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Introduction

The HR Audit is conducted in accordance with Section 27 (g) of the Civil Setvi¢eBAutan

Hamn ¢KAOK aidlidiSa GKIFIGXZ a¢KS w2elt [/ AQAf { SND
0KS D2@SNYYSyid akKlff O2yRdz0G LISNA2RAO | w | dzRA
ensure compliance and uniform application of prowns of the CSAB 2010, BCSR across the Civil
Service and also to ensure effective and efficient utilization of civil servants.

The first HR auditing exercise was conducted in 2013 covering all areas of decentralized HR
actions across the Civil Servicerfrdtay 201lonwardsfrom the date CSAB 201@as enacted.

The HRAD plans to carry out HR Auditing once in every two years across Agencies. While auditing
HRAD have to be mindful of different versions of BCSR.

The HR Audit anual shall serve as a guidelifte HR Officers to carry out HR auditing and it
consists of a step by step processes, formats to collect master data, reportaemphecklist,
strategicHR audit methodology and consolidated HR good practices.

Two types of HR auditg is carried out wi Compliance HR Audit and Strategic HR Audit.
Compliance HR Audit is carried out to ensure uniform application of Rules and Regulations as per
BCSR and Civil Service Act of Bh&@hO for all the decentralizd HR actions. Theuditing
exercise identifiegaps, limitations and appropriate interventions are recommendie@ddition,

good HRpractices of the Agency if any are also highlighted along with the positive observation.
Strategic HR Audit assesshe current HR practices, determines the strength avehkness of

the HR Division/Services accordingly, recommendations axeaied based on the good HR
standards and practices.

Objectives
I. HR Audit manual is a guide for the HR Officers to carry out HR Auditing in the
Ministries/Agencies/Dzongkhags.
il. Themanual documentshe step by step process and thenctioning of the Human
Resource Audit Divisioit shall also beitilizedfor the purpose of training the new HR
Officers.
iii. A documented that will serve as anstitutional memory

HR Audit Policy
i. Enhancegood governance;
il. Ensure compliance and uniform application of provisions of the Civil Service Act and
BCSR;
iii. Improve/Enhance HR standards and practices across Civil Service; and
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iv. Ensure optimal use of Human Resource.

HR Audit Strategy

Carry out periodic HRudit across all Civil Service Agencies as per the HR Audit manual.
Capacity building of HR personnel to minimize HR Audit issues and ensure
professionalism in the conduct of HR Audit.

Creating awareness in the working agencies on significant and negutRR Audit issues.

Role of HR Audit Team and Agency HRD

Sl. ROLE OF HR AUDIT TEAM ROLE OF AGENCY HRD
No.
1 Conduct HR Audit without featr, Provide free access to all information and records @
favor or prejudice. Agencieghat relate to HR management and
inspect and inquire into and call for any information
arising from those accounts and records.
2 Be professional and observe code Required to provide such facilities, assistance,
of conduct and ethics. information and access to theispective
offices as the Commission may require for the
performance of its duties
3 Inspect and inquire into and call fc Keep all the necessary documents ready for auditin
any information arising from those
accounts and records.
4 Present HR Auditrfding to Agency Provide full cooperation and support to the auditing
team while conducting HR audit
5 Prepare HR Audit report with Provide feedback to the management and the RCS
recommendations for submission  on the conduct of HR Audi
to the Commission.
6 Followrup on HR Audit reports tc Comply with HR audit findings and implement its
ensure that audit recommendations.
recommendations are complied
with and implemented




Procesf HRAuditing

Identify Agency as pe
the annual workplan

p

Inform agency one ‘

month prior to auditing

and appraise the focal
commissiners

/

Follow up with the
agency on HR actio
taken

Send the final report
and communicate
major observations

Courtesy call and
conduct HR Audit

4 Y,

‘\

Draft Audit report and

debrief Director/Head

of the agency (2 week
for justification)

|
Present Audit report
to Commission with
recommendations)




COMPLIANCE HR AUDIT



RISK BASED COMPLIANCE HR AUDITING

Compliarce HR Audit is carried out to ensure uniform application of Rules and Regulations as per
BCSR and Civil Service Act of Bhutan 2010 for the decentralized HR actions. The auditing exercise
identifies gaps, limitations and appropriate interventions are recanded. In addition, good

human resource practices of the Agency if any are also highlighted along with the positive
observation.

The risk based compliance HR auditing shall replaeecurrent system of detailed compliance
auditing that is carried out asss Agencies for 10 years (CSAB 2010 enacted as of May 2011)

for 10 different HR actiond.ill date, a detailed compliance auditing had been carried out

across 62 Agencies for 10 HR actions for the laseafsy

The risked based compliance HR audii;go be carried out with the objective to ensure
resources and effort are devoted to key areas of audit that have significant impact on
the performance of the organization and to assess the risks and recommend appropriate control
measures. With the riskased approachthe HR actions for each Agency will be categorised as
High Mediumand Lowrisk level and accordingly be audited for the past 3 year, 2 years and 1
years respectively. This minimises the time invested to carry out compliance audits fromtla m

to 2 weeks in each Agency and enables the HR Audit Division to focus on strategic HR Auditing.

To assess the risthe HRAD had developedrisk assessment framework anigkassessment
tool. The risk based HR auditing has been approved by the®@&thmission meeting held on
6-Jut2021.

The HRAD, for every financial year, shall seek approval of the Commission after the risk
assessment has been carried out, and accordingly carry out the risk based auditing.



RISK BASED AUDIT FRAMEWORK
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4. Risk Assessment Process

Identification of
Risk Area

Dgtermlrlle Risk Assessment
ontrq and Level
Mechanism

Prioritization of Risk
for Audit

Risk Assessment Tool

A risk assessment tool was designed in consultation with the Central Coordination Agency and Royal
Audit Authority. The tool is based on the COSO frameworkwhad been customised. The risk
assessment tool consists of the following three component:

o Risk Assessment Matrignnexure )
o Risk Level MatrigAnnexure 2
o Risk Registg/Annexure 3

Audit Duration

Using the above tool, for each financial year basedhe Agency to be audited the 10 HR actions will
be assessed and categorised into the risk levéligh Mediumand Low.In accordance with the risk,
the various HR action of the each Agency shall be audited as follows:



Audit Duration

Past 3 yees HR Actions

Medium Past 2 years HR Actions

Low Past 1 year HR Actions

Note:
1. HR Audit to be carried out once in eveRysk Levetwo years in all the 62
Agencies

Methods and Approaches:
1. Identification of Risk

As per the annual work plan, IdentiAgencies to be audited for each financial year.
Identify risk through various sources like past HR audit reports, compiled hr audit
observations of all the Agencies audited, Risk Register, Commission directives and
Division recommendations.

2. Risk Assssment

Using the risk assessment tool, all the Agencies identified to be audited for the new
financial year are to be assessed.

For each Agency, risks are assessed by 10 HR actions using a Risk Assessment Mat
(Annexure i)and as the risk determinantseafilled based on the 8 factors, the risk score
and corresponding risk level will be atftlled accordingly in the Risk Level Matrix
(Annexure ii)

While assessing each HR action against the 8 risk factors, the definition of the risk factors
and the deéerminants of the risk are to be taken into consideration.

Based on the risk level of High, Low and Medium for HR actions, compliance hr auditing
shall be carried out for thepast 3 year, 2 years and 1 year respectively.

Risk level of the each HR actiaisagencies identified for the new financial year shall be
entered in the risk registgfAnnexure iii)

Based on the assessment, the HRAD shall seek approval of the Commission for every
financial year and accordingly carry out the risk based auditing.



Annexure 1

Risk Assessment Matrix

Risk Factors

Risk Area Last | Total No. of SENS YY) Operation Controlled
Audit | Observations

Complexity | Finance | Changes | & Impact to

individuals Mgt. System

Staffing

Recruitment

Promotion

HRC Minutes

STT

MaX

Transfer

Leave

Administrative
Action

Separation

Definitions of Risk Factors

Risk Factors

Definition

Last Audit

The period since the last audit was carried out.

Total No. of Observations

Number of observations made during last HR audit

Complexity Complex and lengthy HR process and past HR audit observation
Finance The cost of HR process and the investment on the individual civil ser
Changes New policies, nafications, changes in the Head of HRD

Sensitivity and Impact to
individual

Sensitivity of impact is assessed based on past HR audit observatior
HR actions

Operation management

How are the works carried out by the staff, how experienced are they

Gontrolled system

Are the control systems of validation incorporated in the ZESt. Eg.
Doctors career path not taken care of by ZESt




Determinants of Risks

Determinants of Risks
. Total No. of . . Sensitivit . Controlle
NELS Score | Last Audit | Observatio SOMPISI | FED || CEg y of ORSIaIS yd
Level ty ce es n Mgt.
ns Impact System
| High 3 >=5 years >20% Very High | High | Many High Weak Good
Medium 3-4 years >10% - 20% | Medium Mediu Some Medium Satisfact very
m ory Good
>2 years (as
per HR
Low 1 audit <10% Low Low Few Low Good Excellent
manual)
Annexure 2
Risk Level Matrix
Risk Factors
; Sensitivit Total Average Risk
Risk Area |Last TOt‘;‘fNO' R y Impact | Operating |Controlle| Risk Risk 1w
Aud | o et | Complexity | T T | Changes on Manageme d Score | Score
it individual nt System
ons S
Staffing Low
Recruitment Low
Promotion Low
HRC Minutes Low
STT Lok
MaX Low
Transfer Low
Leave Low
Administrati
ve Action Low
Separation Low

*Note: Risk level Reference
Low: 0-1.5; Medium: >1.5-2 ; High >2-3
The risk score and risk level will be automatically updated when the Risk Assessment Matrix is filled in.
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Annexure 3

RISK REGISTER

OCAY Il YOALI € SI NX XX PO
. Category of Risk ( Risk Matrix; R
Risk Ownel . - . Asssessment . .
SI. No, HR Area Directive from Commission and . . Audit Period
(Agency) : L (High, Medium,
Recommendation from Division)
Low)

1 |Staffing
2 |Recruitment
3 |Promotion
4 |HRC Minutes
5 |STT
6 |MaX
7 |Transfer
8 Leave
9 |Administrative Action
10 |Separation

11



To Do List for Compliance Auditing

S| No. List of Activities

1 Identify Agency as per the wegdan and inform 1 month prigicarry out Riskssessment
usingthe RBAool and submit to commission for approval.

2 Appraise the focal Commissioner prior to auditing

3 Generate prerequisite data from ZESt

4 Obtain prerequisite data from the Agency prior 1 month, as per &mexure 5,7,10, 1,2and
18

5 Human Resource Committédinutes

6 Short term training Annexure 12

7 ESP and GSP recruitmeAnfexure 10

8 Drivers list with vehicleegistration number Annexure §

9 Over all staffing ssessment per théAnnexure 9

10  List of existing staff of the Agency from ZESt

11 | Regular Recruitment, Selection and Appointment process (S1 and below)

12 | Contract Recruitmen$election and Appointment poess

13  Decentralized Promotion

14  Promotion through Open Competition

15 | Extra adinary Leave

16  Medical Leave

17 | Separationdrculate the template as per th&nnexure 1&rior to one month)

18  Human Resource Utilization

19 | Disciplinary Ation

20 | MaX (IWP and Moderation)

21  Transfer

29 Follow upon the Implementation of past ajor observatios. Refer from Google DrivédR
AUDIT DOCUMERNJFOLLOW UPolder

o3 | Prepare Draft HR Audit RepoAr(nexure 23 as per the checklisAfinexure 22and debrief
head of Agency.

24 Debrief focal Commissioner prior to Presentation to Commission

25 Finalize HR Audit Repo#}) as per the checklis®hnexure 24 and present to Commissiong

26 | Copy of evidence for major observations and STT observation

12



List of pe-requisite documents and data

o gk~ WN Bk

0 ~

Master List of reports to be generated from ZESt

. Listof civil servants promoted and Opeor@petition

. List of civil servants undergoing long term training

. List of civil servants recruited on regular and contract

. List of civikervants who availed short term training

. List of civil servants oaextra adinary Leave

. Lig of civil servants separated (voluntary resignation, compulsory retiremexly e

retirementscheme, superannuation andrmination)

. List of civil servantsriposed a@ministrative action
. List of civil servants oresondment

. List of existing civil servants in the Agency

10.
11.
12.

List of IWP score andaderation score
List of civil servants transferred
List of civil serants on nedical leave

List of data from Agency

. Shat term training list from the Agency (Circulate the template as per&heexure 12orior

to one month)

. ESP and GSP recruited IBir¢ulate the template as per thennexure 1Qorior to one month)
. Driverslist with vehicle egistration number (Circulatthe template as per th&nnexure 7

prior to one month)

. Over all staffing ssessment (Circulate the template as per Amnexue 5prior to one month)
. SeparationCirculate the template as per thnnexure 1&rior to one month)

Methodology

Following methods were used to do the compliance audit:

© NOoO OA~WDdE

Evidence based Approach

CSAB 2010

Position Directory (2009, Oct 2012, Dec 2012, PD 20d 6adest version generated froAESt)
BCSR 2010, BCSR 2012 and BCSR 2018

Approved 1@, 11" and 12" FYP staffing

ApprovedHRstandard for ESP/GSP

ApprovedHRstandards for Health Facilities

ApprovedHRstandards for Education and ICT cluster

13



Minutes of the Human Resource Committee Meeting
List of required documents for verificatio

RCSC Agencies

K Signed Minutes of the HR Committee Meeting

K Conflict of Interest declaration form

Process for Auditing

While reviewing the HRC minutes, the following information on the various HR actions ¢
be extracted, verified athinserted in the respective master list:

K {¢¢
K WSONHzZA GYSy(d o6wS3IdzE I NE /2y iNF Ol 9{t kD
K hLISYy [/ 2YLISGAGAZY
1 K ¢NIyaTsNg
K 9h]
K aSRAOIFfT fSIFI@Sk9alO2NL Sl @S
K S5AAO0ALIE AYINE | OlGAzy
K {SLINIYdAz2Yy
K 20 KSN&
5 Review the HRC Minutes and check if there are anisibes not in line with the BCSR and
accordingly note the issues as pgamnexure 4
3 Review the HRC Agenda and see if the proper assessment has been carried out and re

BCSR has been quoted.

4 Ensure if the HRC Members have declared Conflict efdst.

5  Check the presence of permanent HRC members

6  Check if Specialists (ES) are members of HRC if applicable

7  Check if there are a minimum of five HRC members including Chairperson.

8  Check if HRC minutes are signed by all the members attgnldénmeeting

In case of major observation, evidence of documents need to be collected for reference
further verification

Note:

1. Highlight in green for clear cases, red for issues and no filled colour for cases not verified.
2. Auditors tonote issua in theremarks column if there are any lapses in the above process
and incomplete documents.

14



HRC minutes

Annexure 4

HRC
Minutes
No.

Date

HRC
Minutes
Signed

ES member of
HRC

Presence of
permanent
members

COl

Quorum fulfilled
(Min. 5 members
including
Chairperson)

Issues

15




Staff Assessment

List of required documents for verification

RCSC Agencies

K [A&dd 2F SEA&GAYy3 dK [AalG 2F RNAODSNER | YR ¢
I X A = .{. B . . . B
KOVLLNEGSR { GFFFAY I Iy 1546 27 OAREMB 4 SNDI v

FYP)
K 1w {dFyRIFINRA& 069 Rdz

Health facilities)

Process for auditing

Staff Assessment

1 In the approved staffing of the Agencap the existing staff from ZESt against
the post approvedAnnexure 5.
Check for the following:
K ! LILWINRPGSR LRai
K 9EAAGAY T
K DFLk9EOS&aa adl ¥+
5 K prdukd Position Titland levelwith their current Position Title ancelzel of staff list
generated from ZESt.
K ¢KS tAad 2F adlFF YIFLWSR 2dzBEMSE2 0SS T dzN
K 5SLINOYSYyGaks5ABAaA2Yyk{SOGA2Yk{ SOl2NA
K 9EOf dzZRS OAQGAft aSNaonha 2y 9h[ TF2N Y2NB
K D(Apploved minus EXxisting)
3 Verify and confirm the staffing issues with the HROs of the Agency
4 Use pivot table and appsum of counto carry out the staff assessment by
Departments/Divisions/SectorBosition @tegory, approved, exisg and gap/excess as per th
format (Annexure ¢
Drivers and Vehicle Nos.
5 Cross check existing number of drivers and number of vehicle as p@rihexure §
6 Check for excess drivers due to-odad vehicles.
HRD/Section utilization
7  Checkthe approved staffing witkexisting staff of HRD/HRS generated from ZESt.
8  Cross check the list with exististaff of HRD/HRS fromREMS
Assess the workload of HRD/HRS through job shadowing and the number of HR actions ¢
9 out
In case of mjor observation, evidence of documents need to be collected for reference ang
10  further verification

16



Note:
1. Highlight in green for clear casesed for issues and no filled colour for cases not

verified.
2. Auditors to note in the remarks column if there aemy lapses in the above process and

incomplete documents.
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Annexure 5

Staffingworking sheet

Dept/Div i  Approved Existing i GapExcess i Name EID PT i PL/SL i Remarks
---------------------- L-----------------------------L-----------------------------L-----------------------------L-----------------------------;-----------------------------L-----------------------------L--------------------------L--------------------------
---------------------- L-----------------------------L-----------------------------L-----------------------------L-----------------------------;-----------------------------L-----------------------------L--------------------------L--------------------------
---------------------- L-----------------------------L-----------------------------L-----------------------------L-----------------------------;-----------------------------L-----------------------------L--------------------------L--------------------------
---------------------- L-----------------------------L-----------------------------L-----------------------------L-----------------------------;-----------------------------L-----------------------------L--------------------------L--------------------------
---------------------- L-----------------------------L-----------------------------L-----------------------------L-----------------------------;-----------------------------L-----------------------------L--------------------------L--------------------------
---------------------- L-----------------------------L-----------------------------L-----------------------------L-----------------------------;-----------------------------L-----------------------------L--------------------------L--------------------------
---------------------- L-----------------------------L-----------------------------L-----------------------------L-----------------------------;-----------------------------L-----------------------------L--------------------------L--------------------------
---------------------- L-----------------------------L-----------------------------L-----------------------------L-----------------------------;-----------------------------L-----------------------------L--------------------------L--------------------------
---------------------- L-----------------------------L-----------------------------L-----------------------------L-----------------------------;-----------------------------L-----------------------------L--------------------------L--------------------------
Grand Tota:

Note: Drivers to be excluded

18



Staff Assessment

Annexure 6

Dept/Div

Approved

Existing

Gap/Excess

Department 1...

ESC

PMC

SSC

oC

5SLJ NI YS

ESC

PMC

SSC

oC

Position Category

ESC

PMC

SSC

ocC

Grand Total

19



List of Drivers

Annexure 7

Sl No.

Name

EID

PL

Dept/Division/Sector

Contract or
Regular

Vehicle Registration
Number

Off road or not

Remarks

20



Reguar Recruitment, Selection and Appointment (S1 and below)

List of required documents for verification

RCSC Agencies
K &G SN Adad FTNRY V¥ ( . .. )
abauasnN taad BY BOLU o Aah 27 OAGAT acf
selection and appointmentApnexure §
K t2aA0A2Yy 5ANBOG2NE K I OlFlyoOe Fyy2dzyOSY
K Approved Staffing (10th, 11th FYP & 12th FYP) K -arBouncenent copy in case the ratio
is not met
K | 0FyRIFNRa&a 69RdzOl G A . .
dweahy a9 OTUA R [ Aal 2F AK2NIf A&
facilities)
K LYRAGARdZ f OADBl 3
K /2yaz2t ARFGSR YI NJ
K 1 LILI2 A Y (Y Sgehera@dNRriS N
QR code (w.e.f-Ian-2021)
K [ 2y FEAO0OG 2F LyGS9
K [Aad 2F OABEMBE aSN\
K {St SOGSR Ol y-RIDRI

Security Clearance (online) and Academig
certificate, Drug Testing, valid online Audi
Clearance (applicable to-service) and
MedicalCertificate

Process for Auditing
1 Segregate the master list of civil servants recruited by year using a pivot table.
Crosscheck the recruitment list generated from ZESt with the following:
2 K |w/ aAydziSa | yR
K *SNRAPEMSgAUGK S
Check if the pst is approved in the FYP staffing approved:
K mMmn C,t adlFFAy3a G2 6S NBEFSNNBR dzLJ (2
3 K MM C,t aiGlFFAy3a (2 06S NBEFSNNBR FNRBY W
K MHOK C,t {dFFFAYy3a G2 06S NBFTSNNER
K Iw adlyRINRA I LILINE SR -Mas-R22and Hemlth yadilities)/ ¢
Check vacancy announcement details as follows:
K b2d 2F LIad yy2dzyOSR I yYyR NBONHZA GSR®
4 K aAyAYdzy ljdzZl f AFAOFGAZ2Y a LISNIt2aiildArzy

21



Check for reannouncement after 2 weeks in case the ratio of 1:3 is not met.

For shortlisting, check the following:
K / KSO1 GKS NXidAz2 2F wmYo
K LT GKS@& YSSG ljdzr t ATAOFGAZ2Y & | a LISNI (K
October 2012, Use 2009 and Oct 2012 PD; Recruitment from December 2012 to Feb 2
using Dec 201PD and; Recruitment from March 2016 onwards use the |&R&st
K LT @2fdzydFNAf& NBAAIYSR>E ySSR G2 | LI
K | 3-80Wrsmy
K / KSO1 F2NJ LJ a iand$Srivhiniirec@ras/SeymninatiéhAramis2riNd using C
in the ZESt.
K |/ #téd.doolingoff period of one year after participation in politics. Check the
employment form.
K ¢KS +#¢Lk¢¢L gAGK H &SIFNBRQ OS-B20miThe (i S
recognition is limited to the following positions:

K Evjilieer
.dZAf RAY3 LyaLlLlSOaG2NJ
laaded LyadNuzOid2N LL
5N} FGaAaLISNRE2Z2Y
DL{ ¢SOKYAOALIY

K CANB YR wS&a0dzs$S C2NBYly®
K ¢KS aSRAOIf ¢SOKYAOAlya SyiuNrR fSgSt K
requirement of CIXII with Diploma w.e.f 2Row2018. The first batch was appointed as of
Jan2019.

K
K
K
K

Check if there are fivpanel members and they have declared Conflict of Interest.

Recruitment Falling nder BCSR 2010 & 2012

Check whethethe Agency has carried out thRecruitment as per the following
methodology:

K prE> T NP Yirittendpra®iGaNakhd®@% from viva. OR;

K Hpz ritedpractical examination;

K H padenlic/relevant training &; 50% from Viva.

Recrutment Falling inder BCSR 2018

Two methodf selection:

K *AQlI YIYRIFII2NE | YR

K ' OFRSYAOakwStSOFyld GUNIXYAYAYy3 2NJ
K 2 NJpréciicdl ¥xaminations.

22



Viva Voce

Check Interview forms of each panel member if tharking isdone within he maximum
marks. Reabulate the result if the marking is given beyond the maximum marks allocate
for each field in the viva sheet. Take the average of the marks allocated by other panel
members and rdabulate to see if the overall result changes. Kt is distortion in the
result, insertm the report as major observation and minor observation if there is no
distortion in the result.

10

Check if 2 extreme marks during viva are taken out for the recruitment carried out frem
Aug2014 onward.

11

Crosscheck the viva marking from individual sheet to consolidated interview result.

12

BCSR 2018
Verify Drug Test Results submitted prior to appointment (w.e-AR§2017).

13

Check the following documents for selected candidates:

K Idddrlic transcript

K {SOdNARiG& Of SINXryOSohytAySo

K /L5

K aSRAOIFIt OSNIAFTAOIGS

K zFf AR 2yfAyS | dzR Airiserddecarditidtey OS 6 ! LILI A OF
K bh/ AT LI AOIOE S

14

Check if the duration between the date of announcement and date of appointment is 3
months.

15

Check the following in the appointment order:
K 9L5 Fftf20 4GSR

K ¢KS STFFSOGAGS RIGS 2F | LI Ay Garedoit &
from December 17, 2012, onwards.
K C2NJ NBONHA GYSyita GKI G &SddedDdppaNinétshozid
be 1stJanuary of every year (singdéndow concept)
K/ NZE Kihe OteSn@he ZESt and Appointment order. If there is an issue, make a ca

the gppointment order for reference

K 9YR2NASR 068& | w/

16

BCSR 2010 and 2012

In the event the selected candidate withdraws or similar vacancy arises within three mo
the standby candidate can be appointed.

BCSR 2018

In the event the selected candidate withdraws or similar vacancy arises within three mo
or 31st December, whichever is earlier, the standby candidate can be appointed.

17

In case of major observation, evidence of documents need to be collected for reference
further verification.

18

Check if the office order is ZEfgénerated withQR code (w.e.f-Ian 2021)

23



Note:
1. Highlight in green for clear cases, red for issues and no filled colour for cases not

verified.
2. Auditors to note in the remarks column if there are any lapses in the above process

and incomplete documents.
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List of civil grvants recruited §1 and beloyw

Annexure 8

SI. No

Name

EID

CID

PT

PL

SL

EmpType
(Regular)

Agency/
Dept/Div

DOB

Qualification

Appt dt

Appointment
order
reference

25



Contract Recruitment

List of required documents for verification

RCSC

Agencies

K aladSNIfAad
recruitment @Annexure 9

TNRBY

K[ A & il setvants @drted on contract (PMC, S9
or OC)

K t2aAdA2y S5ANBOG2N(K /2L 2F OFOFyoOe |yyz2d
K Approved Staffing (10th, 11th FYP & 12tH K/ 2 LJ&ann®uhcemest if the ratio of 1:3 is not
FYP) met.
K | 0l yYRFNRa 69Rd .
wotuby a0 1K w/{/ LINX2NJ I LILINE OF € A&
Health facilities) A A e e A e v A -
K bSSR laaSaayYSyu C2NY
K [Aal 2F aK2NItAadSR G
K LYRAGARdzZ f @OAGBlI &aKSS{
K /2yaz2t ARFGiGSR YIN] &akKs
K | LILI2 A Y (Y Sgehera2dNIRISQR0de 9 {

(w.e.f :Jan2021)

K {A3JYySR /2y (iNIOG ! ANBS

K [/ 2yFtA0i
members

2T LYGSNBad

A~ = 7 A =

K
Clearance (Online) and Academic Certificate, Drug
Testing, and Medical Certificate

K t[ofAc&il servants from-€©EMS

Process for Auditing

1 Segregate the master list from ZESt recruited on contract by year using a pivot table.

2 K
K

| w/ aAydziSa
+ SNRAPEMSg A G K S

Crosscheck the recruitment list from ZESt with the following:

I YR

15 13D 1D

Check for RCSC approval for all contract recruitment except for the following:
NCT (In place of Teachers on EOL and Study Leave-N@A~2D16)

Substitute Teachers (In place of maternity leave)

Recruitment as per HR Standard for Schools.

26



15

Opemational Category
EOL exceeding 6 mm

5

15

Specialized field for Constitutional offices

Check if the post is approved in the FYP Staffing approved:

K mMmn C,t &adFFFAy3a (G2 06S NBTFSNNBR dzZLJ G2
K MM C,t adlFTFAYyHIuge201dS NBEFSNNBR FNRBY M
K MHUK C,t {dFFFAy3a G2 06S NBFSNNBERO®D

K Iw aidlyRINRA ECLDNEN@S R.e.i20id2020 and additional centers
approved standards w.e.f 28ug2019, ICT Cluster (w.e.f-20ar-2020) and Health facilities

Check the following:

K +=| Ol oudxe&menty y

K -anBouncement if the ratio of 1:3 is not met.

v The number of posts announced and recruited.

K aAyAYdzyY ljdz2r f AFAOIGA2Y A LISNIt2aAlAz2y
K ¢@LJS 2F O2yidNY Ol Fyy2dzyOSR

K hLISNIGA2YyLFE [/ FGS32NE 5A¢8N)andkthieck fordNRed (i 2
Assessment Form (Form 5/1) for OC recruitments.

From the list of shortlisted candidates, check the following:
K wlkiAz2 2F mYo
K LT GKSe& YSSG ljdZa t AFAOFGAZ2YA | a LISN (K
October 2012, Us2009 and Oct 2012 PD; Recruitment from December 2012 to Feb 201
using Dec 2012 PD and; Recruitment from March 2016 onwards use the latest PD 2016
K 1'3SY YAYAYdzy wmy
K / KSO1 FT2NJ LI ad SYLX 2@YSyid KAald2NE doea
in the ZESt.
K / 2YLX SGSR poBbpedadl ®BNR yed afeif pAryigation in politicGheckhe
employmentform.
K ¢KS +#¢Lk¢¢L 6AGK H &SIFNBRQ OS-BE20miThe (S
recognition is limited to followig positions:

K WNX» 9y 3IAYySSNI

K .dzAf RAYy3 LyaLlSOoda2N

K 1aade LyadNHzOG2N LL

K 5Nl FOALISNBRZ2Y

K DL{ ¢SOKYAOALIlY

K CANB YR wS&a0dzs$S C2NBYly®
K ¢KS aSRAOIt ¢SOKYAOAlIya SyiN#catorS 09St K
requirement of Cl. XII with Diploma w.e.f-Ribw2018. The first batch was appointed as of
Jan2019.

Check if there are five panel members and they have declared Conflict of Interest.
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Recruitment falling under BCSR 2010 & 2012

Check whetkr the Agency has carried out the recruitment as per the following Methodol
K pmr> FNRBY ! OF RSYA Ok 6 NR GalDR;y k LINI OG A O £ |
K Hp: FTNRBY 2NAGGSYKkLINF OGAOLFE SEFYAYLFGAZ2
KHp s | OF RSYAOKNBE SOyl GNIAYAY3I 9T pxs

8 Recruitment falling unler BCSR 2018
Two method of selection:
K A0 YIFIYyRFG2NE | yR
K | OFRSYAO&akwStSOIyld GNIAYyAy3a 2NJ
K 2NAGGOSYKLINI OGAOIE SEIFYAYlLIGA2Yao®
Check Interview forms of each panel member if the marking is done within the maximun
tabulate the result, if the marking igiven beyond the maximum marks allocated for each
9 field in the viva. Take the average of the marks allocated by other panel meihere
tabulate the resulif there is changesf there is disbrtion in the result, insert in the report as
major obseration and minor observation if there is no distortion in the result.
10 Check if 2 extreme marks during viva are taken out for the recruitment carried out from 2
Aug2014 onwards.
11  Crosscheck the viva marking from individual sheet to consolidatéerinew result
12 BCSR 2018
Verify Drug Test Results submitted prior to appointment (effective frorA@§2017).
Check the following documents:
K I OF RSYAO GNIJyaONR LI
13 K {SOdzNA (& Of SINIYyOS ohytAySo
K /L5
K aSRAOIFf /SNIATFTAOFKGS
Kbh/ AT FLILX AOloOE S
14 Checkthe duration of the gap between the date of announcement and date of appointme
is 3months except for Substitute Teachers which should be 2 months.
Check the following in the appointment order:
K 9L5 I fft20FGSR
K The effective date of appointmeshould be 1st or 15th for the recruitment carried out
from December 17, 2012, onwards.
K / N2PaaoOKSO]l UKS RIFIGS Ay GKS %o{dG FyR !
15 | the appointment order for reference

K 9YR2ZNASR o068& | w/
BCSR 2018

K  +\3fNdntfact employees at PMC are recruited at one position lower and SSC/OC a|
equal position level.
K SNAFE AF AYAGALE O2yGNY OG0 | LILRAYGYSY
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K SNAFTEe AF RdzNF GA2Yy 2F 02yl NI Oildepgngifg o d;
the closure of the academic year.

In the event the selected candidate withdraws or similar vacancy arises within three mofr

16  the standby candidate can be appointed.
17 Check if the relevant contract agreement is signed (revised conigreement form w.e.f-1
Now2016)
18 Check if the office order is ZESt generated with QR code (wlar#2021)
In case of major observation, evidence of documents need to be collected for reference
19  further verification
Contract Extension (Ggrational Category)
Check the following:
K 5dz2NF GA2Yy 2F 9EGSy@hecR ifthedmfiice ardediSZE Stendrafed W
QR code (w.e.f-1an2021)
20 K Jt8Fy ASNDAOS NBO2NR 0!/ FyR {/0
K t SNF2NXYIFyOS NBO2NR 0D22R YR |062@S0
K /2yiNI OG 9EGSyairzy C2NY
K / KSOl AT I G givil Sedvadts in RMC asdES6SothBr$hin OC.

Note:

Highlight in green for clear cases, red for issues and no filled colour for cases not verified.
Auditors to note in the remarks column if there are any lapses in the above process and
incomplete docments.
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List ofcivil servant appointed on contract

Annexure 9

Sl.
No

Name

EID

CID

PT

PL

SL

Contract
Duration from
and to

Emp Type
(Contract)

AgencyDept
/Div

DOB

Qualification

Appt
dt

Appointme
nt order
reference
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Recruitment and Appointment of General and Elementary Service

List of required documents for verification

RCSC

Agencies

K D{tk9{t &dl yRI bidghal T2
Offices, Ministries, School&utonomous
AgenciesHealth facilities, and MOAF (Farms)

K [A&ald 2F |t AnneSweMl@ G A Yy

K adancy announcement

K [Aald 2F D{tk9{t %9{ K -arBouncement
K t NA 2 NJ I LILINE @ Idtherd WaR Y
no standard.
K [Aal 2F aK2NIftAadSR
K /2yaz2f ARFGSR YIFN] &
K | LILI2 A ¥ O (ZESYgenetBidRvERNNIR
code w.e.f 1Janr2021)
K /2yFEtA00 2F LYyGSNBa
members
K LYRAGARdzZ f OAOlI &akKS
K gfiell contract Agreement form
K /2yiN} OG SEGSyairzy
K { St SOGSR Ol y-RID,Reclri§y
clearance (online), Medical Certificate, Civil
Servant Employment Application form, Acadenm
certificate if required, NOC if employed, Contra
agreanent form, Appointment order and Drug
test.
Process for Audit
1

Check for the recruitment and contract extension of ESP/GSP from HRC minutes.

2 K o1t
K L&

9{tkD{t A&

Check the following for all the ESP/GSP in the Agency
gAUKGY
0 SAHD gears af thavtiyne of recruitment.

0KS &adzLISNI yydzl {1}

Check the following:

3 K dsd\heck the approved ESP/G@Rdard with the existing No. &SP/ GSP.
jdz- t AFAOFGAR2Y 2F Ofl aa

K aAyAyYdzy

SAIKI
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For viva check the followg:
K LT GKSNB A& | YAYAYdzy 2F p LI ySt YSYo
K ¢KS LI ySt YSYOSNR KI @S RSOfFINBR /2y Tt}
4 K [/ KSOl LYUGSNBASs FT2N¥a 2F SIOK LI ySt ¥
tabulate the result, if the marking is given beyond the maximmarks allocated for each fielg
in the viva. Take the average of the marks allocated by other panel membetabiate and
check if the result is distorted or ndf.there is distortion, insert in the report as major
observation and minor observatiahthere is no distortion.

Check the following documents of the selected candidates

K bdzYoSNJ 2F Ll2ada |yyz2dzyOSR S| dz
K 'OFRSYAO ¢NIYYAONRLIG 6/ td y F2NI a
K {SOdzNA & /tSINFYyOS 02yt AYySOT

K /L5 O2L%®

K /2y0iNI OG ! ANBSYSyid C2NXY

K aSRAOIf OSNIATFTAOKGS
K

K

K

K

w ™
QX Qx
ax

Uy S
< R

QYL 283YSyYyd ! LILX AOFGARZ2Y F2NXY
b ihemployed

5 NHz3 ( SAug013)6 ®SPTF Ho

I LILI2 A ¥ ( (ZESY genesatidRVBHNQR code w.eJalr2021)

In case of major observation, evidence of documents need to be collected for reference &
further verification

Contract Extension

K Check if contract term is extended for a ped of two years and candidatésve been signeq
7  the forms.

K 9 E i Sy & RSy gerendRBAIA QREode w.eJah2021

Note:

1. Highlight in green for clear casesed for issues and no filled colour for casest verified.
2. Auditors to note in the remarks column if there are any lapses in the above process and
incomplete documents.
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Annexure 10

ESP/GSP Appointment
Type of Date Contract
Sl. Date of A D t | Contract t Contract t
No Name | CID | PT| level Aa eoi?ltment of m%enrtlcy epar Frc;r:nac erm toon ract term Extended | Remarks
Gsp/Esp) | PP Birth il
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Decentralzed Promotion (O4 to P2

Broadbanded promotion

List of required documents for verification

RCSC Agencies

K aladiSNJIfAad FNRY ¢

: K t NRPY23GA2 ddzY Yl NEB
Promotion @Annexure 1) y

v

a K

K t2aAdA2y S5ANBOG2NE
latest vesion generated from ZESt)

K t9 NIXGAYy3a F2NXkaz2RSN

Clearance (Online)

K #FfAR {SOdzNRGe& /SN

K | w/ ! LIWNRJI f

w.e.f FJanr2021

K t NRBY2UA 2genenatedRvBtNQRE8E

promotion

K | RRAGA2Y I dquireRBrotap&ilists

K {LISOATAO W26 RS&aONAL

K [S3lFt ! yRSNIIF{Ay3

K { L3S Sdffing Matrix (w.e.f-Tan2021)

K | LILINE gfSpecidizdion (w.e.f-lan
2021)

Process for Auditing

1 Segregate the master list from ZEStpioted by year using the pivot table.

Crosscheck the following:

2 K aladSNIftAad FTNRY %9{i0 6AGK GKS LINRY?2

K Iw/ SYyR2NERSYSyI

3 Count the total number of promotion summary sheets based on audit period.
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Crosscheck the following docunmés:

K t9 T2NX¥Ykaz2RSNIGA2Y a02NB o6hyftAySoI {
(online)

K C2NJtwm f SOSTt requlrddénts lartspedific jol dBsRriptior (Prifrtdduly
2020 andlegal undertaking.

K |/ KSO1 ¢ KS i KnéeNdatingih&deratiSn\sBoge Xedrrectly entered in the
promotion summary sheet.
K / KSO1T AF Fff o t9 NIYXGAY3IakY2RSNIGAZY

Crosscheck the following performance criteria:

K | LJ in&ncial ye&201%2015 PE rati should be consistent@utstandingfor the
last three years for those who do not meet the qualification criteria (Refer PD for
qualification requirement of the position)

K ' LI G2 0 KS2015PE Rishyhodd bé Shskienti@utstandingfor the last
three years for those who do not meet the qualification criteria (Refer PD for qualificati
requirement of the position)

K 'L (2 (K S0I1#2045PF @tindstouldb& ¢comsistentlyery Goodor the last
three years for those who meet gliication criteria (Refer PD for qualification requireme
of the position)

K ! LI G2 0 KS2015PE Rish¥todd bé &hsiientlyery Goodor the last
three years for those who meet qualification criteria (Refer PD for qualification requiter
of the position)

K C2NJ (KS 291%63016\6rivArtsf theRESdtingshould be consistentloodand
above.

K C2NJ (KS PpoDdomvards) tePEer&ihgduld be consistentloodand
above.

KC2NJ (KS PR01g20y7hivards, theMdtleMlion scoreshould be consistently
Goodand above

KC2NJ (1 KS | ZDL7Brvafds Qhedo8drahidn scoreshould be consistenti@ood
and above.

K t9 NI GAY3IkY Nm&sNsérve an/additianal Xdar o Fand above minim
years of actie service (2018).

Crosscheck the following information with CV from ZESt

K {(GdzR& RdzN}¥ A2y Y2NB GKIYy my Y2yidkKa |
service of the promotion

K al 0SNyAdGde t£tSI@S 2F ¢ Yvya O2dzyiSR | &
K . HoBW.&f. Sept. 12, 2014s considered inactive except for 2015 batch of CNR arf
PTC teachers at Paro College of Education under the mixed mode. Check the letter of
issued by RCSC to confirm if the bachelors is considered active or not.

K a S Reavebeyiond 3 monthss deducted from the active service of promotion

K ¢KS OAQAf aSNUIFIyild ySSRa G2 0SS LKeaiAo
K b2 LISYRAY3I Ay@SadAaridAizykl RYAYAAGNT
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K tNRY2UGA2Y OF yy AT statfsn LINE Bepditdd DR peadia v
Completioni .

Duration

Prior to 25t July 2016

K CANBO -5WsRY20A2Y

K {SO2YR LINRBY2(A2Y 2ysl NRAY

8 Ktal X {{{44ydarg R h/
From F'July 2016
KCANRBGO LEINBY2GA2Y
K{SO2yR LINRBY2UA2Y 2y gl NRAY
Kt a-4 years;
K { § 4 years (S5 to S4 and above) and 5 years (S1 to SS4 and above)
K R4 years
Not eligible for the promotion during the study period and while on EOL except for the
following:
K [ ¢¢ dzy-RBNBCSRESI18)
K 5 2 Oniédeihg postgraduatetudy atK GUMSRxcept duringheir elective
9 posting outside Bhutan w.e.f3¥ May 2016.
K Qosscheck the lisof LTTand EOL not updated in ZESt with the list of promotio
K rasscheck promotion list witlihe LTT and EOL li§gogle DrivéeHR Audit
Documens folder-Master List EOL fjle
For pranotions prior to 2 July 2016, check the remarks column of the Position Director
career movement;
10 K /)\Q)\f é%;NJ?I-yQé \?yq\?NJ\S;[;EI Iu {n |-vyﬁe {p
K /| AQAt aSNVlFIyua SYuSNAyYy3d lFu {o OFy 3I2
K |/ AQAt aSNBlIyda SYyiGSNAy3 d {H YR {wm
S2 and S1 can only move up to P4 to P3 for prior.
Doctor Career patl{implemented w.e.f-Dut2015 and deentralized w.e.f 8May-2016)
For Doctors promoted in accordance witloctor career path reform Schedule 13Aerify
the following:
K ediority Lost = (MBBS/BDS years) + (Master@year9
K CANBG tNRY2GA2Y ' m &@SINJ LINRBOIGAZY
Seniority lost (MBS/BDS)
11 Course duration is more than 5 years

Lost seniority while pursuing MBBS/BDS
Currently practicing the profession
PE rating as per BCSR 2012
Clean service record
K More than 2 years study to be considered active for promotion with service duratidn (
4 years
Seniority lost (MBBS/BDS & Masters Degree)
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Masters (clinical)

Course duration more than 2 years

Excludes extension period due to failure of course
Currently practicing the profession

PE rating based on university performance
Duration criteria o# years

Clean service record

Promotion Order
Check if the promotion order is ZESt generatetth QR code (w.e.f.-1ar2021) and cross
check the following in the promotion order with ZESt:

12 K 9FFSOUALS REGST
K t2aAdA2y GAGES | yRT
Kt 2aAldAaz2y fS@St

13  Check if the civil servant has followed the correct cycle for PE rating/moderation.
Promotion Revoke
If the promotion does not meet the criteria and need to be revoked, the following proce
needs to be followed:

K / KSO1 YR y23S ¢4KSy KSkakKS YSSia (GKS
be regularized.

14 K LT GKS LINRBY2(GA2Yy Aa NBddeck tBeRE ritingdloderation)
score from the year he/she meets the penfnance criterian the ZEStvalid AC and SC.
Accordingly recommenthe regularization of promotion where applicable.

K LT GKS LINBPY2(GA2Y A& DHBKKPE fafngnodeds®n dstdte R
from the year he/she meets the duration critarivalid AC and SC. Accordingly recomme
the regularization of promotion where applicable.

15  Check if promotiororder is ZESt generated with QR code w.eJalr2021

P1 level Specialisin(.e.f. 1 July 2020)
P1 level Specialist promotion have beertdntralized to all Agencies including
Dzongkhags
Check the following details fé*1 Specialisbromotion
0 The postis approved as per the (SSM) Specialist Staffing Matrix except for Me
16 and Teaching services.
0 The new Specialist undertaking form signed.
0 The specialization is listed in the approved Area of Specializations (AoS)
0 Sectors in Dzongkhadsmve Specialists &1 position level only
0 The promotion into Specialist for a particular year does not exceed the
planned/indicated number for that year.
17 In case of major observation, evidence of documents need to be collected for referen

and further verification
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Note:
1. Highlight in green for clear cases, red for issues and no filled colour for cases not

verified.
2. Auditors to note in the remarks cohan if there are any lapses in the above process

and incomplete documents.
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Promotion through Open Competition

List of required documents for verification

RCSC Agencies
K aladSNIftAAd FTNRBY K !'LIWINBGIFE FTNRY w/ {/ A
through OpenCompetition(Annexure 1)
Kt 2aAdA 2300952012016 and K adancy announcement
latest version generated from ZB St
K 1 LILINE 98 R  {(lbth, LEWEYS :(netwﬁouncement copy if the rat of 1:2 is not
& 12th FYP)
K [Aal 2F aK2NIfAadSR
K /2yFEAO00 2F LYyGSNBai
K LYGSNIBASG FT2NX 2F SI
K /2yaz2f ARFISR adzyyl Ne
K t9 FT2NX¥KY2RSNI A2y &
years
K+ f ASecufityGlelargnSe (online) and Aud
Clearance (Online), NOC.
K | w/ ! LILINRQGI ¢
K tNRPY2UGA2Y hNRSNXhTFTFA
with QR code w.e.f-Tar2021
Process for Auditing
1 Crosscheck the master list from ZESt with the list of promotion exted from HRC Minutes
Promotion order is ZESt generated with QR code W-8#r2021
RCSC's approval letter for announcement for position level P2 and below.
Check the following details in the vacancy announcement:
4 K ¢KS | yy 2 dzy OcaR peLiidestafiing paedzf R 0
K aAyAYdzyY ljdzr f AFAOIGA2Y F2NJ GKS LRaG Iy
5 Reannouncement copy if the ratio of 1:2 is not met.
Check the following for thehortlisted candidates
K vdzl £ AFAOF G dupeystruetdre LISNJ t 5 | YR
5 K t 2 &4 A dQna gositiorSl@vsrior in the same position level
K aAyAYdzY 2F H @SIFENR 2F | OGAGS aSNBAOS
announced application deadline.
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K {(dzRe@ RdzNI A2y Y2NB {&dededueted fryn tilelnétide sérwe
of the promotion
K t9 FT2NX¥KY2RSNIGA2Yy &d02NB F2NJ 0KS fai

K /2YLX SGSR | YAYAY&ConBuzhkeribditye cBrgntz £ (2
agency (BCSRO012)

K I'Fa O02YLX SGSR Sljdzk £ G Kthe sBaedsitioh gsyper2 T
Superstructure w.e.f August 2016.

K I'Fa O02YLX SGSR Sljdzrf GKS Rdz2NI GA2y 27F @

within/outside the Agency after August 2016.

PE rating/Moderation Score
K 'L G2 0K S201F2085mihimkiniPE raén@1'Wedy Goodfor the last two years
is required for shortlisting.
K C2NJ (KS 291%630L6¢rvardsminign@rPENhtingof ‘Good for the last two years
is required for shortlisting.
K 'L G2 0 KS20050hnRSnYPE EatingeSeNdGoo® T2 NJ G KS f |
required for shortlisting.
K C2 NJ ! Ol2B1Sonwatils, éniSimudPE rating? oot F2NJ G KS I &
required for shortlisting.
KC2NJ (KS PR01g20y7 ivards, theMddendionscore should be consistently
Goodand above
KC2NJ (KS | ZDi7Brvafds Gheo8draidn scoreshould be consistentioodand
above.
K t9 NI GAY3IkY NmssKsérve an/additiahal )dar o Fand above minimur
years of active serviog@018).

Conversion table when applicardse from both moderated and nemoderated Agency
w.e.f. July 18, 2018.

WP Score Rating Category Weightage for PE Rating in interview for
(40%)
3.00-4.00 Outstanding 40/40
2.00-2.99 Very Good 38/40
1.00-1.99 Good 32/40
0.00-0.99 Need 16/40
Improvement*

Medical leave beyond 3 months is deducted from active service of
promotion
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10

Ineligible Candidate:
K /FTYRARIFIGSE G SYyaGNB LRaArAdArAzy € S @Setvicesah
the entry were eligible from December 17, 2012 (BCSR 2012).
K {K2dzZ R y24 0SS Ay SyiNER S@St LRairldAizy
K C 2 NderVigé cahdjdate selected through the BCSE, he should have availed first
promotion after his selection through ¢hBCSE (BCSR 2018)
K 2KAfS dzy RSNH2 A Y 3 Sécengninanddriedicalfedde. A y Ay 3 2

11

Declaration of Conflict of Interest by the interview panel

12

Prior to 1-July-2019
Minimum 5 manel members including one representative from RC&€@IXdevel selection
From :July-2019 onwards

The selectiomommitteeconsists oft least threemembers of the HRC ando
representatives from the RCSC in caseRlsfelection.

13

Check Interview forms of each panel member if the marking is done wiiteimaximum
marks and 2 extreme marks to be taken out fromA2y2014 onwards.

14

Retabulate the result, if the marking is given beyond the maximum marks allocated for e
field in viva. Take the average of the marks allocated by other panel members.

15

Check if weightage is provided and the following ispopulated:
K { SNBAOS A5%% NHzN} f I NBlF6&0v

K { Sy-B®B NR G &

K t9 NIGAYyIka®DRSNI A2y &a02NEB

16

Crosscheck the viva marking from the individual sheet with the consolidated result

17

Preference Ranking: Pfw.e.f. 1-July-2019)

Check Interview forms of each panel member for the following:

K LT GKS aO02NBa | gl NRSR opeeferedice/i&gkingY SYo6 SN
K ¢KS OFYRARIGS NIYy1SR ¥FANEindwith aninvendds Scorg
of 70%and above shall be selected.

K 2KSYy GKSNB Aa y2 aStSO0A2y ol asSR 2y i
and the candidate with the lowest sum and average score of 70 and above, shall be sele

K L F aitig\8hsdSconsidering the sum of ranking, average of the marks of the two
tied candidates only will be used to determine the final selection and the candidate with i
higher score and with an average score of 70% and above, shall be selected

K 2 K Srfisdnlit e candidateor the interview, he should obtainminimum score of
"70% and abovefrom three or more out of the fivgpanel members, to be selected.

Note: while using preference ranking, no need to remove the extreme marks

18

Check the docums of the selected candidates
K NOC
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K Security clearance (online) and
K 1 dzZRAG Of SINXryOS o02yftAySvo®

19

K / KSO1 GKS RdzN}Y A2y 2F GKS 3IF L) oSGsSSy
issued (2 month88CSR018).

20

Crosscheck the followingn the promotion order with ZESt:

K tNEY2GA2Yy STFFSOGAQPS RIGS &aK2dAZ R 06S wma
K t2aAd0A2y GAGES | yRT

K t2aiAldAzzy fS@St

K Result endorsed by HRC

21

Crosscheck if all promotions are updated in the system.

22

In case bmajor observation, evidence of documents need to be collected for reference
further verification

Note:

1. Highlight in green for clear cases, red for issues and no filled colour for cases not

verified.

2. Auditors to note in the remarks column if thei@e any lapses in the above process

and incomplete documents.
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List of civil servant promoted

Annexure 11

No.

Name

EIDNo.

CID

Before Promotion

On Promotion

PT

PL

PT

PL

Last date of
promotion

Type of
Promotion

Office Order
Reference

Working
Agency/Dvision/Sector
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Short Term Training

List of requred documents for ve

rification

RCSC

Agencies

K aladSNItAad FTNRY K {K2NJI

training Annexure 12

G S NI AninéxdreAlyf A y 3

K /2yaz2t ARFGiGSR GNI @
servants from HRDD for the last 5 years K -deffice training nomination form
(20142018)

training only

K { $yCh=dnce (Online), Audit Clearance
(Online) and medical certificate for-@ountry

K 1w/ !

LILINE @ f  ydzY o SNJ

K hFFAOS hNRSNX[ SGGSNI
QR code 4Jan2021.

Training report

K Consolidated Joining ordef Feedback form/

K / SNJI A

FAOFGS AF | LILI A

K ah! @AGK /2yadAddzaz

K CASTR GNALI I LILINR OI €

Process for Auditing

1  Segregate the master list of civil servants who availed STT by year using the pivot table

K
2 K

K

Crosscheck the master list from ZESt with the following:
[Aald 2F aK2NI GSNY GNIXAYyAy3 I LILNRJSR

¢ NF @St Ay T2N¥YI G A2D18(GaogIdNDripeHR Aidit MBcunien@aster H
List folder- Travel Information file)

+SNAFe 9h[ fAald 6A0K

{¢¢ o6./{w HAmMAO [

BCSR 2010

3  Theformal trainingshall apply to:

K

t 23 30§3INF Rdzr S RS3INEBS




K ! YRSNENI Rdzr S RS3INEBS

K LyadaAaddziazylf O2dz2NBSX O2dzyd SNLIJ NI G NI
K {ddzRe {2 dzNJ

K 22N] akz2Ll SEOSSRAY3 p RI &a

K {SYAYlI N SEOSSRAYy3I p RI &a

The terminformal trainingshall apply to:

K aSSGAy3aT

K {@YLR2aAdzyT

K |/ 2YyFTSNBYyOST { SYAYINJ dzLJ 42 FAGS Rl &aT
K 22N]akKz2L) dz2LlJ 62 FAOS RFEEAT

K -lhoySe training;

K 5StS3AFGA2Yyk{dzYYAGT |yR

K Ly aadlditdzi A 2 y

A gap of 6 months between two @ountry training prior to December 17, 2012
Served minimum of 6 months after EOL
Check for HRC approval

Documents required for STT:

K [2!'k2FFAOS 2NRSNJ

K In-servicetraining form

K I f AR 2y AntSOrly$oOaedlhty BTTOt S NI

K zFfAR 2yt AyS | dzZRduitry 3TNHSI NI yOSohyte F2N
K Consolidated Joining report Training report/ Feedback form

K /SNIAFAOIGS AT FLIWXAOIOES

BCSR 2012

STT shall apply to :

SNIATFTAOI 0Sk5ALIX 2YF O2dzNARS
dzy trafhiNg J- NJi

GF OKYSYy(d YR LYUGSNYyakKkAaLJ
dzRe ¢ 2dzNkLyaidAlddziAz2yl f

A N ¥ A A

+
SYAYlINk22N] dK2L) SEOSSRAY 3

R X AR X
e e
Cn S N

A&AD
p RIFI&ao

A gap of 6 moths for both ircountry and excountry training from December 17,
2012.

Served minimum of 6 months after EOL

Check for HRC approval

Documents required
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K [2!'k2FFAOS 2NRSNJ

KIn-servicetraining form

K #FfAR 2yt AyS {SOdumtiySTTOE S NI yOS 06 hyf
K #=FfAR 2yt AyS | dzRaudtry SETS I NI yOS ohyteé T3
K aSRAOIf /SNIATFTAOLNGS

K Consolidated Joining report Training report Feedback form
K / SNIAFAOFGS AF LILXAOLKOGES

BCSR 2018

STTshall apply to:

/| SNIAFTAOFIGSKS5ALIX 2YI O2dzNES

/[ 2dzy G SNLI NI GNIF AyAy3

GGl OKYSY(dG IyYyR LYGSNYyaKkaLl

{GdzRe ¢2dzNkLyadAlddziazylt +*A&AU
LyalLlSOodAz2y @GAaAillkt NPOdzZNBYSyd GAaAi
{SYAYI Nk22N] aKz2L
| ezeyic€/Symposium/Forum/Meetin
h i KcBuNtry 8dvel

Exceeding 5 days

XARXARARAXXRXRRX

Need not maintain the gap for4{country STT.

A gap of 6 months between two @ountry training w.e.f Jan 2018.

No need to serve a minimum of 6 months after E@dwever, 6 months of gap
should & maintained if a civil servant has availed STT prior to EOL since EOL is
considered inactive.

Should have completed probation for all-eauntry travel

Verify if 6 months gap is maintained for followingauntry STT which is more than
5 days

K L y énhdSit®iodurement visit,

K {SYAYlI Nk22N] aKzLx

K / 2YyFTSNBYyOSk{e&YLRR2aAdzYk C2NHzYkaSSGAyS3
K 2 ( Kk&uNdy Bael
Irrespective of the duration, 6 months gap must be maintained for the following
country STT (2018):

K / SNIATFTAOUseSKk5ALI 2YI O2
K / 2dzy § SNLI NI GNFYAyAy3as ! dGlF OKYSy Gk L
K {GdzRe (2dNkLyadAdGdziAz2yl§ QAaArido
HRC approval required for €&untry travel

Documents required:
Check the following documents of the selected candidates for STT:
K [ Z&&£$t generated with QR codelar2021
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-denfice training nomination form (Only for-emuntry STT)
+fAR 2yt AYS { SOdebtiySTT)t SI NI yOS O6hyf &
+fAR 2yfAyS | dzRaudtry STTSI NI yOS ohyf & ¥F3
aSRAOFIfT OSNIATAOINGS
/S Nelif applicadle

Consolidatedoining report Training report/ Feedback form

XRXARRXRXR

In-country STT : Only LoZESt generated with QR codddn2021
Excountry STTdefined by duration, up to 5 dayspnly LoA, ZESt generated with
code FJan2021

Chek the following:
K wStSgryoe 2F (GKS GNIXAyAyS3

K IF@S I YAYAYdzY 2F ¢ Y2yidKa (2 &dzLISNJI
course.
6 K { Smid& Ryear after long term training.
K / 2yGNI OG OAGAf &S NI lcyuintry frainBy{ Howeddr, tan eycepiio
has been made for contract staff to avail ITEC courses in India.
K / KSO1 F2NJah! 06S0G6SSy w/{/ IIyREGKE ! 3
K I'a 0SSy aStSOGSR FT2NJ I y20KSNJ GNI AyAy
7  Compile the travel list and chedhe travel frequency
STT gap analysis methodology
Using jivot feature from MS Excadarry out the following:
Use course title and remove, Inspection visit, Procurement visit, Seminar, Worksg
8 Conference, Symposium, Forum, Meeting and othecaxntry travel less than 5 day
Take EID and the course title to ensure there is no duplicate in trainings
Insert EID, the start date and end date and check for the 6 mm gap OR;
Using formula, minus start date of the secanaining fromthe end of the first
training. Daysiot exceeding 180 days shall be considered as a gap not maintaine
9 Check if a civil servant has accumulated earned leave of 2.5.days per month to their le:
accountfor training more than one month.
For Long term StudyNotification an Field trip w.e.f 20/3/2019)
Agency shall approve the field trip.
10 All field trips shall be within the host country and Bhutan.

Field trip for a maximum of 3 weeks of duration in a year for candidates pursuing
clinical LTT. An exception to those pursuilgical courses in Thailand, they shall n
be allowed for field trips in Bhutan/other countries.
Maximum of 2 weeks of duration in a year for rest.
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In case of major observation, evidence of documents need to be collected for referenc
11 further verification inclusive of minor observations on gap not maintained and irrelevani

training availed.

Note:
1. Highlight in green for clear cases, red for issues and no filled colour for cases not

verified.
2. Auditors to note in the remarks column if there aeny lapses in the above process

and incomplete documents.
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Annexure 12

List of STT
Office
Sl. Agency | Dept/Div/ Course| Start | End Duration University HRC | order
No. Name | EID| CID| PT| PL| Name | Sector DOB| Title date | date | (end date | /Institute | Country no. refere
start date+1) date | nce
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Performance Management Systeriviax

List of required documents for verification

RCSC Agency

Annexure 13

al AGSNI ftA&AG FTNRY %9 K {A3IYSR Y2RSNIUGAZ2Y

Process of Auditing

Segregate the master list of civil servants moderated by year using the pivot table

Check thecomposition of the moderationanmmittee (P2 and above only)

Check if there is a Performance Improvement Plan (PIP) for civil servants cagdgorder Need
Improvement andvhether they have beepromoted or not.

Operational categorgivil servants should not be moderated

The new IWRInd moderation started in the following years:
Financial year

K L2t 2016 onwapds

K a2 RSNJ @817 ghwards n m c

Academic Year

K L2tY HAamc 2y gl NRa

K a2RSNIdA2YY wnanmt 2y gl NRA

Check if the moderation scoredsrrectlyupdated in ZESt by comparing the list from ZESt with
moderation result.

Performancescorefor financial year 2012020 and Academic year 2020.

For those civil servants At T, Secondment and Medical legf¢éhey have worked 6 month and
above during the financial/academic year ilcdervants should be moderated. For less than 6
monthsthey are to be given default rating of Gogd.e.f £Jut2020).

For civil servants oBOL.who join or leave the agency during the performance period irrespec
of the duration of active service shall be included in the pool of employees to be moddvaed
1-Jut2020).

Performance Score prior to financial year 202920 and Academic year 2020.

For those civil servants ddecondmentMedical leave (>1 yeaandLTE & K| £ f G cdcSay”N
default provided they were away for the entire appraipatiod. However, if the seconded agen(
submits the report of NOLJIS NF 2 N | y OSZ (G KS& Neye dd S mp2rROSVNe
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Proxy Rating

Civil servants in ESC, P1 and P2 (Officiating as Chief) get a proxy rating of the Agen
For P1 Specialistdiey should be Division/Sector Head to get the proxy rating.

9 . . o L
For the Director/DG of the departments their proxy rating is a combination of agency
and department score.
10 In case of major observation, evidence of documents need to be collectedféwence and

further verification

Note:

Highlight in green for cleacasesred for issues and no filled colour for cases not

verified.
Auditors to note in the remarks column if there are any lapses in the above process

and incomplete documents.

51



Annexure 13

Moderation score
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Leave (EOL/Medical Leave)

List of required @dcuments for verification

RCSC Agencies
K aladSNIftAAd FTNRY YHA@nhdkure 1K [Aald 2F OAQGAE &S
14) Leave
K [S3AFf ! YRSNII 1 AY
K aldaGdSNIftAald 2F ad&aro©lyf [K Sh[ KaSRAONZES &1 @
generated w.e.f Jan2021)
K W2 Ay ABESt géndidkes Wk.f1
Jan2021)
Process for Aditing
EOL
1  Cross check the master list from ZESt with list of civil servants on EOL from Agency
2 Check whether itis approved by HRC
Cross check with the followindigibility criteria:
K al EA Y dzYforROiNg 28 tchtyis for thentire service period.
K /| 2 Y LBfyéudriIRding probation period for EOL more than 3 months.
3 K [/ 2 Y LgfolkatioBf& EOLup to3 months.
K | Sedanthas completedSecondmentong term training obligation prior to availing EOL.
K Checkf a civil servant is not serving an administrative penalty.
K [/ 2y (NI Ol aréngtRligiBlg far E@.{ t
Cross check the following documents:
K Legadundertaking
4 K 9Qrder(ZESt genated w.e.f 1Janr2021)and;
K Joining(ZESt generated w.e.tlar2021)order provided the civil servants had joined the
Agency.
5 Check if EOL igpdatedin ZESt and verify the effective date with office order.
Compulsoryetirementfor those civiservants who fail to join back after the completion of EOL
6  period.
Check if a civil servant has been promoted during EOL from the master list db&dgle(Drive
7  HR Audit Documesfolder-Master List EQland EOHduration deducted for promotion.
8  (heck if EOL order and joining order are ZESt gengratih QR code (w.e.f-1ar2021)
In case of major observation, evidence of documents need to be collected for reference and |
9  verification
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Medical Leave (ML)

For regular staff, medicé¢ave of maximum of 36 months can be availed and check for the
following:

10 K a2NB (KIFy o Y2yidkKa 2F a[ G2 06S RSRdzO0SR
K aSRAOIf tSIF @S SEOSSRAY3I m Y2y(GKY | w/ L
Medical Escort Leave
BCSR 2010 and 2012
There is no capping on threedical escort leave

11 BCSR 2018
A civil servant shall be granted the Medical Esceave for a maximum period ofrAonths
inclusive of extension to escort diredépendent.

12  Contract civil servants can avail ML of maximum of one month.

13  Check for Z&t generated order with QR code w.e-3dr2021.

In case of major observation, evidence of documents need to be collected for reference and

14 further verification

Note:

1. Highlight in green or clear casesied for issues and no filled colour for casast
verified.

2. Auditors to note in the remarks column if there are any lapses in the above process
and incomplete documents.
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List of civil ®rvant who availed EOL

Annexure 14

SI. No

Name

EID

PT & PL

Last
promotion
date

Agency
Name

Type of
Employee

EOL

EOL Order

Start date

End date

Duration

Date of
joining

Reference
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List ofcivil servants who avadd Medical leave for more than Bionths

Annexure 15

SI.No

Name

EID

PT & PL

Agency
Name

Last
promotion
date

Medical Leave

Start date

End date

Duration

Date of
joining

Office Order
Reference
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Transfer

List of required documents for verification

RCSC Agencies
(Annexure 16 K ¢NJ}yaFTSNI 3dzA RSt Ay S
K =l OlFlyoOe !'yy2dzyOSYSyi
K ¢ NJ y a@EShgertestBiSvieIflan2021)

Process for Auditing

Annual Transfer

Check if there is a transfer guideline emsed by RCSC. Guidelines are relevant to Agencies

1 identified as a Parent Agency according to section 2.9 of BCSR 2018. The annual transfers
be audited from the implementation of the annual transfer guideline of the concerned Agen
2 Check if civservant are transferred without completing 3 years from initial place of posting
3  Check if theransfer order is ZESt generdtewith QR code w.e.Flar2021
4  Checkf all the transfersorder is ZESt generated with QR code w.g&ri2021.
5 Che if the civil servants who are left with only 1 year to superannuation are transferred.
6 Civil servant on contract cannot be transferred except within the Dzongkhag ( w-Au@@2019)
Lateral Transfer
7  Verify vacancy announcement.
8 Check if apprpriate selection procedures are followéd caseof more than one applicant
Prior to 18Mar-2020lateral transferof civil servantsre allowed for thos®n EOL of more than
9 6 months and vacant positions.

From 18Mar-2020lateral transfer to be only itiated to fill in vacant positions and not
applicable for those on EOL for more than 6 months.
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10

Verify the following criteria:

KHas completed equal the duration of the study period to apply for another position
within/outside the Agency after August 26.

K /2YLX SGSR o &S| NinsefvieddiVilgedvantsl LILIZ Ay 0SS | v

K /2YLX SGSR H &@8SIFINARA Ay GKS arysS LXFroOoS 27
13-Sep2019)

11

Check for ZESt generated office order w.eJaf2021

Attachesat Embassies/Mission/Consulate

12

For Ministries (MoEA, MoAF, MoF, MoH, MoE and MoHCA) check the following:

K {StSOGSR (GKNRdzZAK 2LISy O2YLISGAGAZY
K al EAYdzy G4SNXY 2F o &SI N&

A 2 4 oA

K wSLX I OSYSyil G2 06S aStSOGSR ¢ Y2y idK LINR;

Note:

1. Highlight in green for clear casesedfor issues and no filled colour for cases not
verified.

2. Auditors to note in the remarks column if there are any lapses in the above process
and incomplete documents.

3. For major observation, a copy of documentary evidenseequired.
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Annexure 16

Transfer List

Previous date of Last Date of
SI.No : Name : PT : PL : SL: : : Agency From: Agency to
Date of Appt transfer Transfer 9 y 9 y
llllllllllllllllllll flllllllllllllllllfllllllllllllllllllllllllllllrlllllllllllllrlllllllllé’llllllllllllllllllllllllllllllllllrllllllllllllllllllllllllllllllllllrlllllllllllllllllllllllllllllllllrllllllllllllllllllllllllll*llllllllllllllllllllllllll
llllllllllllllllllll flllllllllllllllllfllllllllllllllllllllllllllllrlllllllllllllrlllllllllé’llllllllllllllllllllllllllllllllllrllllllllllllllllllllllllllllllllllrlllllllllllllllllllllllllllllllllrllllllllllllllllllllllllll*llllllllllllllllllllllllll
-------------------- '.-----------------'.----------------------------|.-------------..---------;.----------------------------------..----------------------------------..---------------------------------..--------------------------.|.--------------------------
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Disciplinary Action

List of required documents for verification

RCSC Agencies

K [Aad 2% OABAL A4S ¢ [ 340 27 Oirédpinangadtd | vy (
action from ZES{Annexure 1Y

K ! RYAYAaild NI (letHRS Minufegd & OA L

Process for Aditing

1 Verify/nsert the list of civil servants on whom disciplinaggions have been imposed froRRC
Minutes in addition to the list generated from ZESt.

2  Ensure whether disciplinary action imposed by HRC has ibg#damented.

Check the uniformity of the administrative @&mis imposed on civil servants alidhere are any

discrepancies in the penalties imposed for similar offences
4 In case of major observation, names of HRC members, evidence of documet i e
collected for reference and further verification
Note:

1. Highlight in green for clear cases, red for issues and no filled colour for cases not
verified.

2. Auditors to note in the remarks column if there are any lapses in the above process
and incompete documents.
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Administrative Actions

Annexure 17

Name

EID

PT

PL

Agency
Name

Type of
Offence

Type of
Administration action
taken

HRC Number
and date
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Separation

List of required documents for verification

RCSC Agencies

Master list (Annexure 13from ZESt for:

K [A&d 2F OAOAt &aSNDI

K x2fdzydF NBE wSaixayl (
Kooow{ , K {SLINIGAZY 2NRSNJ
K { dzZLISNIX yy dzl GA2Z2Y
K [ 2y ONF OG GSNXYAYIF(K {FyOiAazy 2NRSNJ
K hiKSN&
K Relieving order (Only for superannuation)
Process for Aditing
1  Cross check the master list from ZESt with the list of separation carried out by Agency
Check if the civil servant has complied with the following conditions:
K . /{9 26yedasdt dA2y
K tséhbce obligatiofDAHE/P&2 times)
2 K { §NIyationSor SST & O years
K [ ¢¢ 2(6LTA=2kindes, 24 TT- 3 times, 3 LTT¢ 4 times)
K { SO2 Yy RY S | lnrconin Intedniativrialbr§anization equal to Secondment
duration, Excountry International organization equal to 2 times tBecondment duration).
BCSR 2010 and BCSR 2012
ERS Eligibility Criteria
If the civil servants have availed Early Retirement Scheme, check/verify if they have com
with the following conditions of service:
a) Is 51 years and above.
3 b) Is below 5Y¥ears of age fulfilling the following conditions:

I. A civil servant has served for a minimum of 20 years;

ii. A civil servant does not possess a minimum of Bachelor Degree; and

iii. A civil servant has no obligations to the Government
Ov L& 2y GKS W2 | AGAYy3 [Aa0Q F2NI gK2Y (K
d) Has served a minimum of eight years at the highest Position Level within thelbandds
specified in the Position Directory.
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Not Eligible for ERS:if
a) impending disciplinary or corruption case (s); and
b) His service is determined to be required by the Government based on scarcity of sucl
and expertise.
BCSR 2018
a) Is 51 years and above.
b) Is below 51 years of age fulfilling the follog/iconditions:
I. A civil servant has served for a minimum of 20 years;
ii. A civil servant does not possess a minimum of Bachelor Degree; and
iii. A civil servant has no obligations to the Government.
c) Has exhausted admissible medileave of three years.
d) Is appointed as a Member of the Constitutional Office.

Check the relieving date of civil servants relieved from the Agencies and retirement beneg

4
claim was sanctioned within one month from relieving order
Cross check teee if all the separations are updated in the ZESt.
S For those separations which are not updated in the ZESt, ask for a separation order fromn
Agency HRD and accordingly update in the ZESt.
6 Check if the separation orders are ZESt generated with QiR(eoel.f 2Janr2021)
Check the following for calculation gfatuity:
K {SNBSR I YAYAYdzy 2F mn &SIFNAR | OGA@GS a
2 K {SNBAOS 2F &aAE Y2yiliKa IyR 6208 G2 08
calculating gratuity. Howeveshould have initially completed 10 years of aetservice.
K / KSO1T AF 9h[ RdzN}> A2y A& RSRdzOG6SR ¥N
calculating gratuity.@oogle DrivéHR Audit Documentslder-Master List EQL
If civil servants ar€ompulsory Retired:
8
K 9yOGAGEf SR FTabehdit.f (KS NBGIANBYSY
If civil servants ar@erminated:
9
K b2 SYGAdft SR FT2NI NBGANBYSYy(l oSySTAada
10 Check the entire staff list, if they have crossed superannuation age.
11 In case of major observation, evidence of documentsdi® be collected for reference and

further verification
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Contract Termination

12 Check if kept beyond superannuation or not.

13 Check the separation status of employees in the ZESt if updated correctly.

14 In case of major observation, evidence of doents need to be collected for reference ang
further verification

Contract Termination of ESP/GSP

15 Check/Verify the following:
K DN} Gdzaide SyidAaidftSR 2yteée F2NJ O2YLX SGSR

16 In case of major observation, evidence of documents need to be collected for reference i
further verification

Note:

1. Highlight in green for clear cases, red for issues and no filled coloucdses not verified.
2. Auditors to note in the remarks column if there are any lapses in the above process and
incomplete documents.
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List of civil servant separated

Annexure 18

Sl.
No

Name

EID

PT

PL

Agency
Name

Dt. of Appt

DOB

Sept dt

Sept type

Year

Emp Type

Separation order
references

65




Human Resource Utilization

List of required documents for verification

RCSC Agencies

{O0FFFAYI ' LILINPOSK L2t 2F FSg aStSOGSR O

K [23 022]

Process for Auditing

Assesshe staff strength of Division&vices based on the log book maintained afdervation
made during the auditing period and accordingly make recommendations.

Reviewthe IWPof a civil servant based on the feedback from #ggeency and interview
conducted as part of strategic audit, ime mismatchof Position Ttle and job description.

Segregate the staff into three categories 1. Less work 2. No work 3. Norm#Avoréxure 19

Identify additional work for those in cagory 1 and ZAnnexure 20
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Segregation of @ff based on work

Annexure 19

Division

SI.No.

Name

EID No.

Position
Title

PL

Criteria to determine civil servant

without work

No work

Less work 50%-
4 hours and less

Normal
work

If identified under No Workand
Less Workassign additional
Works
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Identification of additional work

Annexure 20

Types of Tasks/Activities

No. of Staff

Total
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Positive Observation

List of required documents for verification

RCSC Agencies

K | w/ aAydziSa

K tf Iw FOGA2ya

Process for Auditing

Identify positive observations from HRC Minutes and other HR adcadiited. The positive
observation highlights the observation requiring additional HR actions which are in compli
with BCR but due to oversight, has been left out by the Agency. Such observation brings
the positive intention of the auditing exercise.

Positive observations include gratuity not given, eligible promotion revoked by HRC, persq
pay not given etc. evetmough criteria are met.
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ComplianceReport Writing

Process for Auditing

Draft the report as per templateAfhnexure 23 in accordance with the observation from the
To Do Lisand working sheet.

The draftComplianceeport captures, god HR practices, Audit period, areafsHRactions
and duration of HR audit. The observations in the report are divided into two columns. Tk
first column consists of the write up on the observation and relevant BCSR clauses are g
In the second colum observations areategorizedas major or minor depending on the grav
of the observatio. For some of the observatiortfie details are captured ithe annexures

In addition, a summary of the HR actions audited and the observation are tabulated as g
Annexure 21

Use the checklisto finalizethe draft HR Audit reporfAnnexure 22

Debrief the entire staff of HRD on the observations

Debrief the Management/DOS Director on the draft report and minimum of 2 weeks to be
given for justification.

After receiving the justificatiorfinalizethe report as per the templateAnhnexure25). In the
final report, the justification from the Agency and recommendation from HRAD is include

Use the checklist téinalizethe final HR Audit reporfAnnexue 24

Present to the Commission

Share the final report with the Ageneyd copy tahe head of the depaments/Sectors. Send
the letters as per the decision of th@@mission.
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Summary of Compliance HR Audit

Annexure 21

Summary of HR Auditiisert Agency namg

0! dzRA G

LISNA2R FNRY Xo

G2Xo

HR Actions Audited

Nos.

Major
Observations

Positive
Observation

Remarks

Recruitment

Regular

Contract

ESP/GSI

Promotion

Broadbanded

Open Competitior

HRC Minutes

ShortTerm Trainings

MaX

Leave (EOL/ML)

Transfer

Administrative Action

Separation

Total
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Checklist for Draft Compliance Reg

Annexure 22

Checklist for Draft Compliance Report

S| No. Activities Status

1 Use the updated template for HR Audit report

2 Insert correct audit period and date of audRéfer summary of the
Agency Audited google sheet in HR Audit Documents on googlg driv

3 From theMaster working sheeand To-Do Lisof HR actions, insert the
observations/findings in the compliance repadtalicize the EID Nos. an
CID Nos. during the write up on the observation.

4  Cite relevant BCSR clause wherever necessary &zéalie clause

5 For STT gap not maintained, check for repeated offende3riveFollow
up folderTraining issues master List jile

6 Insert correct dservationnos. and accordingly categorize the type of
observation (minor/major)

7 Prepare Annexurgfrom the working sheet and number correctly using
the pivot table.

8 Ensure to repeat titles for Annexure if there are more than a page.
Italicize the annexure numbers.

9 Update cover page/Separators

10 Update Summary of the observation

11 K CE2NBAYy 3 f SGGSNI K RAALI GOK y2d

12 Proofread by the focal person and team

13 Use font typeCalibri; Fonsize 12: Space 1.5/1.15

14 Insert Page number

15 Spell & gammar check

16 Update the Audit period and Audit duration @Google DrivéHR Audit
Documens folder- Summaries for Agencies Audited

17 Email the reports to HRO/Admin. Asptior to debriefing

18 Create a final HR Audit Report from the draft copy on the google driv

19 File a copy of the forwarding letter for the draft repoxtcrdingly.
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Annexure 23
Template forDraft ComplianceHR Audit Report

Draft HR Audit Report
HR Audit Observationsirgsert Agency Name)
(Insert audit periodX ® {2 X X ®0

Introduction

As required by Section 27 (g) of the Civil Service Actfofdz(i Y HAamn ¢ KA OK C#iliSeriice Bominidiod as téntkab w2 & | f
Personnel Agency of the Government shall conduct perioRi@utliting across all agencies, I O 02 NR A y 3 Awdlited(IKsdrt w/ { / KI &
Agencyname)from (Insert Datej}o (insert Date) The main objective is to ensure cplance and uniform applicatioof provisions of the

CSAB 2010, BCSR across the Civil Service and also to ensure effective and efficient utilization of civil servants.

The auditing exercise identifies gapsjitations and appropriate interventions where necessary are alsormegended. In addition, good
HRpracticesofil KS ! 3Sy 0& AF Ftye& IINBE KAIKEAIKGSR® / 2YLX Al yOS(nsedzrate)i A y3 F2N
to (insert Date).

Areas of Auditing

Compliance HR audit was carried out for decentralized HR actions such as Staffing planqdeandntation; Human resource
developmentand implementation; Utilization of human resources; Recruitment, Selectidm@pointment process; Mmatchin the
Position title and Job assignments; Individual Work Plan/Moderation scaved®on; HR Committee Meetinginutes; Transfer; Leave;
Administrative disciplinary procedures, decisions and implemematseparation; Work conditiofenvironment; Civil Sevice information
and records; andray other HR related matters.
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Methodology
Following methods were used to do the compliance audit:

1.

o gk N

Evidence based approach

All HR action taken as per BCSR 2010, 2012 and 2018
Civil Service Act of Bhutan ZD1

RCSC approval

Approved staffing

HR standards

Good HR Practices

1.
2.
3.

XX
Xo
Xo

Obs.

Nos

Audit Observations/Findings

Type of
Obs.

1.Staffing

1.1

Staffing

1.2

Drivers and Vehicle no.

1.3

HRD Staff Utilization

2. Recruitment (Regularinsert Na; Contract:Insert No; ESP/GSRnsert Nos)

2.1

74




3. Promotion (Broad bandedinsert No.and Open Competitiontnsert No.)

3.1
4. HRClfsert N9
4.1
5. STTlhsert N9
5.1
6. Max (Insert N9
6.1
7. Leave [nsert NQ
7.1
8. Transfer (nsert N9
8.1
9. Administrative Disciplinelfisert N9
9.1
10. Separation [nsert N9
10.1
11.Positive Observationlfisert N9
111
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Checklist for Final Compliance Report

Annexure 24

Checklist for Final Compliance Report

SI No.

Activities

Status

Check for the forwarding letter with justification from the Agency. Check for I
Meeting No. and date.

2 Create twocolumns. One to insert thdustificationand another to make a
Recommendation to Commission.
3  For the recommendaons, refer past HR Audit reports
4  Prepare forwarding letter
5 Prepare letters (Cautionary/Reprimand letters)
6 Update cover page/Separators
7 Update summary of the observations
8 Insert Commission no. and date for Commission decision in thenfteendation
column.
9 For letters, generate dispatch number from online
10 Cross check if correct auditing period and auditing date is inserted
11 Cross check ifo. of observations tallies iuemmary and the report
12 Run grammar and spell check
13 Cross check if titles are centre and middle aligned
Individually verify if all necessary changes are made, then discuss among tee
14 members
Focal person to update the following @oogle DriveFollow up FoldeiRevoke
15 cases updated google ské
K al22NJ hoaSNBI GA2y F2NI Lttt 1w IO
Focal person to update following @woogle Drive Follow up FoldefTraining
16 Issues Master List Google Sheet
K aAyYy2N) hodaSNBIFGA2Yy 2y {¢¢ 3Tl L) y2i
17 Print a copy of the forwarding letter, cautionaryydfinal report and file.
The soft copy of the final audit reports to be inserted in the Final Report Sent
18 Focal: Tshering Yangzom
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Annexure 25
Template forFinalComplianceHR Audit Report

Final HR Audit Report
HR Audit Observationsirfsert Agency Name)
(Insert audit periodX @ 12 X X 0

Introduction
' & NBIjdZANBR o0& {SOGA2Y wWT 0630 2F GKS / AQGAf { SNIAOSsthaTeéntrd ¥ . Kdzi | y
PersonneAgency othe Government shall conduct periodic HR auditing across all agénatesrdingly the RCSC hasdited (Insert agency

name)from (Insert Date}o (insert Date) The main objective is to ensure compliance and uniform applicafipmovisions of the G 2010,
BCSR across the Civil Service and also to ensure effective and efficient utilization of civil servants.

The auditing exercise identifies gaps, limitations and appropriate interventions where necessary are also recommendtithnlngaaad
HR pacticesof t KS | 3Sy0é AT Fyeé& NP KAIKEAIKGSR® / 2YLX Al yOS(indeddBate)i A y3 T2 N

to (insert Date).

Areas of Auditing

Compliance HR audit was carried out for decentralized HR actions such as Slaffingnuimplementation; Human resouragevelopment
andimplementation; Utilization of human resources; Recruitment, Selection apdiAtment process; Mismatch the Position title and
Job assignments; Individual Work Plan/Moderation score; Promaid&hCommite Meeting minutes; Transfekieave; Administrative
disciplinary procedures, decisions and implementation; Separation; Work camslgnvironment; Civil Servigeformation and recordsand

Any other HR related matters.
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Methodology

Followingmethods were used to do the compliance audit:

Evidence based approach

Civil Service Act of Bhutan 2010
RCSC approval

Approved staffing

HR standards

S o

Good HR Practices

All HR action taken as per BCSR 2010, 2012 and 2018

1. XXo
2. XXo
3. XX
Obs. . . Type of Agency dustification Commission Decision
Audit Observaions/Findings A
NOS g Obs. @PPODD/ a ) K S
1. Staffing
11 Staffing
1.2

Drivers and Vehicle no.

1.3 | HRD staff Utilization

2. Recruitment (Regulaiinsert

Ng Contract:Insert No; ESP/GSRnsertNos)

2.1
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3. Promotion (Broad bandednsert No.and Open Competitiontnsert No.)

3.1
4. HRQInsert No)
4.1
5. STT(Insert No)
5.1
6. MaX(Insert No)
6.1
7. Leave(insert No)
7.1
8. Transfer(Insert No)
8.1
9. Administrative Dscipline(Insert No)
9.1
10. Separation(Insert No)
10.1
11.Positive Observatiorflnsert No)
111
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STRATEGIC HR AUDITING
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Strategic Human Resource Auditing

Strategic HR Audis conductedo strengthen HR Division/Servicesitgntifying cross cutting HR issuasd
proactively recommending appropriate HR interventions where necedsafyurther enhance HR service
delivery. In the process, capacity of HR Officers and Admin Asstalso built through knouse training and
by involvhg them in carrying out strategic HR Auditing.

The methodology used for strategic HR auditsfgD e s i g n € whibhipnowkdesragman centric approach
to assesghe strength and weakness of the current HR systemsmodesses: Thprocess ofStrategc HR
Auditing are as follows

1. Interviews

2. HRSurvey

3. Cocreation of recommendation
4. Design Prototype

The recommendations made are quick wins which are very much implementable within the
Division/Services and at Agency level. Some of these recommensglagon Annexure &re best practices of
the Agencies which are replicated across civil service. For each of these recommendations, prototypes
been designed which Agency can further customize based on the need.
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List of Activities for Srategic HR Auditing

Sl. : I : "
NG List of Activities for strategic Auditing
1 Collect email address of staff from the Agency and conduct HR Survey prior to auditing
2 Conduct BCSR Awareness for staff of the Agency using google form prior to auditing.
3 Listthe interviewee in consultation with HRD and conduct interview
4 Transcribeverbatimfrom the interviews and survey and cluster the finding by HR action.
Based on the findings, eeate the recommendations.
Capacity building activities:
a. Pretest onBCSR
5 b. Prepare a schedule for BCSR discussion. Every staff of HRD/HRS to be allocated
from BCSR.
c. Posttest on BCSR
d. Facilitate session on\Rit table, HR Calculators, FAQSGte and recent notifications.
5 Log book analysis and HR requiremenitl&f Division/Section if require@lo be circulated 1
month prior b going for Auditiny
7 List of focal person by names for programs anojects (If required)
8 Officeorder standardization if required
9 Evaluation of implementation past strategic audicommendation.
10 Preparestrategicdraft reports as per the checklishnnexurell) and debrief the head of the
Agency/DOS, Director. Agency HROs make the presentation to the HRC of the Agenc
11 Finalize the HR Audit report as per the checksmnexurel?)
12

Present to Commission for final endorsement and share with the Agency
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HR Survey and Interview

Strategic AuditingHR Survey and Interview

As part of Strategic HR auditing, HR Survey and interview are conducssesshe strengthand

weakness of the HR Division/Section and based on the finding, recommendationsaeata and

prototypes are designed accordingly.

The HR survey questionnaires are based on the five key roles of the HR Officers in the Civil Servic

Interviewquestionnairesare based on the functions on the HRD/S.

List of required documents for verification

RCSC Agencies
K |w {dzZNSe (AjngzBra H A 2 y y I A
K LYGSNIASgAMhaaSa A2y yFAK [Aad 2F SYFAta 27F
K Ly GSNIIA S@nnex@dids GF {Ay3IK [A&0 2 HAnRefuieRNIIA S 6 S §
K [/ 2y az2f ARl datHmHRNEBSDRYactcdS Y
Annexure 5)
Process
HR Survey
1 Prior to auditing, the list of emails of the staff of the Agency to be collected from Agency HR(
" using Google sheet
5 Conduct HR Survey using the questionnaires in the Google form. A weekly reminder to the s

the Agency taindertake thesurvey to be sent.

findingsfrom the interview and accordinglyecommendationsare made

The analysis of the survey shall be carried out by the HR Audit team member based on the f
3. roles of HRO. The feedbadceivedfrom the operended questions shall be used along with HF

4. A comparative report on the current and past five roles of HROs to be carried out.

Interview

Prepare a lisof civil servants to be interviewesb perAnnexure 2A total of minimum 510 civil
servants should be interviewed across position categories in Ministries and Dzong\deysés

1
respectivelyThe interviewee should consist 05€, PMC and SSC staff inclusive of Regional
Offices/Centers/Schools.

5 Conductinterviewsin a teamof 2 each using the set of questions as panexure 3The notes

have to be captured in verbatim #nnexure 4.
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The verbatim are to be transcribed éguelustered by HR actions such as recruitment, training,
communication, HR capacity etn.Google sheets. The findings from the HR survey are also tg
included.

Conduct a session for @veation of ideas baseoh thefindings identifiedwith the entire staff of
HR Division/Services. In addition, the consolidated begird&ices angrototype are to be used
as perAnnexurebs.
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Annexure 1

HR surveyQuestionnaire

HR Survey

The purposef the HRAudit survey is to understand thérength and weakness of the current HR syste
and procesdased on the key roles of HROs. The findingd@rstreamlining the functioning of the H
Division/Services of the Agency concerned. In this regard, we would like to request pavitde open&

honest opinions. The information provided shall be used solely for the HR audit purpose and will

confidential.

Email Address*: Position Level*:
Gender*: Age:
SectofDepartment*:
Neither
Strongl _ agree Strongl

Sl. . . gy Disagree g Agree gy

Questions Disagree nor Agree
No. (2) : (4)

(1) disagree (5)
(3)

I. HRO as a Strategic Partner

ae@ |lw hFFAOSNI dzy RS

1
mandate.
My HR Officer participates in the
) LINBLI NI 0A2y 2F GKS

programs by providing input on HR
perspectives.

The HR Division aa@&s out annual
3 |62N] F2NOS L FyyAy3
plans and targets.

The HR Division designs HR developme
plans including competency training that

4 " . o
are critical to deliver organizational
programs/projects/activities.

5 The HROfficers are competent tadvise

and guide us on all HR related matters.

There is proper succession planning
6 | carried out for departmentdy the HR
Division.

There is support from the Management i
the works carried out by the HRivision.
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II. HR Officer as Administrative Expert

My HR Officer is ear on the current

8 recruitmentprocess.

9 My HR Officer is clear on the current
promotion process.

10 My HR Officer islear on the current
transferprocess.

11 My HR Officersi clear on the current
training process.

12 HR Services provides an induction
program for new appointees.

13 My Management provides a proper office
space for new appointees.

14 My Managment provides equipment for
new appointees.
HR Services provides proper procedures

15 for handling & taking over of work on
transfer/Resignation/Superannuation/Se
ondment.

16 There are proper criteria in place for
training nominatiors.

17 My training nomination comes through H
Services.
The information and documentation

18 | maintained by HR Services are accurate
and up to date.
There is proper coordination between HF

19 Services and Finance Serviceg {Eay
fixation, increment and Earned leave).

Ill. HR Officer as Employee Champio

The HR Officers in my Agency are

20 | proactive to inform the staff about the
promotions/transfers.

21 All the training requirements are arrange
by HR Services.

99 HR Officers represent staff's grievances
and concerns to the management/HRC

23 My HR Officer understands my Terms of

Reference
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24

| am satisfied with the services provided
by HR Services.

V. HROffice

r as Change Agent

25

The HR Services has prepared the agen
in accepting all changes pertaining to Ol
Exercise.

26

All the information on HR/Civil service
reforms are shared by the HR Services
frequently.

27

The staff concern# are engaged in the
implementationof the change
management process.

28

There is a feedback system instituted in
my agency.

29

The HR Services redeploys the excess ¢
as per the timeline.

V. HR Officer as Integrity Advocate

30

The HR Officers follow the HR Standard
OperatingProcedures (SOP) 2016 for all
HR functions.

31

The HR Officers promote values of ethic
and integrity through education program
suchas the inductiorProgam of
employees, training on ethics and integr
and Monitoring.

32

My HR Officer ensures that theast abide
by the civil serviceode of conduct.

33

Conflictof Interest is declared where
necessary as required by BCSR.

VI. Staff Engagement

34

| am aware of the expectations from me
work.

35

I have a colleagus) in the vorkplace
whom | can share botmy professional
and personal matter.

36

My Agency provides the opportunitg
work.

87




| have been recognized for the good wor

37
done

| have support from my supervisor who
38 | encourages my professional
development and progress.

VIl. MaX System

39 | I am aware of the APA of my Agency

My supervisorsets atargetin IWP in

40 ) .
consultation with me.

41 | | was oriented/trained on the MaX systel

My supervisor carried out one on one
42 | session/feedback/Coaching on my
performance

The Agency has personal Improvement
43 | Plan (PIP) in ate for Improvement
Needed

What are the HR systems and process that are working well and why?
What are the HR systems and process that are not working and why?

Any recommendation for improvement of HR Divisi&efvices?
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List of Interviewee

Annexure?2

SI.No

Name

EID Position Title

PL

Position
Category

Team

Telephone
No

Appointment
date

Appt.
Time

Interviewee

ESC

PMC

SSC

89



Annexure 3
Interview Questions

. Introduce yourself

. Objective of HR Auditing

a. Compliance Auditing

b. Interview part of strategic HR Auditing streamline the functioning of HR Dvisio
service delivery. The strength and weakradgbe currentHR system and processes
are assessed and accordingly, recommendations are made.

. What are some of the servicavailablefrom the HRDivision?

. What do you think about the current Recruitment pess?

a. Assessment of stafequirementscarried out? Why?

b. Induction program for new appointments

c. Office space and equipment provided by Departments

. How many training have you availed till date?

a. On what criteria are civil servants nominated for trainingWH®the distribution of
training?

b. What services need to be provided by HRD in terms of training?

c. What do you think about the HR development Plan of your Agenityyakedon
competency?

. How many times have you been promoted?

a. Does HRD notify civil senta due for promotion and provide necessary guidance

b. Coordination between Finance Division and HR@ement & pay fixation

c. Does HRD coordinate and host promoti@nemonie® How does it make you feel?

. Entire career how many times have you been trangerr

a. How is the handing/taking over of work during transfer?

. Human Resource Utilization

a. Have you received support from your supervisor who encourages your professional
development and progress®re you recognized for the good work done? If so, how?

. When yousuperannuates

a. Are civil servants informed 6 months prior to superannuation? Are retirelpesmtfits
given to civil servants within 1 month from the effective datsugferannuation?

10. CommunicationRecord of P/F

a. How is Information disseminated from HR Davison HR matters?
b. What do you think about the information maintainbeg the HRDivision/Services?

11.MaX system

a. Did your Supervisor provide one on one session/feedback/coaching on your
performance?
b. Are you awaref the moderation criteria? How was the Modegsult declared?

12.What are some of the services, HR Division/Senacesloingwell?
13.What are the weak areas in HR and hoam they bamproved?
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Template for Note taking

Annexure4

Name:

Position Title:

Position level:

Department/Division:

Years of 8rvice

Gender:

Like:

Dislike:

Hobby:
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Annexure 5

Consolidated BRconmendations/ HR Best Ractices

SI.No Recruitment/Selection
1 ESP/GSP and Operational category taéeentralizedo HRS. HRS tuarterlybrief HR Committee on the number ofar@itment,
extension, separation etcAfnexure
2 Consolidated iva sheet Annexurg to be used. This ensures ease of documentation as well as reduces paper utilization.
3 Standard onsolidated interview marks result (BCSE format) to be used duriagy@te(Annexure
Buddy pairing
4 - Assign buddy to new appointees.
- Skills transfer through OJT
Early engagemenAfinexurg
5 - setexpectations
- Send congratulatoryjnessage with orientation prograattached
6 Consolidated Conflict of interest for(Annexurg
7 Agencies to rationalize qualification for the post announced To be discussed during strategic but not to be put up as meetiome
"3 Level screening tool to be used for shortlisting during recruitmemnéxureg
3 1. Olevel screeningscreening through verification of documents
2. Level 1 screening: eligibility for the post is verified and candidates are shortlisted.
3. Level 2 screening: interview
9 Standard interview form for ESP/GSP and Drivensiéxure
10 | Standard HR Presgtion for induction Annexurg
11 | TOR for ESP/GSMfexurg
12 | Induction to beinstituted (Annexurg
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13 | HRD to keep thequipment(laptop, officeEquipmenj ready for the new Recruits.
14 | Share with schools the recruitment schedule which is heldhédia yeainnexure
15 | Online Recruitment application using Google form
Training/HR Development
16 | Training history to be attached with nomination to HRC
17 | Open scholarship link to be uploaded in webshariexurg
18 Training Report to be shared RC/Dept/Div/Section. The report to list CS who availed least STT or never availed STT to be present
HRCAnnexurg
19 | STT Google sheet to track travel as well as document submiggioexure
20 | Encourage micrdearning within Dept/Div/Section: Skill transfer on particular skills from individual to individ#edsign new projects
21 | STINominationChecklist Schedule 9/@rinexurg
Coordinate knowledge sharing Forum. Knowledge sharing by civil servants especially who come back fror8TTT and
22
HRS coordinate Employees to share about training /workshop with staff after return and submit a plan on how to use kngaitetye
23 | HRD will conduct training needs assessment and provide training accordinglyxure
24 | Use STT Nomination &tklist Schedule 9/C of BCSR 2@4r#hexure
25 | HRD & Departments to identify institutions and establish linkages.
26 | HRD to inform the decision of HRC to training proposee in case the training propegaétsed.
27 | TNA result to be uploaded on welnd Develop nomination criteriae8iority to beincluded as one of the criteri@nnexurg
Share HRC Minutes of Meeting where required.
28
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HR Capacity

In-house institution&learning to be held quarterlifAnnexurg

29 Discussion on BCSR, Google famail merge etc.
- Quarterly
30 | Use HR calculator to minimize erroEsg.rural posting calculator and LTT refucalculator(Annexurg
31 | Upload HR activities in Google calendar which provides popramders when HR actions are d(#nnexurg
HROs and Admin Asst.to visit schd®éggional officesnnually(do presentation on BCSR chapters and amendment made as per the ref
32 | followedby quiz later. This is to ensure the civil servantsugréo date with the recent changes in the civil servidee standard Presentatio
slides for BCSR familiarization.
33 | Meeting with AFS to address pay fixation issues
34 | HRO and Admin. Asst. portfolio and contact detail and email address to be uploaded on Agency Aretesiag
35 Job rotation
- HRM and HRBreas to be rotated within HRD staff. This is to ensure holistic learning.
36 | HRD to insert leave balance in Google sheet and share for information.
37 | HRD to have a white board for HRD Officend out information of HRD g$faand who to contact whesomeone is absent.
38 | HRO to assign officiating when out of station. Email to be send to HOD.
39 | HRO tadecentralizesome services like leaform verification to HR Assemployee verification for some external forms like loans, PF et
40 | Share increnent order through mail
41 | HRS targanizepotluck lunch or have tea session with the HRS staff twice a year as part of team building exercise
42 | HRS Meeting to be held and HRO to discuss HRC Agenda and decision with staff of HRS.
Promotion
43 | Devdop Performance Improvement Plan (PIP) for stategorizedunder Need Improvemeninnexurg
44 | Upload congratulatory messageth list of CS promotedAnnexurg
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45 | Consolidate promotion proposals in Google SH@emnexurg

46 For future promotion seson, only thename list to be submitted and civil servantprocess SC and AC online. This ensures usage of les
papers and ease service delivery.

47 | Check list for PromotiomAfinexure

MaX/PMS

48 | APA score to be uploaded on the web with Agency categtion and employee distributioAnnexurg

49 | HRD to notify Dept/Div/Section to share moderation criteria with respective staff

50 HRD to notify Dept/Div/Section to share moderation result. Dept/Div/Section to use mail merge to declare resulis &t #tefclick of a
button they would be able to declare the results at one go.

51 | Critical incident methodwvhere supervisors record employees' contributions for employee ranking.

50 Feedback to be instituted using technology such as Padlet, Sliddj Meter etc.
- Status on the receipt and implementation of the suggestions/feedback shamuekure

53 | MaX- Sector level moderation to be carried ogiRCSC Commission's directive)

54 | Oneon-one session to be implemented and HRD to encourage othesialins to carry on onen-one sessionCritical incident method to be
used where supervisors record employees' contributions for employee ranking

55 | Dept. heads to share the final moderation criteria with their staff

56 | Moderation result to be declareshdividually to maintain confidentiality.

Staff Engagement and Information & Communication

57 HRS to conduct online employee satisfaction survey once a year and present the result to HRC. The survey questionsekakpedradd
HRD can customized axdingly (Annexurg

58 | Coaching and mentoring

59 Informal recognition in front of pers. Getting a cash bonus isaftless significant than listening to a thunderous applause by colleague

public forum.
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Trans hierarchial meetinginformationsharing what's happening at the strategic l&seling Voice: Allow aimployeedo voice their ideas,

60 | suggestions & concerns about wanrddated issuesK.g.: Slido, Entimeter, Padle) Knowledg sharing: Allow employees tdraw most out of
org.

61 | Upload list of CS who received CS award on the web

62 | Project/Assignment completion lunch/dinner.

63 | Ecard greetingon birthdays and on special occasions.

64 Staff Engagement Forum
- Bring on board retired civil servants for knowledge/experience siarin

65 Promote Personal Developmerdultures such sireading through sharing datada of Ebooks, bestsellers, and SH&Ifhelp guides).
Procure hardbacks/paperbacks if possible.

66 | Encourage tearbonding exercisesuch as sports, pdtick, retreat, etc, in the division/department.

67 | Maintain an updated template of consolidated staff information list.

68 | Maintain a record of officials present and eoftstation in the agency's website.

69 | Initiate formation ofCritical Feedback Team the agency tstreamline and bring possible changes in the organization.

70 Staff meeting to be held every 2 months providing platfornrecognizepeople and address communication g&CSC Commission's
directive)

71 | Institutionalizecoaching framework as part &taff engagemen{RCSC Commission's directive).

72 | Needs to train Admin. As#Receptionist on communication and soft skills/front desk

73 | Create a HRD group mail and any enquiry by the staff should be through email.

Transfer

74 | Familiarization prograrfor civil servants on transfdAnnexurg

75 | Proper handing takinguse standard handing taking forfAnnexure

76 | Google form for Transfeapplication
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77 | Annual Transfer groundwork to be initiated by July as per BCSR for Parent AREBEy Commissmdirective)
78 | Identify 2nd Incharges so that there is continuity in service and no issue of succession planning
Separation
79 Portfolio of retired civil servants to be posted on web with small write up on work done during their entire service péi®ts to make
them feel valued and appreciated for service rendef&dnexureg
80 Courtesy call with Head of the Agency. After the courtesy call, HRO to conduct exit interview op Whvat's weltkamglwhat's not working
well and recommendation fomprovement."Brand AmbassadeiNetwork with retired CS to be 3 S y @rbd3sadors (Annexureg
HRS to make call to superannuating Civil Servant 6mm prior to superannuation before sending the notification.
81 HRS to send the checklist of documents neagstor processing retirements benefits
Documentation
Maintain separate files for the following for future auditing purpese
-Promotion
82 -Regrl.Jitment
-Training
-EOL
-Separation Annexurg
83 | Checklist for Personal fildnnexurg
84 | Maintain persoml files under lock and key.
85 | HRC minutes to be binded inbmoklets for future reference.

Note:

The annexure are consolidated in the Toolkits kept in Goaolgiee.
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Training of HR Officers and Admin Asst.

Strategic Auditing: Training of HROs and AdimAsst.

As a part ofStrategicHR auditing, a number of activities aradertakento build the capacities of HRL
staff. These activities support trenhan@ment oftheir capacity by equippinthem with the basic
skills in computeand interpretation andmplementation of BCSR rules and regulations. The activi
are as follows:

0 Preteston BCSR

0 BCSR discussion

o Posttest on BCSR

0 Session on Pivot table, HR Calculators, FARYité and recent notifications.

List of activities

: From the Agencies
K tNBGSalk. 7 {w (AnadxNgsy S

K {SaaArzy 2y tA@2i -siite, o
recent notifications and conditional formatting.

K t-t2shdh BCSR\nnexure 7)

Process

Conduct BCSR AwarenessHast using Google Form as pemnexure gor the staff of the Agency
and HRD Staff. The Google form consists of 22 basic questions extracted from BCSR 201

1 aimed towards generating awareness among the civil servants and to assess the [
understanding on the BCSR for sigoworking in HRD.
Conduct BCSR session with HRD/S staff where every staff is allocated BCSR chapters
5 discussion is followed by a minimum of 5 quiz questions. To inculcate the culture of giving fe|

in the Agency, a feedback session is iedrrout where all the participants are provided tl
platform to provideone good feedbackndonerecommendation for improvemento each other.
HR Audit teanfacilitatesthe presentation done by HRD on Pivot table and conditional format
3 formulas,Frequently Asked Questions (FAQ), HR Calculator, recent notificationsuiteG

A posttest/BCSR Assessmeptnnexure J using google form to be conducted to assess the
4  of understanding after the BCSR discussion and the best three performets aee awarded
prizes. The podest/BCSR Assessment consists of 35 questions.
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Annexure 6
Template forPretest/BCSR Awareness

The assessment is carried out as part of Strategic HRidgwith the purpose to understand the
level of awareness on thevious provisions of BCSR by the civil servants under the concerned
agency. In this regard, we would like to request you to take part in this assessment.

Please note that the marks obtained will not be used to grade the individuals but to determine the

level of awareness on BCSR in the Agency.

1. A civil servant on probation shall be eligible for the following leave:
i. Earned leave
ii. Extraordinary Leave
iii. Study Leave
iv. Casual Leave

2. Study leave up to 18 months of any single training shall be counted as part cfien a

service for promotion. However, the Study leave for Bachelor's degree shall not be counted

as part of active service for promotion.
I. True
ii. False

3. The duration required for first promotion including probation is:
i. 3years
ii. 4years
iii. 5years

4. The durationrequired for second and subsequent promotion from S1A to SS4 A is:
i. 4years
ii. 5years
iii. 6 years

5. A civil servant shall be eligible for EOL more than 3 months after serving a minimum of
I. 4years
ii. 5years
iii. 3 years

6. If a civil servant avails 1 day EOL, his preomogets delayed by
i. 6 months
i. 1day

7. A civil servant shall receive the increment on 1st January or 1st July upon serving a minimum

of 12 months

99



i. True
ii. False

8. A civil servant with Performance rating of "need improvement" shall serve an additional year
over and above minimum years of active service.
I. True
ii. False

9. Individual civil servants can view their own CVs online
i. True
ii. False

10. A civil servant avails EOL for 2 yeardq2019 till 33Dec2020). He should join back to
Office by:
i. 1-Jan2021
ii. 2-Jan2021
iii. 30-Jan2021

11.1f civil servants join late from EOL, he shall be compulsorily retired.
I. True
ii. False

12. A civil servant shall not accrue earned leave when short term training exceeds more than a
month.
i. True
ii. False

13. A civil servant resigning before fulfillingetminimum service obligation upon appointment
shall:
i.  Forfeit his retirement benefits, except PF and GIS benefits provided there is no study
obligation
ii. Forfeit his retirement benefits, PF and GIS benefits provided there is no study
obligation
iii. No action

14.For the purpose of payment of salary, in the event of the deatha¥il servant in the
middle of the month, salary shall be paid for the whole month.
i. True
ii. False

15. Medical leave up to 3 months is considered active for promotion
I. True
ii. False
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16. A civil serant can process promotion while on study?
i. True
ii. False

17.Can civil servants process for promotion while on EOL?
I. Yes
ii. No

18.When both husband and wife are transferred to the same place of posting at the same time,
both are admissible to transfer benefits.
i. True
ii. False

19.Can a civil servant at P2 A without a Bachelors be promoted to P1 A Specialist position
i. Yes
ii. No

20. Can civil servants avail promotion while undergoing STT less tmamihs?
I. Yes
ii. No

21. A civil servants after Long Term Study should report baciftice by:
i. 21 days (including weekend and Govt. holidays)
ii. 21 days (excluding weekend and Govt. holidays)

22.A civil servant shall be eligible for ERS, if he fulfills any of the follawiega:
I. Is 51 years and above
ii. Is below 51 years of age (servexh. 20 years, noivachelors and no pending
obligations to the Government)
iii. All of the above
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Annexure 7

Template forPosttest/BCSR Assessment

1. Can a P1 (Management) official move to P1 (specialist).

Yes
No
None of the above

2. Can a Working Agencgrry out recruitmentup to S1 without consulting the PareAtgency?

Yes, but should be as per the approved staffing pattern.

Yes, but in case of positions that are parented, the Working Agency shall consult with
the Parent Agency concerned prior to iating the annual recruitment.

No. The authority to recruit from S5 to S1 lies with the parent Agency.

3. Is an inservice candidate required to serve probation if he has served 6 months in his earlier
posmon’)

No, the candidate is not required to serve pation since he is am-servicecandidate.

Yes, candidates need to serve probation since he has completed only 6mm in his earlier
position.

No, the candidate is not required to serve probation since he has already served 6mm
in his earlier position.

4. Whatls the minimum service obligation to be served upon Appointment of S1 and below?

Once appointed, a civil servant shall be obliged to serve a minimum of two years of
active service including probation provided there is no other service obligation.

Once appanted, a civil servant shall be obliged to serve a minimum of two years of
active service excluding probation provided there is no other service obligation.

No obligation

5. WhICh of the following statements is false about consolidated and regolatracts?

Regular contract is eligible for increment and 30% allowance, whereas, consolidated
contract is not eligible.

Regular contract is eligible for increment,30% allowance andragation whereas,
consolidated contract is not eligible

Regular contract is eligle for 30% allowance whereas, consolidated contract is not
eligible

6. All contract appointments in the civil service shall require the approval of the RCSC. However,
exceptions may be made for:

Appointments in place of civil servants on EOL exceeding@iths on consolidated
contract

Appointments in place of civil servants on EOL not exceeding six months on
consolidated contract
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lii. Appointments in place of civil servants on EOL exceeding six months on regular

contract
7. Contract employees shall earn leavetla rate of 2.5 for every completed month of service

and accumulated to a maximum of ............ days annually.
I. 90 days

ii. 30 days

iii. 60 days

at a time, the employer shall

If the Medical Leave of a contract employee exceeds

8.
terminate the contract whout notice.
I. 3 months
ii. 1 month
iii. 6 months
9. Repatriation benefit shall, however, not be permissible to the contract employee on the

following conditions:
. 2KSy GKS SYLX 28S5SSQa O2y (NI OO A& GSNNAYI
performance or when the maployee initiates and terminates the contract before the
expiry of the initial contract term.
ii. When the service status is changed from contract to regular Civil Service.
iii. All of the above

10.ESP and GSP shall be initially appointed for a maximum period. .ofears.

i. 1VYear

ii. 2Years

i. 3 Years

years of age

11.A GSP/ESP shall not be employed beyond

I. 58 years
[I. 56 years
lll. 57 years

12. A GSP/ESP shall be eligible for TA and DA as admissible to

. OC

ii. SSC
iii. None of the above

13.A GSP/ESP shall be not eligible for Maternitwéed 6 months

I. Ifthe employee has not completed 12 months of service before applying for the leave

ii. If the employee has not completed 6 months of service before applying for the leave.
iii. If the employee has not completed 3 months of service before appfginte leave.

14. A civil servant may avail a maximaf............. (if required) in the entire service period

i. three inservice LTT
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ii. 36 months LTT
iii. 2years LTT

15.Planning Officer in MOAF who has undergone LTT from April 10;A4817, 2019, is he
eligible to sit for open competition on lateral transfer as Planning Officer to MOEA?
I. Yes, he is eligible to sit for the open competition
ii. No, heis not eligible to sit the open competition
iii. Maybe

16.In the event a candidate has left for LTT without completingatteedeparture requirements:
I.  His/her LTT shall be cancelled
ii. His/her promotion shall be delayed by double the approved duration of the course
from the due date of his promotion.
iii. His/her promotion shall be delayed by equal to the approved duration of theseou
from the due date of his promotion.

17.What is the minimum gap required for an employee to attendganntry after availing ex
country LTT.
. 1year
ii. 6 month
iii. No gap required

18.1s a civil servant on probation period permitted to credit the unused Casuat lieto/the
Earned Leave at the end of the finangiahr?
I. Yes
ii. No
ii. L R2Yy QU 1y29

19.1n case of demise of the child during birth or within three months from birth, the mother shall
be eligible for................. including 21 days bereavement leave:
i.  One month
ii. Six months
lii. Three months
20.Medical Leave for one month and less shall be approved by:
I.  Head of the Division/Department.
ii. HR Division
iii. HRC

21.Medical Leave dfip to......... shall be counted as active service for promotion.
I. three months
ii. one month
iii. six months

22.1s the position protected while pursuing a Bachelor degree?
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i. No
i. Yes
iii. May be

23. A civil servant failing to join the service after completion of the EOL shall:
I. Refund on prerata basis
ii. Compulsorily retired
iii. Delay promotion by equal duration of EOL.

24. A civil servat shall receive the increment on 1st January or 1st July upon serving a minimum
of
i. 12 months.
ii. 6 months
iii. 24 months

25.A civil servant on LTT shall be paid full HRA for the first 12 months and 50% for the remaining
period.
I. True
ii. False

26.What is the qualificatiomequired to be promoted to P1 (Specialist)
i. Masters
ii. Bachelor
iii. Non Bachelors

27.What are the requirements to be promoted to P1 specialist as of July 20197
i.  Min. performance rating of Outstanding for 3 consecutive years completed active
service of 5 years irthe current Position level and clean service record.
ii. Min. performance rating of Good for 3 consecutive years, completed active service 4
years in the current Position level and clean service record.
i. Min. performance rating of Good for 3 consecutive yeadst OKSf 2 NRa RS
completed active service 4 years in the current Position level and clean service record

28.Candidates selected through open competition and endorsed by RCSC as of 19th April 2019.
The effective date of appointment shall be:
i.  20th April 2019
ii. 25th April 2019
iii. 1st May 201

29.To avall fasttrack promotion for Jan 2020, minimum moderation score af....... for
............... years during the period of review is required.
I. Good for two years
ii. Very Good for three years

iii. Outstanding two years
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30. Livesock Officer was appointed in a division through Open Competition, can the Official go
on lateral transfer to a different Division as Livestock officer?
I. Yes, itis the same position title
ii. No, need to serve 2 years in the same position
iii. May be

31.Mr. Dorji, P1 has attained 51 years and wishes to resign under ERS. His current basic pay is
Nu. 30000/. How much ERS benefit will he get for his remaining years?
i. 5,40000
ii. 6,30000
iii. 7,20000

32.Mr. Pema, Forester, S5 A was born as of 15/04/1963 and will be superannuat?ti 9
attaining the age of 56 years. As per BCSR 2018 his correct superannuation date will be:
i. 15/04/2019
ii. 01/05/2019
iil. 14/04/2019

33.Sonam, Sr. Forest Officer was last promoted on 1/1/2013 and availed 1 day EOL. When is
Sonam due for her promotion?
i. 1/7/2017
ii. 2/1/2017
iii. 1/1/2017

34.Deki, HR Officer was last promoted as of 1/1/2013 and had undergone 2 years 6 months
Masters in Human Resource. When will she be due for promotion?
i. 1/1/2017
ii. 1/1/2018
iii. 1/1/2016

35. Jigme, Admin. Asst. S2 A was on Medical Leave for 3 monthsasiast promoted as of
1/1/2019. Jigme will be due for promotion as of:
i.  1/1/2023
ii. 1/7/2023
iii. 1/1/2024
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Logbook

Strategic Auditingloghook

Maintain log book activity bgtaff of HR Division/Sectidor a period of one month to understand th
functioningof the HR Division/Section, utilization of human resources and determine additional
human resourceequirements This exercise may be conducted if there are concerns on staff
utilization.

List of required documents for verification

RCSC Agencies

K [b@oH format(Annexure 8)

Process

HR Audit to share the log boals per the format ilAnnexure8 with the staff ofHR
Divisions/Section on Google sheet prior to one month of auditing.

2 Logbook to be maintainefbr a periodof one month.

HR Adit team to carry out the workload assessment of existing staff in HR Division/Se|
3 in accordance with logbook and observation made during the auditing period. Based @
assessment, the HR Audit team can accordingly make recommendations.
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Annexure8

Template forLog Book

5!'L[, [hD hC !/ ¢L+xL¢L9{ OLYASNI
Name
EID
Position Title
Position Level
Division
Agency
_ Total time spent on each activity (in
From To hours (30/60 minutes)
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To do list for Strategic HR Auditing

Strategic Auditing: Strategic HR Audit Report

Process

Draft Report

Draft drategic HR Audit Report as per the fornfanhnexure 9.

Assess the Implementation status of the past strategic recommendations as per the
Annexure 10These lists of recommendations have been agreed by the concerned Ag
when the &st audit was conducted and are evaluatdter 2 years.

Verify the draft report with the checkligAnnexure 11)After verification by the Head of
HRAD, a copy of the report to be printed with a forwarding letter.

Debriefing of draft HR Audit Repgdo DOS, Directoor Head of the Agency arabpy to be
shared with staff of all HRD/HRS.

Agencyto be given 2 weeks to confirm on the implementation status ofd¢heent
recommendations proposed.

Final Report

Finalize the strategic HR Audit repinnexure 9and include responses from the Agend
stating whether the recommendations are implementable or not.
Report formatare the same for draft and finatrategic HR audit report.

Verify the final HR Audit report with the checkliginnexurel2). The report to be reviewe(
by the Head of HRAD.

Present to the Commission for final endorsement.

Send the report to Agency and share the soft copy with the staff of HRD and Heads o
Departments/Sectors
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Annexure 9

Template forDraft Strategic Rport

Insert Name of the Agency

Strategic HR Auditing: Streamline the functioning of HR Division/Services as per the nekgeoicystaff

HR Auditing was carried ofrbom (Insert Datelill December(Insert Datg. As per Commission's directive, in additio compliance Audit, strategic H
Audit to streamline the functioning of HR Division/Services as per the negaseft Agency Nameajaff was carried out. The report is divided into
four parts: The first column consists of list of HR findings/issueaa®&d directly from interviews and survey; Second column consists of overall
recommendations based on the issues; the third column shows the approving authority for implementation of each recommgsmaadierwhich is
followed by the remarks from the Agey on the implementation status of recommendations.

As part of strategic auditing, the following activities were carried out to build the capacity of theHRSDstaff:
a. A presentation session on BCSR 2018 was carried out by HRD/S staff. BC&Rnweheptevided among the HRS staff and every discussion w
followed by quiz questions. A pre and post testing on BCSR clauseamiad outusing Google Form. For ptesting, the average score was ....ang
consistedof 22 questions. The averagscorefor posttest/ BCSR assessment wasind consisted of 35 questions.

b. HR Audit also presented and trained HRD/S staff on HR calculator, Pivotsaite. G

c. A session on frequently asked questions was held to bring about clarity on BCSR issues.

d. Online assessment on BCSR awareness was conducted to understand the level of awareness on BCSR provisions by thagsatfyof@e of
Xodd NBaLRYRSY (wai.. thikeSassesghtehtoAsStedioO22 hiBstions.

HR systems and processdsat are working well

Streamline the functioning of HR Division/Services as per the need of the staff

Objective: - :
2 | Build capacity of the HRD staff
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1 | HR Audit Survey (Sampgize X ® 0

Methodology 2/ILYGSNBASHISRY X0dp{/Y ddddYta/ T { {/

3 | Cocreation of ideas with HROs, Admin Asst. under HR Division/Services

C20lFf LISNBER2YY XXXZI 1 wh

Approving Authority: .
Jomere
31 HR Findings 0! LILINER Q? R ) 0e X0 T
(Finding are direct extract from interview & KSTtR 2y Xod0
No. Secretary n status:
Survey) HRO . RCSC .
_ . /Director (Applicable
(Applicable ony for final report) il e Tl
report)
RECRUITMENT
I
TRAINING
I
PROMQION
1
" HR CAPACITY

111




||

TRANSFER

Vv
INFORMATION, COMMUNICATION STAFF ENGAGEMENT
Vi
MAX System
VIl
SEPARATION
VIiI
DOCUMENTATIONS
IX
LEAVE
X
DISCIPLINARY ACTION

Xl
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Annexure 10

Template for Past Strategic Report

Implementation status of the Past &tegic HR Auditing Recommendations
(Insert Agency Name

HR Auditing was carried ofrbom (Insert Datelill December(Insert Datg. As per Commission's directive, in addition to compliance Audit, strate
HR Audit to streamline the functioning of HRiBion/Services as per the need(bisert Agency Nameajaff was carried out. The report is divided
into four parts: The first column consists of list of HR findings/issues extracted directly from interviews and survey/c8eoon consists of
overall ecommendations based on the issues; the third column shows the approving authority for implementation of each recommendat®
which is followed by the remarks from the Agency on the implementation status of recommendations.

As part of strategic auditg, the following activities were carried out to lithe capacity of the HRD/HRS staff:

a. A combined presentation session on BCSR 2018 was carried out by HRD/S staff. BCSR chapters were divided amaffydahd EN@Syst
presentation was followetdy quiz questions. A pre and post tegfion BCSR clauses was caroiedusing Google Form. For presting, the
average score was ....andrsisted of 22 questions. Tlawerage score for podest BCSR assessmeavds....and consisted of 35 questions.

b. HR Audit also presented and trained HRD/S staff on HR calculator, Pivotsaite. G

c. A session on frequently asked questions was held to bring about clarity on BCSR issues.

d. Online assessment on BCSR awareness was conducted to understan&the e ¥ | g NSy Sadaa 2y ./ {w LINEZJA
respondents, the average scomas.....%the assessment consisted of 22 questions.

Obiect 1 Streamline the functioning of HR Division/Services as per the need of the staff
ective:
: 2 Build capacity of the HRD staff
1 HR Audit Survey (Sample siYeX ® 0
Methodology R L
2 LYUSNIBASGISRY XedPp{/Y PoOOYta/ ddT { {/
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Cocreation of ideas with HROs, Admin Asst. under HR Division/Services

c20l ¢

LISNAE2YY XXXZ | wh

Implementation status of tle Recommendation

Total Recommendation

Implemented

(Use formula)

Yet to be Implemented

(Use formula)

Not Implemented

(Use formula)

) . o Assessed as of ( Insert
Recommendations Approving Authority: Date) Approved b
6! LILINE OSSR 08 XO0dd / 2 , e 4
Sl. 2y X ODO Agency's remeks on X.Commission dated
retar ' [ :
No. HRO Sef: etary/ RCSC implementation status: (Ir.lsert date)
Director (Applicable only for
finalization of report)
| RECRUITMENT
I TRAINING
" PROMOTION
\Y, HR CAPACITY
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TRANSFER

Vv
| | |
VI STAFF ENGAGEMENT
| | |
MAX System
Vi ‘ | |
SEPARATION
VIiI ‘ ‘ ‘
DOCUMENTATIONS
i’ | | |
EOL
X

Xl

DISCIPLINARY ACTION
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Checklist for Draft StrategielR AuditReport

Annexure 11

Checklist for Draft Strategic Report

S To-do-list Status
No.
1 |Use the updated template for Strategic HR Audit report
Insert what is working well, finding/issues clustered, recommendatio
andOKS O]l YIFINJ] oO6KO dzy RSNJ G§KS I dzi
2 |made
3 [Insert correct auditing date
Insett a write up on BCSR session, BCSR Awareness, pivot, FAQ (R
past reports). Customize the additional initiatives undertaken and ins
4 |the number average score on the Passt/BCSR Assessment
5 |Insert sample size of the survey and no. of staff ineamed
Verify ifAnnexuresare numbered accordingly, and is in line with the
6 |recommendations made.
Ensure headers are repeated in every page of the report Rayg
7 |Layoutoption andPrint Titles.
Prepare a report on the Implementation of pastategic
recommendations by copy and pasting the last strategic
8 |recommendations from previous strategic reports.
Insert implementation status of respective agencies for past
recommendations and evidence are filed accordingly.
Ensure that percentagef amplementation status are rounded off to tw:
9 [decimalgUse Formula)
10 |Use Font typeCalibri; Fonsize 12: Space 1.5/1.15
11 ([Spell & Grammar Check
12 |InsertPage nosandborders
13 |Proofread by the focal person and team
Combine the compdince and strategic HR audit repdeimail a copy of
14 |both the reports to HRO/Admin. Asst. for necessary action
15 Create a final HR Audit Report from the draft copy on the google dri
16 K CAES I O02Lk 2F (GKS T2 NIolNGRA Y
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Checklist for Final Strategic HR Audit Report

Annexure 12

Checklist for Final Strategic HR Audit Report

SI No

To-do-list

Status

Fill in ag@ncy's remarks on implementab$&atus on thecurrentrecommendatiors

1 |under Strategic Auditing Repgor
2 |Insert Commission meeting number and date.

Combine the compliance and strategic HR audit refmail a copy of both the

reports to HRO/Admin. Asst. for necessary action. The report to be shared w
3 |Departments/Divisions/Sector heads.

Filek O2LJ 27F K C2NBI NRAYy 3 f{FPodaliTsheiing f
4 |Pelden and Tshering Yangzom

The soft copy of the final audit reports to be inserted in the Final Report Sent
5 |Focal: Tshering Yangzom

Update on Google drive

Focal peson to update the following osoogle Drivd-ollow up FoldeEvaluation

of Strategic Recommendation folder
6 K LYASNI (GKS S@lIfdad G§SR adNFidS3IAO N,
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HR Audit Tool Kit (Google DriveHR AUDIT DOCUMENHR Audit Manual)

For the HR Audit teana, tool kit has been prepared and includes the following materials,
template, checklists and reference which is maintained is uploaded on google drive:

K ./ {w
K t2a8A0A2y S5ANBOG2NE
K 'LLINRPOGSR C, tfly {GFFFAYI YR 1w {{GIY
K C2NNdzZ | &
K ¢2 52 [Aad
K Complance Report Templates:
K aldaGSNI[A&ad GSYLXLFGSa
5Nl FaG /2YLX AFYyOS NBLR2NI GSYLXFGS
{ dzY Y| NE
|l w ! dzZRAG / KSO1ftAald F2NI lw ! OiAazya

/| KSO1TfA&G F2NJRNFYFAG Iw ! dzZRAG NBLR2N

Qx

G F2NJ FAYLFE 1w FdzRAG NBLR2N

Qx

K
K
K /| KSO1f A
K CAYLFf [/ 2YLIXAFYyOS NBLR2NI GSYLX I GS
K Strategic Repd Template
K 5N Fd {GNFXraGS3IAO NBLEZ2NI GSYLX LGS

FT2NJ RN FG ad0dNXGS3IAO 1w |

>
QX
(et

K /| KSO(ft
K CAYylFf aGNFXrGS3IAO NBLEZ2NI GSYLXFGS

K / KSO1ftAald F2NI FAYyLf AaGNXGS3IAOo 1w |
K /2yaz2f ARFGSR NBO2YYSYRI{GA2yak!l w 08
K /2yaz2ft ARl (S BommmghgaborstARBest padided NIB
K / KFLIGSNI RAaAaldNROGdziAZ2Yy GSYLX FGS

K [Aad 2F AYGSNBASESS GSYLX I GS
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Ly GdSNIDA
Ly GdSNIDA

Ly GdSNIDA

Soklw {dzNBSe Of dzZZGdSNAy3I GSY
S¢g ljdzSadAz2yyl ANB

S TFT2NY

-Jdite presentation

| w { dzNBSe 2y D223ftS FT2N¥Y

. | {-test/BOSBSAwaness on Google form

. | { ‘test bd2Ghagle form

t 26SNX 2Ay0 2y tA@D240

t 26 SNl 2

Ayiad GSYLXFGS F2NJ adN)»iS3aAo

119



