www.rcsc.gov.bt . 

 

7.6.2.  Registered candidates shall be  provided with information on the 

venue, date and time of the PE. 

 

7.6.3.  Candidates who qualify in the PE shall be required to report  in 

person  for verification and confirmation for the ME  with the 

following documents in original as well photocopies:  

7.6.3.1.  Bhutanese Citizenship Identity C ard;  

7.6.3.2.  Must have applied for Security Clearance Certificate  

online, which the official Focal Person of the RCSC shall 

verify ; 

7.6.3.3.  Class X transcripts;  

7.6.3.4.  Class XII transcripts;  

7.6.3.5.  Degree certificate/provisional certificate and academic 

transcripts;  

http://www.rcsc.gov.bt/
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7.6.3.6.  Medica l fitness certificate issued by a competent RGoB 

medical doctor ; 

7.6.3.7.  Meri t/other certificates (if any); and  

7.6.3.8.  No Objection Certificate from the employer , if employed.  

 

7.6.4.  A graduate in medical and health profession shall produce a 

certificate of registration from the Bhutan Medical and Health 

Council (BMHC).  

 

7.6.5.  Degree marks shall be confirmed with the candidates during the 

registration  for the purpose of calculating academic weightage . 

 

7.6.6.  The name of the candidate who meets all the requirements shall 

be recorded and the candidate concerned shall sign against his 

name.  Only then shall t he candidate who qualifies in the PE be 

considered as confirmed to appear  for  the ME. 

 

7.6.7.  Confirmed candidate shall be  issued  an Admission Card, which 

shall be used for both the WE and Viva V oce. The card shall have 

a photograph of the candidate with the RCSC  stamp, allotted roll 

number, year of the examination and signature of the candidate. 

The name of the candidate shall not be mentioned.  

 

7.6.8.  A candidate shall be fully responsible for the Admission Card 

issued to him and maintain strict confidentiality of his roll 

number.  

 

7.7.  Conduct of Candidate  

7.7.1.  During the WE, a candidate shall:  

7.7.1.1.  Reach the examination hall at least 15 minutes before 

the scheduled time for examination;  
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7.7.1.2.  Wear the national dress;  

 

7.7.1.3.  Be allowed entry into the examination hall only on 

production of the CID card for the PE and Admission 

Card for the ME;  

 

7.7.1.4.  Be searched before entering the hall or on re -entry after 

going out of the hall during the examination;  

 

7.7.1.5.  Not bring any article, electronic devices, document or 

written material of any form inside the hall, except the 

Admission Card, ink, pen, pencil, eraser and non -

programmable calculator (if required);  

 

7.7.1.6.  Have substantial space around his seat for the 

examinat ion to prevent any comm unication with 

others;  

 

7.7.1.7.  Conform his behaviour to the Code of Conduct and 

Ethics prescribed under this Rule ; 

 

7.7.1.8.  Not canvass for getting favour in the examination in 

any manner;  

 

7.7.1.9.  Not talk, consult, whisper, smoke, eat or indulge in any 

unacceptable behaviour in the examination hall; and  

 

7.7.1.10.  Not give or leave any identification marks on the written 

answer sheet (s) other than the allotted roll number.  

 

7.7.2.  Non-compliance to the above rules shall result in debarring of the 

candidate from the present as well as future BCSE .  
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7.7.3.  Any breach of rules during the examination by a candidate shall 

be reported in writing to the RCSC by the Chief Invigilator. Such a 

candidate shall be liable for disciplinary action by the RCSC.  

 

7.8.  Administration  

7.8.1.  The Agencies shall be responsible for submitting 

graduate requi si tion against approved positions to the 

RCSC on annual basis in  June  of each year , unless 

specified otherwise  as per Annexure 7/2 . 

 

7.8.2.  The RCSC shall prioriti se graduate vacancies against 

approved positions based on the requisition of the 

Agencies .  

 

7.8.3.  The RCSC shall widely publici se the BCSE through 

media allowing at least one month for registration.  The 

announcement shall specify all relevant information on 

the examination including the following:  

7.8.3.1.  Vacancies in the Civil Service;  

7.8.3.2.  Eligibility as well as the disqualification 

criteria;  

7.8.3.3.  Documents required;  

7.8.3.4.  Registration process and schedule;  

7.8.3.5.  Schedule and venue for registration, 

briefings, distribution of Admission Cards, 

PE and ME centres,  declaration of PE and 

ME results, selection and placement of 

candidates; and  

7.8.3.6.  Selection and placemen t procedures.  
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7.8.4.  The RCSC shall prescribe general standards and 

guidelines for the PE and ME . 

 

7.8.5.  The RCSC shall call upon any entity or official in the 

Government to assist the Commission in the 

preparation and conduct of BCSE, including facilities .  

 

7.8.6.  The ques tion setters, invigilators, evaluators and 

interview Committee members and others so appointed 

shall be paid honorarium as approved by the RCSC.  

 

7.8.7.  The question setters , evaluators  and interview 

Committee members shall declare Conflict of Interest  to 

the RCSC in the prescribed format given at Annexure 

3/1 . 

 

7.8.8.  The RCSC shall appoint a Registration Team 

comprising representatives of relevant Agencies to 

assist in the smooth conduct of the BCSE.  

 

7.8.9.  The RCSC shall coordinate deployment of security 

personnel, if required.  

 

7.8.10.  Registered applicants shall be provided with 

information on the BCSE , vacancies  and code of 

conduct before the PE.  

 

7.8.11.  The RCSC shall facilitate with appropriate logistics 

arrangements for physically and visually challenged  

candidate s. 
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7.8.12.  Agency shall facilitate leave for in -service candidates to 

appear BCSE. However, they shall not be entitled to 

TA/DA.  

 

7.9.  BCSE Management Committee  

7.9.1.  The RCSC shall establish a BCSE Management Committee 

comprising members from all Divisions/Services in the  

Secretariat.  

 

7.9.2.  The BCSE Management Committee shall be responsible for the 

coordination and management of the examination as per the 

delegation  of authority by the RCSC including the following:  

7.9.2.1.  Verification of documents;  

7.9.2.2.  Registration of candidates;  

7.9.2.3.  Distribution of Admission Cards to candidates;  

7.9.2.4.  Examination related logistics;  

7.9.2.5.  Invigilation duty;  

7.9.2.6.  Compilation of results;  

7.9.2.7.  Verification of results ; and  

7.9.2.8.  Placement of candidates.  

 

7.9.3.  The BCSE Management Committee shall function under the 

overall guidance of the C ommission.  

 

7.10.  Invigilation, Evaluation and Interview  

7.10.1.  Invigilation during WE 

7.10.1.1.  The RCSC shall appoint Invigila tors for proper 

conduct of the WE. Invigilators shall comprise 

qualified  civil servants, one of whom shall be 

designated as the Chief Invigilator for the centre. 

They shall keep strict vigilance and carry out their 
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responsibility sincerely and without any fear or 

favour.  

 

7.10.1.2.  The RCSC shall provide the required number of 

copies of the list of registered candidates to the 

Chief Invigilator for  information and use as 

attendance lists for WE. The list shall have the 

following information:  

i.  Roll number of each candidate listed serially;  

ii.  CID n umber;  

iii.  Provision for signature by the candidate at 

the time of entry into the examination hall;  

iv.  The date, ti me and subject of the Written 

Examination of the particular paper; and  

v. Provis ion for dated signature of the Chief 

Invigilator, before submission of the list to 

the RCSC.  

 

7.10.1.3.  Chief Invigilator shall : 

a. Be responsible for ensuring admission of 

only the registered candidates to the 

examination hall after verifying the roll 

number and admission cards and sealed 

photographs on them, and in accordance 

with the provisions of this Rule ; 

 

b.  After confirming the iden tity of the 

candidate, cause the candidate to sign the 

attendance list in front of him, before 

allowing him entry into the examination hall ; 
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c. Ensure proper conduct of the WE and proper 

behaviour of the candidates as provided in 

this Rule ; 

 

d.  Direct and super vise all Invigilators to 

ensure proper conduct of examinations ; 

 

e. Hand over the attendance lists and answer 

papers in sealed covers to the RCSC, 

immediately after completion of the 

examination for each paper; and  

 

f.  Submit a written report to the RCSC at the 

end of the examinations.  

 

7.10.2.  Setting Questions and Evaluating Answer Papers of WE 

7.10.2.1.  The RCSC shall appoint qualified officials/persons as 

resource persons to set the question papers as well as 

to evaluate the answer papers.  

 

7.10.2.2.  The RCSC shall maintain question item bank.  

 

7.10.2.3.  The evaluation of PE shall be carried out by Optical 

Mark Reader (OMR).  

 

7.10.2.4.  The evaluation of WE papers shall be on the basis of 

roll numbers and not by disclosing the identity of the 

candidate by name.  

 

7.10.2.5.  The setting of question papers and evaluati on of answer 

papers shall be conducted in strict secrecy. Any breach 

of the confidentiality of these processes by any 
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official/person involved shall result in disciplinary 

action  as per the undertaking executed with the RCSC . 

 

7.10.2.6.  Re-evaluation of answer paper s shall not be permitted, 

except recounting.  

 

7.10.2.7.  Recounting of answer papers shall be charged a fee of 

Nu. 300 / - per paper.  

 

7.10.3.  Conduct of Viva V oce  

7.10.3.1.  The V iva Voce shall be conducted by a Committee 

comprising a minimum of five members, one of whom 

shall be designated as the Chairperson.  

 

7.10.3.2.  The Committee Members and Chairperson shall be 

appointed by the RCSC.  

 

7.10.3.3.  The Viva Voce shall be conducted on the basis of roll 

numbers.  

 

7.10.3.4.  Each member shall use the assessment form given at 

Annexure 7/ 3 (a). The Chairperson of the Committee 

shall, ensure results are compiled in the format given at 

Annexure 7/ 3 (b). 

 

7.10.4.  Declaration of Result and Follow Up  

7.10.4.1.  Results for the three parts of the examination shall be 

confidentially compiled so that information about the 

marks obtained by a candidate in other parts of the 

selection process is not available to the 

Evaluators/Interview Committee  Members.  
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7.10.4.2.  The RCSC shall declare results of the PE within 21 days 

from the date of the examination.  

 

7.10.4.3.  The final results of the ME, ranked in order of merit 

shall be announced within one  month from the last day 

of Viva V oce. 

 

7.10.4.4.  Public announcement of  results shall be b y the roll 

numbers.  

 

7.10.4.5.  The RCSC shall preserve all records of the examination  

results . 

 

7.10.4.6.  Answer scripts and registration documents shall be 

preserved for one year  or till the conduct of the next 

exam , whichever is later . 

 

7.10.4.7.  A candidate shall be given opportunity to appeal to the 

RCSC only once for each paper for review of the 

examination result within 10 working days from the 

date of declaration of the result and outcome of the 

appeal shall be delivered within seven working d ays 

from the last date for  submission of Appeal.  

 

7.11.  Annual Intake  

7.11.1.  The annual intake shall be decided by the RCSC based on 

requirement  against approved positions and supply  of qualified 

candidates.  

 

7.12.  Selection , Placement  and Appointment   

7.12.1.  To be eligible for selection, a candidate shall be required to obtain 

at least 50% average mark in the BCSE ME. 
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7.12.2.  Placement of qualified candidates  shall be based on the following 

criteria:  

7.12.2.1.  Merit ranking of the BCSE results for the respective 

examination category; and  

7.12.2.2.  Availability of vacancy.  

 

7.12.2.  Placement of an in -service candidate from/to a Constitutional 

Office shall be decided in consultation with the Office  concerned . 

 

7.12.3.  Priority shall be given for placement of an in -service candidate in 

his Agency.  

 

7.12.4.  If a selected candidate withdraws his candidature  before the start 

of the PGD Course or  within one month from the date of 

appointment for direct  appoint ees, the vacancy shall be offered to 

the next qualified candidate in order of merit.  

 

7.12.5.  Candidate shall be g iven the opportunity to appeal to the 

Appellate Authority/Administrative Tribunal for review of the 

placement result within 10 working days from the date of 

declaration of the placement result.  

 

7.12.6.  Candidate  selected for PGD Course shall successfully complete  the 

respective course at the Institutes/Colleges designated by the 

RCSC as a pre -service course before his  appointment in the Civil 

Service . 

 

7.12.7.  The requirement of two years of service  excluding probation period  

for long -term training shall not apply to in -service candidates 

selected for PGD courses.  
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7.12.8.  On successful completion of the PGD course, the candidate shall 

be appointed against a vacant position and shall be assigned 

appropriate position valued at Positio n Level P5.  

 

7.12.9.  Appointment of PGD candidate shall be  against approved vacant 

positions based on :  

7.12.9.1.  Merit ranking of BCSE (75%) and Post Graduate 

Diploma course (25%); and  

7.12.9.2.  Subject relevancy to the extent possible.  

 

7.12.10.  Candidates with Masterõs Degree appointed as Assistant Lecturers 

in tertiary institutes shall be appointed in Position Level P4.  

 

7.12.11.  A law graduate on successful completion of the PGDNL shall be 

appointed in Position Level P4.  

 

7.12.12.  A technical graduate selected in the BCSE shall be appointed in 

Position Level P4/P5 . 

 

7.12.13.  Seniority and Position Level for in -service candidates selected 

through BCSE shall be protected.  

 

7.12.14.  A candidate selected for appointment shall execute an 

undertaking of adherence to the Code of Conduct and Ethics and 

undertake an Oath of Allegi ance as per Annexure 4/3 . 

 

7.12.15.  A candidate appointed in the Civil Service is expected to serve in 

the rural areas. Such candidates who have served in rural areas 

shall be given weightage  during the selection through open 

competition for promotion and long -term training.  
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7.13.  Orientation and Probation  

7.13.1.  A technical graduate selected  for appointment  shall be required to 

undergo an orientation programme to be organized by the RCSC 

along with othe r direct appointees.  

 

7.13.2.  A candidate selected for appointment in the Civil Service shall 

undergo an Induction Programme of appropriate duration during 

the probation organized by the Agency . 

 

7.13.3.  A candidate shall initially be placed on probation for a period of 

one year and during probation, the provisions of Chapter 4 on 

Recruitment , Selection and Appointment - Regular Civil Service  

Rules and Regulations of the BCSR shall apply.  

 

7.13.4.  An in -service candidate selected through BCSE shall be treated 

same in terms of training with the rest without having to serve 

probation  provided he has already completed one year probation . 

 

7.14  Obligation  

7.14.1  A candidate appointed through BCSE shall be obliged to serve a 

minim um of four years of active service  or completion of training 

obligation, whichever is higher ; 

 

7.14.2  A civil servant resigning before fulfilling Section 7.14.1 obligation  

shall forfeit his post -service benefits , except Provident Fund and 

Group Insurance Scheme benefits . 

 

7.15  Eligibility of Non -select BCSE Graduates for recruitment by Agencies  

7.15.1.  Pre -Service Candidates  

7.15.1.1  Candidates who meet the cut -off percentage of the 

BCSE ME result but ònot selectedó shall be issued 

òCertificate of Eligibilityó by the RCSC for possible 
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recruitment by Agencies to S1 positions in Supervisory 

and Support Positions. List of such candidates shall 

also be maintained and shall be available on the RC SC 

website.  

 

7.15.1.2  òCertificate of Eligibilityó for recruitment to S1 positions 

shall be valid for two years from the date of issue of 

Certificate of Eligibility. Recruitment of eligible 

graduates by Agencies shall be as per Chapter 4 on 

Recruitment, Selection and Appointment ð Regular Civil 

Service Rules and Regulations of the BCSR.   

 

7.15.1.3  The above shall apply only to the General Graduates 

who appear ME for PGDPA, PGDFM & PGDE 

examination categories.  

 

7.15.2.  In -Service Candidates  

7.15.2.1.  Candidates who meet the cut -off percentage of the 

BCSE ME result but ònot selectedó shall be issued 

òCertificate of Eligibilityó by the RCSC for possible 

recruitment by Agencies.  

 

7.15.2.2.  General graduates shall be appointed in S1 positions in 

Supervisory and Supp ort Positions through open 

competition irrespective  of their current P osition Levels. 

 

7.15.2.3.  Technical graduates shall be appointed in o ne Position 

Level lower than those selected through the BCSE (S1 

for P5, P5 for P4 selects).  

 

7.15.2.4.  Certificate of Eligibility shall be valid for two  years from 

the date of issue.  
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7.15.2.5.  A candidate  appointed shall  not  be required  to serve 

probation  provided he  has already completed  one year 

probation . 

 

7.16.  ôRCSC-Select Graduates õ are those university graduates selected through 

National Level Graduate Recruitment Examination s or those recruited 

into the Civil Service prior to the introduction of such examinations.  It 

is determined as per Annexure  7/4 . 
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 ANNEXURE 7/1  

 

CONVERSION TABLE  

 

Grading       Marks in %  

 

A+   =  80  

A   =  75  

A-   =  70  

B+   =  65  

B   =  60  

B-   =  55  

C+   =  50  

C   =  45  

C-   =  40  

D   =  35  

   

 

Note: This table shall be used when such conversion is not provided in the 

academic transcripts.  
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               ANNEXURE 7/2  

ANNUAL GRADUATE REQUISITION FORM  

FOR THE YEAR éééééé 

MINISTRY/AGENCY: ééééééééé. 

Department  
Division/

Section  

Current Staffing Status: Officers Level (P2 - S1)  

No. 

Approved  

No. 

Existing  
Difference (Approved - Existing)  

     

     

TOTAL     

 

Department  
Division/

Section  

Graduate Requisition  For (P4/P5):  

Position Title  
No.  

required  

Qualification 

Required  

     

     

REQUISITION TOTAL     

 

NOTE: The above annual graduate requisition shall supersede all the earlier 

requisitions submitted to the RCSC and this shall remain valid till the next 

annu al graduate  requisition  is submitted in  June  of the following year . 

 

Reference:  

HR Committee  meeting held on _____________. 

 

Prepared by:                                Chairperson of HR Committee :  

 

      Signature:                                                 Signature:  

            Name:                                                       Name:  

Position Title:                                           Position Title:  

             Date:              Date:  
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ANNEXURE 7/ 3 (a) 

ROYAL CIVIL SERVICE COMMISSION  

Bhutan Civil Service  Examination   
Interview Form                                                                                                

 

Registration  No.  : _____________________ 
Exam Category  : _____________________ 

 

 

Sl. No.  

 

Factors  

 

Marks  

 

Marks 
Awarded  

1.  

 
MANNER  & DISPOSITION  05   

 
2.  

 

 

LANGUAGE PROFICIENCY  

a)  Dzongkha       

 

10  
 

b)  English  10   

d) Others *- Major Bhutanese   dialects/  
     languages and regional/ international     

languages  

05   

3.  

 
 

 

 
 

 

 

INTELLIGENCE, ABILITY &  COMPETENCE    

a)  Professional subject knowledge  

 

10  
 

b)  General awareness  10   

c)   Presentation skills (organisation of thoughts)  10   

d)  Analytical ability  05   

e)  Promptness in comprehension and clarity in  

expression                           
10   

 f)  Confidence  05   

4.  EXTRA CURRICULAR ACTIVITIES **   10   

5.  ACADEMIC  AND OTHER ACHIEVEMENT S **  10   

 Total marks  100   

*  Marking  based on consensus of the Committee members  

** Marking based on documentary evidence and consensus of the Committee 

members .  
 

 

Place:       ___________________________________ 

Date:              (Name of the Committee Member & Signature ) 
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ANNEXURE 7/ 3 (b) 

ROYAL CIVIL SERVICE COMMISSION  

BHUTAN CIVIL SERVICE EXAMINATION  

................ [ YEAR]  

ASSESSMENT FORM FOR INTERVIEW   

 

 

Candidateõs Registration  No.  : éééééééééé 

 

 

Sl. 

No.  

Name of the Board Member  Total  

Marks  

Marks  

Awarded  

 

1.  

 

2.  

 

3.  

 

4.  

 

5.  

 

(Chairperso n) 

 

(Member)  

 

(Member)  

 

(Member)  

 

(Member)  

 

100  

 

100  

 

100  

 

100  

 

100  

 

 Total  500   

 

 

 

 

Percentage of marks in the interview ééééééééééééééé 

 

 

           Verified & C ertified  by:  

 

 

 

Place:           Signature:  

Date:              Name of Chairperson:  
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ANNEXURE 7/4  

 

DETERMINATION OF ôRCSC-SELECT GRADUATESõ 
 

 

Graduate 
Category  

Select Graduates  Remarks  

General 

Graduates  

Graduates who joined 

Civil Service prior to 

1983  

No examination  

Graduates selected 

through National 

Level G raduate 

Recruitment 

Examination and 

joined Civil Service 

from 1983 onwards  

RCSC Officers' Selection Examination 

introduced in 1983 for recruitment of all 

university graduates interested to join the 

Civil Service.  

Later,  upon delegation by the RCSC,  

separate examinations for finance officers 

(AC - Finance)  was introduced  by RIM and 

for teaching (TC) by Education 

Department.  

Graduate recruitment centralized by the 

RCSC and selected through the Civil 

Service Common Examination (CSCE) from 

2005 - 200 9 and Bhutan Civil Serv ice 

Examination (BCSE) from 2010  onwards  

Dzongkha 

Graduates  

Graduates who 

joined Civil Service 

prior to 1983  

No examination  

Graduates selected 

through National 

Level Graduate 

Recruitment 

Examination and 

joined Civil Service 

from 1983 - 2007  

From 1983 - 2007, Dzongkha graduates 

were required to appear examination along 

with general Graduates.  

Graduates selected 

through CSCE in 

2008 & 2009 and 

BCSE from 2010 

onwards  

Separate Examination for Dzongkha 

graduates introduced in 2008 specifically 

for those interested to join teaching and 

positions in the Agencies (non -teaching) 

requiring Dzongkha graduates.  
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Technical 

Graduates  

Graduates who 

joined Civil Service 

prior to 2006  

 

B.Eds who joined 

Civil Service prior to 

2010  

No examination  

Graduates selected 

through CSCE from 

2006 to 2008 and 

BCSE from 2010 

onwards including 

in -service engineers 

from CST, RUB  

 

B.Eds selected by 

MoE in 2010 and 

BCSE 2011 

onwards.  

 

In -service graduates 

from in -country 

institutes/ colleges 

selected through 

BCSE from 2012 

onwards.  

 

In -service 

candidates with 

masters degree but 

without bachelors 

degree selected 

through BCSE from 

2012 onwards.  

 

 

Examination for all technical graduates 

was introduced in 2006  

 

 

 

 

Selection of B.Eds  introduced in 2010 and 

the first batch was selected by MoE as 

delegated by the RCSC.  Taken over by the 

RCSC from 2011 onwards.  

 

Selection of in -service candidates with 

bachelors from in -country 

institutes/colleges starting with B.Sc from 

CNR and B.P.H fr om RIHS through BCSE 

introduced in 2012.  

 

 

Selection of in -service candidates with 

masters degree but without bachelors 

degree through BCSE started in 2012.  

 

NOTE:   

1.  For a civil servant who u pgraded his qualification to a Bachelors' /Mastersõ 

Degree as an in -service candidate, the year of graduation is being referred , to 

determin e whether he is to be co nsidered as a ôRCSC-Select Graduate õ 

 

2.  Militia Officers (1989 -1990 ) are  treated  as ôRCSC-Select Graduate õ 
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CHAPTER 8: PRE-SERVICE TRAINING  

 

8.1.  Policy  

8.1.1.  Ensure that a new recruit is properly inducted into the Civil Service 

with appropriate skills, knowledge and competence required by the 

position . 

 

8.1.2.  Meet the requirement of trained and competent human resources 

for the Civil Service market.  

 

8.2.  Strategy  

8.2.1.  Specific pre -service training shall be identified by the Agency 

concerned in the Recruitment Plan  of the Five Year Plans . 

 

8.2.2.  Agency  shall set aside budget for pre -service training.  

 

8.2.3.  Select candidates through meri t -based and transparent system.  

 

8.2.4.  A Monitoring and  Evaluation System shall assess training 

impact and make necessary interventions . 

 

8.2.5.  Agency shall forecast its medium and long -term professional HR 

requirements annually and submit to the RCSC  by October , 

which shall be f urther assessed before submitting to the MOE . 

 

8.3.  Application  

 In this Rule , the term pre -service training shall apply to academic and non -

academic training that provides professional foundation and skills to : 

8.3.1.  Those candidates who have been selected through the Bhutan Civil 

Service Examination (BCSE) for  PGDPA, PGDFM, PGDNL , PGDE 
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and such other courses to be approve d by the RCSC from time to 

time; and  

8.3.2.  Those candidates who have been selected by the  RCSC to undergo 

professional and other courses on scholarship . 

 

8.4.  Approving Authority  

8.4.1.  The RCSC shall be the authority to approve training  courses  related 

to Section 8.3.1  for the Civil Service.  To this end, Agency concerned 

shall forward the application for introduction of a new training 

program me to the RCSC in the prescribed format given at Annexure 

8/1 .  

 

8.4.2.  The RCSC shall recommend stipend rates for  candidates under 

Section 8.3.1  above.   

 

8.5.  Eligibility  

A candidate applying for pre -service training shall be a Bhutanese citizen and 

shall be required to fulfill the specific eligibility criteria prescribed by the 

RCSC/RUB/ MoE/ Agency for the respective training.  

 

8.6.  Disqualification  

 A candidate shall not be eligible for training if:   

8.6.1.  He has discontinued a training programme  for reasons within his 

control;  

 

8.6.2.  His previous training was terminated by the RCSC/ Agency/Institute 

for violation of training and/or other related rules and regulations;  

 

8.6.3.  He has been convicted of a criminal offence;  

 

8.6.4.  He has been previously selected for training but has dishonoured 

the selection;  
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8.6.5.  He has been approved  for another training/scholarship; and  

 

8.6.6.  He has been nominated/short -listed for another training 

programme , pending the declaration of result.  

 

8.7.  Entitlement  

8.7.1.  Stipend shall be paid at the rates approved by the Government.  

 

8.7.2.  TA/DA shall be paid  by the Institute concerned  to candidates while 

on field trip at the rates approved by the Government.  

 

8.7.3.  Annual vacation and holidays shall be granted as per the schedule 

of the Institute for which stipend shall be paid, subject to a 

maximum of one month.  

 

8.7.4.  Uniform/Uniform Allowance, if required for the particular training 

program me shall be  provided .  

 

8.7.5.  Book Allowance for ex -country training  shall be paid . 

 

8.7.6.  An in -service ôRCSC-Select Graduate õ undergoing a pre -service PGD 

course shall not be eligible to receive his regular remuneration and 

benefits, but be entitled to the same benefits as pre -service 

candidates  only . 

 

8.8.  Requirement during Training  

8.8.1.  Obligation of a candidate during training:  

  A candidate shall conform to the rules and regu lations of the  

Institute .  

 

8.8.2.  Obligation of the  Institute /Agency  
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8.8.2.1.  The RUB/MoLHR /MOE /Agency  shall maintain the list of 

candidates along with the duly completed pre -service 

training form prescribed by the RCSC/Agency upon 

selection to the program me.  

 

8.8.2.2.  The Agency concerned shall forward the list of candidates 

(selected for appointment in the Civil Service) for the non -

academic training to the RCSC along with the duly 

completed pre -service training form prescribed by the 

RCSC upon enrolment to the program me.  

 

8.9.  Repetition, Extension and Termination  

8.9.1.  Repetition, extension and termination of a candidate from the 

training shall be as per the rules stipulated by the RCSC/ 

MoE/ RUB/ Institute/Agency.  

 

8.9.2.  A candidate shall not be allowed to repeat or extend training if  he 

discontinues for reasons within his control.  

 

8.10.  Obligation s 

A candidate shall:  

8.10.1.  Pursue the course and complete it within the duration specified ; 

 

8.10.2.  Not change to another course ; 

 

8.10.3.  Abide by all the rules and regulations o f the Royal Government and 

the I nstitute concerned ; 

 

8.10.4.  Not discontinue the course and/ or leave the institute prior to 

completion of the course without a written consent from the 

Institute concerned . However, written consent of the RCSC is 
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required for the graduates selected through the BCSE and 

undergoing PGD courses;  

 

8.10.5.  Submit academic transcript/certificate to the Agency concerned ; 

 

8.10.6.  Upon selection and appointment in the Civil Service, he shall serve 

the Government for a minimum period of two times the duration of 

the course ; and  

 

8.10.7.  Pay to the Government an amount equal to two times the expenses 

incurred by the Government/Agency on the training if he has:  

 

8.10.7.1.  Discontinued the course for a reason within his control; 

or  

 

8.10.7.2.  Failed to serve  the Government two times the duration of 

the course upon completion of training.  

 

8.11.  Undertaking  

8.11.1.  An undertaking shall be signed by a candidate and his guarantor 

stating that he or the guarantor shall pay to the Government an 

amount equal to two times the expenses incurred on the 

particular training if:  

 

8.11.1.1.  He disconti nues the training for reasons within his 

control; and  

 

8.11.1.2.  He fails to abide by the terms and conditions specified 

in the Undertaking.  

 

8.11.2.  A candidate undergoing a training programme  for a duration 

above six  months shall sign the Undertaking.  



 

154  

 

 

8.11.3.  The Undertaking shall be enforced by the RCSC /Institute  for 

academic Postgraduate Courses such as Public Administration, 

Financial Management, Education and National Law as per the 

terms and conditions given at Annexure 8 /2 . 

 

8.11.4.  A guarantor must be acceptable to the Agency/R CSC. 

 

8.11.5.  The Undertaking shall be enforced by the Agency concerned  for 

academic post C lass XII training.   

 

8.11.6.  If a candidate fails to pay double the expenditure, his guarantor 

shall be liable to make the payment to the Government.  If the 

guarantor fails to adhere to the Undertaking, legal actions shall be 

initiated in accordance with the undertaking and the law of the 

country.  
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ANNEXURE  8/ 1  

 

APPLICATION FOR INTRODUCTION OF AN IN -COUNTRY LONG -TERM 

TRAINING PROGRAMME  

 

To be completed by the Agency:  

 

1.  Name of the Training     : 

2.  Objective of the Training Programme *  : 

3.  Level       : 

4.  Duration       : 

5.  Proposed date of commencement   : 

6.  Proposed date of completion    : 

7.     Name of Institute and location    : 

8.     Intake capacity      : 

9.     Entry qualification      : 

10.   Other facilities in the institute    : 

11.   Name of Head/In -charge of Institute   : 

12.   Any other information     : 

 

 

* Please attach the training proposal   

 

 

            Signature of the Head   

Date:                of Institute/Department  
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RECOMMENDATION  OF THE AGENCY  

 

         

Date:           Signature  

TO BE COMPLETED  and Approved  BY THE ROYAL CIVIL SERVICE 

COMMISSION  

 

1.  Major Occupational Group   : 

2.  Subgroup      : 

3.  Position      : 

4.  Position Level     : 

 

 

 

 

 

       (                 )  

Date:                      for the Royal Civil Service Commission  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

157  

 

ANNEXURE 8/2  

UNDERTAKING  

I,ééééééééééééé..(Name of Candidate) , CID. Noéééé.., 

son / daughter of  éééé.éééééééé.(Name of Parents)  hereby accept the 

offer of scholarship from »»»ééééééééééé (Mention sponsoring 

Agency) for studies in»»»»»»»»»»»»»»»»éé (Mention  the course) 

in»»»»é (Mention  institute/university and country)  for a duration of »»»» 

I hereby undertake to:  

1.  Pursue the course and complete it within the duration specified.  

2.  Not change to another course.  

3.  Abide by all rules and regulations of the Royal Government and the institute 

concerned.  

4.  Not discontinue the course and/or leave the institute prior to completion of 

the course without written consent from t he Agency concerned .  

5.  Complete my training/studies and serve the Government for a minimum 

period of two times the duration of the course.  

6.  Pay to the Government an amount equal to two times the expenses incurred 

by the Government/Agency on the training if:  

6.1  I discontinue the training for a reason within my control ; or  

6.2  I fail to produce academic transcript/certificate; or  

6.3  I fail to serve the Government two times the duration of the course , if 

required . 

I hereby do confirm that I have been briefed on all rules governing my training 

and I have understood them, including the implications and consequences of 

deviating from them.  

 

In particular, I understand that in the event that I do not adhere to any one of the 

above stated conditi ons, I and/or my guarantor shall be liable for legal action by 

the Government.  

         Sd/ - 

Place:            (Affix Legal Stamp)  

Date:   
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            Name & Office address   

 

Caution:  This is an important legal document and th erefore, should be executed 

after clearly understanding all the responsibilities, liabilities and 

implications.   

 

In the event of any failure on the part of the abov e named person to abide by this 

undertaking , I, éééééééé..(Name of Guarantor) , CID. Noééééé. 

resident of »»»»»»»»» hereby undertake to refund to the Government the 

stipulated amount or accept my liability to any other penalty as may be decided 

by the Government.  

 

In the event that I do not adhere to the above, I understand that I shall be liable  for 

legal action by the Government.  

 

         Sd/ - 

Place:         (Affix Legal Stamp)  

Date:       Name of Guarantor: »»»»»»»»»» 

      Relation with the candidate:  »»»»»é 

      Occupation: »»»»»»»»»»»»é.. 

      Present address :»»»»»»»»»»éé 

      Permanent Address : »»»»»»»»éé 

      Mailing address: »»»»»»»»»»».. 

Witnesses:  

1   Signature »»»ééééé.NameéééééééééééCID. Noéééé 

2) Signature »»»ééééé...NameéééééééééééCID.  Noéééé 
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CHAPTER 9: IN -SERVICE TRAINING  

 

9.1.  Policy  

9.1.1.  Equip civil servants with the right qualifications, skills, knowledge 

and right attitude to achieve organisational objectives.  

 

9.1.2.  Enhance performance of civil servants and provide  a high standard 

of professional services to the public.  

 

9.1.3.  Facilitate continuing education for civil servants to enhance 

qualifications and knowledge for career progression.  

 

9.1.4.  Promote a balanced and sustainable human resource development 

through optimal use of scarce resources.  

 

9.1.5.  Ensure distribution of all training opportunities on equal and just 

basis  and are implemented through a merit -based and 

transparent system . 

 

9.1.6.  Optimis e returns in terms of service to the RGoB from investments 

made on trainings of civil servants.  

 

9.1.7.  Reduce brain drain from the C ivil Service.  

 

9.2.  Strategy  

9.2.1.  òThe Commission shall assess the general training and higher 

education (degree and diploma) needs of civil servants, formulate 

projects and implement them both within and outside the 

countryó. 
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9.2.2.  òAgencies shall assess their own specific training needs, formulate 

appropriate plans and implement themó in accordance with the 

procedures prescribed in this Rule . 

 

9.2.3.  Human resource development shall be a shared responsibility 

between the Government and civ il servant.  

 

9.2.4.  Training shall be identified in the Civil Service Human Resource 

Master Plan through Organisational Development Exercise . 

 

9.2.5.  Mid -term Review of the Civil Service HR Master Plan shall be 

conducted to respond to the changing priorities of the Agency.  

 

9.2.6.  The Agency shall identify critical skills and set aside a specified 

portion of budget for in -country staff training for at least 10 days a 

year and shall provide equal opportunities to all relevant 

employees.  

 

9.2.7.  All Scholarships shall be made avail able in an open and 

competitive manner.  

 

9.2.8.  All training offers for the Civil Service shall be routed through the    

RCSC.  

 

9.2.9.  Agency shall ensure effective succession planning while 

implementing long -term training programmes.  

 

9.2.10.  Civil servants shall avail in -country training to the extent possible .  

 

9.2.11.  Monitoring and Evaluation System shall be instituted to assess 

training impact and make necessary interventions.  

 



 

161  

 

9.2.12.  The performance of a civil servant undergoing long -term training 

shall be monitored and assessed for the purpose of HR actions.  

 

9.2.13.  The RGoB shall not fund ex -country B achelorõs Degree programme 

for civil servants.  

 

9.2.14.  An eligible civil servant, without requiring to resign, shall be allowed 

to pursue Bachelorõs Degree but his position shall not be protected 

and  completion of degree shall not entail automatic enhancement of 

Position Level. However, his current Position Level shall be 

protected.  

 

9.2.15.  RGoB shall fund  only  Ph.D . programmes  that are reflected in the 

Civil Service HR Master Plan.  Position of a civil servant 

undertaking such approved programme only shall be protected.  

 

9.3.  Category of Training  

9.3.1.  The category of training shall be as follows:  

 

9.3.1.1.  Short -term training, six  months and below; and  

 

9.3.1.2.  Long -term training, above six  months.  

 

9.4.  Short -term Training  

9.4.1.  Short -term training shall apply to : 

9.4.1.1.  Counterpart Training ; 

9.4.1.2.  Attachment and Internship;  

9.4.1.3.  Study Tour/Institutional Visit;  

9.4.1.4.  Certificate and Diploma; and  

9.4.1.5.  Seminar/Workshop exceeding  five  days . 
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9.4.2.  Short -term training for all positions shall be approved by the HR 

Committee of the Agency concerned and be implemented as per 

Annexure 9/1 . 

 

9.4.3.  Eligibility  

9.4.3.1.  Should have completed probation, except for in -country 

orientation/induction/professional training programme.  

 

9.4.3.2.  Should have completed at least six months since the last  

short -term training and one year since the last long -term 

training.  

 

9.4.3.3.  Should not have been nominated/short -listed for another 

training programme, pending declaration of result.  

 

9.4.3.4.  Should be a regular civil servant and not on contract.  

 

9.4.3.5.  Should have at least six months to serve before 

superannuation.  

 

9.4.4.  Entitlements  

9.4.4.1.  A civil servan t undergoing ex -country short -term training 

for a duration of 30 days or less shall be entitled to full 

DSA for the first 15 days and 50 percent DSA thereafter.  

If duration of training exceeds 30 days, a civil servant 

shall be paid stipend for the entire duration.  

 

9.4.4.2.  The travel time from the home country to destination 

shall be excluded for the purpose of calculating the total 

number of days for training and DSA shall be paid at the 

rates approved by the Government.  
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9.4.4.3.  Allowance of any form, except salary revised as 

allowance, shall be paid only if the training period is 30 

days or less.  

 

9.4.4.4.  A civil servant who is required to halt in transit for eight 

hours or more for the next flight while on training 

outside the country shall be paid DSA.  

 

9.4.4.5.  DSA shall be paid for the actual period of halts required 

for processing visa and it shall be paid at the 

Government rates.  

 

9.4.4.6.  Payment of DSA for enforced halts shall be limited to two 

days for a round trip, besides halts in transit.  

 

9.4.4.7.  DSA or related expenses shall not be paid by the 

Government during training when the same are paid by 

the donor.  

 

9.4.4.8.  Notwithstanding Section 9.4.4 .7, a civil servant shall be 

reimbursed visa fee, passport fee and airport tax on 

production of original receipts/documents.  

 

9.4.4.9.  If a civil servant on training is provided with airfare, 

room and meals by the donor/sponsor, 20 percent DSA 

shall be paid for training of 30 days or less and 20 

percent stipend when the duration exceeds 30 days to 

cover incidental exp enses.  

 

9.4.4.10.  If a civil servant on training is provided with airfare and 

room by the donor/sponsor, 50 percent DSA shall be 

paid for training of 30 days or less and 50 percent 
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stipend when the duration exceeds 30 days to cover 

incidental expenses.  

 

9.4.4.11.  For an in -country short -term training, a civil servant 

shall be entitled to normal TA/DA for travel and DSA 

/ stipend for the duration of training in accordance with 

Annexure 9/2 . 

 

9.4.4.12.  Entitlement for in -country training shall be admissible 

only if the training is availed from an Institute recognis ed 

by the RCSC/Ministry of Labour and Human Resources.  

 

9.4.5.  A civil servant shall not avail any form of leave to attend any short -

term training . 

 

9.4.6.  HR Committee shall ensure that only relevant officials are 

nominated for training . 

 

9.4.7.  HR Committee shall rationalis e on the frequency of a civil servantõs 

training.  

 

9.4.8.  The Ministry of Foreign Affairs is responsible for high -level official 

delegations representing the country on regional and international 

issues. The Ministry may issue guidelines on the eligibility criteria 

and procedures for processing nominations for such cases to ensure 

uniformity in application.  

 

9.4.9.  Appropriate penalties shall be imposed for the following 

offences/violations:  

9.4.9.1.  Non-fulfillment of training gap  

9.4.9.2.  Training availed without approval  

9.4.9.3.  Others (irrelevant course; during probation; not reporting 
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on time; not attending the approved training)  

 

9.5.  Long -term Training  

9.5.1.  Long-term training shall apply to:  

9.5.1.1.  Postgraduate courses;  

9.5.1.2.  Undergraduate courses;  

9.5.1.3.  Diploma/Certificate cours es; and  

9.5.1.4.  Attachment/Internship/Fellowship programmes.  

 

9.5.2.  Modes of long -term training  

9.5.2.1.  Full -time on Campus, which i s an arrangement for 

availing training by attending the course full -time on 

campus.  

 

9.5.2.2.  Mixed Mode, which is an arrangement for availing a 

training by attending the course on and off campus as 

follows:  

a. For ex -country ð Ph.D. only;  and  

b.  For in -country ð Masterõs Degree, PG Diploma, 

Bachelorõs Degree, Diploma and Certificates. 

  

9.5.2.3.  Part -time Class, which is an arrangement for availing 

training by attending the course after office hours and is 

limited to in -country programmes.  

 

9.5.3.  Approving Authority  

All long -term trainings shall need approval of the RCSC.  

 

9.5.4.  General Rule  

9.5.4.1.  The relevance and level of officials for the training 

programmes  shall be determined strictly by the Agency.  
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9.5.4.2.  Service protection shall be ensured for civil servants on 

long -term training programmes, which are directly 

relevant to the candidateõs current position.  

 

9.5.4.3.  The Agency concerned shall be made primarily 

accountab le while the individual civil servant shall be 

required to refund the expenditure incurred on his 

training based on circumstances.  

 

9.5.4.4.  If the Agency has approved any training not relevant to the 

position of the official, the RCSC shall revoke the approval.  

 

9.5.4.5.  A civil servant pursuing Continuing Education (Class XII 

and below) through part -time mode (after office hours) 

shall inform his Agency.  

  

9.5.5.  Eligibility  

 A candidate shall:  

9.5.5.1.  Be a Bhutanese citizen;  

 

9.5.5.2.  Have rendered a minimum of two years of service, 

excluding the probation period at the time of 

commencement of course to avail a long -term training 

for the graduates selected through Bhutan Civil Service 

Examinations  (BCSE); 

 

9.5.5.3.  Have served a minimum of four years excluding the 

probation period at the time of commenc ement of 

course for  non -select graduates to be eligible for long -

term trainings;  
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9.5.5.4.  Have served a minimum of four years excluding the 

probation period at the time of commencement of 

course for other categories of civil servants to pursue 

Bachelorõs Degree and Diploma;  

 

9.5.5.5.  Have completed the probation period in the case of (i) 

medical and dental services;  and (ii) teaching services ð 

Science and Mathematics Teachers, Lecturers and 

Instructors to avail long -term training, only if pursuing 

in the relevant field of study;    

 

9.5.5.6.  Have successfully completed a Bachelorõs Degree to be 

eligible for pursuing postgraduate degree;  

 

9.5.5.7.  Have successfully completed C lass XII for pursuing 

Bachelorõs Degree and Diploma.  However, exception 

shall be made for civil servants who have joined before 

2nd  September 2007. They should meet the following 

criteria to be eligible for:  

a. Bachelorõs Degree: 

i.  Class X + minimum of  two years Diploma 

from in -country institutes + minimum of  five 

years in the service;  

 

ii.  Class X + minimum of  two years c ertificate 

course from in -country institutes +  one year 

diploma from in or ex -country + minimum  

five years of experience.  

 

iii.  Class X + minimum of two years certificate 

course from in -country institutes + minimum 

six years of service.  
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b.  Diploma:  

Class X + Certificate (minimum one year) from in -

country institutes + a candidate must reach a 

minimum Position Level of S1A or should have 

served minimum of six years of service in the 

Government.  

 

9.5.5.8.  Be 45 years of age or below at the time of 

commencement of the trai ning;  

 

9.5.5.9.  Avail a maximum of three in -service long -term trainings 

in the entire service period or until he attains 45 years of 

age, whichever is earlier; and  

 

9.5.5.10.  Not be allowed to pursue more than one degree of same 

level.  

 

9.5.5.11.  Not be eligible during EOL and Secondment.  

 

9.5.6.  Disqualification  

A civil servant shall not be eligible for long -term training when:   

9.5.6.1.  He has discontinued a training programme to which 

previously nominated for reasons within his control; or  

 

9.5.6.2.  His scholarship granted previously was terminated by the 

Government for violation of training and/or other related 

rules and regulations; or  

 

9.5.6.3.  The time gap between the last ex -country short -term 

training and the next ex -country training long -term 

training is less than six months; or  
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9.5.6.4.  He has been nominated/short -listed for another training 

programme, pending the declaration of result; or  

 

9.5.6.5.  He is on EOL or secondment; or  

 

9.5.6.6.  He is on contract service.  

 

9.5.7.  Training gap requirement for long -term training:  

 

No. of Training  Training gap  

For the 1 st  long -term 

training  

As per eligibility  

For the 2 nd  long -term 

training  

Twice the duration of the first long -

term training.  

For the 3 rd  long -term 

training  

Thrice the duration of the second 

long -term training.  

 

 

9.5.8.  Selection Procedures for Long -term Trainings  

9.5.8.1.  Pre - Selection  

a. All scholarships shall be advertised;  

b.  For all donor project -tied scholarships, there shall be 

restrictive advertisement within the agency concerned;  

c. The time between advertisement and application 

deadline  shall be at least 4 wee ks;  

d.  An applicant shall be required to submit the following 

documents:  

i.  Attested copies of academic transcripts;  

ii.  A copy of completed in -service training form 

(Annexure 9/ 3 ); 

iii.  Attested copies of training certificates (if 

required); and  
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iv.  Any other documents that  may be required as per 

announcement.  

 

9.5.8.2.   The agency shall:  

a. Verify all documents;  

b.  Verify eligibility; and  

c. Compile all applications.  

 

9.5.8.3.  A minimum of two applicants shall be shortlisted against 

each slot, failing which time extension may be considered 

for another two weeks.  

 

9.5.8.4.  The Agency shall proceed with the selection interview even if 

there is only one eligible candidate despite the exten sion;  

 

9.5.8.5.  Selection shall be processed through the HR Committee of the 

Agency;  

 

9.5.8.6.  The standard criteria for short -listing shall be as follows:  

a. Eligibility criteria as per BCSR;  

b.  Availability of planned slots in the Civil Service HR 

Master Plan;  

c. Ad hoc offers may be adjusted  to the Civil Service HR 

Master Plan ; 

d.  Relevance of course to current job; and  

e. Academics:  

i.  For Ph .D. - Aggregate marks of Masterõs Degree; 

 

ii.  For Postgraduate Degree ð 50%  of Bachelorõs Degree 

+ 50% of Cl. XII (English + four best subjects)/Di p/ 

Certificate**;  
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iii.  For Diploma/Certificate:  

a) For non -technical: Cl. XII (English + four best 

subjects) or Cl. X (Aggregate); and  

 

b) For technical: 50% of Cl. XII (English + four best 

subjects) or Cl. X (Aggregate) + 50% of 

Certificate/Diploma  

 

**Aggregate marks for those without Class XII/Diploma  

 

9.5.8.7.   Documents and procedures (as per announcement)  

 

9.5.8.8.  The agency shall announce shortlist of applicants one week 

before selection interview.  

 

9.5.8.9.  For long -term training and short -term training for 

Executives/Specialists, the Agency shall forward all required 

documents to the RCSC for approval with the prescribed In -

service Training Form  (Annexure 9/ 3). 

 

9.5.9.  During Selection  

9.5.9.1.  The HR Committee of the respe ctive Agency shall 

conduct the Interview with a minimum of five panel 

members including the Chairperson. RCSC reserves the 

right to participate in such selection processes.   

 

9.5.9.2.  The panel members shall declare Conflict of Interest , if 

any. If so, then he shall not participate in the selection 

interview.  

 

9.5.9.3.  Panel members shall be briefed by the Agency concerned 

on all relevant information related to selection interview.  
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9.5.9.4.  A candidate must obtain a minimum aggregate of 50% 

during the selection interview to be el igible for selection.  

 

9.5.10.  Post Selection  

9.5.10.1.  The Agency shall compile the selection result. The panel 

members shall verify the result and shall be required to 

sign on the compiled result.  

 

9.5.10.2.  The result shall be declared in the website and/or 

media within five working days of completion of 

selection interview.  

 

9.5.10.3.  Upon approval, a candidate shall be issued a letter of 

award in the prescribed format ( Annexure 9/4 ) by the 

RCSC. 

 

9.5.11.  Selection Criteria  

9.5.11.1.  The selection of a candidate for long -term full or partial 

RGoB schola rship shall be based on the following:  

Sl. 

No.  
Criteria  

Max. 

marks  (%) 

1 Performance Evaluation (last 2 years)  15  

2 Rural Posting*  5 

3 Academic marks** as per Section 

9.5.8.6 (e)  

30  

4 Viva Voce (Annexure 9/ 5) 30  

5 Seniority  5 

6 RCSC - Select graduate  5 

7 Special Achievement***  5 

8 Extra -Curricular Activities (make 

reference on the definition)***  

5  

Total  100  
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*    Marking shall be calculated as per Annexure 9/15  

**   Academic Hierarchy shall be followed  

***  Marking  shall be given by panel on consensus based 

on  documentary evidence  

 

9.5.11.2.  Service in rural area(s) shall be given special recognition 

by awarding weightage up to a maximum of five percent;  

 

9.5.11.3.  A civil servant shall serve a minimum of one year in each 

place to be eligible for Rural Posting weightage; and  

 

9.5.11.4.  A civil servantõs placement to places categorise d as 

Thromde A shall not be eligible for Rural Posting 

weightage.  

 

9.5.11.5.  For open scholarships targeting civil servants as well as 

non -civil servants, the RCSC and MoLHR  shall agree on 

a separate short -listing and selection criteria.  

 

9.5.12.  Entitlement  

9.5.12.1.  Study Leave  

A civil servant on a long -term training shall be entitled to 

study   leave as per Section 10.2.7  of Chapter 10  on 

Leave. 

 

9.5.12.2.  Remuneration and Benefit during Training  

a. A civil servant who has been granted Study Leave 

with remuneration and benefits for any single long -

term training shall be entitled to the full basic pay 

for a period of twelve months. When the duration 
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exceeds twelve months, he shall be entitled to 50% 

of the bas ic pay for the remaining period.  

 

b.  Notwithstanding 9.5.12.2(a) , a civil servant who 

has been granted Study Leave with remuneration 

and benefits for any single long -term training shall 

be entitled to the full basic pay for the whole 

duration of the c ourse when the course is held in a 

SAARC country.  

 

c. A civil servant undergoing long -term training shall 

be entitled to establishment allowance and stipend 

for the first month, and the stipend for the 

subsequent months as prescribed by the 

Government.  

 

d.  Stipend shall be released bi -annually and stipend 

for the last month shall be paid only upon return 

and completion of all formalities.  

 

e. Funding Agency shall bear all transaction costs 

including difference in exchange rates.  

 

f.  A civil servant shall be covere d by medical 

insurance while on training . In the event of an 

emergency where the candidate is not covered by a 

medical insurance scheme, medical expenditure 

shall be borne by the Ministry of Health on 

production of original receipts.  

 

g. Remuneration and bene fits for various modes of 

continuing education other than full time on 
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campus shall be governed by guidelines prescribed 

by the Government.  

 

h.  Allowance of any form, except salary revised in the 

form of allowance, shall not be paid during the 

training period , when the duration exceeds one 

month.  

 

9.5.12.3.  Benefit during In -country Training  

The following shall apply to in -count ry Institute -based 

and in -house  training:  

a. Entitled to annual vacation and holidays as per the 

schedule of the Institute and the stipend shall be 

paid.  

 

b.  For Continuing Education (after -office classes), 

study leave shall apply as follows:  

i.  Term examination preparation  ð one week  

ii.  Trial examination preparation  ð one week  

iii.  Final examination preparation  ð two weeks  

iv.  Actual Examinations  -  As per schedu le 

 

c. Provision of Uniform/Uniform Allowance, if 

required, for the particular training programme;  

 

d.  Payment of Travel Allowance and Daily Allowance 

for travel to and fro as per the normal rates and 

subject to other relevant rules;  

 

e. Payment of actual travel expenditure and Daily 

Allowance at the rates prescribed by the 

Government during field attachment/visit;  
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f.  Daily Subsistence Allowance for the in -service in -

country training when the duration of training  is 

30 days or less and stipend when the duration is 

more than thirty (30) days as given at Annexure 

9/2 ; and  

 

g. A trainee shall be entitled to 50% of the DSA for 

training of 30 days or less in the same place of 

posting. This excludes expenses pertaining to 

tuition fee, meals, refreshments, etc.  

 

9.5.12.4.  Benefit during Ex -country Training  

 The following shall apply to full time ex -country training : 

a. A civil servant who is required to halt in transit for 8 

hours or more for the next flight while on travel 

outside the country shall be paid DSA.  

 

b.  DSA shall be paid for the actual period of halts 

required for processing visa and it shall be paid at 

the Government rates.  

 

c. The payment of DSA for enforced halts shall be 

limited to two days for a round trip besides halts in 

transit.  

 

d.  DSA or related expense shall not be paid by the 

Government during training, when DSA and other 

expenses are paid by the donor.  

 

e. Notwithstanding 9.5.12.4(d) , a civil servant shall be 

reimbursed the visa fee , passport fee, language test 

fee and airport tax on production of original 
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receipts/ documents only if his study leave with pay 

is approved.  

 

9.5.13.  Pre-departure Procedure  

  A candidate whose training is approved shall abide by the following:  

9.5.13.1.  Attend briefing by RCSC/Agency for long -term training 

and  by Agency for short -term training ; 

 

9.5.13.2.  For long -term training, a candidate shall sign an 

undertaking with the RCSC in the prescribed format 

(Annexure 9/6  (a) or (b) ) to the effect tha t on complet ion  

of the long -term training, the candidate shall continue in 

the service of his Agency for a minimum period equal to 

the duration of training, unless the Agency transfers him 

in the interest of public service ; 

 

9.5.13.3.  A guarantor of a candidate sha ll be briefed on  the 

consequence of the undertaking in case the candidate 

fails to return upon completion of his trainin g; 

 

9.5.13.4.  A guarantor must be acceptable to the Agency/RCSC ; 

 

9.5.13.5.  A candidate and guarantor shall sign the undertaking in 

the presence of an official designated by the RCSC ; 

 

9.5.13.6.  A candidate must submit the duly filled pre -departure 

intimation form and briefing points (Annexure  9/7 and 

9/8 respectively) ; 

 

9.5.13.7.  Travel documents shall be issued by the Ministry of 

Foreign Affairs based on the letter issued by the 

competent au thority in the Agency ; 
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9.5.13.8.  A candidate for long -term training is entitled to five days 

of preparatory leave ; and  

 

9.5.13.9.  In the event a candidate has left for long -term training 

without completing the pre -departure requirements, the 

approval for his  training shall be cancelle d. 

 

9.5.14.  Requirement during Training  

9.5.14.1.  Obligations of a candidate during Training  

As an official nominee of the Government of Bhutan, a 

candidate on training shall adhere to the following:   

a. Undertake training as approved by the 

Agency/RCSC;  

 

b.  Conduct himself at all times in a manner befitting 

his  status and in a manner acceptable to the 

authority of the training Institute;  

 

c. Civil servants on training shall be bound by the 

òCivil Service Code of Conduct and Ethicsó as listed 

in th e Civil Service Act of Bhutan 2010 and the 

BCSR;  

 

d.  Refrain from engaging in political, criminal or 

commercial activities and taking up additional 

employment that shall be prejudicial to the interests 

and image of the Kingdom of Bhutan;  

 

e. Abstain from indulging in any activity that adversely 

affects the institution, national sovereignty and 

integrity;  
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f.  Not coerce, attempt to coerce, order, or advise an 

individual to pay, lend or contribute anything of 

value to a party, committee, organisat ion, Agency or 

person whose activities are prejudicial to the Tsa-

Wa-Sum; 

 

g. Refrain from giving expressions and statements on 

national or international affairs and in particular, 

from making any written or oral statement without 

specific prior approval of t he Government;  

 

h.  Refrain from making any statement of fact or 

opinion in any document published in his own 

name or anonymously, pseudonymously, or in the 

name of any other person or in any communication 

or a public utterance, make any statement which 

has th e effect of an adverse criticism of any current 

or recent policy or action of the Government;  

 

i.  Candidates are expected to give top priority to 

acquire knowledge and skills and also carry out the 

role of òGoodwill Ambassadors of Bhutanó; 

 

j.  Submit a course jo ining report ( Annexure 9/9 ) 

within two weeks upon commencement of the 

course for long -term training to the RCSC and 

Agency concerned;  

 

k.  Submit semester -wise Academic Progress Report for 

long -term training to the RCSC and Agency 

concerned;  
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l.  Candidates faili ng to adhere to Section s 9.5.14.1 (j) 

and 9.5.14.1 (k) shall have their salaries, stipends, 

and tuition fees withheld until the documents are 

submitted;  

 

m.  All civil servants on training abroad shall become 

the members of the nearest Bhutanese Students 

Association (BSA);  

 

n.  The academic performance of a civil servant 

undergoing a long -term training programme shall 

form part of the performance appraisal for any 

personnel actions;  

 

o. A candidate must complete the training within the 

approved duration;  

 

p.  Seek prior  approval of the implementing Agency 

before undertaking field trips that are part of the 

course requirement. The maximum duration of field 

trip is fixed at two weeks in a year. However, 

exception shall be made for medical courses in 

which case the duration  of field trip is fixed at three 

weeks in a year. The application and the programme 

for such field trips shall be signed and certified by 

the Institute; and  

 

q. Not change from the training/degree specified in the 

letter of award or change the Institute/University 

without prior approval of the RCSC.  

 

 



 

181  

 

9.5.14.2.  Repetition and Extension of Scholarship  

a. A candidate shall complete the training within the 

duration prescribed in the Letter of Award.  

 

b.  A candidate may be allowed to repeat a 

course/examination and given extension of 

scholarship up to a maximum of six  months only 

when he is unable to complete the course due to ill 

health or due  to a reason beyond his control.  

 

c. Prior approval of the RCSC shall be required for 

extension of scholarship.  

 

d.  Extension shall not be granted to und ertake an 

additional course.  

 

9.5.15.  Termination of Scholarship  

    A scholarship shall be terminated if:                 

9.5.15.1.  The conduct of a candidat e is not in conformity to this 

Rule ; 

 

9.5.15.2.  The performance of the candidate is observed to be below 

average or unacceptable to the authority of the Institute, 

the Agency concerned and/or RCSC;  

 

9.5.15.3.  The candidate does not fulfill the attendance and other 

requirements stipulated by the Institute; and  

 

9.5.15.4.  The candidate fails to complete the course in the 

prescribed period and approval for extension is not 

accorded  
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9.5.16.  Post Training Requirements and End of Fellowship  

A candidate on completion of training shall:  

9.5.16.1.  Procure return air ticket in the economy class (the most 

direct and economical route) or request the Agency 

concerned to procure.  

 

9.5.16.2.  Return and continue in the service of his Agency as per 

Section 9.5.17.3  unless the Government transfers him in 

the interest of public service or t hrough open competition 

as per S ection 13.7.3.2(f)  of Chapter 13 on Promotion;  

 

9.5.16.3.  Report to the Agency along with the joining report  

(Annexure 9/13 ), training report and course completion 

certificate & academic transcripts within three weeks 

from  the date of completion of training as per Letter of 

Award/Confirmation of Enrollment;  

 

9.5.16.4.  The Agency shall immediately forward a copy of joining 

report, training report and course completion certificate 

to the RCSC;  

 

9.5.16.5.  The training report  (Annexure 9/14 ) shall contain a 

comprehensive description of the subjects studied and a 

proposal for utilis ation of the knowledge and skills 

acquired in carrying out his responsibilities;  

 

9.5.16.6.  Upon joining office, the candidate shall be required to 

make an independent study  as to how best he could 

contribute to the agency concerned;  

 

9.5.16.7.  Candidate shall be required to complete the course 

Feedback Form (Annexure 9/10 ); 
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9.5.16.8.  Upon availing Masters Degree and above training, a civil 

servant shall be required to make presentation to the 

Division/Department/HR Committee of his Agency;  and  

 

9.5.16.9.  The RCSC shall organise a debriefing session where:  

a. Candidates shall share their achievements, 

challenges and other experiences; and  

b.  The RCSC shall update the candidates on the policy 

reforms of the Civi l Service . 

 

9.5.16.10.  If a civil servant desires to enhance his Position Level 

upon completion of degree, he sh all be required to 

appear for BCSE .  Selection to a higher Position Level 

shall be considered as promotion.  

 

9.5.17.  Training Obligation and  Penalty  

9.5.17.1.  A candidate shall be liable for penalties as follows:  

Issue  Penalty  

1. Fails the course  1.  No further RGoB long -term 

Training  

2.  Promotion to be delayed by double 

the duration of the approved study 

period from the due date of next 

promotion  

2. Incomplete Course   

a. If returned on time  

1.  No HR actions until the evidence of 

completion is furnished  

b.  If returned early/  

early repatriation  

1.  No further RGoB long -term 

Training  

2.  Promotion to be delayed by double 

the duration of the approved study 
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period from the due date of next 

promotion  

c. If Administrative 

discipline taken by 

the University  

1.  Refund as per Undertaking  

2.  Termination  

3. Course change   

a. Same level (not 

relevant to oneõs 

current job)  

1.  Non-acceptance of degree  

2.  Promotion to be delayed by double 

the duration of the approved study 

period from the due date of next 

promotion  

b.  Same level 

(relevant to oneõs 

current job)  

1.  Acceptance of degree  

2.  Promotion to be delayed by equal 

the duration of the course from the 

due date of next promotion  

c. To higher  level  1.  Acceptance of degree, subject to 

fulfilling eligibility criteria  

2.  Promotion to be delayed by equal 

the duration of the course from the 

due date of next promotion  

4. Resignation during 

training   

As per Section 9. 5.17.3 . and the 

Undertaking  

 

 

9.5.17.2.  A candidate failing to report within the stipulated time 

shall be liable for the following:  

a. Monthly salary on pro rata basis up to three months 

shall be forfeited; and  

 

b.  Beyond three months, he shall be compulsorily 

retired  from the service, but liable to pay expenses 

incurred on his training to the Government as per 

Section 9.5.17. 3 of training obligation.  
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9.5.17.3.  Training obligation for long -term training shall be applied 

as detailed hereunder:  

Progressive 

No. of 

Trainings  

Service 

Obligation  

Financial 

Penalties  

(Govt. funded)  

Financial 

Penalties  

(Private 

funded/open 

scholarship)  

Pre -service 

course  

2 times the 

duration of 

course  

2 times the total 

expenditure 

incurred on pro 

rata basis  

None 

In -Service Course  

For the 1 st  long -

term course  

2 times the 

duration of 

course  

2 times the total 

expenditure 

incurred on pro 

rata basis  

2 times the basic 

monthly salary 

and other benefits 

for the  duration of 

the course on pro 

rata basis  

For the 2 nd  

long -term 

course  

3 times the 

duration of 

course  

3 times the total 

expenditure 

incurred on pro 

rata basis  

3 times the basic 

monthly salary 

and other benefits 

for  the duration of 

the course on pro 

rata basis  

For the 3 rd  

long -term 

course  

 4 times 

the 

duration of 

course  

4 times the total  

expenditure 

incurred on pro 

rata basis  

4 times the basic 

monthly salary 

and other benefits 

for the  duration of 

the course on pro 

rata basis  
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9.5.17.4.  Obligation for Mixed -mode courses shall be based on 

actual absence from the Office and RGoB expenditure .   

 

9.5.17.5.  A candidate shall be liable for the above financial 

penalties on the particular training when:  

a. He fails to return to Bhutan on completion of the 

training.  

b.  He discontinues his training for a reason within his 

control.  

c. He voluntarily resigns from the services  of the 

Agency prior to rendering the specified duration of 

service to the Government.  

d.  He has failed the course.  

 

9.5.17.6.  The candidate / guarantor shall pay the  above 

expenditure within 90 days from the day  the office order 

is issued to effect  Section 9.5.17. 3; failing which,  legal 

actions shall be initiated in accordance with the 

Undertaking and the law s of the country.  

 

9.5.17.7.  If a candidate is terminated/compulsorily retired with 

training obligation, the obligation shall be treated as per 

the legal undertaking.  

 

9.5.17.8.  In t he event the Undertaking is lost/damaged, training 

obligation and penalty as per BCSR 2012 shall be 

applied based on circumstantial evidence as per the 

Evidence Act of Bhutan 2005.  

 

9.5.17.9.  A civil servant who avails long -term study without any 

financial cost to t he Government  shall serve for a 

minimum duration equal to the study period.   A civil 
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servant resigning before fulfilling the service obligation 

shall forfeit his post -service benefits , except his own 

contributions.  

 

9.5.17.10.  A civil servant  who avails long -term training as per 

Section 9.5.5.5, shall be re quired to serve the remaining 

duration of normal requirement  upon completion of the 

training which shall be over and above the training 

obligation period.  

 

9.6.  Accountability  

9.6.1.  An in -service trai ning which does not conform to this Rule  shall be 

treated as un authoris ed, and hence it shall be revoked by the 

Agency/RCSC.  

 

9.6.2.  A civil servant responsible for the violations shall be accountable 

and liable for administrative actions.  

 

9.6.3.  Agency shall maintain up -to-date training records and update the 

same in CSIS.  
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ANNEXURE 9/1  

GUIDELINES ON IMPLEMENTATION OF SHORT -TERM TRAININGS  

I.  Roles and Responsibilities  

The following are the roles and responsibilities of:  

 

1.  Royal Civil Service Commission  

a. Receive, assess and distribute the training offers  equitably to relevant 

Agencies.  

b.  Provide technical backst opping to Agencies, if required.  

c. Guide Agencies for proper implementation of trainings.  

d.  Carry out Monitoring and  Evaluation (M&E)  to ensure proper 

implementation.  

e. Update data in CSIS .  

f.  Assess the impacts of trainings undertaken by civil servants.  

 

2.  Agency  

a. Nominate, select and approve in accordance with the BCSR;  

b.  Ensure the minimum training gap of six months between two short -

term t rainings;   

c. Rationalise and minimise  the frequency of trainings availed by a 

particular civil servant;  

d.  Carry out M& E periodica lly to evaluate if the training (s) has made an 

impact on the performance of the candidate and office respectively ; 

and  

e. Update data in CSIS . 

 

3.  Candidate  

a. Learn optimally to acquire knowledge and skills for the benefit of 

Agency/Country/individual;  

b.  Maintain Code of C onduct at all times at the Institute;  

c. Refrain from engaging in political, criminal or commercial activity;  
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d.  Return immediately and report to the Agency with Joining Report and 

certificate after completion of training;  

e. Submit a Training Report containing a concise description of the subjects 

studied and a proposal for utilis ation of the acquired knowledge and sk ills 

in discharging his day -to-day responsibilities in the Agency.  

 

II.  Procedures to be followed by Agency  

  The following are the procedures:  

MINISTRY/AGENCY  DZONGKHAG  

1. HR Division/Section shall receive, 

review and distribute training offers.  

1. HR Section shall receive, review 

and distribute training offers.  

2. Department/Divisio n/Section 

nominates a candidate (s) along with 

the form (Annexure 9/ 3 ) 

2. Sector nominates candidate (s) 

along with the form (Annexure 

9/ 3 ).  

3. HR Division/Section reviews 

nomination and submits to HR 

Committee  for approval  (Annexure 

9/11) . 

3. HR Section reviews nomination 

and submits to HR Committee  for 

approval (Annexure 9/11) . 

4. HR Committee  appro ves nomination.  
 4. HR Committee  approves 

nomination.  

5. HR  Division/Section issues Letter of 

Award upon receipt of original copies 

of Security and Audit Clearance 

Certificates.  

 

5. HR Section issues Letter of Award 

upon receipt of original copies of 

Security and Audit Clearance 

certificates with a copy endorsed 

to parent Agency.  

6. HR Division/Section provides 

detailed Pre -departure Briefing (PDB) 

to candidate (Annexure 9/12) . 

6. HR Section provides detailed Pre -

departure Briefing (PDB) to 

candidate (Annexure 9/12) . 

7. A candidate, upon completion of 

training submits the Joining Report 

along with Training Report and 

7. A candidate, upon completion of 

training submits the Joining 

Report along with  Training 
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Feedback Form to the HR 

Division/Section (Annexure 9/13, 

9/14 & 9/1 0). 

Report and Feedback Form to the 

HR Unit (Annexure 9/13, 9/14 & 

9/1 0). 
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ANNEXURE 9/2  

IN -SERVICE IN -COUNTRY TRAINING  

RATES OF DAILY SUBSI STENCE ALLOWANCE AND  STIPEND  

 

I  Daily Subsistence Allowance   

1.  A civil servant during training of 30 days or less duration shall be paid 

DSA at the rate of Nu. 1,000/ - per day.  

 

2.  A trainee shall be entitled to 50% of the DSA while attending training 

within the same place of posting. This excludes expenses pertaining t o 

tuition fee, meals, refreshments, etc.  

 

II  Stipend  

A civil servant attending in -service training of duration  more than 30 days 

shall be paid stipend at the following rates:  

1.  Nu. 8,000/ - per month if the training venue is in Thimphu or 

Phuentsholing; and  

2.  Nu. 6,000/ - per month in other places.  

 

In the event a civil servant is selected to a training programme designed for 

pre -service trainees, he shall be paid the stipend at the rate applicable to the 

particular programme.  

 

The stipend to pre -service trainees sponsored by the Government shall be 

paid at the rates given vide circular No. RCSC/PA -13/1998/05 dated 

February 26, 1998, subject to revision.  

  

Note:  

1.  The tuition fee and administrative cost, if any, shall be paid directly to 

the train ing institu te by the employing A gency concerned.  

2.  The institute shall deduct actual cost of food and lodging from the 

DSA/Stipend of the individual trainees, if provided.  
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ANNEXURE 9/ 3  

IN-SERVICE TRAINING FORM  

         (Note: All sections in this form are compulsory)  

I.  Particulars of Candidate:  

a. Name      : 

b.  Employee ID No.     : 

c. Position Title  & Level     : 

d.  Citizenship ID No.     : 

e. Date of Birth (dd/mm/yyyy)    : 

f.  Agency & Work Location    : 

g. Contact No      : 

h.  Permanent Address     : 

i.  Quote Reference No. & Date of   :  

i.  Online  Security Clearance Certificate : 

ii.  Audit Clearance Cer tificate   : 

iii.  Medical Fitness Certificate   :  

j.  Qualification      : 

k.  Date of Initial Appointment    : 

l.  Present Job Description  

1 ééééééééééééééééééééééééééé 

2 ééééééééééééééééééééééééééé 

3 ééééééééééééééééééééééééééé 

 

II.  Details of Training  

a. Planned (qu ote slot number)/Ad hoc  : 

b.  Course Title             : 

c. Institute/C ity/Country  : 

d.  Commencement  Date and Duration  : 

e. Training Category     : éééé Short or ééé. Long 

f.  Source o f Funding           : 
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III.  Details of all Past Trainings (if the space provided is not sufficient, use a 

separate sheet). Please start with the last training.  

 

Course Title  Institute/City/ 

Country  

Start Date 

(dd/mm/yyyy)  

Duration 

(months)  

Source of 

Funding  

i)     

ii)      

iii)      

iv)     

 

 

I hereby certify that the above information is correct to the best of my knowledge. 

I understand that I am liable to be subjected to disciplinary actions by 

appropriate authorities in the event that they find the above information 

incomplete and/or incorrect.  

 

 

Date:       (Signature of the Candidate)  

 

 

Official use only  

 

IV.  Assurance (for long -term training only) that:  

The Agency will ensure candidateõs return to Bhutan immediately after 

completion of training. Failing to return shall be dealt as per BCSR 2012 .  

 

V. Approval of the HR  Committee  (attach copy.)  

 

VI . Verification: The officials countersigning this form shall be accountable 

and liable for disciplinary action in case information provided is 

incomplete and/or incorrect.   
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       Signature               Signature  

       Name of HR Officer           Name & Position Title  

       Date:              Seal of the Head of Department/Division  

              Date:  

 

 

 

Signature  

Name & Position Title  

Seal of the Head of Agency  

Date:  

 

 

* For in -country short -term training, candidates are not required to produce the    

documents.  

For ex-country short -term training, the original documents are to be retained 

with Agencies.  

For long-term training, original documents and a copy of Citizenship Identity 

Card are to be submitted to the RCSC.   

 

 

LIST OF DOCUMENTS TO BE SUBMITTED BY A CANDIDATE  

 

1.  Medical Fitness Certificate issued by a competent RGoB medical doctor;  

2.  Valid online Security Clearance Certificate;  

3.  Valid Audit Clearance Certificate;  

4.  Course content and schedule from the Institute;  

5.  Attested copies of academic transcripts (for long -term training);  

6.  Letter of Acceptance from the Institute; and  

7.  Any other document that may be required.  
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ANNEXURE 9/ 4   

File noééé                                    

Dateéé. 

 

éééééé.. (Head) 

éééééé 

éééééé 

Sub ject : Letter of Award  

 

Dear ééééééé., 

 

The Royal Civil Service Commission on behalf of the Royal Government of Bhutan 

is pleased to approve candidature  of ééééééééééééééééééé.., EID 

No. éééééééééé.. of your Agency to pursue long term studies, as given 

below.  

 

Name of the Course  :     

Planned/Ad hoc   :  

Institute & Country  :          

Mode of Study   :    

Start Date    :    

Duration    :   

Funding Agency   :   

 

The Royal Civil Service Commission has approved Study Leave with Pay  for the 

duration of his/her  studies.   

 

Kindly instruct the candidate to contact this Secretariat for Pre -departure Briefing 

and execut ing  Legal Undertaking.  

 

With best regards,   

         

   Yours sincerely,  

 

  

             (éééééé.) 

  for the Royal Civil Service Commission  

Cc:  

1.  Chief HR  Officer /HR  Officer  for necessary actions.  

2.  Candidate concerned.  

 



 

196  

 

ANNEXURE 9/ 5  

Trainin g Selection Interview Form for I n -service  

 

Criteria  

 

Factors  

Max.  

Marks  

Marks 

Awarded  

 

 

 

 

 

 

 

 

 

1. VIVA VOCE  

I. MANNER  & D ISPOSITION  04   

II. LANGUAGE PROFICIENCY    

a. Dzongkha     04   

b.  English  04   

c. Others  1.5   

III . INTELLIGENCE, ABILITY &   COMPETENCE       

a. Professional subject knowledge  03   

b.  General awareness  03   

c. Presentation skills  (organisation of 

thoughts)  

03   

d.   Analytical ability  03   

e. Promptness in comprehension and clarity 

in expression                           

03   

f.  Confidence  1.5   

2. EXTRA -CURRICULAR   ACTIVITIES  05   

3. ACADEMIC AND OTHE R INDIVIDUAL ACHIEVE MENT  05   

4. PERFORMANCE  RATI NG 15   

5. RURAL POSTING  05   

6. SENIORITY  05   

7. RCSC -SELECT GRADUATE  05   

8. ACADEMIC MARKS  30   

Total marks  100   

 

Place:  

 

Date:                          Name & Signature of Member



 

197  

 

             ANNEXURE 9/6 (a) 

     UNDERTAKING  

 

I, »»»»»»»»»»»»»»»»»éééé.. bearing EID No. »»»»»»»... 

son/daughter of é.»»»»»»»»»»»»»»»»» hereby accept the offer of 

scholarship from »»»(Mention source of funding) for studies in 

»»»»»»»»»»»»»»»»ééééééééééééé (Mention the course) in 

»»»»»»»»»»»»»»»éééé (Mention institute and country) for a 

duration of »»»»éé.. 

I hereby undertake to:  

 1.  Pursue the course and complete it within the duration specified in the 

Letter of Award No. »»»»»»»» dated »»»» 

 2.  Not change to another course or ins titute.  

 3.  Abide by all rules and regulations of the Royal Government and the 

institute concerned.  

 4.  Not discontinue the course and/or leave the institute prior to completion 

of the course without written consent from the Royal Civil Service 

Commission.   

 5.  Complete my training/studies, return to Bhutan and continue in the 

services of my Agency for a minimum period as specified in  Section 

9.5.17 , Chapter 9 of BCSR 201 2, subject to a minimum of one year, 

unless the Government in public interest transfers  my services.  

 6.  Pay to the Government an appropriate amount for the expenses incurred 

by the Government/Agency on the training, in accordance with Section 

9.5.17 , Chapter 9 of BCSR 201 2, if:  

6.1     I discontinue the training for a reason other than ill h ealth; or  

6.2    I failed in the course; or  

6.3     I return to Bhutan without completing training; or  

6.4      I do  not return to Bhutan upon completion of my training; or  
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6.5    I return to Bhutan but voluntarily resign from my Agency without 

rendering the specified duration of service.  

 

I hereby do confirm that I have been briefed on all rules governing my training and 

I have understood them, including the implication and consequences of deviating 

from them.  

 

In particular, I understand that in the event that I do not adhere to any one o f the 

above stated conditions, the guarantor and/or I shall be  liable for p rosecution in 

the Court of Law as per the provisions of the Penal Code of Bhutan.   

 

 

               Sd/ - 

Place:        (Affix Legal Stamp)  

Date:         Name & Office address   

 

 

Caution: This is an important legal document and therefore, should be executed 

after clearly understanding all the responsibilities, liabilities and 

implications.   

 

In the event of any f ailure on the part of the above -named person to abide by this 

undertaking, I, as the guarantor hereby undertake to refund to the Government 

the stipulated amount or accept my liability to any other penalty as may be 

decided by the Government.  

 

In the event that I do not adhere to the above, I understand that I shall be liable for 

legal actions by the Government.  
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        Sd/ - 

Place:       (Affix Legal Stamp)  

Date:       Name of Guarantor: »»»»»»»éé 

      CID No: ééééééééé(attach copy) 

      Relation with the candidate ééééé... 

      Occupation: »»»»»»»éééééé. 

      Present address: »»»»»»»éééé. 

      Permanent Address: »»»»»»»éé. 

      Email address: ééééééééééé.. 

Contact No.: »»»»»»»éééééé 

Telephone:»»»»»»»ééééééé 

Mobile: »»»»»»»éééééééé.. 

Witness :  

1) Signature »»»»»»é..Name»ééééééé..CID. Noéééééééé 
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           ANNEXURE 9/6(b)  

     UNDERTAKING  

(for self funding and study leave without pay)  

 

I, »»»»»»»»»»»»»»»»»»» bearing EID No. »»»»»»»»»» 

son/daughter of é.»»»»»»»»»»»»»»»»» hereby accept the offer of 

scholarship from »»»»»»»»» (Mention source of fundi ng) for studies in 

»»»»»»»»»»»»»»»»»»»»»»»»»»» (Mention the course) in 

»»»»»»»»»»»»»»»éééé (Mention institute and country) for a 

duration of »»»»»»». 

 

I hereby undertake to:  

1.  Pursue the course and complete it within the duration specified in the Letter of 

Award No. RCSC/HRD( »»)»»»/ »»»  dated »»»»». 

2.  Abide by all rules and regulations of the Royal Government and the institute 

concerned.  

3.  Not discontinue the course and/or leave the institute prior to completion of the 

course without written consent from the Royal Civil Service Commission.  

4.  Complete my training/studies, return to Bhutan and continue in the services 

of my Agency for a minimum  duration equal to my study period, unless the 

Government in public interest transfers my services.  

5.  Forfeit my post -service benefits, if:  

5.1.  I do not return to Bhutan upon completion of my training; or  

5.2.  I return to Bhutan but vo luntarily resign from my Agency  without 

rendering the specified duration of service.  

 

I hereby do confirm that I have been briefed on all rules governing my training and 

I have understood them, including the implication and consequences of deviating 

from them.  
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In particular, I understand that in the event that I do not adhere to any one of the 

above stated conditions, the guarantor and/or I shall be liable for prosecution in 

the Court of Law as per the provisions of the Penal Code of Bhutan.   

 

 

               Sd/ - 

Place:        (Affix Legal Stamp)  

Date:         Name & Office address   

 

 

Caution:  This is an important legal document and therefore, should be executed 

after clearly understanding all the responsibilities, liabilities and 

implications.   

 

In the event of any failure on the part of the above -named person to abide by this 

undertaking, I, as the guarantor hereby undertake to refund to the Government 

the stipulated amount or accept my liability to any other penalty as may be 

decided by the Government.  

 

In the event that I do  not adhere to the above, I understand that I shall be liable for 

legal actions by the Government.  

 

 

 

         Sd/ - 

Place:        (Affix Legal Stamp)  

Date:       Name of Guarantor: »»»»»»» 

       

      CID No: ééééééééé(attach copy) 

      Relation with the candidate ééééé... 

      Occupation: »»»»»»»éééééé. 

      Present address: »»»»»»»éééé. 
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      Permanent Address: »»»»»»»éé. 

      Email address: ééééééééééé.. 

Contact No.: »»»»»»»éééééé 

Telephone:»»»»»»»ééééééé 

Mobile: »»»»»»»éééééééé.. 

Witness :  

1)Signature »»»»»»é..Name»ééééééé..CID. Noéééééééé. 
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 ANNEXURE 9/7  

DEPARTURE INTIMATION  FORM  

 

Chief HR  Officer , 

HRD Division,  

Royal Civil Service Commission , 

Thimphu . 

 

 

1.  Name of the Candidate     : 

 

2.  Employee ID No.      : 

  

3.  Position Title       : 

 

4.  Department/Ministry/Agency where  

     presently employed      : 

 

5.  Letter of Award number and date    : 

 

6.  Date of departure from Bhutan    : 

 

 

I hereby certify that the information given above is correct to the best of my 

knowledge.  

 

 

 

 

Place:  

Date:              

             

                             (Signature)   
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ANNEXURE 9/8  

 

POINTS FOR PRE -DEPARTURE BRIEFING (PDB) TO CANDIDATES LEAVING 

FOR  

LONG-TERM TRAINING  

 

I. Obligations during Training  

As an official nominee of the Royal Government of Bhutan, a c andidate shall:  

i)  Strive for academic excellence as the primary objective of training is to 

learn.  Further, performance during training shall form part of the 

performance appraisal for promotion and/or any personnel action;  

ii)  Conduct himself in a manner befitting his status and acceptable to the 

training  Institute;  

iii)  Refrain from engaging in political, criminal or commercial activity;  

iv)  Refrain from giving expressions and statements on sensitive policy matters 

on national or international af fairs including written or oral statement 

without specific prior approval of the Government on such issues;  

v)  Submit a Co urse Joining Report to the RCSC/Agency  (via an email) within 

two weeks of joining the programme;  

vi)  Submit semester/progress report s; 

vii)  Seek approval of the agency concerned ð if sponsored by the RGOB ð before 

undertaking field trips. The RGo B shall fund mandatory field trips only;  

viii)  Not change from the training programme or the Institute specified in the 

Letter of  Award; and  

ix)  Not take up additional course.  

 

II. Extension  

i)  A candidate shall complete the training within the duration specified in the 

Letter of  Award;  

ii)  Extension shall not be granted to undertake an additional course; and  

iii)  Prior approval of the RCSC shall be required for extension, for reasons 

beyond the control of the candidate.  
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III. Termination of Training  

      Training shall be terminated if:  

i)  The conduct of a candidate is not in conformity to the BCSR and/or to the 

University rules;  

ii)  The performance of the candidate is below average or unacceptable to the 

Institute, the Agency concerned and/or the RCSC;  

iii)  The candidate does not fulfill the attendance and other requirements 

stipulated by the Institute; and  

iv)  The candidate fails to complete the course in the specified period and 

approval for extension is not accorded.  

 

IV. Completion of Training and Return  

A candidate on completion of training shall:  

i)  Return and report to the A gency with Joining Report and 

certificate/provisional certificate /letter of completion within three  weeks 

after completion of training; and  

ii)  Submit a written explanation, if there is any delay in submitting the 

report.  

 

I hereby do confirm that I have been briefed on rules governin g my training and I 

have understood them, including the implication and consequences of deviating 

from them. In particular, I understand that in the event that I do not adhere to any 

one of the above stated conditions, I and/or the guarantor shall be liabl e for legal 

action by the Royal Government.  

 

Name: __________________Signature (Dated): ___________CID. No._________________ 

E-mail : _________________ 

Guarantor: _____________ Signature (Dated):  ___________CID. No._________________ 

E-mail: ______________________ Tel./Mobile:_________________________ 

Briefed by (Name and signature): _________________________________ 
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 ANNEXURE 9/9  

    COURSE JOINING REPORT FORM AND BANK ACCOUNT INFORMATION  

 

Chief HR  Officer , 
HRD Division,  

Royal Civil Se rvice Commission,  

Thimphu.  

 
Sir/Madam,  

 

Ref: Letter of Award No:         Date : 
 

I have joined the Institute as per details below:  

1.  Course title      : 
2.  Institute & address     : 

3.  Start date and duration    : 

4.  Date of joining      : 
5.  Mailing address     : 

6.  Telephone :                 Fax :   e-mail:  

 

I have opened the following bank account where payments of stipend and 
allowance can be sent. (To be completed by candidates sponsored through 

Nationally Executed Projects only ). 

 
Account Name     : 

Name of the Bank     : 

Complete Address of th e Bank   : 
Bank Account No.     : 

BSB No.      :    

Swift Code      :        
  

Name:         Position Title:      Signature and date:  

 

Official address in Bhutan:  
 

Place: 

          
    (COUNTERSIGNED)     

Place: 

 
Sign and Date:    (Course Supervisor/Head of Institute)  

Name   : 

Position Title  : 
Address   : 

Telephone   :    Fax:      e-mail:  
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ANNEXURE 9/10  

FEEDBACK FORM (to be completed by a candidate only after availing training )  

Please tick/ cross the ratings appropriately  

Training & Duration:   

Sl. 

No.  
Particulars  

Strongly 

Agree  
Agree  Neutral  Disagree  

Strongly 

Disagree  

1 Relevance: I found the 
Training relevant.  

     

2 Institute:   

i  Suitability : I found the 
institute most suitable for this 
training.  

     

ii  Resource Persons: Resource 
Persons were knowledgeable.  

     

iii  Service/Facility: Services and 
facilities were good.  

     

iv  Environment: Training 
environment was conducive.  

     

3 I had no problems in processing my:   

  I Security Clearance Certificate       

  ii  Audit Clearance  Certificate       

iii  Medical Certificate       

4 Support from my Agency:   

i  Nomination/Selection was 
transparent, fair and merit -
based.  

     

ii  Processing was on time.       

iii  Dealing Official (s) was 
professional in service delivery.  

     

5 Support from RCSC, if applicable:   

i  Clarification (s) sought was 
clear.  

     

ii  Clarification (s) sought was 
prompt.  

     

iii  Dealing Official (s) was 
professional in service delivery.  

     

6 Areas for improvement:  

7 Any other observation/recommendation:  

 

 

 

Name & Signature:                            Agency:                                     Date:  

Thank you for completing this form.  Information shall be used for the purpose of improving 

service delivery only.  
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ANNEXURE 9/11  

CHECK -LIST FOR REVI EWING AND APPROVING SHORT -TERM TRAININGS  

 

Name: éééééééé.. EID No.: ééé..é. Position Title: éééé..éééééé 

 
Name of Agency: éééééééééééé 

 

Course Tit le: éééééééééééééé 

 

Forms  

 

a. Training Proposal from the 

Division/Section/Services  

b.  In -service Training Nomination Form  

c. Copy of Citizenship Identity Card  

d.  A copy of Audit Clearance Certificate  

e. Security Clearance  

f.  Acceptance/Invitation Letter from Institute  

g. Medical Certificate, if required by the 

Institute/Country  

(Yes  No)* 

 

Rules and 
Procedures  

a. Fulfillment of Minimum Years of Service  

b.  Relevance of Training  

c. HRD Master Plan/Ad hoc:  

i.  Planned  

ii.  Ad hoc  

d.  Training Gap Requirement Fulfilled  

 

 

Past Training 
Record  

Number of Trainings Availed:  

i.  Long -term  

ii.  Short -term  

 

 _____ 

 _____ 

Decision of 

the HR 
Committee  

i.  If Approved, copy attached  

ii.  Not approved  

 

 

Processed by HR  Officer : 

               Signature and date:  
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               Name:  

ANNEXURE 9/12  

 

PRE-DEPARTURE BRIEFING (PDB) POINTS FOR SHORT -TERM TRAINING  

 

As an official nominee of the Royal Government of Bhutan, a candidate shall:  

 

i.  Learn optimally to acquire knowledge and skills for the benefits of the 

Agency/Country/individual;  

ii.  Conduct himself in a manner befitting his status and acceptable to the Institute;  

iii.  Refrain from engaging in p olitical, criminal or commercial activity;  

iv.  Not change the training or the Institute specified in the Letter of  Award;  

v. Complete the training  successfully  within the duration prescribed in the Letter 

of Award; and  

vi.  Return immediately and report to the HR Division/Section of the Agency with 

Joining Report and certificate after completion of training  

 

 

 

 Name of the candidate:      EID No . 

 Position Title:  

 E-mail:  

 Contact No.:  

 

  

                        Signature and date  

 

 

  Briefed by : _______________ 

 

 Name:  

  Position Title:  

 

 

                           Signature and date   
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ANNEXURE 9/13  

 

Joining Report Upon Completion of Training  (both LTT & STT)   

 

Chief/Sr./HR Officer   

.....................................  

.....................................                                                                                                                                          

 

Sir/Madam,  

 

As per the Letter of Award ..................... dated ............. ........,  the undersigned 

has successfully completed the training and hereby would like to report to the 

Agency on ééééééé. The following documents are attached herewith: 

 

1.  Training Report;  

2.  Feedback Form  (STT only) ; and  

3.  Certificate from the Institute.  

 

 

 

 

Yours faithfully/sincerely,  

 

 

Signature & date:  

Name:   

EID No.:                                

Position Title:    

Agency:  
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ANNEXURE 9/14  

 

TRAINING REPORT FORM (to be att ached with Joining Report Form 

Annexure 9/13)  ð both LTT & STT  

 

 

Chief/Sr./HR Officer  

 

éééééééééé. 

 

éééééééééé. 

 

 

Ref:  Letter of Award No:                                      Date:  

 

I have completed the training as per details below:  

 

1.  Course Title      : 

2.  Loca tion (Institute, City, Country)  : 

3.  Commencement Date & Duration   : 

4.  Completion Date     : 

 

 

I.  Describe courses/subjects covered during the training (please use extra 

pages if required).  

 

 

II.  Propose how the knowledge and skills gained from the course can be 

utilis ed to further improve the effective delivery of services of  the Agencies . 

 

  

   

        Signature and date:      EID No.  

        Name:  

        Position Title:       

        Agency:  
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ANNEXURE 9/ 15  

Calculation of Rural Posting Weightage  

 
A.  Assignment of rank and point for Rural Areas  

 

 

C1 C2 C3 C4 C5 

Rank of 

Rural Areas 

No. of years for 

Max. Point 

Maximum 

Point 

Point  

Per Year 

Rural Posting Weightage 

 

8 5 5 1.00  

 

 
C2 x C4 

7 6 5 0.83 

6 7 5 0.71 

5 8 5 0.63 

4 9 5 0.56 

3 10 5 0.50 

2 11 5 0.45 

1 12 5 0.42 

 
*Serving 5 years in a place ranked 8 = 5 points 

*Serving 12 years in a place ranked 1 = 5 points 
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B.  Ranking of Dzongkhags and Gewogs  

 
 

 

Sl . 
# 

Dzon gk ha g 
(H.Qs) 

Rank  Dun gk ha g 
(H.Qs) 

Rank  Geog Rank  
 
 

1 

 

 

     Bumtha ng 

 
 

2 

  Chu mm ey 3 

Chokh or 3 
Ura  4 

Tang  4 
 
 
 
 
 
 
 

2 

 
 
 
 
 
 
 
      Chu kha  

 
 
 
 
 
 
 

2 

 
 
 
 
 
 
 
Phu entsholi ng 

 
 
 
 
 
 
 
0 

Chapcha  4 

Phu entsholi ng 0 
Dar la 4 
Samph eling 4 

Bja pchho 3 
Bongo 5 

Gelli ng 5 
Dungn a 8 

Getena 8 
Logch in a 5 

Metakha  8 
 
 
 
 
 
 
 
 

 
3 

 
 
 
 
 
 
 
 

 
     Dagana 

 
 
 
 
 
 
 
 

 
4 

 
 
 
 
 
 
 
 

 
Lhamoizingkha  

 
 
 
 
 
 
 
 

 
5 

Goshi  4 
Tash id ing 4 

Tsend agang 4 
Dru jegang 5 

Tseza 5 
Kana  4 
Kh ib isa  5 

Tsha ngkha  6 

Kar mal in g 6 
Geserl in g 5 
Nichu la 6 

Laja  6 
Lhamoizingkha  5 

Dorona 6 
 
 

4 

 
 
     Gasa 

 
 

4 

  Khamey  4 
Khatey  4 

Laya 7 
Lun ana 8 

 

 
 
 

5 

 

 
 
 

     Haa 

 

 
 
 

3 

 

 
 
 

Sombekha 

 

 
 
 

7 

Uesu  3 
Bjee 3 

Kat sho 3 
Samar  4 

Gakili ng 6 
Sombekha 7 
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Sl . 
# 

Dzon gk ha g 
(H.Qs) 

Rank  Dun gk ha g 
(H.Qs) 

Rank  Geog Rank  
 
 
 
 
 

6 

 
 
 
 
 

      Lhu entse  

 
 
 
 
 

4 

  Metsho  5 

Minjey 4 
Kurt oe 5 

Menbi 5 
Tsenkhar  5 

Gangzu r 4 
Jarey  6 

Kh oma 5 
 

 
 
 
 
 
 
 
 
 
 
 

7 

 

 
 
 
 
 
 
 
 
 
 
 

       Mongar  

 

 
 
 
 
 
 
 
 
 
 
 

2 

 

 
 
 
 
 
 
 
 
 
 
 

Werr ing la 

 

 
 
 
 
 
 
 
 
 
 
 

8 

Ngatsha ng 3 
Monggar  2 

Chaskhar  4 
Dramitse  4 

Balam 4 
Chali  3 

Shermun g 5 
Drepong 4 

Sali ng 6 
Silambi  8 

Gongdu e 8 
Ju rmey 7 
Kengkhar  7 

Nara ng 6 
Thangrong 6 

Tsakal in g 5 
Tsamang 5 

 
 
 
 
 

 
8 

 
 
 
 
 

 
        Paro  

 
 
 
 
 

 
1 

  Dotey 2 
Hung rel  2 
Lamgong 2 

Naja  2 
Shaba 2 

Wan gchang 2 
Dogar  2 

Tsento  2 
Dop Shari  2 

Lungn yi 2 
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Sl . 
# 

Dzon gk ha g 
(H.Qs) 

Rank  Dun gk ha g 
(H.Qs) 

Rank  Geog Rank  
 
 
 
 
 
 
 

9 

 
 
 
 
 
 
 
Pema Gatshel  

 
 
 
 
 
 
 

4 

 
 
 
 
 
 
 
Nganglam  

 
 
 
 
 
 
 

4 

Shumar  4 

Zobel 4 
Khar  4 

Ur un g 5 
Nanong 6 

Choekhorl in g 7 
Chimun g 5 

Chongsh in g 4 
Dechenli ng 7 
Dung min  6 

Norbug ang 7 
 
 
 
 
 
 
 
10  

 
 
 
 
 
 
 
 Pun akha  

 
 
 
 
 
 
 

1 

  Barp  2 

Talo  3 
Toeb 2 

Dzomi 2 
Gumm a 2 

Chub u 3 
Shengana 3 

Toewang 3 
Goenshari  4 
Kabj isa 3 

Limbu kha  3 
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 Samtse 

 
 
 
 
 
 
 
 
 

 
2 

Tash ichoeli ng 3 Tash ichoeli ng 3 

Dorokha  5 Sa-ngag chhoeling 3 

  Phu entshog  Pelri  3 
Ugyentse  3 
Yoeseltse  3 

Norbug ang 3 
Samtse 2 

Norgaygang 5 

Pemal in g 4 

Namgay Choeling 4 
Tadin g 4 

Tend u  4 

Dophu chen  5 
Denchu kha  6 
Dumtoe 6 
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Sl . 
# 

Dzon gk ha g 
(H.Qs) 

Rank  Dun gk ha g 
(H.Qs) 

Rank  Geog Rank  
 
 
 
 
 
 
 
12  

 
 
 
 
 
 
 
Samdrup 

Jongkhar  

 
 
 
 
 
 
 
0 

Jomotsha ngkha  4 Deotha ng 2 

Samdrup 
Choeli ng 

4 Pematha ng 4 

  Phu entshotha ng 4 
Martsh alla  4 

Serthi  5 
Wan gph u 5 

Gomdh ar  4 
Orong 4 

Langchenph u 4 
Samrang 5 
Lauri  7 
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 Sarpang 

 
 
 
 
 
 
 
 

2 

 
 
 
 
 
 
 
 

   Gelephu  

 
 
 
 
 
 
 
 

0 

Dek ili ng 2 
Gelephu  1 

J igmecholi ng 2 
Shompangkha  2 

Bhu r 2 
Hilley  3 

Tara ytha ng 5 
Sengye 5 

Chuz agang 2 
Sershong 3 
Umli ng 3 

Doban  7 
 
 
 
 
 

14  

 
 
 
 
 

 Thimp hu  

 
 
 
 
 

0 

 
 
 
 
 

    Lingzh i 

 
 
 
 
 

8 

Kawang 1 

Mewang 1 
Genekha  2 

Chang 1 
Dagala  2 
Lingzh i 8 

Soey 7 
Naro  7 
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Sl . 
# 

Dzon gk ha g 
(H.Qs) 

Rank  Dun gk ha g 
(H.Qs) 

Rank  Geog Rank  
 
 
 
 
 
 
 
 
 
 
15  

 
 
 
 
 
 
 
 
 
 
Trash igang 

 
 
 
 
 
 
 
 
 
 

3 

Thr imsh in g 4 Kan glun g 3 

Wamrong 3 Bi dun g 4 
Sak teng 7 Barts ham 4 

  Phongmey 4 
Kha ling 3 

Radh i 4 
Lumang 6 

Yangner 4 
Samkhar  3 
Shongph u 4 

Uzorong 4 
Kan gpara  6 

Thr imsh in g 4 
Merak  7 

Sak teng 7 
 
 
 
 
 

16  

 
 
 
 
 

Trashi  Yangtse 

 
 
 
 
 

3 

  Taetsho  5 

Jamkhar  5 
Kham dang 5 

Ramjar  5 
Tongzh ang 4 
Yalang 6 

Yangtse 4 
Bumdeling 5 
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Trongsa 

 
 
 

2 

  Langthel  4 
Tangsibi  4 

Nub i 3 
Drakt eng 4 
Korph u  5 
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Sl . 
# 

Dzon gk ha g 
(H.Qs) 

Rank  Dun gk ha g 
(H.Qs) 

Rank  Geo
g 

Rank  
 
 
 
 
 
 
 
 

18  

 
 
 
 
 
 
 
 

Tsira ng 

 
 
 
 
 
 
 
 

2 

  Kilkh orat hang 2 
Goseli ng 4 

Rangtha ngli ng 2 
Tsholi ngkhar  2 

Semjong 4 
Sergit hang 4 
Dung lagang 4 

Mendrel gang 4 
Tsira ngtoe 4 

Bars hong 5 
Phu entenchu  5 

Patsha ling 4 
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Wan gdu e 
Phodrang 

 
 
 
 
 
 
 
 
 
 

2 

  Gasetshog 
Gom 

4 

Gasetshog 
Wom 

4 

Kha zhi 4 

Nahe 4 
Nisho 4 

Phangyu l 4 
Rubisa  4 
Thets ho 3 

Bjena  4 
Dangchu  5 

Gangtey 4 
Phobjik ha 4 

Seph u 4 
Daga 6 

Athang 7 
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 Zhemgang 

 
 
 
 
 

4 

 
 
 
 
 

Panb ang 

 
 
 

 
6 

Trong 4 
Gosh in g 5 

Nangkh or 5 
Ngangla 6 

Phangkhar  6 
Bar do 6 

Bj oka  7 

 Shingkhar  6 
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CHAPTER 10: LEAVE  

 

10.1.  Policy  

Leave shall be granted to a civil servant to:  

10.1.1.  Enable him to be away from duty for genuine reasons without 

having to leave the job permanently; and  

 

10.1.2.  Facilitate periodic rejuvenation.  

 

10.2.  Category of Leave  

 A civil servant shall be entitled to the following categories of leave:  

i.  Casual Leave;  

ii.  Earned Leave;  

iii.  Bereavement Leave;  

iv.  Maternity Leave;  

v. Paternity Leave;  

vi.  Medical Leave;  

vii.  Study Leave; and  

viii.  Extraordinary Leave.  

 

10.2.1.  Casual Leave    

10.2.1.1.  A civil servant shall be granted casual leave for a short 

period on account of illness or urgent personal  affairs 

and he shall be considered on duty for all purposes.  

 

10.2.1.2.  Casual leave shall be admissible for a maximum of 10 

working days during a financial year.  

 

10.2.1.3.  The unused casual leave shall be carried forward and 

added to the earned leave.  
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10.2.1.4.  Unused casual leave shall be carried forward  and  

accumulated by a civil servant in teaching profession. 

It shall be accumulated only to a maximum of 90 days  

and accordingly be eligible for encashment as per rule . 

 

10.2.1.5.  Granted even for half -a-day.  

 

10.2.1.6.  Half day shall be debited to the Casual Leave account 

when it is availed on Saturday.  

 

10.2.1.7.  Granted by the immediate supervisor of the applicant.  

 

10.2.1.8.  Allowed to be availed by a civil servant while on tour 

with the approval of the competent authority, but Daily 

Allowance shall not be admissible for the days of 

Casual Leave.  

 

10.2.1.9.  Allowed to be availed by a fresh appointee joining 

service in the course of a financial year, proportionately 

calculated on a monthly basis.  

 

10.2.1.10.  Casual Leave account shall be maintained in respect of 

every civil servant.  

 

10.2.2.  Earned Leave  

10.2.2.1.  A civil servant shall earn leave with gross pay at the 

rate of 2.5 (two and half) days for every completed 

month of s ervice, except during the probation period . 

 

10.2.2.2.  Earned leave shall be accumulated only to a maximum 

period of  90  days.  
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10.2.2.3.  Government holidays and weekly off days (Saturdays 

and Sundays) within the period of the earned leave 

sanctioned to a civil servant shall not be counted as 

earned leave. This privilege shall also be extended to 

those civil servants for whom Satur days are otherwise 

working days.  

 

10.2.2.4.  Earned leave shall be granted by the head of the 

Agency of the minimum rank of a head of Department/  

Dzongkhag /Regional office/Institutes except for self for 

whom it shall be granted by the controlling officer. The 

powers to grant earned leave may be delegated to 

authorities under them as found  necessary . 

 

10.2.2.5.  A civil servant shall not accrue earned leave during the 

period of training exceeding one month . 

 

10.2.2.6.  A member of the teaching profession entitled to annual 

vacation shall not be entitled to earned leave . 

 

10.2.2.7.  In an academic year, a civil servant in the Teaching 

Profession shall be entitled to:  

a. Full paid annual vacation for rendering a 

minimum of seven months service;  

b.  One month paid vacation for rendering less than 

seven months but three months or more  service; 

and  

c.  No paid vacation for rendering less than three 

months service.  

 

10.2.2.8.  A civil servant joining a new post on transfer without 

availing the full joining time shall be entitled to credit 
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the number of days of un -availed joining time to the 

earned leave account subject to the maximum limit of  

90 days of earned leave.  

 

10.2.3.  Bereavement Leave  

 In the event of death of a family member, parent, spouseõs parent, 

and sibling, Bereavement Leave of 21  days , including weekends 

and holidays,  shall be provided to a civil servant on each 

occasion.  

  

10.2.4.  Maternity Leave  

10.2.4.1.  Maternity Leave with basic pay  for a total period of 

three months from the date it commences shall be 

admissible to a civil servant. The Maternity Leave shall, 

at the latest, commence from the date of delivery.  

 

10.2.4.2.  Maternity leave of one additional month shall be 

granted for twins or more  and premature birth . 

 

10.2.4.3.  Maternity Leave with basic  pay shall be admissible 

during miscarriage for a maximum period of one month 

on production of a medical certificate.  

 

10.2.4.4.  Maternity Leave may be combined with any other form 

of leave, subject to above Section.   

 

10.2.4.5.  Government holidays shall be prefixed or suffixed, but 

holidays intervening the maternity leave shall be 

counted as leave.  
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10.2.4.6.  Maternity Leave shall be granted by the respective 

controlling officer on production of medical certificate, 

each time.  

 

10.2.4.7.  To faci litate baby feeding, a mother with bab y/ ies up to 

12 months may be allowed to extend lunch time from 

12 noon to 2 pm. In case of those providing direct 

services such as teaching and medical professions, the 

management shall ensure that services are not 

affected.  

 

10.2.4.8.  Agency shall facilitate and make appropriate 

arrangement for a feeding mother, where normal 

working time is not followed.  

 

10.2.4.9.  Maternity leave shall be granted for a legally adopted 

new-born baby until the baby is three months old.  

 

10.2.5.  Paternity Leave  

10.2.5.1.  A civil servant shall be granted Paternity Leave of five 

working days  and 10 working days for twins or more , 

premature birth and caesarean ; and  

 

10.2.5.2.  The Paternity Leave may be combined with other forms 

of leave and shall be prefixed or suffixed to public 

holiday s. 

 

10.2.6.  Medical Leave  

10.2.6.1.  A civil servant, who has been certified as incapable of 

performing duties due to illness or injury shall be 

granted Medical Leave on production of a medical 
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certificate issued by a medical authority in Bhutan as 

detailed below for the periods:      

a. Up to o ne month       - A Medical Doctor   

b.  Up to six months          - Medical Board of Doctors   

appointed by the Ministry 

of Health.  

c. Exceeding six months  - Ministry  of Health  on the 

recommendation of a  

Medical Board appointed 

by the Ministry of Health . 

 

10.2.6.2.  A civil servant shall be entitled to a maximum of three 

years of medical leave after which he shall be retired 

under ERS with post -service benefits.  

 

10.2.6.3.  Medical leave  exceeding one month shall be approved 

by the HR Committee and for less than one month it 

shall be approved by Head of the Division/Department.  

 

10.2.6.4.  A civil servant on medical leave shall be entitled to 

gross pay. However, if the Medical Leave exceeds one 

mont h allowances attached to professional practice if 

any, shall cease  to be paid for the subsequent period .  

 

10.2.6.5.  A civil servant, who has been granted Medical Leave for 

more than th ree months, on re -joining the duties, shall 

be required to produce a medical certificate of fitness to 

perform the duties.  

 

10.2.6.6.  A civil servant shall be granted the Medical Le ave for a 

maximum period of one month to escort a direct 

dependant of the civil servant concerned. HR 
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Committee of the Agency may grant extension based on 

medical report.   

 

10.2.6.7.  Medical Leave to escort shall be sanctioned only by the 

HR Committee of the Agency.  

 

10.2.6.8.  A civil servant shall be entitled to TA/DA as per the 

medical referral treatment rules  and regulations.  

 

10.2.7.  Study Leave  

10.2.7.1.  Study Leave shall be granted to a civil servant to 

enable him to pursue a long -term training.  

 

10.2.7.2.  Study Leave shall be granted only to pursue relevant 

courses offered by a recognised University/Institute. All 

such courses/training pursued by a civil servant 

therefore, shall require the recommendation  of the 

Agency concerned.  

 

10.2.7.3.  A civil servant shall be e ntitled to a total of 36 months 

Study Leave with pay in the entire service period, 

except to pursue ex-country bachelorõs degree. A civil 

servant may avail Study Leave without pay if long -term 

training require more than the entitled 36 months.  

 

10.2.7.4.  For a medic al doctor to pursue Masters Degree in 

clinical field, study leave shall be as per the Instituteõs 

requirement/Confirmation of Enrolment.  

 

10.2.7.5.  Study Leave exceeding 36 months may  be approved 

based on the relevance and need as justified by the 

Agency concerned.  
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10.2.7.6.  When the long -term training is directly relevant to the 

candidateõs current job, study leave with pay and 

benefits shall be granted.  

 

10.2.7.7.  When the long -term training is not directly relevant to 

the candidateõs current job, study leave without pay 

and benefits may be granted but his position in the 

Civil Service shall not be protected.  

 

10.2.7.8.  Study Leave shall be granted to a civil servant for the 

actual duration of the approved training and journey 

periods.  

 

10.2.7.9.  A civil servant applying for Study Leave shall produce 

evidence to the effect that he has secured admission to 

the training. On his return from the leave, 

documentary evidence shall be submitted to show that 

he has completed the course.  

 

10.2.7.10.  Training period up to 18 months for any single 

training shall be counted as part of active service for 

the purpose of promotion.  

 

10.2.7.11.  The time spent in -country/Office while doing a 

mixed -mode long -term training shall be considered as 

part of active service for  all purposes while the time 

spent at the Institute shall be governed by  Section 

10.2.7.10  above.  

 

10.2.7.12.  A civil servant granted Study Leave with pay and 

benefits for any single long -term training shall be 

entitled to the full basic pay for a period of twelve 
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months. When the duration exceeds twelve months, 

he shall be entitled to fifty percent of the basic pay for 

the remaining period.  

 

10.2.7.13.  The RCSC shall be the competent authority for 

granting long -term Study Leave based on 

recommendation of the HR Committee of Agencies.  

 

10.2.7.14.  The period of Study Leave shall be considered as part 

of active service for the purpose of retirement benefits.   

10.2.8.  Extraor dinary Leave  (EOL) 

10.2.8.1.  EOL shall be granted to a civil servant up to a 

maximum period of 24 months in total  during the 

entire service period.  

 

10.2.8.2.  A civil servant shall not be eligible for EOL during the 

probation period or if he is serving an administrative 

penal ty.  

 

10.2.8.3.  A civil servant shall be eligible for EOL for more than 

three months, only after rendering a minimum of four 

years of service excluding probation period.  

 

10.2.8.4.  EOL shall be granted to a civil servant only after 

fulfilling all conditions of service laid do wn under the 

training rules, if he has undergone 

training/secondment.  

 

10.2.8.5.  A civil servant who has availed EOL shall be eligible for 

long -term training after serving a minimum period 

equal to the actual duration of EOL, and short -term 
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training after serving mi nimum period of six months, 

both counted from the date of joining duty.  

 

10.2.8.6.  Government holidays may be prefixed and/or suffixed 

to EOL, but Government holidays intervening the 

period of leave shall be considered as leave.  

 

10.2.8.7.  Total period of EOL availed during the entire service 

shall be excluded while calculating the number of 

completed years of service rendered by a civil servant 

as on the last day of his service for the purpose of 

gratuity claims . 

 

10.2.8.8.  Remuneration and other benefits of the post held shall 

not be  granted to a civil servant for the days of EOL.  

 

10.2.8.9.  Promotion processed prior to availing EOL, if granted, 

shall be effected only on rejoining the service.  

 

10.2.8.10.  A civil servant occupying Government accommodation 

shall vacate it when the civil servant is granted EOL for 

a period exceeding three months  at a time.  

 

10.2.8.11.  The Agency in charge of housing shall be informed of 

the EOL sanctioned to a civil servant by the Agency 

concerned immediately upon approval.  

 

10.2.8.12.  A civil servant applying for EOL shall furnish specific 

reasons in the application along with a completed and 

signed Undertaking ( Annexure 10/1 ), stating the 

reasons mentioned in the applications are true.   
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10.2.8.13.  A civil servant availing EOL shall be liable for major 

administrative action if he is found to breach the 

Undertaking.  

 

10.2.8.14.  A civil servant may be granted the EOL for the 

following purposes:  

a. Pursuing studies, when the study leave is not 

permissible.  

 

b.  Family/ personal  problems, when the attention of 

the official concerned is genuinely required.  

 

10.2.8.15.  A civil servant shall not avail EOL for full -time salaried 

employment and consultancy;   

 

10.2.8.16.  The position of a civil servant shall not be protected 

while availing EOL beyond six months.  

 

10.2.8.17.  Authority to grant EOL  

 The authority to grant EOL to a civil servant shall be:  

a) EX/ES (1 -3) - RCSC  

b) EX/ES (2 -3) - Constitutional Offices (HR 

Committee)  

c) P1-O4  - Agencies (HR Committee)  

 

10.2.8.18.  A civil servant failing to join the service after 

completion of the EOL shall be compulsorily retired.  

 

10.3.  Encashment of Leave  

10.3.1.  A civil servant who has at least 30 days earned leave a t credit shall 

be permitted to e ncash 30 days of earned lea ve, subject to the 

following conditions:  



 

230  

 

10.3.1.1.  The amount payable on encashment of 30  days earned 

leave shall be equal to the civil servant's one monthõs 

basic pay  as on the date of encashment.  

 

10.3.1.2.  Thirty days earned leave enchased shall be debited to 

the earned leave account on the date of such 

encashment.  

 

10.3.1.3.  Only one encashment of earned leave is allowed during 

a financial year.  

 

10.3.1.4.  Notwithstanding Section 10.3.1.3 , a civil servant 

leaving the service for any reason shall be permitted to 

encash the entire earned leave at credit.  

 

10.3.1.5.  Similarly, a civil servant in the teaching profession 

leaving the service for any reason shall be paid full 

salary for the entitled vacation period subject to 

Section 10.2.2.8 . 

 

10.3.1.6.  If a civil servant on annual vacation is required to 

attend official duties he  shall be paid  basic  pay and 

TA/DA  for the number of vacation days on duty in 

addition to normal salary.   However, this shall not be 

applicable for travel outside Bhutan.  

 

10.3.1.7.  A civil servant shall be entitled to leave encashment  

during the study leave  provided he has adequate leave 

balance prior to his departure.  
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10.3.2.  A civil servant in teaching profession shall be entitled to encash the 

accumulated C asual Leave of at least 30 days as per the conditions 

specified above.  

 

10.4.  Leave Travel Concession (LTC)  

10.4.1.  An amount equal to one month basic pay as an LTC shall be paid to 

a civil servant once in a financial year  with the maximum ceiling as 

approved by the Government.  

 

10.4.2.  A civil servant shall be eligible for the LTC during the training 

period.  

 

10.4.3.  A civil servant shall not be eligible for the LTC during the probation 

period /EOL . If a civil servant completes the probation period /EOL  

in the course of a financial year, he shall be entitled to the LTC only 

in the following financial year.  

 

10.5.  General Rule  

10.5.1.  A civil servant shall not claim leave as a  matter of right.  

  

10.5.2.  A civil servant , even on leave, shall be considered on duty at any 

time in a day and can be called on duty by the appropriate 

authority at any time of a day according to exigencies of service.  

 

10.5.3.  Except in the case of sudden illness or unforeseen circumstances, 

no civil servant shall remain absent from duty or leave station 

without prior permission from  the immediate superior.    

 

10.5.4.  A controlling officer  shall plan the leave for his subordinates in 

consultation with them. The approval of t he competent authority 

shall be obtained well in advance.  
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10.5.5.  Submission of application for leave by a civil servant does not imply 

that the leave is approved till a written order is passed to that effect 

by the competent authority.  

 

10.5.6.  Leave shall not be appro ved beyond the date of superannuation.  

 

10.5.7.  If a civil servant fails to return to duty on expiry of the leave, the 

Agency shall discontinue payment of salary until appropriate 

disciplinary action is taken.  

 

10.5.8.  Joining  time on transfer may be suffixed to any form of leave.  

 

10.5.9.  All  Leaves shall be appropriately recorded and accounted in the 

formats given  in the service book.  

 

10.5.10.  Leave shall be availed as per format provided at Annexure 10/2 . 

 

10.6.  Revocation of Leave  

A competent authority shall have discretionary power to revoke leave based 

on exigencies of the service.  

 

10.7.  Unauthoris ed Absence  

10.7.1.  Unauthoris ed absence shall not be regularized through grant of  

leave, even if leave is available at credit.  

  

10.7.2.  However, s hould the HR Committee of the Agency be convinced that 

the civil servant has remained absent under unavoidable 

circumstances and deserves regularization, leave may be granted as 

per the entitlement of the individual civil servant.   
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10.8.  Accountability  

Leave availed in contravention to this Rule  shall be considered illegal  and  the  

civil servant concerned shall be liable for administrative actions.   
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ANNEXURE 10 /1  

UNDERTAKING  

I, »»»»»»»»»»»»»»»»»»»»»»»», a regula r civil servant bearing 

EID No. éééééééé., serving as ééééééééééééé.. in 

ééééééééééééé....., hereby accept to avail EOL for a period of éé....... 

months with effect from éééééééé.. and  

I hereby undertake to:  

 1.  Use the EOL only for reasons mentioned in my application;  

 2.  Not engage in any other activity , including full -time salaried employment 

and consultancy;   

 3.  Abide by all relevant provisions of the CSAB 2010, BCSR 2012, and other 

relevant laws and rule s of the country;  and  

 4. Accept any disciplinary action if I f ail to abide by this undertaking.  

 

I hereby do confirm that I have been briefed on all rules governing my EOL and I 

have understood them, including the implications and consequences of violating 

them.  

 

In particular, I understand that if I fail to abide b y any one of the above stated 

conditions, I shall be liable for legal action by the Government.  

 

             Sd/ - 

Place:          (Affix Legal Stamp)  

Date:                Name :  

Witness  

Name:        Present Address:  

CID No.:        Permanent Address:  

 

 

Caution:  This is an important legal document and therefore, should be executed 

after clearly understanding all the responsibilities, liabilities and 

implications.  
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ANNEXURE 10/2  

 
ROYAL CIVIL SERVICE COMMISSION  

LEAVE REQUEST AND APPROVAL  FORM   

Date: éééééé.. 
To : ééééé 

From  : ééééé 

 

Kindly grant me leave as follows:  
 

Sl. 
No.  

Type of Leave  

Select 

to 
Avail 

(ã) 

Duration  

Remarks  Start 

Date  

End 

Date  

Total  

1 Earned Leave      * 

2 Casual Leave      * 

3 Maternity Leave      Attach evidence  

4 Paternity Leave      Attach evidence  

5 Medical Leave      Attach evidence  

6 Extraordinary Leave      Execute Legal Undertaking  

7 Bereavement Leave       

 

* Submit reasons:  

éééééééééééééééééééééééééééééééééééééééé.
éééééééééééééééééééééééééééééééééééééééé.  

 

 

Signature of Applicant  

 
* Until today, the éé.. (date) of ééé (month), ééé. (year), the applicant has 

éééé. days of earned leave, and éééé.. days of casual leave remaining. 

 
     Recommended                                                     Not Recommended  

 

 
Signature  

HR Officer  

 

Approved by:   Signature of Supervisor /Manager  

 

 
Approved by: HR Committee meeti ng N o..é.. datedéé. for (i) medical leave 

beyond one month and (ii)  EOL.  

 
 

Signature  of HR Officer   
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CHAPTER 1 1: REMUNERATION , ALLOWANCE S AND BENEFIT S 

 
11.1.  Policy  

11.1.1.  Pay adequate remuneration , allowances  and benefits to civil 

servants . 

 

11.1.2.  Ensure judicious administration of compensation within the Civil 

Service founded on the principle of equal pay for  work of equal 

value . 

 

11.1.3.  Maintain a competitive remuneration structure . 

 

11.1.4.  Attract and retain the best and the brightest civil servants . 

 

11.1.5.  Motivate civil servants.  

 

11.2.  Determination of remuneration and allowances  

 Salary, allowances, benefits and other emoluments of the civil servants 

shall be determined by the Royal Government as per the Constitution.  

  

11.3.  Pay Fixation  

11.3.1.  On Initial Appointment  

 The basic pay of a civil servant on initial appointment shall be fixed 

at the minimum of the scale.  

 

11.3.2.  On Promotion  

11.3.2.1.  On promotion, the pay of a civil servant shall be fixed 

at the minimum of the pay scale prescribed for the 

higher position.   

 

11.3.2.2.  Where the minimum of the pay scale of the higher 

Position Level  is less than the pay actually drawn by 
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the civil servant in the lower scale or when the 

difference between them is less than the amount of 

one annual increment in the higher scale, an amount 

equal to one annual increment in the higher scale 

shall be added  to the pay drawn by the civil servant.   

 

11.3.2.3.  When a civil servant is promoted with effect from a date 

on which the  annual increment is to be granted, the 

annual increment in the lower Position Level  shall be 

released first and the  pay shall then be re -fixed i n the 

pay scale of the higher Position Level .  

 

11.3.3.  On Demotion  

    The pay of a civil servant on demotion shall be fixed at the 

minimum of the pay scale for the position he is demoted to.  

 

11.3.4.  On return  from Secondment  

11.3.4.1.  A civil servant, on return from secondment  to an 

agency outside the Civil Service , and projects  shall be 

placed in the same Position Level  and pay scale held by 

the official immediately before the secondment.  The 

pay in the respective Position  Level/pay scale shall be 

fixed after taking into account the increment that 

would have been sanctioned to him during the period 

of secondment.  

 

11.3.4.2.  However, when the civil servant is promoted during the 

period of secondment, the pay of the official shall be re-

fixed in the Civil Service pay scale first in accordance 

with Section  11.3.4.1 . above as on the date of 

promotion. The pay and  benefits drawn by the official 
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in the organisation  to which he is seconded shall have 

no bearing in re -fixing the pay on return.   

 

11.3.5.  On return from EOL  

    A civil servant shall not be entitled to increment during EOL. The 

pay fixation on return from EOL shall be based on the pay scale 

held by the official  immediately before the EOL . 

   

11.4.  Annual Increment  

11.4.1.  Annual Increment, in the respective pay scale, shall be given to all 

civil servants based on their performance .  

 

11.4.2.  Agency shall sanction the annual in crements to their subordinate 

civil servants.  

 

11.4.3.  A non -performing civil servant with ôImprovement N eededõ rating 

shall receive no increment.  

 

11.4.4.  Date of Increment  

11.4.4.1.  A civil servant shall receive increment on 1 st  January 

or 1 st  July upon serving a minimum of 12 months.  

 

11.4.4.2.  A civil servant who is demoted shall receive annual 

increment on 1 st January or 1 st July upon serving a 

minimum of 12 months in that position.  

 

11.4.4.3.  Annual increment beyond the maximum ceiling of the 

pay scale of that Position Level  may be granted by the 

HR Committee  if  the civil servant does not have 

disciplinary, adverse or non -performance  record  during 

the last three years.  
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11.4.4.4.  In the event of separation, increment shall be released 

and considered for the purpose of gratuity and other 

benefits if he has completed 12 months of service after 

the previous increment.  

 

11.5.  Benefits  

11.5.1.  Duty Free Vehicle Quota  

  A civil servant in Position Level  P3 (without sub -level) and above 

shall be entitled to import one foreign vehicle o n completion of 

every seven year period from the date of registration of the last 

vehicle imported.  

 

11.5.2.  Allowance   

  A civil servant shall be entitled to the following allowances as may 

be determined by the Government from time to time:  

11.5.2.1.  Red Kabney  Allowance  

               A civil servant awarded a red kabney  shall be entitled 

to a monthly allowance approved by the Government.  

 

11.5.2.2.  Patang  Allowance  

               A civil servant awarded patang  shall be entitled to a 

one-time Patang Allowance approved by the 

Government.  

 

11.5.2.3.  Scarcity Allowance  

         The Government shall provide a Scarcity Allowance to 

attract  and retain professional civil servants in 

certain skills and occupational groups. It shall be 

removed as and when the problem is redressed.  
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11.5.2.4.  Officiating Allowance (OA) 

a. OA is payable for officiating positions in P1 

(without sub -levels) and above managerial 

positions, and heads of institutes only.  

 

b.  OA shall be sanctioned only to those in one to 

two Position Levels lower than the officiated 

Position.  

 

c. OA shall be payable to a civil servant officiating :  

(i) When t he incumbent in Position Level  P1and  

above managerial position , and  head of 

institute is not in office for more than a 

month ; and  

 

(ii)  When an  Agency is not able to fill in a vacancy 

through Open Competition as provided in this 

Rule  for more than a month but not exceeding 

six months . 

 

d.  Approval fo r OA for (i) above shall be accorded by 

the HR Committee of the Agency, and for (ii) 

above shall be accorded by the RCSC based on 

recommendation of the HR Committee of the 

Agency.  

 

e. HR Committee of Agencies shall ensure that OA 

is not misused.  

 

11.5.2.5.  High Altitude Allowance  

               A High Altitude Allowance shall be paid to a civil 

servant posted to a place which is 10,000 feet  and 
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above. The places for entitlement of this allowance 

shall be identified by the Agency/RCSC.  

 

11.5.2.6.  Difficulty Allowance  

  A Difficulty Allowance shall be paid to a civil servant 

including contract employees posted  to a place 

beyond one dholam from the motorable road , as 

determined by the Royal Government .  

 

11.5.2.7.  Uniform Allowance  

  A Uniform Allowance shall be paid to a civil servant 

who is required to wear a uniform by reason of his 

profession as determined by the Royal Government, if 

it is not provided in kind.  

 

11.5.2.8.  Other Allowances  

              Allowances for non -diplomatic civil servants, other 

than those posted in Embassies and Missions abroad 

shall be paid as per the rate approved by the 

Government.  

 

11.5.2.9.  Overtime  Allowance  

               An Overtime  Allowance  shall be provided to a civil 

servant holding a position at the S4 level and below, 

where they are required by the supervisor to work 

beyond the normal working hours, weekends and 

Government holidays.  

 

11.5.2.10.  Government Accommodation  

a. A civil servant mandated to stay in the 

Government quarter shall receive concession of 
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30% of the carpet area rent fixed by the 

Government.  

  

b.  A civil servant mandated to stay in the 

Government quarter shall vacate the Government 

quarter when he leaves for long -term training . 

 

11.6.  Non Admissibility  of Allowance(s)  

11.6.1.  A civil servant drawing allowance(s) attached to professional 

practices shall not be admissible to draw the allowance(s) while 

availing the following leave:  

11.6.1.1.  Maternity leave , except when it falls during annual 

vacation for a civil servant in teaching profession  

subject to Section 10.2.2.7 ; 

11.6.1.2.  Study leave  exceeding one month ; 

11.6.1.3.  Medical leave exceeding one month; an d 

11.6.1.4.  Extrao rdinary Leave.  

 

11.6.2.  A civil servant drawing allowance(s) attached to professional 

practices shall cease to draw the same upon transfer to a different 

profession.  

 

11.7.  Other Benefits  

A civil servant may be entitled to certain other benefits as may be decided by 

the Government.  

 

11.8.  Accountability  

11.8.1.  The remuneration and benefits of a civil servant fixed contrary to 

the provi sions in this Rule  shall be regarded as irregular and hence 

liable to be revoked by the RCSC /Agency .  
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11.8.2.  The authority responsible for such lapses shall be held accountable 

and liable for administrative actions.   
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CHAPTER 1 2: PERFORMANCE MANAGEMENT SYSTEM  

 

12.1.   Policy  

12.1.1.  Promote competence, merito cracy, productivity and morale.  

 

12.1.2.  Enhance fairness in career advancement , and reward and 

recognition . 

 

12.1.3.  Enhance profess ionalism and accountability.  

 

12.1.4.  Enhance both organisational  and individual development and 

effectiveness .  

 

12.2.  Strategy  

12.2.1.  Conduct regular or ganisational development review.  

 

12.2.2.  Promot e performance -based culture.  

 

12.2.3.  Institute a rigorous and transparent performance appraisal system.  

 

12.3.  Organisational Development Review  

12.3.1.  Every Agency shall within an interval of three to five years review 

vision, mission, performance standards, values & strategies, 

structure, staff ing  strategies , pattern , and  strength.  

 

12.3.2.  Every Agency shall annually appraise the achievement of the 

previous yearõs targets and set targets for the following year. This 

pertains to the Agency as a whole and each of its Departments and 

Divisions. Targets shall be the basis for performance appraisal.  

 

12.3.3.  Every Agency shall promote and maintain a conducive 

organisational cultu re through appropriate motivational measures.  
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12.3.4.  Every Agency shall  promote  a high performance culture through 

coaching, mentoring, training, guidance and other methods of 

cooperation and support between management and staff.  

 

12.3.5.  Executives in each Agency shall take full responsibility  for 

organisational development and performance culture.  

 

12.3.6.  All Executives and Managers shall avail themselves of appropriate 

training in organisational development, leadership and performance 

management.  

 

12.3.7.  The RCSC, relevant institutes and the HROs shall provide 

professional support for the above.  

 

12.3.8.  Every Agency shall ensure that the organisational development 

review is supported by e ffective performance management.  

 

12.4.  Promote a Performance -based Culture  

12.4.1.  Training  

Appropriate tra ining programme s shall be made available by the 

Agencies throughout the Civil Service to develop the competence 

required for effective performance management.  These shall 

include:  

12.4.1.1.  Understanding performance management policies;  

12.4.1.2.  Performance Appraisal System;  

12.4.1.3.  Performance M anagement;  

12.4.1.4.  Managing and coaching staff performance;  

12.4.1.5.  Giving and receiving feedback; and  

12.4.1.6.  Motivation and rewards.  
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12.4.2.  Performance Culture Survey  

12.4.2.1.  The performance of each Agency  may  be reviewed every 

three to five years through a performanc e culture 

survey covering staff and customer satisfaction. This 

may form a part of the organisational development 

review; and  

 

12.4.2.2.  The RCSC shall coordinate and monitor the 

performance culture survey.  

 

12.5.  Performance Appraisal System  

12.5.1.  The Performance Appraisal S ystem aims to:  

12.5.1.1.  Enhance performance of employees through 

continuous and objective performance planning, 

monitoring, reviewing and recognition;  

 

12.5.1.2.  Enhance productivity by aligning employee job 

responsibility to the organisational goals; and  

 

12.5.1.3.  Provide an objective basis for  HR actions including 

incentives, rewards and managing poor performance.  

 

12.5.2.  Scope 

The Performance Appraisal System shall cover all  civil servants , 

including those on probation and contract . 

 

12.5.3.  General Provision  

12.5.3.1.  Every employee of the Agency  shall be  provided with 

information on the Performance Appraisal S ystem.  

 

12.5.3.2.  Existing employees shall familiarise  themselves with 

the performance appraisal system, and new employees 
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shall be provided with this information through an 

induction programme . 

 

12.5.3.3.  For employees on long -term training, their academic 

performance at the Institute shall form their 

performance for appraisal for that period.  

 

12.5.3.4.  A civil servant on secondment shall be required to 

submit his annual performance appraisal to the Agency .  

 

12.5.3.5.  All Agencies , with the support of RCSC, shall facilitate 

training for all employees in the Agency  to enable them 

to participate meaningfully in the Performance 

Appraisal System.  

 

12.5.3.6.  The HR Offices shall take custody of the performance 

appraisal forms and shall make them available as and 

when required.  

 

12.5.3.7.  The management of the Agency  shall study the overall  

performance trends of its employees and make 

provisions for improvement during the next Appraisal 

Cycle.  

 

12.5.3.8.  Appraisal C ycle shall be as  follows  

i) January ð December : for educational institutes  

following calendar academic year  

ii)  July ð June: for rest of the civil servants  

 

12.5.3.9.  All performance information, including the ratings shall 

be analyzed and archived accordingly .  The 

performance rating shall be entered in the CSIS within 
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the prescribed duration.  The HR Offices shall be 

responsible for managing this information.  

 

12.5.3.10.  Agency concerned shall carry out performance 

appraisal of all Executives (EX3 and above) and submit 

to the RCSC annually.  

 

12.5.3.11.  Every Agency shall submit appraisal information when 

required by the RCSC.  

 

12.5.3.12.  In cases where individual employee has more than one 

supervisor , the one who supervises major job 

responsibilities shall be considered the primary 

supervisor . The primary supervisor  shall consult all 

significant supervisors  of the employee during the work 

planning and review sessions. The primary supervisor  

shall reflect the views and judgment of other 

supervisors  while recording the performance plans and 

ratings.  

 

12.5.3.13.  In cases where an employee has been transferred 

under a new supervisor , the following shall be observed 

regarding the performance rating:  

i.  In case the employee has not worked for at least one 

quarter of the Appraisal Cycle, the earlier supervisor  

should undertake to review the performance of the 

employee.  

 

ii.  In case the employee has completed at least one 

quarter of the Appraisal Cycle under the new 

su pervisor , the new supervisor  shall undertake to 

review the performance for the appraisal quarter.  
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12.5.3.14.  In case a new employee has completed less than one 

quarter of the Appraisal Cycle , his performance  shall 

not be appraised by the supervisor for that duration .  

 

12.5.4.  Appraisal Instrument  

  The Performance Appraisal System shall consist of three  sets of 

appraisal instruments:  

12.5.4.1.  Executive Performance Appraisal  

a. The performance of the Secretary to the Government 

shall be appraised by the RCSC in consultation with 

the Minister concerned  (Annexure 12/ 1 ). 

 

b.  The performance of the Executives shall be reviewed 

and appraised using the Executive Performance 

Appraisal Forms on an annual basis. The Executive 

Performance Appraisal Form ( Annexure 12/ 2 ) shall 

be completed by the  Supervisor  of the Executive.  

 

c. The performance of Heads of Autonomous Agencies 

shall be appraised by the Chairperson of respective 

Commiss ion/Board.  

 

d.  For the purpose of Performance Appraisal System, 

Executives shall include all civil servants in EX3 to 

EX1 occupying managerial positions and  those in 

P2 and P1 holding the post of Head of an 

Educational/Training Institute, Regional Office and 

Dr ungpas.  

 

12.5.4.2.  Specialist Performance Appraisal  

 The performance of the Specialist shall be reviewed and 

appraised using the Specialist Performance Appraisal 
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Forms on an annual basis. The Specialist Performance 

Appraisal Form ( Annexure 12/ 3 ) shall be completed by 

the Supervisor of the Specialist.  

 

12.5.4.3.  Appraisal for civil servants in P & M and S & S 

Categories  

There are two phases in the appraisal process :  

a. Phase 1: Work Planning and Review  

The Work Planning and Review Form ( Annexure 

12/ 4 ) shall be used b y the supervisor and employee 

to determine yearly work targets as well as identify 

four relevant core competencies in addition to the 

three, which are fixed.  

 

b.  Phase 2: Summative Performance Review  

The Summative Review Form ( Annexure 12/ 5 ) shall 

be used by  the Agency, the  Manager , Supervisor  and 

the employee to reflect and rate on  the work targets 

and the overall performance of the employee. The 

Summative Review shall consist of three 

components: viz. the review of performance factors, 

review of core compet encies and recording of specific 

comments. The Summative Review is to be 

undertaken annually.  

 

12.5.4.4.  Appraisal for Operational Categor y 

The performance of civil servants in Operational 

Category shall be appraised based on the identified 

core competencies only in accordance with Annexure 

12/ 6 . 
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12.5.5.  Feedback  

12.5.5.1.  It is mandatory for all civil servants holding managerial 

positions at P 1A and above to have fee dback  by at least 

three of  their subordinates  annually.  

 

 

12.5.5.2.  The RCSC shall : 

a. Use the feedback as a reference for HR actions , 

including  promotion ;  

 

b.  Communicate feedback to the civil servant  and 

Supervisor  concerned, if required; and  

 

c. Ensure confidentiality and proper documentation.  

 

12.5.5.3.  HR Office of an Agency shall facilitate  and ensure  

timely execution  and submit  the feedback  to the RCSC 

within  three  month s from the end of appraisal cycle . 

The Form is given at Annexure 1 2 /7 . 

 

12.5.5.4.  The feedback shall be submitted directly to the RCSC  

as follows : 

 

a. Central Agencies  

Sl.No  Feedback on  Feedback  by  

1 Secretary  DGs/Directors  

2 DG/Director  Chief of Divisions  

3 Chief of Division  Division Staff (P4 -P2) 
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b.  Autonomous Agencies  

                      

Sl.No  

Feedback on  Feedback  by  

1 Head  Chief of Division  

2 Chief of Division  Division Staff  (P4-P2) 

 

 

c. Head of Embassies/Missions/Consulates  

                      

Sl.No  

Feedback on  Feedback  by  

1 Head  of an 

Embassy/ a 

Mission / 

Consulate  

Officers of P3 and 

above 

 

 

d.  Dzongkhags  

Sl.No  Feedback on  Feedback  by  

1 Dzongdag  Dzongrab, Drungpa 

and Sector Heads  

2 Dzongrab(P1)  Sector Heads  

3 Drungpas/Sector 

Heads (P1)  

Sector Staff (P5 and 

above) 

 

 

12.5.6.  Performance Rating  

12.5.6.1.  The performance ratings of the immediate  supervisor 

shall be final and binding. It shall be subject to 

verification and approval by the HR Committee . 

 

12.5.6.2.  The performance ratings on all the performance 

appraisal forms shall be as per the following four rating 

scales:  
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a. Outstanding   :  3.5 ð 4.00  points  

b.  Very Good    :  2.5 ð 3.49  points  

c. Good    :  1.5 ð 2.49  points  

d.  Improvement Needed  :     0 ð 1.49  point s 

 

12.5.6.3.  The supervisor shall furnish adequate justifications if a 

civil servant has obtained ôOutstanding õ (4) in all the 

parameters  or ôImprovement Neededõ (final rating) , 

which shall be verified by the HR  Committee . 

 

12.5.6.4.  Six most important  outputs shall be considered for 

rating.  

 

12.5.7.  Evaluation Summary   

 The average scores across both performance outputs  and core 

competencies shall form the final rating of the employee as follows:  

12.5.7.1.  Average total scores of  3.5 -4.00  : Outstanding  

12.5.7.2.  Average t otal scores of 2.5 - 3.49  : Very Good  

12.5.7.3.  Average total scores of 1.5 - 2.49  : Good 

12.5.7.4.  Average total scores of    0 - 1.49  : Improvement Needed  

 

12.6.  Use of the Performance Appraisal Results  

The Performance Appraisal results shall be used to:  

12.6.1.  Identify and address development needs of employees ; 

 

12.6.2.  Recognis e good performers and provide appropriate incentives and 

rewards ; 

 

12.6.3.  Promote an employee to a higher position available in the Civil 

Service ; 
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12.6.4.  Take other  HR actions inter alia , transfer, confirmation of services 

for the probationers and assigning special tasks ; and  

 

12.6.5.  Identify poor perform ers. 

 

12.7.  Managing poor performance  

Where employees are not performing satisfactorily, a numb er of strategies 

shall be utilis ed, including:  

12.7.1.  Training of the man agers/ supervisor  in  performance 

management;  

 

12.7.2.  Staff development in the form of tra ining, counselling and 

coaching;   

 

12.7.3.  Review of current  work responsibilities against the job 

descriptions and annual work plan;  

 

12.7.4.  Improvement of job environment and workload ; 

 

12.7.5.  Transfer and / or  reassignment ; and   

 

12.7.6.  Disciplinary actions, including termination.  

 

12.8.  Role of Human Resource Officer  

HR Officer  shall:  

12.8.1.  Ensure that every employee and his manager use the app raisal 

instruments at all times;  

 

12.8.2.  Ensure that the forms are properly completed at the end of each 

appraisal cycle;  

 



 

256  

 

12.8.3.  Record ratings of all civil servants in the system within three  

months from the end of performance appraisal cycles  and enter 

the final ratings in the CSIS ; 

 

12.8.4.  Generate individual and aggregated performance appraisal report 

for the employees in his Agency for submission to the Agency ; 

 

12.8.5.  Facilitate performance feedback  between the  Supervisor  and 

Employee.  

 

12.9.  Accountability  

12.9.1.  The HR C ommittee shall be held accountable for ensuring 

effective implementation of the Performance Appraisal System by 

providing necessary guidance and support.  

12.9.2.  The Manager and/or Supervisor  shall be responsible for:  

12.9.2.1.  Guiding  and facilitating their employees to fill in the 

forms as per the requirements and principle s of the 

Performance Appraisal S ystem. Initiating the appraisal 

process and establishing the employeeõs work targets 

and core competencies at the b eginning of the 

Appraisal Cycle;  

 

12.9.2.2.  Regularly monitoring the employeeõs performance 

during the Appraisal Cycle and providing feedback on 

performanc e and achievements to employees;  and  

 

12.9.2.3.  Maintaining custody of the performance appraisal 

document of the employee during the Appra isal Cycle 

and submitting them to the HR Officer, as and when 

required.  
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12.9.3.  The HR Officer shall be responsible and accountable for the 

effective implementation and management of the Performance 

Appraisal System under the overall guidance of the HR Committee 

of Agency.  

 

12.9.4.  Every employee shall ensure that his performance is planned, 

monitored and rated as per the requirements of the Performance 

Appraisal System.  

 

12.9.5.  Precautionary measures shall be taken at all levels to maintain 

confidentiality of information throughout the performance 

appraisal process. Breach of confidentiality shall be considered an 

offence and shall result in appropriate disciplinary action.    

 

12.9.6.  The Agency/ RCSC shall be accountable for close monitoring and 

implementation of the Performance Management System.  
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ANNEXURE 1 2/1  

ROYAL  CIVIL SERVICE  COMMISSION   

   ASSESSMENT OF SECRETARIES  

              BY THE MINISTER  

 

 

Agency:  

 

 

Name of Secretary:  
 

 

Name of Minister:  
 

 

Date:  

 

 

 

 

Key Results Areas:  Rating:  

Example:  

(Please support rating with at 

least one example)  

1 Management of Work: Overall 

achievement of policy objectives and 

enactment of legislation  

  

2 Support to Bhutanõs constitutional 

process and Good Governance  

  

3 Timely achievement of planned 

sector targets  

  

4 Management of Resources:  Control 

of costs and efficient use of 

resources  

  

5 Quality of service delivery and 

client/citizen satisfaction  

  

6 Promotion of innovation, technology, 

research and global thinking  

  


































































































































































































































































































































