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CHAPTER 1
PRELIMINARY

WHEREAS, the University of Medical Sciences Act of Bhutan 2012 provides for the
establishment of Khesar Gyalpo University of Medical Sciences of Bhutan as an
autonomous institution overarching various institutions that are engaged i n medical
and health training education.

WHEREAS, it is expedient to have efficient mechanism to regulate the functioning
and management of the  Khesar Gyalpo University of Medical Sciences of Bhutan

THEREFORE, pursuant to Chapter 4 of the University of Medical Sciences Act of
Bhutan 2012, the University hereby frame s the Condition of Services.
1.1. Short Title and Commencement

1.1.1. Thi s document s h al IConditien ot $efvices of the h e 0

Khesar Gyalpo University of Medical Sciences of Bhutan 0 CoS o
KGUMSB)

1.1.2.  The first edition of the regulation came into force with effect from 1st
January 2013.

1.1.3. The second edition of the regulation came into force with effect from 1st
July 2014.

1.1.4. Thethird editio nof the regulation shall come into force with effect from
1st July 2018 through an executive order by the Chairman of the
Governing Council.

1.2. Purpose
1.2.1. The purpose of this Condition of Services of the Khesar Gyalpo
University of Medical Sciences of Bhutan is to ensure parity,
consistency, uniformity of personal actions in the employees of the
KGUMSB .
1.3. Extent

1.3.1. These CoS shall extend to all the employees of the university inclusive

of the employees on Contract, Secondment, Volunteers, on the Job
Exchange, General Se rvice Employees and Elementary Service
Employees.



1.4.

1.5.

1.6.

Rule of Construction

1.4.1. In this rule unless the context indicates otherwise, the singular shall
include plural and the masculine gender shall include the feminine
gender and vice versa.

Amendment and Interpretation

1.5.1. The University shall amend the document as and when necessary and
the electronic copy of the most updated version shall be made available
on the website although printing of the document may be decided when
the need arises.

1.5.2. The Office of the President or constituent faculties may propose
changes.

1.5.3.  The authority for amendment and interpretation of any provision under
the CoS shall vest with the Governing Council and its interpretation
shall be final and binding.

Relaxation
1.6.1.  The University upon approval from the Governing Council may relax

some provisions wherein such relaxation is deemed expedient for
furtherance of the University ©6s vi si on and objectives.
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CHAPTER 2
CODES OF ETIQUETTE, ETHICS, CONDUCTS, AND THE RIGHTS

WHEREAS, the University ensures that employee conducts appropriately in body,
mind, and speech while discharging their functions with the highest degree of moral
integrity, professionalism and accountability.

This regulation sets forth a set of rul es to govern the code of etiquette, ethics, conduct
and the ri ghts of the employee as follows:
2.1. Code of Etiquette

The employee of the Khesar Gyalpo University of Medical Sciences of Bhutan
on duty shall:

2.1.1. Bein complete professional attire or decently dressed.
2.1.2.  Be arole model for health and hygiene.

2.1.3. Refrain from smoking and other tobacco use except in authorized
places.

2.1.4.  Abstain from use of psychotropic or habit -forming drugs.
215. Abstain from using O0AIl coholduantitiesrthatn g o f
may hamper his profession and responsibilities.
2.2. Code of Ethics
The employee of KGUMSB on duty shall:
2.2.1.  Practice within the scope of their professional competence.

2.2.2.  Hold responsibility to his decisions and actions and accountable to the
office as prescribed by the Condition of Services.

2.2.3.  Promote and uphold the principle of ideological and the esprit de corps
of the University in every way within his capacity.

2.2.4. Avoid plagiarism by maintaining honesty in all professional dealings
and practice his profession with the highest standards of ethics and
courtesy.

2.2.5. Declare any conflict of interests relating to his official duties.
(Annexure 2/1)



2.2.6.

2.2.7.

2.2.8.

2.2.9.

2.2.10.

2.2.11.

2.2.12.

2.2.13.

2.2.14.

2.2.15.

2.2.16.

2.2.17.

2.2.18.

2.2.19.

2.2.20.

Refrain from receiving financial or any other benefit or gratifica tions
from individual or organization that may adversely influence his
performance.

Disclose any information as may be required by the law for public
interest, without undermining the confidentiality and the right of an
individual.

Avoid engaging in acti vities leading to financial gain or other material
benefits using the Universityds resources:¢

Remain apolitical and not contest or canvass for a political party or
politician or hold any paid or unpaid posts in any political party, while
he is still an e mployee of the University.

Avoid instigating and engaging in any activity as strike, demonstration

and marches, which may disturb functioning of the University
Abstain from offering gratuity, gift, or favo ur to obtain special
advantages.

Refute any ac tion that may cause harassment or discrimination

against student (s) or employee on the basis of race, colo ur, religion,
sex, age, nationa lity or ethnic origin, political ideological beliefs,
marital status, physically or mentally challenged condition, sexu al
orientation, or social and family background.

Refrain from creating a hostile, intimidating, abusive, offensive, or
oppressive environment.

Not make malicious or false statements about a colleague, a trainee or
the University.

Prevent coercive or deceptive means to influence professional
judgments of colleagues.

Avert intentional distortion or misrepresentation of facts concerning an
educational matter in direct or indirect public expression.

Avoid falsifying or misrepresenting one's own professional
qualifications or such other documents for the furtherance of personal
or professional career.

Abstain from using institutional privileges for personal gain or
advantage except in accordance to the provisions of this regulation.

Make reason able effort to protect students from conditions harmful to
the learning process or the overall health and safety.

Avoid abusing his official position at all the times.



2.3. Mass Medias

2.3.1. Except as provided for by this regulation, and shall not have any
dealings with any form of media in matters related to publications,
interview, panel discussions, or hosting of similar activities in any form
of mass media where such dealings by the employ ee of University has
the potential to:

2.3.1.1. Undermine the integrity and sanctity of the University, or
2.3.1.2. Undul vy i nfl uence t he i ndependenc
capacity to discharge his functions with full integrity and

professionalism, or

2.3.1.3. Influence, alter or enhance the image or public perception of
the individual employee for professional or personal gains, or

2.3.1.4. Promote pharmaceutical products or companies or other
commercial agencies in lieu of money, property or other
gratifications.

2.3.2. Allmedia comm unications shallbe channeled through authorized body
or person of the University.

2.3.3. Photography
2.3.3.1. The employee of the University, without prior consent of the
patient shall not do video recording, filming, or take still
photography of patients and other pro cedures.
2.4. Code of Conduct
2.4.1. The employee of the University shall carry out teaching, research,
clinical and administrative duties as mentioned in the under -taking and
job responsibilities.
2.5. Educational/Academic

A teaching faculty shall:

2.5.1. Contribute to the education, research and training of professional
colleagues, students/trainees and other healthcare professionals.

2.5.2. Supervise and guide junior colleagues, students and trainees.

2.5.3. Ensure continuous professional development including teaching skills.



2.6.

2.5.4. Conduct with hon esty and objectivity when assessing those they
supervise or train.

2.5.5. Abide by the requirements and norms prescribed by the respective
health center.

Duties to:

2.6.1. Health care services

2.6.1.1. Employee of the University shall:

a.

b.

2.6.2. Profession

Comply with the National Health Policy of Bhutan.

Undertake task entrusted by Ministry of Health with the
permission of the Dean or from an appropriate authority
of the University.

Perform all such duties to ensure continued
enhancement in the quality of patient care through
efficient health care delivery system.

Suggest/recommend use of appropriate managerial
tools/techniques/skills to promote the quality of patient
care.

2.6.2.1. The employee of the University  shall:

a.

b.

Strive to maintain highest standard of professionalism.
Not abuse professional knowledge, skills or privileges.

Not issue certificates and/or reports in his professional
capacity, which contains false statements.

Not be a party to false pretenses, forgery, fraud, theft,
counterfeiting, ind ecent behaviour or assault.

Perform duties in which he is qualified and authorized.

Not indulge in any commercial dealing of human and
animal organs or tissues.

Ensure competence when accepting and delegating
responsibility.

Maintain standard of personal conduct, which reflect
value on the profession and enhance public confidence.



2.6.3.

2.6.4.

Univers ity

2.6.3.1.

Teaching

2.6.4.1.

I. Ensure use of technology/scientific advances that are
safe, efficient and cost -effective.

] Maintain records and other official documents under safe

custodians.

The employee of the University  shall:

a. Exhibit the highest standards of professional behaviour,
exercise professional judgement and act in a courteous
and sensitive manner when interacting with students,
employee, patient and the community.

b. Perform all tasks as prescribed by the University
professionally, responsibly, impartially, apolitically and
with honesty, integrity and fairness at all times.

c. Collaborate in the development of the University plans,
policies and programs.

d. Develop and pro duce scholarly teaching learning
materials and disseminate the results of activity.

e. Use information gained in the course of employment only
for proper and appropriate purposes.

f. Conduct performance evaluation and appraise or advise

the University on the n  eeds of the unit, department or
faculty in relation to both personal and career
development plans.

g. Make judicious use of the University resources.

A teaching faculty shall:

a. Be conscious of their special duty of care to students in
all educational activities both within and outside the
University.

b. Develop, implement, evaluate and document teaching
and learning programs including audit and peer review of
his teaching.

c. Supervise work, advice on study skills and help students
with individ ual learning needs and help them in
maximizing learning outcomes.



d. Engage students in critical discourse and rational
thinking.

e. Assess studentsd work based on app
tools; monitor their progress and provide timely
constructive feedback.

f. Conduct research individually or collaboratively to
support teaching subject, profession and pedagogy.

g. Undertake appropriate continuing professional
development to promote competence in curriculum
development, delivery and evaluation, classroom
management and teaching skills.

h. Not indulge in any form of sexual relationships or
indecent behaviour with students.

i. Not give students alcohol, tobacco products or other
drugs, nor will they encourage or condone the use of
alcohol or other drugs.

J. Not use any form of discipline which involves corporal
punishment.

2.6.5. Patients
2.6.5.1. The employee of the University  shall:

a. Attend to patients without discrimination on the basis
of gender, age, social, political, ethnic, economic, and
religious or caste status.

b. Make conscientious assessment of the history,
symptoms and signs of a patientd
appropriate investigations and provide necessary
treatment along with regul  ar review and ensure follow

up.

c. Consult with other professional colleagues whenever
necessary before making assessments and clinical
judgment on complicated cases.

d. Obtain informed consent for examination and treatment
in order to provide best possible ca  re.

e. Ensure the presence of a third person during physical
examination or procedures. However , a female
attendant must be present during examination or
procedure on a female patient.



Explain to the patients the effects and the side effects of
the prescr ibed drugs and procedures.

Caution while prescribing and administering drugs with
potential damaging side effects.

Exercise due sensitivity and subtleness while disclosing
critical/grave condition or death of the patient or the
relatives.

Educate the patient/party on their rights to refusal and
to avail services from a different health professional, if
they are not satisfied with their treating physician or
recommended interventions.

Make timely and appropriate consultations and/or
referrals as a last resort.

Maintain professional confidentiality.

Obtain ethical clearance for any research projects
involving human subjects from the competent authority.

Refrain from performing te rmination of pregnancy
contrary to the laws of the land.

Abstain from practicing euthanasia (and shall conform
to the guidelines on withholding or withdrawing of
mechanical ventilation to a patient of brain stem death
as prescribed by the Council).

Docum ent proper clinical notes and communications
pertaining to diagnosis, investigations, treatment,
prognosis, and follow up.

Abide by the principles of autonomy, respect, justice
and non -malfeasance at all times while dealing with
patients/research subject s.

2.6.6.  Professional Colleagues and Brethren

2.6.6.1. Teaching faculty and employee shall:

a.

Make conscious and concerted effort to promote and
create a culture of harmony, team work and
belongingness in furtherance of academic excellence in
undergraduate and post graduate medical education.

Be provided astute leadership by Deans of various
Faculties, Professors and Heads of Departments to
create a culture, guide and support their junior faculty



2.7. The Rights

2.7.1.

members and employee to enable positive and goo d
values to teach, train and nurture their students to
achieve high academic standards in respective
disciplines.

c. Develop soft skils among themselves and their
subordinates to be good listeners be open and
communicative, accommodative, well mannered,
socially supportive, empathetic and create positive
connectivity among one and all.

d. Continue to provide their expertise and wisdom as
Professor Emeritus even after retirement to held high
esteem as the teaching faculty.

e. Treat every health professional with dignity, hono urand
respect.

f.  Facilitate exchange of professional knowledge and skills.

g. Not indulge in unfounded criticism of professional
colleagues, institutions and the profession.

h. Not interfere in the on -going management plans
especially for the indoor patients without the consent of
the treating (attending) health professional.

i. Participate in creating and maintaining favo urable
working conditions.

The employee of the University  shall have the right to:

2.7.1.1.

2.7.1.2.

2.7.1.3.

2.7.1.4.

2.7.1.5.

2.7.1.6.

Equal pay for work of equal value.

Receive remuneration and allowances as may be determined
by the University from time to time.

Safe and enabling work environment.

Rest and leisure, including reasona  ble restriction of working
hours and leave with pay as prescribed in Chapter 6

Access to free health care services in Bhutan as per the
provision of the RGOB.

Opportunities to enhance professional qualification and
skills as prescribed in this regulation.

10



2.8.

2.9.

2.7.1.7. Express opinions on the lawfulness of orders, including
maki ng constructive criticisms
superiors in an appropriate manner, befitting to the
Bhutanese culture.

2.7.1.8. Refuse a task which is contrary to the provisions of the Act
and other laws and regulations of the Land.

2.7.1.9. Not be removed, demoted, terminated or administratively
penalized without due administrative process.

2.7.1.10. Make appeals and file complaints to the appropriate
authority of the University and in the event, if the decision of
the appellate authority is not satisfied, he may appeal to the
Court of Law.
2.7.1.11. Protection from personal liabilities for discharging official
duties and responsibilities.
Indemnity
The University shall institute appropriate insurance mechanisms or indemnity
plan for the clinical employees.
Interpretation
If any question arises relating to the interpretation of these rules and

regulations, it shall be referred to the Governing Council, whose decision
thereon shall be final and binding.

11



ANNEXURE 2/1

Declaration of Conflicts of Interest

Part A & Declaration of Conflicts of Interest

[N

|, eééeeéée.ééeeééée. [name], bearing Cl D Noéé. ée.

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

é é é é [Agency], hereby declare that:

D I do not have any pecuniary interest or other
in any matter that raises or may raise a conflict with my duties as a Member of

Management or Committee concerned immediately in the event when such interest

arise in the course of dischar gi n[GommiteetBoatdy as aé
Member.

OR

D | have pecuni ar y ersonal mteress(actua or patentialein cerfain
matter that may raise or raises a conflict with my duty as a Member of

,,,,,,,,,,,,,,,,,,,,,

eéeéeéeéeée[Commitee/Board] of €eééeéeéeéeééeééeéldgencyl
DIf (yes)

i. Briefly describe the nature of interest:

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

////////////////////////////////

ceeeeeeceeeceeeceeececeeeceeeceeeeeeeeece.

i ii. Do you think you would be able to take decisions impartially despite the
Conflicts of Interest?

DYes DNo
| confirm that the above information is true to the best of my knowledge. In the event
the above declarationis  found to be incorrect, | shall be liable for administrative/legal

action as per the Anti  -Corruption Act of Bhutan 2011 and other relevant Rules and
Laws of the land.

Signature of the Employee:

Date:

12



Part B 8 Record of Resolution

With respecttot he above declaration, the Chairperson of the Committee concerned
has passed the following resolution:

The declarant shall:

‘D Refrain from getting involved or participate in performing his or her duty, as
described in Part A, which may raise or raises ¢ onflicts.

D Continue to participate in performing his or her duty as described in Part A,
provided that there is no change in the information declared above.

D Others (Please specify).

Signature of the Chairperson:

Date:

13
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CHAPTER 3

RECRUITMENT, SELECTION, APPOINTMENT AND JOB RESPONSIBILITIES

3.1.

3.2.

Policy

3.1.1. To attract and engage high  calibre professionals in order to ensure
professionalism, efficiency and effectiveness of the University services.

3.1.2.  To ensure effective management of Human Resources.

3.1.3. Recruit employees with  right qualifications, skills, knowledge and
provide enabling environment to develop right attitude to achieve
organizational objectives.

3.1.4. To delineate clear line of responsibilities amongst different functional
units of the University.

Strategy

3.2.1.  The University shall institute University Human Reso urce Committee
(UHRC), Office of the President Human Resource Committee = (OPHRC)
and Faculty Human Resource Committee (FHRC) to promote efficiency,
transparency and accountability of all Human Resources (  HR) matters.

3.2.2. The Terms of Reference (ToR) for the UHRC shall be approv ed by the
GC and the ToR for OPHRC and FHRC shall be approved by the UHRC.

3.2.3.  The University in consultation with the faculties shall review the
employee requirements annually and obtain approval from Governing
Council to

3.2.3.1. Determine, identify and carry out recruitment needs based
on the employing pattern and the vacant position in
consultation with the concerned Faculty from time to time;

3.2.3.2. Provide equal opportunities to eligible candidates and
appoint the right person for the right position through a fair,
open and competitive selection process based on meritocracy

3.2.4. Provide orientation to the selected candidates.

3.2.5.  The University shall make appointments either by direct recruitment
of a new employee or in -service recruitment through promotion and/or
transfer .

3.2.6.  The University shall have the following categories of employee s:

15



3.2.7.

3.2.8.

3.2.9.

3.2.10.

a. Regular;
b. Contract ; and
c. Secondment .

The University shall have the following occupational groups

a. Academic s; and
b. Administrative and Technical.

The positions structure shown in Table 3.1 shall be broad -banded

which entails two or more position levels with same job specifications.

a. Executives/ Subject Matter Specialist (Position Level 1 & 3): No
Broad -banding) ;

b. Academics/Researcher : Position Level 4 0 8;

c. Managerial and Professional : Position Level 4 0 8;

d. Supervisory and Support : Position Level 9 0 13;

e. Operational : Position Level 14 0 17;

f. General Service : Position Level 18 9 19.

The University shall have a position directory which will contain the
following areas:

a. Position Profile Matrix;
b. Definition of Position Categories; and
c. Specific Job Responsibilities.

The University shall have 19 posit ion levels as shown in the table
below:

16



Table 3.1. Position Structure and Position Levels

ACADEMICS POSITION LEVEL ADMINISTRATIVE AND TECHNICAL EMPLOYEE!

AT PAR WITH PRESIDENT
CABINET SECRETARY

EXECUTIVE /SPECIALIST

) Registrar (at par with Commission
Professor ! Secretary) /Subject Matter Specialist -1
. Deputy Registrar/Director General  /
Associate Professor o 2 Subject Matter Specialist  -II
Assistant Professor 3 Director / Subject Matter Specialist -1lI
MANAGERIAL AND PROFESSIONAL
Senior Lecturer R ;
(Entry level PhD/MD/MS) 4 Chief
Lecturer .
(Entry Il evel for S DepUtyChlef
Associate Lecturer — — : .
(Entry level for MBSS) 6 Senior Officer
Assistant Instructor | 7 Officer
Assistant Instructor Il 8 Assistant Officer

SUPERVISORY AND SUPPORT

Administrative/Human

10 Resource/Laboratory/Library/
Accounts/Procurement/Store/

Personal Assistant, Technicians (ICT

11 Associate/Plumber/Electrician/Commu

nication Technician)

12
13 B
OPERATIONAL
14
15 Telephone Operator, Receptionist,
16 Dispatcher, Driver
17

GENERAL SERVICE

18 Security Guard, Cook, Sweeper,
Gardener, Messenger

19

17



3.3.  Recruitment Planning Process

The University shall:

3.3.1.

3.3.2.

3.3.3.

3.4. Authority

Build and promote good governance through recruitment and
appointment of individuals with positive attitude and aptitude,
requisite qualification and work experiences through transparent and
open competition selections

Determine number of staff required for professorial , lecturer,
instructor, and tutorial positions required for each department in
consultation with the faculties, including management staff. Number

of staff recruited shall be  approved by UHRC and GC.

Recruit against a vacant position either by direct recruitment of new
employee or in -service recruitment through open competition,
promotion and/or transfer of an employee.

Position Category Authority

President Royal Government of Bhutan upon

nomination from Governing Council

General Employee/ Registrar UHRC

Contract/Secondment /T emporary UHRC

GS

FHRC

3.5. Eligibility and Disqualification

3.5.1.

Eligibility
An applicant shall:
3.5.1.1. Be a Bhutanese (for regular employees);

3.5.1.2. Meet all qualification requirements specified in Position
Directory ;

3.5.1.3. Have attained at least 18 years of age ;

3.5.1.4. Reapply after their superannuation/resignation and
recruited through open competition, and shall be placed ina
position based on the decision of the UHRC ; and

3.5.1.5. Produce de -registered certificate from  political party in case
he has p articipated in political post (National A ssembly ). As

18



long as this clause is fulfilled , an applicant can apply for a
post in the University without requiring a minimum cooling
period .

3.5.2.  Disqualification

An applicant shall not be eligible to apply for employment in the
University if he has:

3.5.2.1. Been convicted of a criminal offence or is under investigation
or prosecution for a criminal offence;

3.5.2.2. Been terminated or compulsorily retired from the Civil
Service, other Royal Government agencies or institutions
including a Government Corporation/Project;

3.5.2.3. Been adjudged medically unfit for employment by a
competent RGoB medical doctor;

3.5.2.4. Intentionally provided false information in the application for
employment or used fraudulent practices in the recruitment
examination;

3.5.2.5.  Furnished fake/forged testimonials/documents;

3.5.2.6. Failed to furnish testimonials as required under the
University Rules;

3.6. Guidelines for Recruitment, Selection, Appointment and Induction
Procedures

3.6.1. Recruitment Procedure

3.6.1.1.  Asperthedelegat ion of authority, the Office of the President /
Faculty shall advertise the approved vacant positions
through media with sufficient time for submission of
documents as per the Terms of Reference for the Recruitment
and Selection Committee

3.6.1.2. The vacancy announcement may include the following

criteria, upon the approval of the UHRC/OPHRC/FHRC :

a. Profile of the position, including Position Title and
Position Level;

b. Qualification requirement;

c. Documents required ;

d. Details on the submission of documents and the
selection process (date, venue and contact number and
address)

19



3.7.

3.6.1.3. A candidate applying for a vacant position in the University
shall be required to submit the following documents:

Employment application form Annexure 3/ 1,
Resume/CV ;

Copies of academic transcripts;

Copies of relevant training transcripts, if required;

Copy of the Bhutanese citizenship identity card;

Copy of Security Clearance Certificate;

Copy of audit clearance where applicable;

Copy of Medical Fitness Certificate issued by RGoB
Physician; and

i. No Objection Certificate  from employer , if employed.

SemePoooy

3.6.1.4. The Faculty/University concerned shall:

a. Register the application;

b. Verify all original docume nts using the checklist  given
under Annexure 3/ 2 and attest;

Short -list applicants; and

Notify short -listed candidates on the status of
applications.

oo

3.6.1.5.  Short -listing of applicants shall be based on the ToR of
Recruitment and Selection Committee

Selection Procedure

3.7.1.

3.7.2.

3.7.3.

3.7.4.

3.7.5.

3.7.6.

Objective assessment of candidate will be done through
examination/interview as per the prescribed interview form with

criteria and marking provided in Annexure 3/ 3 as decided by the
UHRC.
The UHRC may designate and delegate authorities to sub -committees

for carrying out the recruitment processes as per the Terms of
Reference in Annexure 3/ 4.

The selection shall be carried out as per the Position Profile Matrix .

The sub -committee shall study the interview guideline (Annexure 3/ 5)
thoroughly prior to the interview. The Committee shall also observe the
employers Code of Conduct and Ethics as enshrined in this rule.

The Office of the President /Faculty concerned shall compile the
selection results. Sub -committee shall verify the result and shall be
required to sign on the compiled result sheet.

The Office of the President /Faculty shall declare the result and notify
the successful candidates.

20



3.8.

3.7.7.

3.7.8.

3.7.9.

Along with the declaration of th e selection result, the  Office of the
President / Faculty shall provide the candidate with information on the
reporting date for placement and appointment.

A candidate shall be given opportunity to appeal to the Appellate
Authority/Administrative Tribunal f or review of the selection result
within 10 working days from the date of declaration of the result.

The committee members shall declare conflict of interest, if any, and shall
leave the room from the selection interview of that candidate only

Appointment Procedure

3.8.1.

3.8.2.

3.8.3.

3.8.4.

3.8.5.

3.8.6.

The Office of the President /F aculty shall appoint successful candidates
against approved vacant positions upon fulfilment of the requirements.

His pay shall be fixed at the minimum of the scale prescribed for the
position.

The HR Officer shall allot Employee Identity (EID) Number to the
recruited employee.

Only upon the allotment of EID Number (11-digit employee ID ,
Example R/S/O/C20130500001, the first four digits represents year

(2013) followed by month (05) and then the next 5 digits for the serial

no of the employee (00001) wi t h prefix of Il etter
representing Regular, Secondment, Others an d Contract respectively)
shall the appointment be considered endorsed by the University.

The University shall issue appointment order with following details:

Title and Name of the E  mployee;
CID Number

Employee ID No.;

Position Title;

Position level;

Employment Type:

Pay Scale and other allowances ;
Appointment date ;

Date of Increment ;

Place of Posting .

T T S@Toeoo0oTe

If in -service candidates from within the University are selected, the
authority to issue the inter  -Faculty transfer order shall vest with the
University.
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3.9.

3.10.

3.8.7.

The Office of the President /Faculty shall make sure that every
candidate signs the Undertaking Agreement Form (Annexure 3/ 6)
and Oath of Allegiance Form (Annexure 3/ 7).

Probation

3.9.1.

3.9.2.

3.9.3.

3.9.4.

3.9.5.

3.9.6.

3.9.7.

3.9.8.

A candidate selected for appointment shall b e initially placed on
probation for a period of one (1) year before his appointment to regular
service is confirmed.

Notwithstanding Clause 3.9.1 , probation shall be exempted for those
staff recruited immediately  (within 6 months period) upon resignation
from civil service after completing his probation period in civil service
However, for those joining from other government owned agencies
(autono mous and corporate agencies ), the UHRC shall decide the
exemption of probation based on the relevant document

The candidate shall be liable for termination during the probation
period without notice or his service shall not be regularized if his
performa nce is poor.

Upon completion of the probatio  n, the Office of the President/  Faculty
concerned shall issue an Office Order stating that the probation period
has been successfully completed and his service has been regularized.

An employee shall notbe eligible for training while on probation, except
for in -country short -term training/workshop/seminars

The probation period shall not be considered as part of active service
for the purpose of promotion.

An employee, during probation, may be eligible on ly for casual leave,
medical leave and medical escort leave , bereavement leave, paternity
leave and maternity leave and shall not earn any other form of leave
unless otherwise adjudged by the UHRC.

An employee shall not be eligible for LTC during probation.

Orientation

3.10.1.

3.10.2.

Orientation of a new employee shall be compulsory, and it shall be the
responsibility of the University to conduct a systematic and standard
orientation programme.

The programme shall aim to properly induct the new employee into t he
University at large and in particular integrate and assimilate the new
employee as ateam playerinthe  organization . Depending on the need,
an orientation programme shall include the following ;
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3.10.2.1. Introductiontothe organization & physical, work culture and
organization values;

3.10.2.2. Familiarization of work related information such as
organization policies, plans & programmes, teaching and
learning, research and innovation, HR policies and
procedures and Financial rules and regulation S;

3.10.2.3. Understanding of job description and the expectations of the
University;

3.10.2.4. Course on the Professionalism, Integrity and Ethics (PIE);
and

3.10.2.5. Awareness on the occupational health and safety measures.

3.11. Obligation

3.12.

3.11.1.

3.11.2.

3.11.3.

Once appointed, an employee shall be obliged to serve a minimum of
three years of active service including probation period for fresh
appointees .

For thos e who are appointed directly from civil service or government
owned autonomous agencies, 0 nce appointed, an employee shall be
obliged to serve a minimum of 2  years of active service provided there
is no service obligation from his past employment  or serve the service
obligation of past employment, if any, whichever is higher

An employee resigning before fulfilling the above service obligation
shall forfeit his post service benefits except his own Provident Fund
and Group Insurance Scheme contribution. For other training
obligation, the condition s laid downin Clause No. 4.5. 23 shall apply.

Appointment of Executives

3.12.1.

3.12.2.

President

The President shall:

3.12.1.1. Be appointed by the Government on the recommendation of
the Governing Council and subject to fulfilment of min imum
requirement as prescribed in  Section 29 and 30 of the
University of Medical Sciences Act of Bhutan 2012 .

Registrar

The Registrar shall:
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3.12.2.1. Be selected through open competition and appointed by the
Governing Council/ as per the fulfilment of the eligibility
criteria as specified in the Section 34 and 35 of the University
of Medical Sciences Act of Bhutan 201 2.

3.12.2.2. He shall be appointed on contract and eligible Contract
Allowance as per Clause 8.10. 8.

3.12.3. Deans

3.12.3.1. The Dean shall be selected through open competition as per
Annexure 3/10. Any eligible candidate from any
organization from both national and international (not
limiting to faculties of the University) can apply for the
Deand position.

3.12.3.2. The Dean shall be place d at the Position level 1 on a contract
for a tenure of 4 years with the possibility of extension for
another 4y ears based on outstanding performance.

3.12.3.3. An employee shall require to take a gap of one term if he
intends to compete for Deans® posit]
t he same faculty. However, he can
position in other faculties.

3.12.3.4. If the candidate is a  full -time faculty of the University, his
service will be consider ed active and is eligible for promotion
during his Deands tenure.

3.12.3.5. The candidate applying for the post of Dean shall be in a
Position Level 3 and above (university employees),
Executive/Specialist level and above (civil servants and
government owned agencies), or Assistant Professorial level
and above (International Candidate  s).

3.12.4. Deputy Dean

3.12.4.1. A Deputy Dean shall be selected through open competition
as per Annexure 3/11.

3.12.4.2. Only full -time faculty of the University at  position level 5 and
above is eligible.

3.12.4.3. The Deputy Dean shall be placed at the same position level
of his current position at the time of appointment to Deputy
Dean.

3.12.4.4. The tenure of the Deputy Dean shall be for a fixed term of 4

years, with a possibility to extend by another term based on
his outstanding performance. He shall be eligible to apply for
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3.12.5. Director

Deputy Deano6s (@ tesnionlyater taking 4 yeds
of break after serving 2 nd term.

The Directors shall be selected through open competition and
appointed by the President upon fulfilment of the following minimum

criteria:
3.12.5.1.
3.12.5.2.

3.12.5.3.

3.12.5.4.

Is a citizen of Bhutan;

The person has a Master & Degree;

The person has a minimum work experience of 15 years
including experien ce in the management position (Position

level 5 and above) ; and

Any other relevant criteria set by the UHRC

3.13. Appointment of Core/Adjunct and Visiting Faculty in the University

3.13.1. The University shall:

3.13.1.1.

3.13.1.2.

Designate Core and Adjunct Faculty = Members

The following are the conditions required for designation of
the core and adjunct faculty members:

a. All core and adjunct faculty positions shall be assessed
and recommended by the FHRC, and endorsed by the

Academic Board, and final approval shall be sought from
the UHRC
b. The minimum criteria for the core and adjunct facult y

members are as follows:

i. Shall have under taken teaching and assessment
method ology course
i.  Shall have undergone research method  ology course
iii.  Any other additional criteria set by the Academic
Board.

Designate Visiting Faculty

These visiting faculty positions shall be designated under
exceptional circumstances in specialized fields or subjects
where professional expertise is required to strengthen and
supplement the teaching, and also in those areas where the
work load does not justify the appointment of a full -time
faculty member throughout the academic year.
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3.14.

3.13.1.3. Assign the Guest Lecturer to teach both optional as well as
tools, compulsory, or core courses after taking into
consideration the overall academic requirements of the
Faculty concerned.

3.13.1.4. Advertise the requirement the core, adjunct and visiting
faculty positions as per the actual requirement and need

3.13.1.5. Ensure that the qualification for the faculty is same as those
prescribed for the regular teaching faculty of the University.

3.13.1.6. Pay honorarium/teaching allowance as per the financial
rules and regulations.

3.13.1.7. The academic positi on title granted to the core, adjunct and
visiting facult y members shall be as per the academic
positions announced and as approved by the University.
However, their position level at  the parent organization shall
remain the same.

3.13.1.8. The honorarium and profe ssional fees for core, adjunct,
visiting, and guest lecturer or resource persons shall be paid
as per the Clause 8.1 2.

Recruitment of Contract Employee

3.14.1.

3.14.2.

3.14.3.

3.14.4.

3.14.5.

The University shall recruit individuals with highly specialized
knowledge and skills that are not available in the market and cannot
be employed as regular employee.

An employee recruited on contract basis may be paid contract
allowance and special pay packages commensurate with his
qualification and experience. The UHRC shall determine the contract
allowances and packages.

The University shall recruit employees on contract from any
nationality.

The contract terms shall be for 2 years, with a possibility of extension
for unlimited number of terms. The UHRC shall determine the
extension upon assessment every 2 years.

Recruitment Procedures

3.14.5.1. The Faculty shall submit to the University the employee

requirement to be recruited on contract against a post
approved by the University
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3.14.6.

3.14.7.

3.14.5.2.

3.14.5.3.

3.14.5.4.

The UHRC, through open competition shall carry out the
recruitment of employees on contract based on the age limit,
research publications and experience in teaching

All applicants appointed under this rule shall execute an
agreement with the  University in the prescribed form given
at Annexure 3/8;

The University shall submit appointment order to the
concerned authority for work permit in the case of
appointment of expatriates soon after the confirmation of his

appointment;

General Rule

An employee shall:

3.14.6.1.

3.14.6.2.

3.14.6.3.

3.14.6.4.

3.14.6.5.

Abide by the University Code of Conduct and Ethics;

Abide by the terms and conditions specified in the Agreement
(Annexure 3/ 8);

Be liable to be posted or transferred to any Faculty or
functional unit of the University.

Not be placed on probation  period .
Be subject to Performance Appraisal by the Faculty

concerned as per Chapter 5 on Performance Management
System and Promotion of this Rule.

Remuneration and Benefits

3.14.7.1.

Remuneration

a. An employee on contract shall be paid 30% of the basic
pay as contract allowance in addition to pay and
allowances . However, the payment of contract allowance
shall be determined by the UHRC based on the nature
and conditions of the service

b. The basic pay fixed for any employee  on contract shall
be commensurate with experience. Accordingly, the
basic pay shall be deter mined in negotiation between
the employee and the University within the pay scale
prescribed for the position at which the employee is to
be appointed.

c. An employee (Bhutanese) may be appointed depending
on experience and academic qualification requirement S
as prescrib ed in Position Profile Matrix . Accordingly, the
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3.14.7.2.

3.14.7.3.

3.14.7.4.

3.14.7.5.

3.14.7.6.

basic pay shall be fixed as per the position level at which
he/she is appointed.

d. The University promotion rules shall not apply to the
employees on fixed term appointment. However, the
University may consider revision of the terms and
conditions for up -gradation or payment of a higher
salary or higher fixed -term allowance when the service
is renewed Remuneration shall be fixed as per the pay
fixation rules and regulations.

e. Annual increm ent shall be given as per the
Remuneration and Benefits rules and regulations of the
University.

f.  Asand when the University pay is revised, remuneration
of employees on fixed term appointment shall also be
revised accordingly.

Leave and Travel

a. An employee appointed on  contract shall be eligible for
TA, DA, Leave (exceptfor EOL and Long -term study leave)
and Leave Travel Concession (LTC) ; and

b. Be eligible for Ex -country workshop, meetings and
conference and seminars but not eligible for short t erm
(exceeding 5 days) or long -term training.

Travel Allowance to join the place of employment

For Bhutanese contract employee,a  namount equal to actual
TA in first class train ~ or bus and DA for the number of days

of travel shall be paid to the person al selected for an
appointment on fixed term appointment for onward journey
to begin employment.

For expatriate contract employee the ravel expenses shall be
paid as decided between the employee and the University.

Medical Facility

Medical trea tment for an employee on  contract and his/her
family members shall be provided by the Royal Government
of Bhutan as per the medical treatment rules

Housing

An employee on contract shall make own arrangements for
housing. However, in the event University provides
accommodation, house rent shall be deducted from the
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3.13.2.1.

3.14.7.7.

3.14.7.8.

3.14.7.9.

3.14.7.10.

salary according to the prevailing rules governing housing,
unless otherwise defined in the contract terms.

Pension, Provident Fund and Insurance

An appointee under this rule shall be governed by rules and
regulations of the National Pension and Provident Fund
Scheme and the Government Employee Group Insurance
Scheme.

Compensation for service -incurred injury

In the event of death, injury or illness attributable to
performance of service on behalf of the University, the
employee shall be entitled to compensation payable under
Employee Group Insurance Scheme.

Deduction

Personal Income Tax (PIT) and other statu  tory deductions
shall be made according to prevailing government rules and
regulations .

Terminal Benefit

a. Gratuity: one month's last basic pay shall be paid as
gratuity for every completed year of satisfactory service in
accordance with the rule. The  gratuity shall be payable to
the nominee(s) of the employee in case of his demise while
in service.

b. The annual increment shall be released to the employee
on the day following the date of completion of the term
and it shall be considered for the purpose o f calculating
gratuity and other retirement benefits.

Repatriation Benefits

The following benefits shall be paid to a Bhutanese
employee at the time of repatriation in addition to the
gratuity and refund of contribution to the Group Insurance
Scheme (GIS):

a. Transfer grant according to the prevailing rules;

b. Travel Allowance of an amount equal to the last basic
pay; and

c. Transport charge of personal effects as per the
prevailing RGOB rules.
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3.14.8.

3.14.9.

3.14.7.11.

Mode of Payment

Remuneration, allowances and all other entitlements under
this rule shall be payable only in Ngultrums.

Extension and Renewal

3.14.8.1.

3.14.8.2.

3.14.8.3.

3.14.8.4.

3.14.8.5.

The duration of service shall be extended/renewed with the
consent of both the employer and employee for the duration

not exceeding two years at a time, with three mont hs o
period for academicians and one month for other general
employees to the appr oving authority (service duration
extension form givenin  Annexure 3/ 9.

In the case of Academic ians, the extension shall be granted
to coincide with the end of the academic session.

Renewal and extension of the duration of service shall be
granted only to those having a clean service history which
shall not contain any record of indiscipline, adverse report,
misdemeanour , financial dishonesty, or any act that is
considered as violatio n of the University Code of Conduct
& Ethics, Administrative Discipline Rules and Regulations.

Performance shall be the main criterion for extension and
renewal of the duration of service.

Approval for all extensions and renewal of duration of
service sh all be sought fromthe UHRC.

Termination of Service

3.14.9.1.

3.14.9.2.

No employee on contract shall be indispensable to the
University and hence shall be liable to be removed from
service at any time when the University finds his services
not required.

A minimum of one month's notice shall be issued by the
party intending to terminate the service before expiry of the
term. In the case of Academics, three months onotice shall
be required. In the event of failure to serve the notice in
advance of the required period, t  he defaulting party shall
pay to the other the basic pay for the prescribed notice
period .
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3.15.

3.16.

International Volunteers (and externally funded employee)

3.15.1. The University shall determine the requirement, approve and
coordinate recruitment of  International Volunteers in the University.

3.15.2. International Volunteers shall be governed by the terms and conditions
of the Memorandum of Understanding signed between the
Faculty/University and the respective Volunteer Agencies and the
relevant provisions o f this rule.

3.15.3. The international volunteers are required to sign Contract A greement,
Annexure 3/ 8.

General Service (GS) Employee
3.16.1. Recruitment Procedure

3.16.1.1.  All appointments shall be made as per the staffing pattern
and strength of the OOP/Faculty  approved by the
University.

3.16.1.2.  The University shall verify all required document s such as
Citizenship Identity C ard, Security Clearance Certificate,
Medical Fitness Certificate and any other document s that
may be required.

3.16.1.3.  The posts under GS category shall include;

Messenger
Sweeper

Cook

Security Guard
Gardener

Q0T

3.16.2. General Terms of Appointment

3.16.2.1. A candidate shall have attained a minimum age of 18 years
and not more than 50 years at the time of recruitment ;

3.16.2.2.  Physical fitness of the candidate shall be taken into
account ;

3.16.2.3.  The GS employees shall be recruited  on regular basis;

3.16.2.4. A GS employee shall sign the Undertaking Agreement
Form, (Annexure 3/ 6) and Oath of Allegiance Form
(Annexure 3/ 7) with the OOP/Faculty ;

3.16.2.5.  Performance A ppraisal of GS employees shall be done on
the agreed core competencies only and shall be eligible to
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3.16.2.6.

3.16.2.7.

3.16.2.8.

3.16.2.9.

3.16.2.10.

3.16.2.11.

3.16.2.12.

3.17. Other Appointments

be promoted till position level 1 6;

A GS employee shall not be eligible for transfer ;

Separation from the service shall be as per Chapter 9.

However, t he services of a GS employee shall be

a. terminated without any notice or payment of
compensation thereof, if the employee is found guilty of

an administrative offence by the disciplinary aut hority ;

b. A GS employee shall be removed at any time if his/her
service is not required ;

c. Performance shall be considered as the main criterion
for continuation of service;

Remuneration and Benefits

The remuneration of a GS employee shall be fixed at the
minimum of the pay scale and shall be entitled to annual
increment.

Leave and Travel

A GS employee appointed under the provisions of this rule
shall be eligible for Earned, Maternity, Paternity, Casual,
Medical, Medical Escortand  Bereavement Leaves, LTC, TA
& DA as admissible to Operational Position Category

Housing

A GS employee shall make his own arrangements for
housing. However, if accommodation is provided, house
rent shall be deducted as per the prevailing rules.

Deductio n

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

Office of the President shall be the authority responsible for recruitment,
selection and appointment of:

3.17.1. Temporary employees including field attachment of University
graduates for approved, specific and time bound activities up to a
maximum of six months. However, such recruitments shall be subject
to availability of approved budget
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3.18.

3.19.

3.20.

3.17.2. Employees of fixed term employment for project s under external donor
funding as per the project document signed with the donor Faculty.

Transfer of Employee

3.18.1. The University upon approval from the UHRC may transfer th e
employees from academic staff to administrative staff and vice versa
(Inter Faculty/Office  of the President) within the same position level

3.18.2. The University shall t ransfer employees normally within the same

position category. However, an employee may be considered for
transfer to another category , provided the candidate meets the
qualification and competencies of the position for which the candidate

is being considered ;
3.18.3. If the University creates a new or shifts faculty away from Thimphu,

the transfer grants and other benefits will be incorporated accordingly
in order to facilitate the transfer as per Clause 3.18.1.

Multitasking

3.19.1. The non -academic professionals with req  uir ed skills and qualifications
as approved by the Academic Boards may take up responsibilities in
teaching and clinical works;

3.19.2. They may be entitled teaching and medical allowances based on their
workload and as per relevant rules ;

3.19.3. Such professionals will be given division of work by the respective

authority , after obtaining approval from the UHRC. The UHRC may
approve the allowance as per prevailing regulation or as per the work
load.

Accountability

3.20.1. An appointment, which does not conform to the recruitment, selection
and appointment rules, shall be treated as unauthorized and hence, it
shall be revoked by the University;

3.20.2. The authority responsible for violation shall be accountable and liable
for administrative actions.

3.20.3. HR Unit shall maintainup  -to-date records of HR actions.

3.20.4. HRO shall be accountable for the implementation of all HR actions
taken by the HRC.
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ANNEXURE 3/1

8.

Employment Application Form

Full Name:

Religion:

Sex:

Recent PP
Size Photo

Village/Municipality:

Dzongkhag:

Gewog

Thram No:

Dungkhag:

House No:

Date of Birth: Day:

Nationality:

Month:

Year:

Citizenship ID No.:

Post Applied For:

a. Current Position Level:

b. Position Level Applied For:

Mailing Address:

Contact Tel. No.:

Family Details:

Name

Nationality

Occupation

Address

(a) Father

(b) Mother

(c) Guardian

(d) Spouse

I have not been: (Please mention Y for Yes and N for No)

i.  Been convicted of a criminal offence or is under investigation or prosecution for a

criminal offence;

Corporation/Project;

[ ]

Been adjudged medically unfit for employment by a c

34
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iv. I;h‘[llonally provided false information in the application for employment or used
fraudulent practices in the recruitment examination;

v.  Furnished fake/forged testimonials/documents; |:|

vi.  Failed to furnish testimonials as req uired under the University Rules; |:|

9. ACADEMIC QUALIFICATION: (please start with University last attended).

Name of . Year of Degree/Diploma/
Institute Country | Subjects Completion Certificate (VII/X/XII)
10. Training
Name of Field of i
University/ Country Duration PZ;.s(i)r: gggtirfeiségploma/
Institute Study g
11. EMPLOYMENT HISTORY (if applicable):
Organization Position Period Appt. Place Reason for Change
Held Status Served
From | To

Past Employment:

Present Employment:

12. Extra -Curricular Activities: (please tick appropriate ones and attach attested copies of
relevant certificates.
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a. Literary () b. Sports ()
c. Leadership () d. Membership in Com./Association ()
e. Awards received () f. Others ().

13. Declaration: | hereby certify that the Information given herein is true and complete to the
best of my knowledge. In the event of detection of false or misleading information, |
understand that University shall cancel/reject my application and legal actions will be
taken . | also undertake to abide by all Rules and Regulations.

14. Oath of Allegiance: | pledge to serve His Majesty the King, Country and People with Lui
Ngag Yi Sum .
Date of application Signature of Applicant

(Affix Legal Stamp)

Note: This form should be accompanied by copies o f academic, training, medical fithess
certificate, passport size photograph, security clearance certificate, citizenship card and other
relevant documents.

For use by University only

Scrutinized By: | University: |
Name: Remarks:
Designation:

Signature:
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ANNEXURE 3/2

CHECKLIST

Documents Checklist Form
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Post applied

Viva Voce Rating Form

Candidate Name

ANNEXURE 3/3

Sl. | Factors Rubric Mark Mark
No. awarded
1 MANNER & DISPOSITION -Overall presentation of self, dress & 05
Hair, Behaviour and Courteousness
2 LANGUAGE PROFECIENCY
a) Dzongkha -Speaking, Reading and 10
b) English Communication 10
c) Other major* *Minimum four Bhutanese dialects 05
Bhutanese dialect or
international
language
3 INTELEGENCE, ABILITY &
COMPETENCE
a) Professional subject (knowledge, skills, interest and 15
Knowledge experience)
b) General awareness Awareness of the situation including 10
challenges and opportunities
c) Presentation skills -Logical manner, Correct grammar 15
(Organization of and Sentence structure
thought)
d) Analytical ability -Problem solving, Ability to think 10
outside the box
e) Promptnessin -Listening skills, ability to respond 15
comprehension and and resolve issues as presented in the
clarity of expression case.
f) Confidence Posture, eye contact 05
TOTAL 100

Name of committee Member:
Signature
Place :

Date:

Marking based on consensus of committee members
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ANNEXURE 3/4

Terms of Reference for Human Resource Committee

1. Background
1.1 The Khesar Gyalpo University of Medical Sciences of Bhutan (hereinafter

1.2

referred to as the 'University’) is being established as an autonomous
premier institution by the Act of Parliament to oversee the provision of
medical education and healthc  are services through its various constituent
institutes. The University shall have to develop and manage its human
resources.

In order to streamline the  decision -making processes with respect to human
resource development and management of the universit y and its constituent
institutes, the University shall constitute a Human Resource Committee
(HRC) to serve specified functions as provided herein -under as follows:

2. Purpose

2.1

2.2

HR committee shall guide and address all human resource actions within
the University to promote broader participation, ensure fair and transparent
decisions based on merit.

The HR committee shall ensure that all HR actions are in line with the
Condition of Services of KGUMSB, Constitution of Bhutan, University of
Medical Scienc es Act of Bhutan Act 2012, Royal Government of Bhutan
Policies and KGUMSB goals and objectives.

3. Composition of members

3.1

The HRC of the University shall be composed of following members in ex

officio:

a. Registrar of KGUMSB - as Chairperson, ex officio

Direct or of KGUMSB - as Vice chairperson, ex officio

Deans of respective Facult ies - as member, ex officio

Director of MECRIT - as member ex officio

Deputy Dean s of Academic Affairs of the  respective faculties - as

members, ex officio

Human Resource Officer/A dministrative Officer of respective faculties -

as members , ex officio

g. A Human Resource Officer of KGUMSB shall serve as a Member
Secretary of the HRC , ex officio

®cooo

—h
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4. Responsibilities of UHRC

4.1 The Human Resource Committee of the University shall:

a. Provide oversight to all matters related to the development and
management of Human Resources of the Uni ve
institutions.

b. Formulate and review of policies, standard operating procedures and
any other documents p  ertaining to the management and development of
Human Resources.

c. Ensure equitable and fair access to opportunities for professional
development of the faculty and other staff of the University.

d. Recommend to the Governing Council on the appointment, recrui tment,
transfer, promotion, demotion, resignation, retirement or termination of
staff in the position levels 4 and above except for the President and the
Registrar.

e. Review and propose amendments to human resource structure, staffing
pattern and strength,  and human resource development plans of the

University and its constituentds facultie
f. Organize induction programs for newly recruited staffs joining
University.

g. Review and recommend training to all the University staff as follows:
i. Alllong terms studies  extending more than 6 months; and
ii. All shortterms ex -country trainings/seminars/workshops/meetings.

h. Review and recommend applications for extra ordinary leave, medical
leave, and study leave beyond one month.

i. Review appeals on human resource actions and performance appraisals
of staff

j. Review and adjudicate on disciplinary cases of the University staffs.

k. Endorse Terms of Reference for the Recruitment and Selection
Committee.

[.  Any other matters related to Human Resources

4.2 The HRC may discharge such other functions as may be delegated to it by
the President and/or the Governing Council.

5. Responsibilities of HRC Chairperson
5.1 The Chairperson shall:
a. Preside over all HRC meetings.
b. Ensure that all HRC meetings are conducted smoothly with utmost
objectivity, impartiality, and integrity.
Ensure the declaration of conflict of interest by all the members.
d. Call an emergency meeting as and when required or upon
recommendation of not less than 3 members.
e. Guide the member secretary in the overall conduct and documentation
of the proceedings of the HRC meetings.

o
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f.

Appraise the president on the decisions of the HRC meetings.

Responsibilities of the Vice -Chairperson
6.1 The Vice-Chairperson shall be responsible for the following:

a. Guide the member -secretary in organizing the HRC meetings.
b. Take over the roles of the Chairperson whenever the Chairperson is
absent from office for whatever reasons.
Responsibilities of the Member Secretary

7.1 The Member -Secretary of the HRC shall:

a.

b.

Plan, schedule and organize HRC meeting in consultation with the
Chairperson.

Collect the agenda for the HRC meeting from various faculties at least 5
working days prior to the meeting.

Finalize the agenda in consultation with the Chairperson and vice
chairperson.

Distribute the agenda for HRC meeting to all the members at least 3
working days prior to the meeting.

Ensure that the members sign on the confidentiality form upon
assignment of the HRC mem  bership.

Ensure that the members who declare conflict of interest prior to each
HRC meeting sign on the conflict of interest form.

Document the proceedings of all the HRC meetings and maintain all
records related therewith.

Prepare the minutes of each HRC  meeting and circulate to the members
not later than at least 2 working days after the meeting.

Coordinate and follow -up on all HR committee decisions
/recommendations.

8. Responsibilities of the HRC Members
8.1 The HRC members shall:

a.

Attend all HRC meetings, and where a member is unable to attend the
meeting due to valid reasons, prior permission must be sought from the
Chairperson to facilitate in the assessment of quorum fulfillment before
scheduling the meeting.

Actively participate in the meeting without p rejudice to professional
integrity, and prevailing constitutional and legal provisions of the
country while expressing opinions and making decisions.

Sign the Confidentiality Form [Annexure 3/ 4(a)] upon assuming the
membership of the HRC.

Maintain confidentiality of any information related to a individual,
institute and the University and the HRC decisions in order not to
unduly undermine the integrity, honour and sovereignty of the
individual, institute or the University.
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e. Declare Conflict of Interest, if any, prior to HRC meeting and sign on the
Conflict of Interest Form  (Annexure 2/1 ).

8.2 The Chairperson may direct the members to perform additional tasks that
are not specified under clause 8.1 but which are related to the furtherance
of huma n resource development and management of the University.

9. Schedule of HRC Meetings

9.1 The HRC meeting shall be convened twice a month corresponding to every
2nd and the 4th Wednesdays of the month. The meeting shall commence at
14 hours.

9.2 Notwithstanding the  provision in clause 9.1, emergency HRC meetings may
be convened by the Chair Person or upon the recommendation by not less
than 3 members whenever urgent matters or issues have cropped up that
needs immediate attention.

10. Quorum:
10.1 The presence of not less than 2/3 members shall constitute a quorum for
the meeting.

11. Proceedings of HRC Meetings

11.1 The decisions of the HRC meetings on all issues shall be made by:
a. General consensus of the members, or

b. A simple majority vote, where gen  eral consensus is not reached

11.2 For the purpose of voting, each member shall have one vote and in the
event of equality of vote, the Chairperson shall cast the deciding vote.

11.3 The proceedings of the HRC meetings shall be properly documented by the
Member Secretary by using the form shown in Annexure 3 /4 (b).

12. Appeal

12.1 An individual, who is aggrieved by the decisions of the HRC, may appeal
in writing to the President within 10 working days after the notification of the
HRC decisions.
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ANNEXURE 3/4(a)

Confidentiality Agreement Form

| n recognition of t he fact , t hat | éééégecee
designation € € € . .....oeeeiiiiiiiiiininnns CIDucooveeeieieees i, herein referred to as the
oUndersigned©od, has been appoi nt e ©Officea of tha m

President/Faculty/University Human Resource Committee.

Whereas, the fundamental duty of the member of HRC is to:

1 Guide and address all human resource actions within the University to promote
broader participation, ensure fair and transparent decisions based on merit.

1 Ensure that all HR actions are in line with the Constitution of Bhutan, University
of Medical Sciences Act of Bhutan Act 2012, Ro yal Government of Bhutan
Policies and KGUMSB goals and objectives.

Whereas, the Human Resource Committee must meet the highest  standards in order to
merit the trust and confidence of the staff, officials and the Bhutanese Citizen in
making decisions on the  human resources.

The undersigned, as a member of the Human Resource Committee , is expected to meet
the same high stan dards of behaviour to carry out its mandate.

This Agreement thus encompasses any information deemed Confidential or Proprietary
provided to the Undersigned in conjunction with the duties as a member of the
Committee .  Any written information provided to the Undersigned that is of a
Confidential, Proprietary, or Privileged nature shall be identified accordingly.

As such, the Undersigned ag rees to hold all Confidential or Proprietary trade secrets

(6informationo) i n trust or confidence and
contemplated purposes, shall not be used for any other purpose or disclosed to any
third party. All Confidential information (and any copies and notes thereof) shall

remain the sole prope rty of the University

The Undersigned agrees not to disclose , communicate or utilize, directly or indirectly,
any Confidential or Proprietary information or discussions during the meeting or
belonging to third party to any persons or person.

Date: Signature:

Place: Name:
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Minutes of Meeting Documentation Form

ANNEXURE 3/4(b)

1. Meeting Details

a. Title: b. Nature of c. Date: e. Time: f. Ref. File:
Meeting i. Started:
(tick as
applicable): d. Venue: ii. Concluded:
i. 3 Regular
ii. 1Emergency
g. Members Present: h. Members Absent: i. Co -opted members /observers:
1 Yes [ No
I f 6Yesd, name(s):

j- Agenda tabled:

2. Proceedings of the Meeting:

a. Preliminary /Introductory Remarks:
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d. Decision arrived at by:

ii. Voting
ﬁéﬁgenda c. Deliberations i. (specify number e. Follow -up /Action by:
Consensus | of votes)
For Against

3. Additional Comments:

Minutes prepared by:

Approved by:
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ANNEXURE 3/ 5

KGUMSB Selection Interview Guidelines 2018

1. Guidelines for the Panel Members
1.1 The interview is the opportunity for the selection committee to meet the
candidates and to discuss their experience and skills. It is important to bear in
mind that the interview is a two -way process and, whether successful or not,
each candidate will take away with them an impression of the University.

1.2  Members of the interview committee will ensure that questions are relevant to
the experience, aptitude and skills required to do the job. As such, the questions
need to be designed to allow panel member s t
perform the duties as outlined in the job description and person specification.

1.3 All panel members will  familiarize themselves with the job and the applicants in
advance of the interview.

1.4 In situations where a member of the interviewing committee has a potential
conflict of interest (e.g. personal relationship with a candidate), this matter must

be raised with the Chair before the start of the interview. In su ch circumstance,
the member will be asked to sign the conflict of interest form and leave the
committee.

1.5 Generally, the following types of interview questions are asked:

1.5.1 Open: These types of questions are used to encourage full responses (e.g.
6Tel Bbmeaet ... 0 o@rgamize. di.d 6y ou

1.5.2 Probing: These types of questions are used to follow up points raised in
answer to open questions and to drill down to uncover important details.

(e.g. What did you do exactly; Give me an example of; Explain what yo u
mean by ¢é). Probing questions include si
practical experience or judgment and o6con

check an assumption made about the candidate by seeking evidence to
the contrary.

1.5.3 Closed: This type of questions normally demands a Oy e s Orespansed n o 0
and should only be used for clarification or control (e.g. bringing a line of
guestioning to its conclusion).

1.5.4 Behavioural : Behavioural questions ask the candidate to describe how
they handled a real situation in the past and encourage them to give
concrete examples of how they applied their skills or knowledge. For
exampl e: 0Tel | us about a time when you h
importanttasks . 0
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1.6

1.7

The following types of questions should generally be avoided or used sparingly:

16.1

1.6.2

1.6.3

164

Hypothetical: Asking ani  nterviewee how they would handle an imaginary
situation given a certain set of circumstances may reveal how well they

can think on their feet but will not tell you how they will actually perform.
Therefore , you may find it helpful to also seek evidence fr om the past as a
more reliable predictor of future behaviour .

Leadi ng: e. g. 6You are fully trained
|l nformation System, arendot you?0 00byv
experience?0 (The candi daetyeuakelookingfor)e x a c t

r edu

Mul tipl e: e. g. 60Tel | us about y ou
ths and

hi story to date and your streng
candidate has finished telling you about their educational qualifications,
you will probab |y both have forgotten what else you asked. Further, a
clever candidate will undoubtedly tell you about his or her strengths but
ignore the issue of weaknesses.

Personal: Domestic or family situation; Marital status; The occupation of
a spouse or part ner; Health/sickness or absence record; questions which
may be perceived to be related to the race, gender, age, religion, sexual
orientation, gender identity or disability of the candidate.

In general , the selection interview should be guided by the following:

1.71

1.7.2

1.7.3

1.7.4

1.7.5

1.7.6

1.7.7

Interviews are not interrogations and are not conducted solely for the
benefit of the interviewer(s). They involve a two -way exchange and it is
important that the interviewee is allowed ample op portunity to gather
information or express opinions;

Base decisions on facts rather than intuition

Avoid the stereotyping of o6good candi da
job-holders;

Use the essential and desirable criteria in selection

Avoid select i ng the <candidate whahiswayl lédad tb e st
ocloningdéd and the perpetuation of curre

Conduct interviews in a systematic and structured way. The aim is to
gather evidence about how each candidate meets the criteria outlined in
the Person Specification.

Candi dates may be asked the same O6corebd
and abilities against the criteria. However , the questions may differ where

the panel deems it appropriate to probe candidates for further
information/cl arification.
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1.7.8 It is important that where internal candidates are being considered
alongside external candidates nothing is done which gives either an
advantage or a disadvantage, or which could give the appearance of doing
so. Particular care must be exe rcised where a candidate is known to
members of the interview panel.

2. Guidelines for the Chair /Organizers
2.1  Pre-Interview

Ensure that everything is prepared well in advance of the selection interview.

Amongst others, following may be observed:

2.1.1 Planning the interviews for an appropriate time and place 0 ensuring that
the venue is private and without interruptions. If a can didate has
indicated a disability and asked for adjustments to be made to the
recruitment process, the HRO should discuss this with the Chair and
make reasonable adjustments accordingly.

2.1.2 Allowing enough time between interviews for breaks and, at the end of the
interviews, time for a full review to take stock of the proceedings.

2.1.3 Committee members studying and familiarizing themselves with all the
documents related to the selection process e.g. job description, person
description, selection interview, sco  ring tools, application form /CV and
any supporting documents.

2.1.4 Meeting of the Interview Committee members in advance of the interviews
to agree on the list of questions, focus of the interview and individual tasks.

2.2 During Interview
During the actual interview, the committee should be guided by the following:

2.2.1 Startontime;
2.2.2 Start with a welcome;
2.2.3 Seek to establish rapport;

2.2.4 Explain the purpose of the interview and the stage in the selection
process;

2.2.5 Provide brief information on the nature of the job and
College/Department

2.2.6 Ask relevant questions (see next section);

2.2.7 Allow the applicant to do the majority of the talking;
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2.3

2.4

2.2.8 Listen actively;

2.2.9 Do not seek to fill silences (you may discourage the candidate from
providing more information);

2.2.10 Check gaps, omissions, or contradictions;
2.2.11 Check claims relating to level and type of experience/knowledge;

2.2.12 Use a logical sequence of questions and provid e links between sections;

2213 Al 1l ow sufficient time for the applicant

2.2.14 Take brief notes;
2.2.15 Keep control of the content and timing;
2.2.16 Summarize ;

2.2.17 Close on a positive note 9 thank the candidate and confirm the next stage
of the process/when they  are likely to know the outcome.

Post Interview : (applied only in circumstances where the selection panel
remains  dissatisfied with the applicants)

A brief record should be kept for each interview, giving the reasons for the
rejection of each unsuccessful candidate and the reasons supporting the selected
candidate.

At the end of the interview of candidates for a post, the committee should:

2.3.1 Compare the information gained about the applicant with the essential
and desirable criteria;

2.3.2 Allow each member of the interview panel to have an input into the final
decision;

233 Make a record of t he panel 6s deci si
candidates request feedback or challenge your decision).

2.3.4 Follow up the interview with the appropriate docum entation, including a
completed interview decision grid, to the Registry.

Roles & responsibility of the Chair:

2.4.1 Ensure that all stages of the selection interview process are carried out
correctly and within the requirements
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24.2

2.4.3

24.4

2.4.5

2.4.6

2.4.7

2.4.8

2.4.9

Confirm the make -up of the selection committee adheres to any University
requirements

The location chosen f or the interview and facilities provided meet the
needs of any candidates with disabilities;

All members of the committee are briefed and prepared for the interview;
Interviews are managed correctly so that members of the panel and
applicants are given a proper opportunity to ask relevant questions and

that agreed time limits are adhered to;

Questions asked to candidates relate to the criteria laid out in the job
description/person specification and are comparable for all candidates;

Nothing of impo rtance in enabling the panel to reach an objective
assessment is missed or overlooked and that they follow up areas not
adequately explored;

That unlawful and unjustifiable discrimination does not take place during
the interview or assessment of candida  tes;

The panel's decision is summarized and recorded;
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ANNEXURE 3/ 6

UNDERTAKING

| , . ééééééeééecééeceéeecéeecéee. bearing Citizenshi
eééeeéee. . and empl oyee | D No. eééeeé, c u
eéeéeeééeeeéeeeée. . as ¢éééeééédadmé.Position Level é

hereby confirm the following:

1. Agreement
THIS AGREEMENT i s executed on day ¢éé nworthousanéd é vy

andééeée. eéeée. .. bet ween t he KGUMSB, hereinaf
Mr . / Ms. éééeécééeeéeéceeeeeee. . ., hereinafter c
particulars,

WHEREAS KGUMSB desires to engage the services of the staff on the terms and
conditions hereinaf ter set forth, and

AND WHEREAS staff is ready and willing to accept this engagement of service
with the KGUMSB on these terms and conditions.

2. Nature of Service
2.1 KGUMSB shall employ staff on service and he/she shall serve KGUMSB as

eeeééééeéeee or i n herecapdcityiplace/departmentas KGUMSB
may from time to time require.

2.2 Staff shall be liable to be posted or transferred to any intra -faculty or intra -
departmental of KGUMSB.

3. Duration of Agreement
The employment hereunder shall be for a minimum of 3 (three) years including
probation commencing from the day of éé mor
referred to as the bond period), subject to premature termination as hereinafter
provided.

4. Documents and Oath of Confidentiality
1.1  Staff atthe time of reportingfo  r duty shall produce original copies of medical
fitness certificate, citizenship identification card, Audit and Security
Clearance Certificates, No Objection Certificate from previous employee (if
any), all academic transcript and certificates, and other d ocuments,

1.2 A copy of joining report addressed to the President, KGUMSB, Thimphu,
and

1.3  Staff shall also bring 2 copies of passport size photographs for affixing in
his/her service record to be maintained by the KGUMSB.
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| hereby do confirm that | have been briefed on all rules governing my employment and

| have understood them, including the implication and consequences of deviating from
them. In particular, | understand that in the event that | do not adhere to any one of

the above stated conditions, | shal | be liable for legal for appropriate administrative
action by the KGUMSB.

5. In witness whereof | have hereunto signed this document in the presence of the
following witnesses:

Date: Signature on legal stamp

Place: (Name of the Staff)

Witness

In the event of any failure on the part of the above named person to abide by this

under t aki ng, I, eéééeéeéeeééeée. . ( Name of Guar
Noééeééeé.resident of eéeééeéecéeéeéeéeéeéeéeéeéecée

hereby undertake to accept my liability to any other penalty as may be decided by the
KGUMSB.

In the event that | do not adhere to the above, | understand that | shall be liable for
legal action by the Government.

Sd/ -

Place: (Affix Legal Stamp)

Date: Name of Guarantor : ééééeééeeéeéeee.
Rel ation with the candidate: éééé
Occupation: éééééeeéée. ééé
Present address: ééééeéeéécée.
Permanent Addr es s : éééeéeééeeé
Mailing address: €ééeéeéééééé.

Endorsed by:

Date: Signature of President

Place: KGUMSB
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ANNEXURE 3/ 7
OATH OF ALLEGIANCE FORM

On this auspicious day, having the privilege of receiving the honour of the trust of His
Majesty the King, Government and the People of Bhutan to serve in the capacity of a
Khesar Gyalpo University of Medical Sciences of Bhutan (KGUMSB) employee, | take
th is opportunity to offer my sincere gratitude.

Beginning today, | holding CID No.
from Village Gewog
Dzongkhag pledge to serve His Majedy the King,

Government and People of Bhutan with Lue Nga Yi Sum upholding values of Tha-Damtsi
and true Patriotism. | also pledge to abide by the Constitution of the Kingdom of

Bhutan, laws and rules & regulations including KGUMSB Code of Conduct and Ethi CcS
while discharging my responsibilities.

In doing so, | also declare that | have obtained a place in the service of the Tsa-Wa-
Sum on the basis of my own merit. In the event | am found guilty of furnishing false or
forged testimonials, | shall be liable

1. For termination from the university service and lose the right to apply again in
future;

2. To forfeit all my testimonials to the University; and
3. For prosecution in the Court of Law.

Il n witness, this day the éééééeeéeecéeéeééééeéf.the
eééeéeée. Year i n tKerehosameanddhe guardian deities of the Kingdom

of Bhutan and in the presence of representatives of the Government, | take this Oath

of Allegiance accordingly, not to dishonour it at any time. | append my name in writing

hereto.

Place: (Affix Legal St amp)

Date: Signature
(Name of the Candidate)
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ANNEXURE 3/ 8

AGREEMENT ON SERVICE TERMS AND CONDITIONS FOR

CONTRACT/VOLUNTEER EMPLOYEES/ TEMPORARY EMPLOYEES

Agreement

PART I: GENERAL CONDITIONS

-

THIS AGREEMENT is executed on day month year |
between the Khesar Gyalpo University of Medical Sciences of :
Bhutan (KGUMSB), Government of Bhutan, hereinafter called I

Ot he

|
empl oyeré descri bed and i nPassportPar t

"""""" . .t,er heradilreadf ot hel
empl oyeed whose particulars are g:iveSrhzein' Part

WHEREAS the employer desires to engage the services of the employee on the
terms and conditions hereinafter set forth; and

WHEREAS the employee is ready and willing to accept this engage

with the Government of Bhutan on these terms and conditions.

Definitions:

Contract Employee

KGUMSB for their service rendered.

Volunteer Services  means those employees who do notr  eceive month/annually

remunerations from the KGUMSB for their service rendered

University means Khesar Gyalpo University of Medical Sciences of Bhutan.

Government means Royal Government of Bhutan.

Nature of Service

2.1

The employer shall employ the employee on

I. Contract
il. Volunteer
iii. Temporary employee

and he shall serve the employer as

other capacity/place/department as the employer may from time to time
require.
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2.2. The employee shall be posted at eeééééeeceeceee. . of t
University

Duration of Agreement

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

mont hs/ years(tick) commencing from the da
eée. (herein after referred t o ctaspreméatiee c on
termination as hereinafter provided.

Documents

Unless exempted by mutual agreement, the employee shall produce
following documents:

4.1. The employee at the time of reporting for duty along with joining letter
addressed to the President shall produce a medical fitness certificate from
a qualified medical officer and a certificate of character and good conduct
signed by a senior government officer of the country of the nationality or
his/her last employer.

4.2. The employee shall pro duce a certificate issued by the police/local
authority of the area of his home address, certifying that he is a bonafide
inhabitant of that locality, or a letter from an Embassy of the country of
which he/she is a national certifying/verifying the nationa lity of the
individual concerned or a valid passport.

4.3. The employee shall produce attested copies of his certificate/testimonials
in support of his education qualifications, date of birth, experience,
Curricula vitae etc. to the Agency concerned for record

4.4. The employee shall sign an oath of adherence to the Code of Conduct and
Ethics and Confidentiality in the prescribed format under Part IV.

Duty

5.1. The employee shall devote himself exclusively to his/her duties or to such
other duties as the employer sh  all reasonably assign to him and shall
personally attend thereto at all times by day or by night (including
Sundays and Public Holidays, if necessary) except in the case of iliness or
accident in which case the employee shall forthwith notify the employer of
such illness or accident and shall furnish such evidence as it may require.

5.2.  The employee shall promptly and faithfully obey, observe and comply with
all lawful orders, instructions and directions of the employer and observe
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5.3.

all the rules and regulatio  ns and instructions in force for and in respect of
the Government of Bhutan & property and management thereof.

The employee, whenever required by the employer shall give full and
proper interaction in his/her occupation and in the specified duties of
his/her office to such other person or persons as the employer shall
communicate to him/her and he/she shall convey to such person or
persons any secret methods, processes or information learnt or acquired

by him/her in the course of his/her employment herewith or otherwise.

Remuneration and Allowance

6.1

6.2

6.3

6.4

Housing

The employee shall arrange his own accommodation. However, if
accommodation is provided by the University, house rent shall be
deducted from the salary according to the prevailing rules.

Leave and Travel

6.2.1 The contract employee shall be eligible for TA & DA, Leave and Leave
Travel Concessi on (LTC) as per the Service Condition of KGUMSB.

6.2.2 The contract employee may be provided an Economy return airfare.

6.2.3 The University shall provide transportation from the Paro
International Airport to University and back.

Medical Facility

6.3.1 Unless otherwise specified and agreed prior to employment, the
employee shall be provided basic health services in Bhutan as the
regulations and provisions of the Royal Government of Bhutan.

6.3.2 The employee should have their medical insurance for advance
tr eatment including transportation of the dead body if required.

Compensation for Service Incurred Injury

For a contract employee, in the event of death, injury, or illness
attributable to the performance of service on behalf of the Government of

Bhutan un der the terms of this Agreement, the employee shall be entitled
only to compensation payable under Government Employee Group
Insurance Scheme admissible for the grade of his post.
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6.5

6.6

6.7

The University shall not be liable for any forms of compensations to the
employee.

Income Tax

For Contract employee, the income tax shall be applicable as per the
Income Tax Act of the Kingdom of Bhutan, 2001 for those staff on
Contract.

Terminal Benefit for Contract employees

6.6.1 Gratuity: One month's last basic pay shall be paid as gratuity for
every completed year of satisfactory contract service in accordance
with the rule.

The gratuity shall be payable to the nominee(s) of the employee in
case of his demise while in service.

6.6.2 Repatriation Benefits: The following benefits shall be paid to an
employee on contract service at the time of repatriation in addition
to the gratuity and refund of contribution to the Group Insurance
Scheme (GIS):

I. Transfer grant according to the prevai ling rule;

il. Travel Allowance of an amount equal to the last basic pay; and

iii. Transport charge of personal effects as per the prevailing
rules.

(applicable for contract employees other than adjunct and visiting
faculties)

Leave

The employee shall be granted leave as per the Condition of Services.

Code of Conduct and Ethics

7.1

7.2

The employee shall at all time during the continuance of this Agreement
use his/her best endeavors to promote the interest and welfare of the
employer.

The employee shall respec t all the Bhutanese institutions, spiritual,
traditional and cultural values and practices and conform to the Condition

of Service Code of Conduct and Ethics. Accordingly, the employee shall
conduct himself/herself at all times in such a manner that:
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8

i. He/s he does not pose any danger to the socio  -economic and political
stability of the country;

. He/she does not involve in proselytization or undermine the
traditional, cultural or religious values of the society;

il. He/she does not bring any undesirable influe nce and harmful
practices which may have a damaging effect on the society, such as
the use and abuse of narcotics;

iv. He/she does not engage in politicizing the people or flaring up
communal ill feeling among the Bhutanese people;

V. His/her dress, behavior and habits are congenial to decorum of the
Bhutanese society;

Vi. He/she does not engage in anti  -government/national pr  opaganda
and criticism of the system of Government and its policies through
speech or in writing while in Bhutan or after his repatriation;

Vii. He/she shall refrain from visiting places/institutions restricted for
entry by foreigners without a specific writt en permit;
vii.  He/she is prohibited from engaging in employment other than

permitted by this agreement and shall not participate in paid
activities; and

iX. He/she avoids personal relationships with firms selling office or
other equipment and avoids the accept  ance of favors or gifts, or
being placed otherwise under obligation to any commercial
representative or to any Government of

Rights and Obligations of the employees

8.1

8.2

The rights and obligations of the employee are strictly limited to the terms
and conditions of this Agreement. Accordingly, the employee shall not be
entitled to any benefit, payment, subsidy, compensation or entitlement,
except as expressly provided inth  is agreement.

The employee shall be solely liable for claims by third parties arising from

t he empl oyeeds own negligent acts or co
performing this agreement, and under no circumstances shall the

University or The Government of B hutan be held liable for such claims by

third parties.
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8.3

8.4

8.5

8.6

8.7

8.8

The title rights, copyrights, and all other rights of whatever nature in any
material produced under the provision of this agreement by the employee
shall be vested exclusively with KGUMSB.

The employee shall not be concerned or interested directly in any other
business except that of KGUMSB.

The employee shall not, at any time during the continuance of his
employment hereunder acquires or attempts to acquire any option or
concession in Bhutan f  or himself or any other person.

The employee shall not draw, accept or endorse any bill on behalf of
KGUMSB or in any way pledge the credit of KGUMSB except so far as
he/she may have been authorized by KGUMSB either generally or in any
particular case.

The University shall process the visa, work permit and other requirements
necessary for the employee to enter into the Kingdom of Bhutan and render
their services as per the prevailing rules of the government

The University shall provide basic working spac e and facilities for the
employee to deliver their services efficiently

Unpublished Information

9.1

9.2

9.3

The employee shall not communicate to any person, Government, or other
Agency of the Government of Bhutan any unpublished information made
known to the facu Ity by reason of his association with the Government of
Bhutan except as required by this assignment or upon written
authorization by KGUMSB.

The employee shall not advertise or publicize his association with the
Government of Bhutan under this agreement. Nor shall the name,
letterhead, emblem, or official seal of KGUMSB or the Royal Government

of Bhutan be used for business or professional purposes or otherwise
without the prior written approval of KGUMSB. Such materials intended

for official use by emplo yee of KGUMSB should not be permitted to come
into the possession of persons who might make unauthorized use of them,

and shall not be used for personal purposes. The provision shall survive

the expiration or termination of this agreement.

He/she shall no t use the information from the university or from the
patient for either research/publication or for any other purpose without
prior approval from the administration. The employee shall ensure the
confidentiality of the information.
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10

11

12

Confidentiality and No n-competition

KGUMSB requires, and the employee of the university agrees that, during the
term of the employment and at any time thereafter, the employee shall retain in
confidence and not divulge or make available without KGUMSB advance written
consent to any person, f irm, corporation, or entity other than the KGUMSB or

its designee, any information whatsoever. This includes the written embodiments

of his/her services for KGUMSB, in reports, studies, or the like, acquired or
developed by him/her during the term of his/h er employment, which relates to
or concerns the business or operation of KGUMSB or of its clients or customers.

Joining Time
The deputations shall be allowed Days preparation time and actual
travelling time will be admissible as joining time.

Ren ewal of Contract/Service

12.1 Not less than three months for academicians and one month for general
staff before the date of which the employe
under this Agreement is due to expire, he/she shall inform KGUMSB in
writing whethe r he desires to remain and continue in the service of
KGUMSB, who may thereupon consider whether to re -engage the
employee, provided that any such re -engagement shall be upon such
conditions, including the duration of the new contract, as shall be agreed
upon between KGUMSB and employee.

12.2 Contract/Service renewal or extension shall be granted to an employee
having a clear service history, which shall not contain any record of
indiscipline, adverse reports,  misdemeanour s, financial dishonesty, or any
act that is considered as violation of Service Condition of KGUMSB.

12.3 Performance shall be an important determining factor for
extension/renewal.

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

or sent by registered post to KGUMSB, and any complaint or application
of the employee shall in the first instance be addressed to the Head of the
Faculty.
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13

14

Termination of Contract

13.1

13.2

In main the mutual trust and not to disrupt the services, the parties
should inform well in advance for termi nation of contract or services. In
case of contract services who gets remuneration from the University, a
minimum ofthree mo nt h s & shatl heissued by the party intending to
terminate the contract before expiry of the term. In the event of failure to
serve the notice in advance of the required period, defaulting party shall
pay to the other, the basic pay of the faculty for the stipulated notice
period.

The employee shall not be indispensable to KGUMSB and hence shall be
liable to be removed from service at any time when KGUMSB finds his/her
services redundant or on violation of any of these provisions.

Dismissal for Misconduct

14.1

14.2

14.3

If at any time during h  is/her employment, the employee shall be tried for
gross misconduct or breach or non  -observance of any of the stipulation
herein.

The Contract Service who are paid from University, shall at the option and
discretion of KGUMSB forfeit the gratuity. In add ition to such forfeiture,
KGUMSB may terminate the services of the faculty forthwith and without

any notice or payment in lieu thereof. Upon such termination, the faculty

shall not be entitled to claim any compensation or damages.

The Contract Service who are paid from University shall be paid his/her
post service benefits upon completion of his/her assignment under this
agreement upon production of a clearance certificate from the Royal Audit
Authority and KGUMSB.
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PART II: PAY FIXATION AND
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PART IlI: MISCELLANEOUS

Laws
The Agreement shall be construed according to and be governed by the laws of
the Kingdom of Bhutan.

Appeal

Any appeal due to the breach of any of the terms and conditions under this
agreement by either party shall have recourse to a legal action/arbit ration in a
Court of Law in the Kingdom of Bhutan only.

IN WITNESS WHEREOF | céeéeéeéeéeée KGUMSB for
behalf of the Royal Civil Service Commission, Government of Bhutan
andééeééeéeéée the contract faculty have her e
and year .

,,,,,,,,,,,,,,,,,,,

Il n the presence of éeééééeééecéééeeééecééee. éeé

- N [ A

I [ I

I I : I

| | I |

[

| Affix Legal : : Affix Legal:

: Stamp : | Stamp :

b - 6666666666666. .6
SIGNED by the Employee SIGNED for and on behalf of KGUMSB
Day/month/year: Day/month/year:
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PART IV: OATH OF ALLEGIANCE

|, ééééeééeéééeéeéeceeéeéeéeéeéeé having been app
as ééeééeéeéeéeéeéecéeceece. . do solemnly affi
shall faithfully and conscientiously discharge my duties as a contract teaching

facu Ity/employee of the Government of Bhutan; and that do right in all manner

to people in accordance with the laws, rules and regulations and Code of

Conduct and Ethics of the Kingdom of Bhutan, without fear or favour, affection

or ill will; that I shall not directly or indirectly communicate or reveal to any

person or persons any matter which shall be brought under my consideration

or shall become known to me as a contract faculty of the Government of

Bhutan, except as may be required for the due discharge of my duties.

éé. . ééeeéeeeéé.
Name and Signature

,,,,,,,

Date: e éeeéee.

,,,,,,,

Place: ¢ é ¢ é ¢ é é
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ANNEXURE 3/ 9
Contract Extension Form

. Name:
. Emp. ID. No.:
. Date of Birth:
. Nationality:

. Permanent Address:

. Present Faculty/Un iversity:

N o o~ WDN B

. Appointment under Present Contract Service:
a) Date of Appointment:

b) Appointment Letter No.:

(Issu ed by the University).

c) Position:

d) Position Level:

e) Pay Scale:

f) Basic Pay:

g) Contract Allowance: % of basic pay.

8. Present Contract Term: from to

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

During the contract extension period, the contract employee shall abide by the terms
and conditions accepted by him at the time of init ial appointment or revised based on

mutual agreement and approved by the University.

(Affix Legal Stamp)

Signature
of the Contract Employee

65



Recommendation of OOP/Faculty HRC: HRC meeting No. ¢€eéée.

rrrrr

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

Signature of Chief/Sr./HR Officer

Approval of the University

Approved:

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

a further period of months from to

Not approved: Reasons: éééééééceeceeéeééééeecececece.
Place :

Date :

Seal & Signature
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ANNEXURE 3/1 0
Interview Form (Dean): Viva Voce

Name of the candidate:

Criteria Factors Marks Marks
awarded
1. Personality (10) 1.1 Attitude, demeanour and confidence 10
2. Language (20) 2.1 Dzongkha
(Fluency, clarity & Vocabulary) 10
2.2 English
(Fluency, clarity & Vocabulary) 10
3.1 Experience 10
(in managing the activities related to the
position)
3. Leadership & 3.2 General awareness 10
Management (50) (awareness of the situation including
(knowledge, skills & challenges and opportunities)
understanding ) 3.3 Openness to experience 10

(well developed and positive orientation
towards learning)

3.4 Analytical skills & promptness to 10
comprehend issues

(ability to respond and resolve issues as
presented in the case)

3.5 Initiative & Team Work 10
(Importance the candidate places on initiative
and teamwork)

4.1 Experience in Planning and Policy 10
4. Policy & Planning (Development of strategic plans, monitoring
(20) and evaluating development programmes)

4.2 Interest & the will 10

(Assume the responsibility of the applied
position and strive for excellence in planning
and policy making)

100

Place: Name and signature of the committee member:

Date:

Guideline - Selection Criteria Description for Dean
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Viva Voce

The whole of the assessment would be based on a discussion on the leadership and the

management role that the D

ean has to take up. It covers his understanding of the situation;

the joys and frus trations of the work; his ability to inspire the colleagues (both academics and
administrative & technical staff) as well as his passion for the job and the aspiration for the

organization .

CRITERIA FACTORS DESCRIPTIONS
1.Personality 1.1 Attitude, Assessment of the personality is based on how the
demeanour and candidate holds and presents during the interview.
confidence

Assessment can be made in terms of the
candi dat eods:
1 openness to ideas,
M firmness in well considered views
9 track record of high integrity, honesty and
professionalism.

Here the panel may want to discuss/ask questions
which wil |l give an
deep personal values and life goals.

under st

2.Language
&
Communication

2.1 Dzongkha
(Fluency, clarity &
Vocabulary)

2.2 English
(Fluency, clarity &
Vocabulary)

Assessment of the Language proficiency (both
Dzongkha and English) may be done in the context
of the general discussion on the leadership and
management role of the position.

Here the panel may assess the language proficiency
in terms of
1 organise his thoughts and present clearly.
1 understand (including reading) and
1 communicate to function effectively in the
position
9 fluency, clarity and vocabulary usage.

t Bbdlitymandi dat ed

3.
Leadership

&
Management
role of the
position
(Knowledge,
Skills &
understanding

)

3.1

Experience
(Duration,
intensity and
variety including
initiatives)

Assessment of the knowledge & understanding of
leadership and management may be based on t
following:

1 experience of any form of leadership and
management related to planning work, co
curricular activities or any community
services.

i duration, intensity and variety. This could
include initiatives one has taken to organise
any activity or event.

he

3.2

Assessment of knowledge & understanding of
leadership and management may be based on:
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General
awareness

(of challenges and
opportunities)

1 General awareness of the challenges and
opportunities and the current situation of
the organization

1 Awareness based on the discussion of the
overall scenario in education globally as well
as in the context of Bhutan.

3.3

Openness to
experience

(well developed
and positive
orientation
towards learning)

Assessment of candidate on openness to
experience and learning can be based on:

1 The characteristics of the candidate
demonstrating a well developed intellect and
positive orientation tow ards learning

1 Such characteristics or traits should include
a person being imaginative, cultured,
curious, original, broadminded, intelligent
and sensitive

The panel may ask about the keenness of the
candidate to experience and learning.

3.4
Analytical skills

&
promptness
(ability to respond
and resolve
issues as
presented in the
case)

The analytical skills may be judged from the
discussion of the situational analysis of the
present as well as future work situation. This can
beassessed in terms of t
1 comprehend issues with promptness
9 respond and resolve issues as presented in
the case

Thus, the panel may present cases or problems and
ask the candidate his reactions and views.

he

3.5
Initiative

&
team work
(Importance the
candidate places
on these two
aspects)

This could be assessed from the initiatives and the
leadership roles that the candidate has engaged in
as well as the importance the candidate places on
initiative and teamwork.

The panel may consider the following:
1 openness to ideas and seeing opportunities
1 Willingness to take initiative

1 Being able to relate and collabora
others.

te with

4.
Planning and
Policy

4.1 Experience
in Planning and
Policy
(Development of
strategic plans,
monitoring and
evaluating

This could be assessed in terms of:
1 past experience in planning and policy
formulation & implementation
1 project management
1 resource mobilization and management
1 involvement in development of estate
strategy and procurement of works
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development
programmes)

4.2

Interest & the
will

(Assume the
responsibility of
the applied
position and
strive for
excellence in
planning and
policy making)

This can be established
interest and will to be engaged in:
9 policy formulation dialogues and forums
1 variety of tasks including
administrative/management works and to
perform under pressure including physical
verification of site development works

f

r
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Name of the candidate:

Interview Form (Deputy Deans): Viva Voce

ANNEXURE 3/1 1

Criteria

Factors

Marks

Marks
awarded

1. Personality (10)

1.1 Attitude, demeanour and confidence

10

2. Language (20)

2.1 Dzongkha
(Fluency, clarity & Vocabulary)

10

2.2 English
(Fluency, clarity & Vocabulary)

10

3. Leadership &
Management (50)
(knowledge, skills &
understanding )

3.1 Experience
(in managing the activities related to the position)

10

3.2 General awareness
(awareness of the situation including challenges
and opportunities)

10

3.3 Openness to experience
(well developed and positive orientation towards
learning)

10

3.4 Analytical skills & promptness to
comprehend issues

(ability to respond and resolve issues as presented
in the case)

10

3.5 Initiative & Team Work
(Importance the candidate places on initiative and
teamwork)

10

4. Academic
(20)

4.1 Experience in Academic Leaderships

(ability to maintain & implement academic
regulations/guidelines, innovative approaches to
quality, teaching and learning in the college,
including resource management)

10

4.2 Interest & the will

(Assume the responsibility of the applied position
and strive for excellence in maintenance and
development of academic activities)

10

For
Academic
Affairs only

4 . Student sod
(20)

4.1 Management of students

(ability to manage & provide advisory services to

studentsd activities and n 10

regulations along with the responsibilities for
academic and research activities)

4.2 Interest & the will
(Assume the responsibility of the applied position
and strive for exce llence in maintenance and

devel opment of studentsd a

10

For
Student
Affairs only

100

Place:
Date:

Name and signature of the committee member:

Guideline - Selection Criteria Description for Deputy Dean
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Viva Voce

The whole of the assessment would be based on a discussion on the leadership and the
management role that the Dean has to take up. It covers his understanding of the situation;

the joys and frustrations of the work; his ability to inspire the colleagues (b

administrative & technical staff) as well as his passion for the job and the aspiration for the

organization .

oth academics and

Assessment can be

CRITERIA FACTORS DESCRIPTIONS
1. Personality 1.1 Attitude, Assessment of the personality is based on how the candidate
demeanour and | holdsand o
confidence presents during the interview.

made i n

1 openness to ideas,

1 firmness in well considered views

9 track record of high integrity, honesty and
professionalism.

1
Here the panel may wantto  discuss/ask questions which will

give an understanding of the values and goals of the candidate
in life.

t er ms

2.
Language
&
Communicati

on

2.1 Dzongkha
(Fluency, clarity &
Vocabulary)

2.2 English
(Fluency, clarity &
Vocabulary)

Assessment of the Language proficiency (both Dzongkha and
English) may be done in the context of the general discussion
on the leadership and management role of the position.

Here the panel may assess the language proficiency in terms of
the candidatef6s ability to:
organise his thoughts and present clearly.

read and understand

communicate effectively

demonstrate fluency, clarity and vocabulary usage.

= =4 =8 =4

3.Leadership
&
Management
role of the
position
(Knowledge,
Skills &
understandin

g)

3.1 General
awareness
(of challenges and
opportunities)

Assessment of the knowledge & understanding of leadership
and management based on the following:
1 General awareness of the challenges and opportunities
and the current situation of the organization
1 Awareness based on the discussion of the overall
scenario in education globally as well as in the context
of Bhutan.

3.2 Strong work
ethics

(firm belief in hard
work, dignity of
work

and motivation)

Assessment on:
T The
T The candi dat e
attached to hard work

s wor k

(@}

candi dateds firm belief
et hics,
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3.3 Openness to
experience

(well developed
and

positive
orientation
towards learning)

Assessment of candidate on openness to experience and
learning can be
based on:

1 The characteristics of the candidate demonstrating a
well developed intellect and positive orientation towards
learning

1 Such characteristics or traits should include a person
being imaginative, cultured, curious, original,
broadminded, intelligent  and sensitive

The panel may ask about the keenness of the candidate to
experience and
learning.

3.4 Analytical The analytical skills may be judged from the discussion of the
skills & situational
promptness analysis of the present as well as future work situation. This
(ability to respond can be
and assessed in terms of the candi da
resolve issues as 1 comprehend issues with promptness
presented in the 1 respond and resolve issues as presented in the case
case) Thus the panel may present cases or problems and ask the
candidate on
his reactions and views.
4.1 Experience This could be assessed in  terms of:
4 .Academic in 1 involvement in program planning and curriculum design
engagement academic such as college academic strategic plans, annual
matters academic operational plans, etc.
(ability to 1 experience in maintaining and implementing academic
maintain & regulations/guidelines in the college
impIement experience in  management of services to support
academic _ teaching programs and taking initiatives at the college
regulations/guide contribution of innovative approaches to learning,
lines, teaching and quality improvement
innovative
approaches
to learning,
teaching
and quality in the
college, including
resource
management)
4.2 Interest & This can be established from the
the will to get

(to remain
engaged in
academic work in
the

future)

engaged in academic work in the future.
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Guideline

Viva Voce

- Selection Criteria Description for Dean of Student Affairs

The whole of the assessment would be based on a discussion on the leadership and
management role that the candidate has to take up. It covers his understanding of the
situation; the joys and frustrations of the work; his ability to inspire other colleagues
(academics, technical, students and support staff) as well as his passion for the job and

aspiration for the

organization .

CRITERIA FACTORS DESCRIPTIONS

1.Personality 1.1 Attitude, Assessment of the personality is based on how the
demeanour and candidate holds and presents during the interview.
confidence

Assessment can be made in tern
I openness to ideas,

9 firmness in well considered views

9 track record of high integrity, honesty and

prof essionalism.

Here the panel may want to discuss/ask questions which
will give an understanding of the values and Igoals of the
candidate in life.

2. Language
&
Communication

2.1 Dzongkha
(Fluency, clarity &
Vocabulary)

2.2 English
(Fluency, clarity &
Vocabulary)

Assessment of the Language proficiency (both Dzongkha
and English) may be done in the context of the general
discussion on the leadership and management role of the
position.

Here the panel may assess the
terms of the candidateds

I organise his thoughts and present clearly.

1 read and understand

I communicate effectively

1 demonstrate fluency, clarity and vocabulary usage.

language proficiency in
abili

3. Leadership
&
Management

role of the
position
(Knowledge,
Skills &
understanding

3.1 General
awareness

(of challenges and
opportunities)

Assessment of the knowledge & understanding of
leadership and management based on the following:

1 General awareness of the challenges and
opportunities and the current situation of the
organization

1 Awareness based on the discussion of the overall
scenario in education globally as well as in the
context of Bhutan.

3.2 Strong work
ethics

(firm belief in hard
work, dignity of work
and motivation)

Assessment on:

T The candidateds firm belie

T The candi dateds work ethic

attached to hard work

3.3 Openness to
experience

Assessment of candidate on openness to experience and
learning can be based on:
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(well developed and
positive orientation
towards learning)

1 The characteristics of the candidate demonstrating
a well developed intellect and positive orientation
towards learning

1 Such characteristics or traits should include a
person being imaginative, cultured, curious,
original, broadminded, intelligent and sensitive

The panel may ask about the keenness of the candidate to
experience and learning.

3.4 Analytical skills

& promptness

(ability to respond

and resolve issues as
presented in the case)

The analytical skills may be judged from the discussion of
the situational analysis of the present as well as future
work situation. This can be assesse  d in terms of the
candi dateds ability to:
1 comprehend issues with promptness
1 respond and resolve issues as presented in the
case

Thus the panel may present cases or problems and ask the
candidate on his reactions and views.

3.5 Initiative &

team work
(Importance the
candidate places on
these two aspects)

This could be assessed from the initiatives and leadership
roles that the candidate has engaged in as well as the
importance the candidate places on initiative and
teamwork.

The panel may consider the following:
I openness to ideas and seeing opportunities
1 Willingness to take initiative

1 Being able to relate and collaborate with o thers.

4,
Student Affairs

4.1 Management of
student affairs
(ability to manage
and provide advisory

This could be assessed in terms of:
1 Ability to provide advisory services to the students
body of the College and maintain internal
discipline, regulations, peace and harmony

services to T Preside over studentsd act
activities and including morning ass  embly, gatherings and
maintain discipline meetings
and regulations along 1 Assist in coordinating student intake, admission,
with the registration and certification
;ii%%’:ﬁ:g'g?%s for 1 Provide §tudent servic_:es by Iook_ing after the clubs,
_ associations, counseling and guidance
research activities) : ; . -
1 Coordinate and supervise co -curricular activities
such as sports, games, cultural activities, spiritual
discourses, retreats, etc.
4.2 Interest & the This can be established from t
will willtogetengagedin st udent sd affairs i

(to remain engaged in
academic work in the
future)
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CHAPTER 4
HUMAN RESOURCE DEVELOPMENT



CHAPTER 4

HUMAN RESOURCE DEVELOPMENT

Policy

4.1.1. To equip University employees with right qualification, skKills,
knowledge and right attitude to build their personal and professional
capacity to achieve Universityods objec

4.1.2.  To promote excellence, professionalism and innovation for provision of
quality academic, research and healthcare services.

4.1.3. Ensure distribution of all training opportunities on equal and just
basis and are implemented through a merit based and transparent
system.

Strategy

421. Promote Universityds values antidp-levblj ect
plans, including the development of those capabilities required for
future readiness;

4.2.2. Align employee development to key priorities of the University;

4.2.3. Foster capacity building for academic and professional employee by
promoting a collaborative and integr ated approach to employee
development;

4.2.4. Encourage employee development at all levels and career stages;

4.2.5. Facilitate a diverse and dynamic range of learning and development
opportunities for the employee;

4.2.6. Enhance the ability among employee to adapt to the anticipated rate of
change affecting institutions of tertiary education both internally and
externally;

4.2.7. Foster high quality collaboration, interpersonal engagement, ethical
behavio ur and practices;

4.2.8.  Align with the principles of efficiency (return on investment), diversity,
accessibility and recognition;
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4.2.9. Professional development shall be a shared responsibility between the
Government and the University. This will entail the employee to take
a lead role in exploring for fellowships that are available
internationally, and not depend on fellowships which the
Government/the University has to offer;

4.2.10. Develop University Study Assistance Scheme designed to encourage
personal and professional development of regular employee. The

scheme will be fundedthroug h mul ti pl e sources, such a
own funding, Fellowships granted by NGO, foreign universities,
developmental partners, RGoB, projects, university

academic/research collaborations, and fellowships obtained by
individual employee of the university t hrough competitive selections;

4.2.11. The University shall promote academic enhancement of its faculty and
employee by providing opportunities and preferences within the
courses offered by the University;

4.2.12. The faculty members should undergo mandatory Pedagogy Pr ogram
which  may include but not limited to publications, paper
presentations, journal club contributions and research activities;

4.2.13. The University shall set aside a specified portion of budget for training
to enable employee to undergo training annually; an d

4.2.14. Institute a system of guiding, counselling and mentoring of younger
employee by senior colleagues including induction and orientation to
the work place. The senior colleagues (mentors) will help the younger
employee to set learning targets to encourage continual growth and
development.

General Rule

4.3.1. The category of training shall be as follows:
4.3.1.1. Short -term training (STT), 6 months and below ;
4.3.1.2. Long-termtraining (LTT), above six months;

4.3.1.3. Job exchange and Secondment.

4.3.2. Therelevance and level of officials for the trainings shall be determined
strictly by the Human Resource Committee S.

4.3.3.  Service protection shall be ensured for the employee of the University

onlong-t erm trainings, which are directly r
current position.
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4.4,

4.3.4.

4.3.5.

4.3.6.

4.3.7.

University HRC shall have the right to revoke the trainings approved

by the OP /Faculty HRC s if the approval is not in line with the training
policy and rules. The president shall have the overall authority to
provide oversight mechanisms for both HRCs.

Upon approval by the UHRC, an employee shall be issued a Letter of
Award in the prescribed format (Annexure 4/ 2)

The candidate shall be required to  fill in -service training form
(Annexure 4/ 1).

The following documents  should be submitted  for verification by the
University for all ex -country travel s exceeding 5 days :

4.3.7.1. Citizenship Identity Card;

4.3.7.2. Medical Fitness Certificate stating that the candidate is fit
to pursue any LTT;

4.3.7.3. Valid Security Clearance Certificate;

4.3.7.4. Valid Audit Clearance Certificate;

4.3.7.5. Course content and schedule from the Institute;
4.3.7.6. Attested copies of academic transcripts (for LTT);
4.3.7.7. Letter of Acceptance from the Institute; and

4.3.7.8. Any other documents that may be required.

Short -term trainings

44.1.

4.4.2.

4.4.3.

Short term trainings may apply but not limited to:

44.1.1. Ex-country study tour/institutional visit;
4.4.1.2. Attachment and internship;
4.4.1.3. Conference, symposium, seminar and workshop exceeding

five working days; and
4.4.1.4. Certificate and Diploma.

All Ex -Country short term trainings have to b e routed through
OP/Faculty HRC and final approval shall be sought from the U HRC.

Eligibility for the Short  -Term Training
The employee shall:

4.4.3.1. Be encouraged to obtain relevant fellowship/scholarships
for their academic/professional enhancement.

4.4.3.2. Also, be allowed to undergo STT while pursuing LTT

through mixed -mode arrangement based on relevance and
need.
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4.4.4.

4.4.3.3. Staff under GS category shall be allowed forin  -country STT
opportunities.

Entitlements

Upon approval from UHRC, an employee may be considered for the
following entitlements;

444.1. An employee undergoing ex -country short term training for
duration of thirty days or less shall be entitled to full DSA
for the first 15 days and 50% DSA thereafter. If duration of
training exceeds thirty days, the employee shall be paid
stipend for the entire duration.

4.4.4.2. The travel time from the home country to destination shall
be excluded for the purpose of calculating the total number
of days for training and DSA shall be paid at the rates
approved by the RG 0B from time to time.

4.4.4.3. Allowance of any form, except salary revised as allowance,
shall be paid only if the training period is 30 days or less.
4.4.4.4. An employee who is required to halt in transit for eight

hours or more for the next flight while on training outside
the country shall be paid DSA.

4.4.45. DSA shall be paid for the actual period of halts required for
processing visa and it shall be paid at the Government
rates.

4.4.4.6. Payment of DSA for enforced halts shall be limited to two
days for a round trip, besides halts in transit.

4.4.4.7. DSA or related expenses shall not be paid by the University
during training when the same are paid by the donor.

4.4.4.8. Notwithstanding Clause 4.4. 4.7, an employee shall be
reimbursed visa fee, passport fee and airport tax on
production of original receipts/documents.

4.4.4.9. If an employee on training is provided with airfare, room
and meals by the donor/sponsor, 20 percent DSA shall be
paid for training of 30  days or less and 20 percent stipend
when the duration exceeds 30 days to cover incidental
expenses.

4.4.4.10. If an employee on training is provided with airfare and room
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4.4.4.11.

4.4.4.12.

4.4.4.13.

4.4.4.14.

4.4.4.15.

4.4.5.

4.4.5.1.

4.45.2.

Table 4.1: Short

Training gap requirements for the short

or meal by the donor/sponsor, 50 percent DSA shall be
paid for training of 30 days or less an d 50 percent stipend
when the duration exceeds 30 days to cover incidental
expenses.

For an in -country short -term training, an employee shall
be entitled to normal TA/DA for travel and DSA/stipend for
the duration of training in accordance with Annexure 4 /3.

Entitlement forin  -country training shall be admissible only
if the training is availed from an Institute recognized by the
University.

The above clause for entitlements would be subject to the
change as per the policy of RGOB.

HR Committee shall ensure that training nominations are
based on relevance, equity and merit.

UHRC may or may not approve the entitlements depending
upon the availability of fund and relevance of the cours e.
-term trainings.

HR Committee shall rationalize on the frequency of an
empl oy eeds andrsarviceideligery shall not be
interrupted.

An employee sh all maintain the training gaps as mentioned
under Table 4.1 .

-term Training Gaps

Recent Programme Avai led Proposed Programme Gap
STT (In-country) STT (In-country/Ex -country) Not
Required
STT (Ex-country) STT (In -country) Not
Required
STT (Ex-country) STT (Ex-country) 6
1 Certificate Courses 1 Certificate Courses Months
1 Attachment/Internship 1 Attachment/Internship
1 Counterpart Training 1 Counterpart Training
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Recent Programme Availed Proposed Programme Gap
STT (Ex-country) STT (Ex-country) 5 days or less duration Not
1 Certificate Courses f  Seminar/Workshop Required
1 Attachment/Internship 1 Conference/Symposium/
1 Counterpart Training forum/meeting
1 Study Tour/Institutional Visits
1 Other Ex -country Official Travel
STT (Ex-country) STT (Ex-country) exceeding 5 days 6
1 Certificate Courses 1 Seminar/Workshop Months
1 Attachment/Internship 1 Conference/Symposium/
1 Counterpart Training forum/meeting
1 Study Tour/Institutional Visits
1 Other Ex -country Official Travel
STT (Ex-country) 5 days or less duration STT (Ex-country) Not
1 Seminar/Workshop 1 Certificate Courses Required
1 Conference/Symposium/ 1 Attachment/Internship
forum/meeting 1 Counterpart Training
1 Study Tour/Institutional Visits
1 Other Ex -country Official Travel
STT (Ex-country) 5 days or less duration STT (Ex-country) 5 days or less duration Not
f  Seminar/Workshop f  Seminar/Workshop Required
1 Conference/Symposium/ 1 Conference/Symposium/
forum/meeting forum/meeting
1 Study Tour/Institutional Visits 1 Study Tour/Institutional Visits
1 Other Ex -country Official Travel 1 Other Ex -country Official Tra vel
STT (Ex-country) 5 days or less duration STT (Ex-country) exceeding 5 days Not
f  Seminar/Workshop f  Seminar/Workshop Required
1 Conference/Symposium/ 1 Conference/Symposium/
forum/meeting forum/meeting
9 Study Tour/Institutional Visits 1 Study Tour/Institutional Visits
1 Other Ex -country Official Travel 1 Other Ex -country Official Travel
STT (Ex—coqntry) exceeding 5 days STT (Ex-country) 6
1 Seminar/Workshop e Months
. 1 Certificate Courses
T Conference_/ Symposium/ 1 Attachment/Internship
forum/meeting -
9 Study Tour/Institutional Visits T Counterpart Training
1 Other Ex-country Official Travel
STT (Ex-country) exceeding 5 days STT (Ex-country) 5 days or less duration Not
f Seminar/Workshop f  Seminar/Workshop Required
1 Conference/Symposium/ 1 Conference/Symposium/
forum/meeting forum/meeting
9 Study Tour/Institutional Visits 1 Study Tour/Institutional Visits
I Other Ex -country O fficial Travel 1 Other Ex -country Official Travel
STT (Ex-country) exceeding 5 days STT (Ex-country) exceeding 5 days 6
1 Seminar/Workshop 1 Seminar/Workshop Months
1 Conference/Symposium/ 1 Conference/Symposium/
forum/meeting forum/meeting
1 Study Tour/Institutional Visits 1 Study Tour/Institutional Visits
1 Other Ex -country Official Travel 1 Other Ex -country Official Travel
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Recent Programme Availed Proposed Programme Gap

LTT (In -country/Ex -country) STT (Ex-country) 6

1 Certificate Courses Months
1 Attachment/Internship
1 Counterpart Training

LTT (In -country/Ex -country) STT (Ex-country) 5 days orless duration Not

f  Seminar/Workshop Required

1 Conference/Symposium/
forum/meeting

9 Study Tour/Institutional Visits

1 Other Ex -country Official Travel

LTT (In -country/Ex -country) STT (Ex-country) exceeding 5 days 6
1 Seminar/Workshop Months
1 Conference/Symposium/

forum/meeting
Study Tour/Institutional Visits
Other Ex -country Official Travel

f
1

4.4.6.

Obligations and penalty

4.4.6.1. Appropriate penalties may be imposed by the UHRC if an
individual is found to violate the training rules and
regulations.

4.5. Long -term Training

45.1.

45.2.

4.5.3.

45.4.

4.5.5.

4.5.6.

Long -term training shall apply to:

4.5.1.1. Postgraduate courses;

45.1.2. Undergraduate courses;

45.1.3. Diploma/Certificate courses; and

45.1.4. Attachment/Internship/Fellowship programmes.
All scholarships shall be made available based on merit;

The University shall ensure effective succession planning while
implementing long -term training programmes;

Service protection shall be ensured for all employees on long -term
training, which are directly relevant

In-country training shall be enhanced through various modes of
education and training;

The University shall not fund or grant study leave with pay and benefits

for Admini strative and Techni cal Empl
Degree programme. However, C ontinuing Education which does not
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4.5.7.

4.5.8.

4.5.9.

4.5.10.

4.5.11.

affect the normal duties of the individual may be
financial implication to the University.

approved without any

An employee of the University pursuing continuing education through
part time mode (after office hours) shall require the approval of the

OP/Faculty HRC.

Training gaps between long term Professional developments:

Table 4. 2: Long -term Training gaps

No. of | Gap for Academics Gap for Administrative &
Professional Technical Staff
Development
For the 1 st long- | At least completion of At least  completion of
term Professional probation  period for new | probation period
Development employee and no gap for in -

service recruited from civil

servant and other

government agencies.
For the 2 nd long - Twice the duration of first Twice the duration of first  long -
term Professional long -term Professional term Professional Development
Development Development programme but

no gap for Ph . Ds
For the 3 long - Equal t he duration of second Twice the duration of second
term Professional long -term Professional long -term Professional
Development Development programme Development

Modes of long -term training

45.9.1. Full -time on campus, which is an arrangement for availing

training by attending the course full

-time on campus.

4.5.9.2. Mixed -mode, which is an arrangement for availing training
by attending the course on and off campus.

4.5.9.3. Part -time Class, which is an

arrangement for availing

training by attending the course after office hours and is

limited to in -country programmes.

Approving Authority

45.10.1. Alllong -term trainings shall need approval of the University

Human Resource Committee.
Eligibility

Employee shall be eligible for long term training,
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45.11.1.

4.5.11.2.

4.5.11.3.

4.5.11.4.

4.5.11.5.

4.5.11.6.

45.11.7.

Is a Bhutanese citizen;
Is a Regular employee of the university;

Has at least completed the probation period at the time of
commencement of course to avail long  -term ;

Is less than or equal to 50 years of age at the point of
application ;

Relevant to the current position of work ;

Has served equal the duration of E  OL where the duration
of EOL availed is less than 1 year ;

Has served at least 1 year if the EOL availed is more than
1 year.

4.5.12. Disqualification

45.12.1.

An employee shall not be eligible for long  -term training
when:

a. His scholarship granted previously was terminated by
the University/Institutes/Granter for violation of
training and/or other related rules and regulations;

b. He has been nominated/short -listed for another
training programme, pending the declaration of result;

c. Not directly relevant to the current post/profession;

d. Discontinued previously a training program with
reasons within his/her control;

e. Not fulfilled the training gap requirement specified in
Clause 4.5. 8;

f. An employee is on EOL and Secondment.

4.5.13. Selection Procedures for Long -term Trainings

4.5.13.1.

Pre dSelection

a. All University/donor project  -tied scholarships shall be
advertised in the University website  ;
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b. The time between advertisement and application
deadline shall be at least 2 weeks unless otherwise
approved by the HRC,;

4.5.13.2. Even a single application shall be shortlisted against the
slots advertised. However, ifno  application is received, the
slot(s) shall be re -advertised,;

4.5.13.3. The standard criteria for short  -listing shall be as follows:

a. Eligibility criteria as given under eligibility criteria in
this chapter ;

b. Relevance of course to current job.

45.13.4. Incase ofa single applicant, he shall also be interviewed as
per Annexure 4/4 . The selection committee will decide on
his suitability.

45.13.5. The University shall inform the shortlisted candidates one
week before selection interview.

4.5.14. During Selection

The UHRC shall conduct the interview if required as per the pre -set
criteria.

45.15. Entitlement

4.5.15.1. An employee on a long -term training shall be entitled to
study leave as per Clause 6.2.7 of Chapter 6

4.5.15.2. Remuneration and Benefit during long term training

a. An employee who has been granted Study Leave with
remuneration and benefits for any single long -term
training shall be entitled to the full basic pay for a period
of twelve months. When the duration exceeds twelve
months, he shall be entitled to 50% of the basic pay for
the remaining period.

b. Notwithstanding Clause 4.5.1 6.2(a), an employee who
has been granted Study Leave with remuneration and
benefits for any single long -term training shall be
entitled to the full basic pay for the whole duration of
the course when the ¢ ourse is held in a SAARC country.
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4.5.15.3.

. An employee undergoing long -term training shall be

entitled to establishment allowance and stipend for the
first month, and the stipend for the subsequent months
as prescribed by the Government.

. Stipend shall be released bi-annually and stipend for

the last month shall be paid only upon return and
completion of all formalities.

. Funding Agency/University shall bear all transaction

costs including difference in exchange rates.

An employee shall be covered by  medical insurance
while on training . In the event of an emergency where
the candidate is not covered by a medical insurance
scheme, medical expenditure shall be borne by the
RGOB as per the prevailing rules.

. Remuneration and benefits for various modes of

continuing education other than full time on campus
shall be governed by guidelines prescribed by the
University.

. Allowance of any form, except salary revised in the form

of allowance, shall not be paid during the training
period, when the duration exceed s one month.

Benefit during In  -country Training

The following shall apply to in  -country Institute -based and
in -house training:

a. Entitled to annual vacation and holidays as per the

schedule of the Institute and the stipend shall be paid.

. For Continuing Education (after -office classes), study

leave shall apply as follows:

i. Term examination preparation 0 one week/5 working
days

ii. Trial examination preparation 0 one week/5 working
days

iii. Final examination preparation 0 two weeks/10
working days

iv. Actual Examinations - As per schedule
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4.5.15.4.

c. Provision of Uniform/Uniform Allowance, if required, for

the particular training programme;

d. Payment of Travel Allowance and Daily Allowance for

travel to and fro as per the normal rates and subject to
other relevant rules;

e. Payment of actual travel expenditure and Daily

Allowance at the rates prescribed by the University
during field attachment/v isit;

Daily Subsistence Allowance for the in -service in -
country training when the duration of training is 30

days or less and stipend when the duration is more than

thirty (30) days as givenat  Annexure 4/ 3; and

g. Atrainee shall be entitled to 50% of the DSA for training

of 30 days or less in the same place of posting. This
excludes expenses pertaining to tuition fee, meals,
refreshments, etc.

Benefit s during Ex -country Training
The following shall apply to full time ex -country training:

a. An employee who is required to halt in transit for 8
hours or more for the next flight while on travel outside
the country shall be paid DSA.

b. DSA shall be paid for the actual period of halts required
for processing visa and it shall be paid at the
Government rates.

c. The payment of DSA for enforced halts shall be limited
to two days for a round trip besides halts in transit.

d. DSA or related expense shall not be paid by the
University during training, when DSA and other
expenses are paid by the donor.

e. Notwiths tanding Clause 4.5.1 6.4(d), an employee shall
be reimbursed the visa fee, passport fee, language test
fee and airport tax on production of original
receipts/documents only if his study leave with pay is
approved.
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4.5.16.

45.17.

Pre-departure Procedure

A candidate whose training is approved shall abide by the following:

4.5.16.1.

4.5.16.2.

4.5.16.3.

4.5.16.4.

4.5.16.5.

4.5.16.6.

4.5.16.7.

Attend Dbriefing by University/Faculty for long -term
training and by Faculty for short -term training;

For long -term training, a candidate shall sign an
undertaking with the University in t he prescribed format
(Annexure 4/ 5 (a) or (b)).

A guarantor of a candidate shall be briefed on the
consequence of the undertaking in case the candidate fails
to return upon completion of his training;

A guarantor must be acceptable to the University;

A candidate and guarantor shall sign the undertaking in
the presence of an official designated by the University;

A candidate must submit the duly filled pre -departure
intimation form and briefing points (Annexure 4/ 6 and4/ 7
respectively );

In the event a candidate has left for long -term training
without completing the pre -departure requirements, the
approval for his training may be cancelled.

Obligations of a candidate during training

As an official nominee of the Government of Bhutan, a candidate on
training shall adhere to the following:

45.17.1.

45.17.2.

4.5.17.3.

45.17.4.

Undertake training as approved by the University;

Conduct himself at all times in a manner befitting his
status and, in a manner, acceptable to the authority of the
training Institute;

An employee on training shall be bound by the Code of
Conduct and Ethics as listed in the Condition of Services
of the University;

Refrain from engaging in political, criminal or commercial

activities that shall be prejudicial to the interest and image
of the Kingdom of Bhutan;
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45.17.5. Not coerce, attempt to coerce, order, or advise an individual
to pay, lend or contribute anything of value to a party,
committee, organization , University or person whose
activities are prejudicial to the Tsa- Wa-Sum;

45.17.6. Refrain from giving expressions and statements on national
or international affairs and in particular, from making any
written or oral statement without specific prior approval of
the University;

45.17.7. Refrain from making any statement of fact or opinion in any
document published in his own name or anonymously,
pseudonymously, or in the name of any other person or in
any communication or a public utterance, make any
statement which has the effect of an adverse criticism of
any current or recent policy or action of the Government;

45.17.8. Candidates are expected to give top priority to acquire
knowledge and skills and also carry out the role of
0Goodwill Ambassadors of Bhutano;

4.5.17.9.  Submit a course joining report ( Annexure 4/ 8) within two
weeks upon commencement of the cours e for long -term
training to the University.

4.5.17.10. Submit semester -wise Academic Progress Report for long -
term training to the University;

4.5.17.11. Candidates failing to adhere to Clause 45.1 8.9 and
4.5.1 8.10 shall have their salaries, stipends, and tuition
fees withhe Id until the documents are submitted;

4.5.17.12. Employees on training abroad may become the members of
the nearest Bhutanese Students Association (BSA);

4.5.17.13. The academic performance of an employee undergoing a
long-term training programme shall form part of the
perfor mance appraisal for any personnel actions;

45.17.14. A candidate must complete the training within the
approved duration;

4.5.17.15. Seek prior approval of the University before undertaking
field trips that are part of the course requirement if it is
funded by the university and if it has additional funding
implications. The application and the programme for such
field trips shall be signed and certified by the Institute; and
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4.5.18.

4.5.19.

4.5.20.

4.5.17.16. Not change from the training/degree specified in the letter
of award or change the Institute/Univers ity without prior
approval of the University.

Repetition and Extension of Scholarship

45.18.1. A candidate shall complete the training within the duration
prescribed in the Letter of Award.

45.18.2. A candidate may be allowed to repeat a
course/examination and given extension of scholarship up
to a maximum of six months only when he is unable to
complete the course due to ill health or due to a reason
beyond his control.

4.5.18.3. Prior approval of the University shall be required for
extension of scholarship.

Termination of Scholarship

A scholarship shall be terminated if:

4.5.19.1. The conduct of a candidate is not in conformity to this rule;

4.5.19.2.  The performance of the candidate is observed to be below
average or unacceptable to the authority of the Institute

and University;

45.19.3. The candidate does not fulfii the attendance and other
requirements stipulated by the Institute; and

4.5.19.4. The candidate fails to complete the course in the prescribed
period and approval for extension is not accorded.

Post Training Requirements and End of Fellowship
A candidate on completion of training shall:

4.5.20.1. Procure return air ticket in the economy class (the most
direct and economical route) or request the University.

4.5.20.2. Report to the faculty along with the joining report
(Annexure 4/ 9), training report and course completion
certificate & academic transcripts within three (3) weeks
from the date of completion of training as per Letter of
Award/Confirmation of Enrolment;
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4.5.20.3.

The faculty shall immediately forward a copy of joinin
report, training report and course completion certificate to
the University;

g

4.5.20.4.

The training report ( Annexure 4/1 0) shall contain a

comprehensive description of the subjects studied and a
proposal for utilization of the knowledge and skills acquired
in ca rrying out his responsibilities;

4.5.20.5.

Candidate shall be required to complete the course

Feedback Form (Annexure 4/1 1),

4.5.21. Training Obligation and Penalty
A candidate shall be liable for penalties as follows
Table 4.2: Obligation &  Administrative Penalty
Issue Penalty and HR Actions
1 Incomplete Course 1 Not eligible for secondment, promotion, EOL and
training until evidence of successful completion of
course is submitted within 6 months from the reporting
date.
9 Failure to submitthe  evidence of successful completion

of course shal/l be consider e

be liable for penalty for failing the course.

Once Letter of Award (LoA) is issued, it will be counted as
LTT irrespective of the final outcome of the studies.

i Fails the course; I Promotion to be delayed by double the duration of the

1 Withdraws with reasons approved study period from the due date of next
within his control, or promotion.

1 Withdraws due to
administrative discipline Once LOA is issued, it will be counted as LTT irrespective of
taken by the University. the final outcome of the studies.

1 Withdrawal with reason 1 No penalty subjectto review a nd assessment by UHRC
beyond his control

1 Change in course/institute 9 Cancel the study leave for dishonouring the LoA and
without approval from the the candidate to report to KGUMSB within the
KGUMSB stipulated time.

1 Promotion to be delayed by double the duration of
approved study period from the due date of next
promotion

1 Course will be counted as LTT
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Late Reporting (after 21 days
from the course end dated as
for LOA.

Compulsorily retired from service, and
Financial obligation shall be imposed as per Clause
4.5.22.3 for violating the undertaking.

—a _a

Resignation before
completing the LTT
obligation.

1 Financial obligation shall be imposed as per Clause

4.5.22.3 for violating the undertaking.

Resigning during study leave

1 Financial obligation shall be imposed as per Clause
4.5.22.3 for violating the undertaking.

For Mixed Mode courses,
penalty for withdrawal with
reasons within his control,
incomp lete/ failing the
course and resigning during
and after completing LTT
with training obligation

9 Financial obligation shall be to refund the tuition fee,
stipend/DSA, TA/DA, mileage and any other expenses
incurred.

9 Shall be counted as LTT
outcome of the studies.

1 In the event the candidate fails to refund the financial
obligation within the stipulated period, his promotion
shall be delayed by one year from the due date of his
promotion.

irrespective of the final

45.21.1.

4.5.21.2.

A candidate failing to report within the stipulated time

mentioned under

Clause 4.5.2 0.2 shall be liable for the

following:

a.

Training obligation for long

Monthly salary on pro rata basis up to three months
shall be forfeited; and name to be reflected in the
negative list.

Beyond t hree months, he shall be compulsorily retired
from the service, but liable to pay expenses incurred on
his training to the university as per Clause 4.5.2 2.2.

-term training shall be applied

as detailed hereunder;
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Table 4.3 : Training Obligation

Proaressive Financial Penalties
9 Service (Private funded/open
No. of o :
. Obligation scholarship)
Trainings
2 times the duration of 2 times the total expenditure incurred
1stlong -term course course on pro rata basis
3 times the duration of 3 times the total expenditure incurred
2nd long -term course course on pro rata basis
4 times the duration of 4 times the total expenditure incurred
3rd long -term course course on pro rata basis

4.5.21.3.

4.5.21.4.

45.21.5.

4.5.21.6.

45.21.7.

An employee who has been grantedto p ursue secondlong -
term training without having to serve the training
obligation of the first long term training as per the Clause
4.5. 8 (Table 4.2) shall accrue the remaining obligation
period of the first long -term training on the obligation
period of the second long -term training.

Obligation for Mixed -mode courses shall be based on actual
absence from the Office and any expenditure incurred by
the University.

A candidate shall be liable for the financial penalties (Table
4.3) on the particular training when:

a. He fails to return to Bhutan on completion of the
training.

b. He voluntarily resigns from the services of the Agency
prior to rendering the specified duration of service to the
University.

The candidate/guarantor shall pay the above expenditure
within 90 days from the day the office order is issued to
effect Clause 4.5.2 1.2; failing which, legal actions shall be
initiated in accordance with the Undertaking and the laws

of the country.

If a candidate is terminated/compulsorily retired with

training obligation, the obligation shall be treated as per
the legal undertaking.
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4.6.

4.5.21.8. In the event the Undertaking is lost/damaged, training
obligation and penalty as per CoS, KGUMSB shall be
applied based on circumstantial evidence as per the
Evidence Act of Bhutan 2005.

45.21.9. An employee who has avail ed long-term study without any
financial cost to the University and resigning before
fulfilling the service obligation shall forfeit his post -service
benefits, except his own contributions.

Secondment

4.6.1.

4.6.2.

4.6.3.

The University shall encourage deputation or secondment in order to
provide necessary exposure to an employee to different systems to
acquire expertise and experiences; and facilitate faculties within
requiring specialized knowledge and skills.

The University HRC may approve to amend or not apply the regulations
laid under if the secondment is going to be of substantial benefit or of
wider university interest.

General rule

4.6.3.1. Secondment shall app ly to the temporary transfer of an
employee member to a workplace outside the University on
a full -time basis for a maximum period of 3 years initially.
Extension may be given for a period of up to 2 years at a
time, subject to a total duration of 5 years.

4.6.3.2. Arrangements shall be made through mutual consent
between the University, the concerned employee and the
host organization .

4.6.3.3. The service of an employee sent on secondment shall be
protected.
4.6.3.4. The period of secondment shall be considered for the

purpose of promotion, which will come to effect only after
he re -joins University on reversion from secondment.

4.6.3.5. The University may, for valid reason, recall an employee
before expiry of the secondment period. The University
shall, in such cases, notify the Organization /Faculty
concerned of its decision at least three months in advance.
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4.6.4.

4.6.5.

4.6.6.

4.6.7.

4.6.8.

4.6.9.

Employee engagement in sec ondment shall consist of, but not limited
to:

4.6.4.1. Undertaking research in libraries, universities and
research institutions;

4.6.4.2. Undertaking professional experience in the workplace;

4.6.4.3. Teaching in an educational institution, or developing
teaching or curriculum materials;

4.6.4.4. Exchanges and secondment to other universities, industry,
professional or governmental agencies and establishments.

Eligibility
4.6.5.1. A regular employee;

4.6.5.2. An employee applying for the first secondment shall have
completed four years of continuous service at the
University, and have demonstrated a sustained
productivity as recorded through the Performance Planning
and Review process;

4.6.5.3. Subsequent secondment shall be allowed after fulfilling the
obligations of the previous secondment;
4.6.5.4. Not r eflected in the Negative List of the University;

4.6.5.5. The University shall announce any positions for
secondment upon receiving request from any external
agency. The applicant shall be selected through open
competition by the University in consultation with th
agency to which the applicant shall be seconded

Employee on secondment shall not be entitled to compensations
(salary, allowances, travel expenses, DSA etc), University quarters and
trainings from the University.

An employee, on return from secondmen t to a faculty outside
University, and projects shall be placed in the same Position Level and

pay scale held by the official immediately before the secondment. The
pay in the respective Position Level/pay scale shall be fixed after taking

into account the increment that would have been sanctioned to him
during the period of secondment;

Submit his/her annual performance appraisal to the University.

The University shall not be liable to remit the Pension, Provident Fund
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and insurance contributions in respect of an employee while on
secondment. The employee concerned shall be responsible for

remitting both his own as wel | sdrectlyt he
to avail the benefit of continuation of the post requirement benefit
schemes.

4.6.10. The employee on secondment shall submit annually the Performance
Appraisal Report in the form prescribed by the University to the Faculty
concerned during the period  of secondment.

4.6.11. The period of secondment shall be accounted and considered for the
purpose of gratuity at the time of retirement of the incumbent from the
Service.

4.6.12. Obligation
The employee on secondment shall:

4.6.12.1. Be made to sign an Undertaking (Annexure 4/12) toensure
his/her return to the previously held position or to another
agreed position in the University.

4.6.12.2.  On completion of secondment, be required to:

a. Submit a report to the supervisor; and

b. Present a subst antial paper (in a seminar) resulting in a
publication by the employee in a peer reviewed journal
wherever required.

4.6.12.3.  An employee, upon return from secondment shall serve the
University double the duration of the secondment period or
until the superannuati  on age, whichever is earlier.

4.6.12.4. The post service benefits, except his/her own
contributions, of the concerned employee shall be forfeited
upon failing to return to the University after the completion
of the secondment term. The services of the candidate shall
be terminated with effect from the date of completion of the
approved secondment period.

4.6.12.5. An employee failing to complete obligations fully, shall only
be eligible to receive gratuity on pro  -rata basis (formula:
total gratuity minus % of ob  ligations not fulfilled multiplied
by total gratuity). However, an employee falling within this
category shall receive all other post service benefits
including the pension
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4.7.

Job Exchange

4.7.1.

4.7.2.

4.7.3.

4.7.4.

4.7.5.

4.7.6.

4.7.7.

4.7.8.

Job exchange shall apply to schemes for exchange between the
Univer sity employee and employee members at other
institutions/  organization s (both in -country or overseas
institutions/appropriate commercial or government agencies).

The job exchange shall lead to:

4.7.2.1. Development of the concerned employee with the best
opportunity for enhancement of skills and knowledge in the
relevant area of expertise;

4.7.2.2. Exchange of knowledge and skills between the University
and the partner institution/ organization .

The job exchange programme shall be arranged by the employee with
the involvement of the head of department in all negotiations.

The exchange programme shall be approved by the Office of the
President/Faculty if:

4.7.4.1. The employing organization supports the exchange;

4.7.4.2. The incoming individual possesses qualifications,
experience and skills for the particular position and level of
responsibility at least equivalent to the outgoing employee;
and

4.7.4.3. The incoming person is fully aware of and prepared to
accept the conditions of employment relevant to the
exchange position.

All regular employees shall be eligible to participate in a job exchange
programme upon completion of a minimum of four years of service at
the University.

The period of absence from the University shall be subject to
negotiation between the University a nd their institutions with a
maximum of 12 months.

In the case of an overseas exchange, the employee shall ensure that
the exchange arrangements are consistent with immigration guidelines
and other related rules and regulations.

There shall be M emorandu m of Agreement signed between the
concerned employee and the head of concerned Faculty/ OOP. The
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4.8.

4.7.9.

4.7.10.

4.7.11.

4.7.12.

4.7.13.

4.7.14.

4.7.15.

4.7.16.

4.7.17.

Memor andum of Agreement shall/l out |
assignments, obligations and other understandings for the period of
the exchange.

The exchan ge programme shall be responsible to arrange and pay for
appropriate passports and visas required for overseas job exchanges.

Outgoing employee shall be paid their normal salary by the University.

The employee members shall be responsible to make salary p ayment
arrangements with his/her Faculty/University for the period of the
exchange.

All salary and employment entitlements for the incoming participants
shall be paid by their home institution.

An employee member's normal salary and conditions of employ ment
entittement shall be allowed to accrue during any period of paid job
exchange. Any leave applications submitted during the exchange shall

be sent to the exchangee's employer (Human Resources Department)

via the host supervisor.

While on exchange, an employee member shall remain on the
University payroll, and shall be covered by the University's post service
benefit contribution schemes.

Under normal circumstances, all costs (including airfares, insurance
and relocation) shall be the  responsibility of the employee member. The
payment shall be made as per the Memorandum of Agreement, which
may be prepared by using the KGUMSB Condition of Services as a
guideline.

In special cases where it can be demonstrated that the exchange will
be of significant benefit to the University, requests for funding shall be
considered.

All accommodation and relocation arrangements shall be the
responsibility of the exchange.

The University shall make every effort to meet all commitments made

in the exchan ge program for both outgoing and incoming exchanges
but reserves the right to withdraw from those commitments with a
minimum of 30 days notice should extenuating circumstances arise.

Planning and Monitoring Human Resource Development

4.8.1.

The OOP/Faculties sh all have HRO/Designated HRO to carry out the
responsibilities of all human resource actions.
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4.9.

4.8.2.

4.8.3.

4.8.4.

4.8.5.

4.8.6.

4.8.7.

4.8.8.

The Office of the President in collaboration with the faculty shall assess
the Human Resource Development needs of the concerned faculties,
formulate appropriate p  lans and implement them in accordance with
the procedures prescribed in the CoS of KGUMSB.

Supervisors shall be responsible for reviewing, learning the
development needs of employee and assisting employee to identity and
develop plans to meet these needs through the respective Performance
Planning Review exercises;

Enriching employee experiences shall be carried out by promoting
information sharing, involving employee in decision making,
encouraging the application of new skills and providing job gro wth
opportunities.

Human Resource Development Programme shall be identified in the
HR Master Plan based on the  Organization al Development exercise to
determine the strategic human resource needs of the University.

Mid -term Review of the HR Master Plan shall be conducted to ensure
the relevance of the Human Resource Development Programme to the
organization al needs as well as to respond to the changing priorities of
the University.

The performance of an employee und  ergoing long -term training shall
be monitored and assessed by the supervisor for the purpose of HR
actions.

University shall maintain up -to-date  HRD programmes/training
records.

Accountability

49.1.

4.9.2.

4.9.3.

4.9.4.

4.9.5.

An in -service training which does not conform to this Rule shall be
treated as unauthorized, and hence it shall be revoked by the
Faculty/University.

UHRC should be accountable for the implementation of this regulation.

HRO should be accountable for timely appraisal to the HRC on matters
concerning this reg ulation.

An employee responsible for the violations shall be accountable and
liable for administrative actions.

University shall maintain up  -to-date training records and update the
same in HR Database.

100



S@meo0oy

IN-SERVICE TRAINING FORM
(Note: All sections in this form are compulsory)

Particulars of Candidate:

Name

Employee ID No.

Position Title and Level
Citizenship ID No.

Date of Birth (dd/mm/yyyy)
Agency & Work Location

Contact No

Permanent Address

Quote Reference No. & Date of

I. Security Clearance Certificate
ii. Audit Clearance Cetrtificate
iii. Medical Fitness Certificate

Qualification
Date of Initial Appointment
Present Job Description

Details of Training

Planned (quote slot number)/Ad hoc
Course Title

Institute/City/Country

Commencement Date and Duration

Training Category :
eéé.short or ééé. |l ong
Source of funding X

Peo To

—h

ANNEXURE 4/ 1
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lll. Details of all Past Professional Training (formal and informal). (if the space
provided is not sufficient, use a separate sheet). Please start with the last Training.

Course Title Institute/City Start Date |Duration Source
Country (dd/mmlyyyy) (months) of
Funding

I, hereby certify that the above information is correct to the best of my knowledge.
| understand that | am liable to be subjected to disciplinary actions by appropriate
authorities in the event that they find the above information incomplete and/or
incorrec t.

Date: (Signature of the Candidate)

Official use only

I\V. Approval of the HR Committee (attach copy.)
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V. Verification: The officials countersigning this form shall be accountable and

liable for disciplinary action in case information provided is incomplete and/or
incorrect.
Signature Signature
Name of HR Officer Name & Position Title
Date: Seal of the Head of  Faculty / OOP
Date:
Signature

Name & Position  Title
Seal of the Head of Agency Date:

* For in-country short -term Training, candidates are not required to produce the
documents.

For ex-country short -term Trainings, the original documents are to be retained with
University.

For long -term Trainings, original documents and a copy of Citizenship Identity Card
are to be submitted to the University.
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ANNEXURE 4/2

eeeeéé.. (Head)

"""

eeeeee

Subject: Letter of Award

""""

Dear eééeeeee. |,

The Khesar Gyalpo University of Medical Sciences of Bhutan on behalf of the Royal
Government  of  Bhutan IS pleased to approve candidature  of
eééeééeéecéecéecéeéeéeéeée. . EI' D No. cééeéeéeéeé. . o f
Faculty to pursue €e€ééééééééeeée.., as given bel ow.

Name of the Course
Planned/Ad hoc
Inst itute & Country
Mode of Study

Start Date

Duration

Funding Agency

The Khesar Gyalpo University of Medical Sciences of Bhutan has approved Study
Leave with Pay for the duration of his/ her studies.

Kindly instruct the candidate to contact this Secretariat for Pre -departure Briefing
and executing Legal Undertaking.

With best regards,

Yours sincerely,

//////

(éeééééeée.)
for the Khesar Gyalpo University of Medical
Sciences of Bhutan

Cc:
1. Chief HR Officer/HR Officer for necessary actions.

2. Candidate concerned.
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ANNEXURE 4/ 3

IN-COUNTRY TRAINING
RATES OF DAILY SUBSISTENCE ALLOWANCE AND STIPEND

1. Daily Subsistence Allowance

1.1. An employee of the KGUMSB during Training of 30 days or less duration
shall be paid DSA at the rate of Nu. 1,000/ - per day.

1.2. A trainee shall be entitled to 50% of the DSA while attending Training
within the same place of  posting. This excludes expenses pertaining to

tuition fee, meals, refreshments, etc.

2. Stipend

2.1. Anemployee of the University attending in -service Training for more than
30 days shall be paid stipend at the rate of Nu. 8,000 per month (as it

may be determined from time to time) irrespective of the location.
Note:

1 The Faculty/University shall pay tuition fee and administrative cost, if any,

directly to the institute offering the Training.

1 The institute shall realize the cost of food and lodging from the individ ual

trainees, if provided.
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ANNEXURE 4/ 4

Training Selection Interview Form for In -service
. Max. Marks
Criteria Factors Marks Awarded
|. MANNER & DISPOSITION 05

IIl. LANGUAGE PROFICIENCY

a. Dzongkha 05
b. English 05
c. Others 02
1. VIVA VOCE [ll. INTELLIGENCE, ABILITY & COMPETENCE
a. Professional subject knowledge 03
b. General awareness 03
c. Presentation skills ( organization of
03
thoughts)
d. Analytical ability 03
e. Promptness in comprehension and clarity 03
in expression
f. Confidence 03
2. EXTRA -CURRICULAR ACTIVITIES 05
3. ACADEMIC AND OTHER INDIVIDUAL ACHIEVEMENT 05
4. PERFORMANCE RATING 20
5. SENIORITY 05
6. ACADEMIC MARKS 30
Total marks 100
Place:
Date: Name & Signature of Member
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ANNEXURE 4/5(a)

UNDERTAKING
(Scholarship)

[, Mr./Mrs./Miss son/ daughter of Mr . /I Mr s . eéeéeéed
accept the offer of scholarship froméééééee.
studi es inéééeéeéeeeeeéeéeéé(Mention t he

inééééeéeéeéeéeéeéeéeée(Mention institute and
AUIAtION OF oo s rreeree e, eeeeeee

| hereby undert ake to:

1. Pursue the course and complete it within the duration specified in the Letter
of Award Noéée...dat.ed

2. Not change to another course or institute.

3. Abide by all rules and regulations of the Khesar Gyalpo University of Medical
Sciences of Bhutan and  the institute concerned.

4. Not discontinue the course and/or leave the institute prior to completion of the
course without written consent from the Khesar Gyalpo University of Medical
Sciences of Bhutan.

5. Complete my training/studies, return to Bhutan and continue in the services of

my Agency for a minimum period as specified in training obligations and
penalty, Chapter 4 of KGUMSB Condition of Services, unless the Khesar
Gyalpo University of Medical Scienc  es of Bhutan in public interest transfers my
services.

6. Pay to the Khesar Gyalpo University of Medical Sciences of Bhutan an
appropriate amount for the expenses incurred by the Khesar Gyalpo University
of Medical Sciences of Bhutan on the training, in acco rdance with Training
obligationsd/ penalty, Chapter 4 of ,IKGUMSB C

6.1. | discontinue the training for a reason other than ill health; or

6.2. | return to Bhutan without completing training; or
6.3. 1 do not return to Bhutan upon completion of m y training; or
6.4. | return to Bhutan but voluntarily resign from my Faculty/University

without rendering the specified duration of service.
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| hereby do confirm that | have been briefed on all rules governing my training and |
have understood them, including the implication and consequences of deviating from
them.

In particular, | understand that in the event that | do not adhere to any one of the
above stated conditions, the guarantor and/or | shall be liable for prosecution in the
Court of Law as per the provisions of the Penal Code of Bhutan.

Sd! -
Place: (Affix Legal Stamp)
Date: Name & Office address
Caution: This is an important legal document and therefore, should be

executed after clearly understanding all the responsibilities,
li abilities and implications.

In the event of any failure on the part of the above -named person to abide by this
undertaking, |, as the guarantor hereby undertake to refund to the Khesar Gyalpo
University of Medical Sciences of Bhutan the stipulated amount or accept my liability
to any other penalty as may be decided by the Khesar Gyalpo University of Medical
Sciences of Bhutan.

In the event that | do not adhere to the above, | understand that | shall be liable for
legal actions by the Khesar Gyalpo Univers ity of Medical Sciences of Bhutan.

Sd!-

Place: (Affix Legal Stamp)

Date: Name of Guarantor: eéée. éeééeé
Rel ation with the Candidate: é
CID No.: eeeéeééé. . e(Attach co
Occupation: ééééééeéecee. . eééé
Present address: ééééeéee. ééééé
Village: ééééeéééeéééeeééecé
Mai ling addr es&sée &e&é&é&
Cont act No. : é eeeaeeee
Tel ephone: éééé&&é&é&e é
Mobil e: éééééeeéeéeéééeéeéeece.

Witnesse s:

///////

Name:
Cl D No: eéééééeeéeééeé
ANNEXURE 4/5(b)
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UNDERTAKING
(for self funding and study leave without pay)

,,,,,,,,,,,

I, eeéééééeceeceeee. . bearing EI D No. € e é ¢

son/ daughter of éééééeééeééeééeéeée.. hereby accept
from éééééeéeeeeée. (Menti on sour ce of funding
€Eééeééeéecéecécéecéecéeeeeéeéeeéceté ( Menti on t he cCo
eéeéeéeéeéeéeéeée.  eecée (Menti on institute an

rrrrrrrrrrr

duration of éééeéééeecéée.

| hereby undertake to:
1. Pursue the course and complete it wit hin the duration specified in the Letter of
Award No. KGUMSB/ HRD(éée)éeée./ eéée. dated

2. Abide by all rules and regulations of the Royal Government and the institute
concerned.

3. Not discontinue the course and/or leave the institute prior to completion of the
course without written consent from the Khesar Gyalpo University of Medical
Sciences of Bhutan.

4. Complete my training/studies, return to Bhutan and continue in the services of
my Agency for a minimum duration equal to my study period, unless the
Government in public interest transfers my services.

5. Forfeit my post -service benefits, if:
5.1. | do not return to Bhutan upon completion of my training; or
5.2. I return to Bhutan but voluntarily resign from my Agency without rendering
the specified duration of ser  vice.
| hereby do confirm that | have been briefed on all rules governing my training and |

have understood them, including the implication and consequences of deviating from
them.

In particular, |1 understand that in the event that | do not adhere to any one of the
above stated conditions, the guarantor and/or | shall be liable for prosecution in the
Court of Law as per the provisions of the Penal Code of Bhutan.

Sd/ -
Place: (Affix Legal Stamp)
Date: Name & Office address

Caution: This is an important legal document and therefore, should be executed after
clearly understanding all the responsibilities, liabilities and implications.
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In the event of any failure on the part of the above -named person to abide by this
undertaking, I, as the guarantor hereby undertake to refund to the Government the
stipulated amount or accept my liability to any other penalty as may be decided by

the Government.

In the event that | do not adhere to the above, | understa nd that | shall be liable for
legal actions by the Government.

Sd/ -
Place: (Affix Legal Stamp)
Date: Name of Guarantor: éééeéeéée.

Cl D No: eeéeéééeéecee
Rel ati on with the

,,,,,,,,,,,,,

o 2

,,,,,,,

Present address: éééeéeééé. é¢éé
Per manent Address: ééééééeééé

,,,,,,,,,,,

Emai | addr ess: éééeeééeeeéeé
Cont act No. : éééééeéeé. ¢eééeeée
Tel ephone: ééeéééeéééeeééecé
Mobil e: éééééeéeéeéeéé.

Witness:

1)Signature é € ¢ ¢ é € € é .Nameé éééeéééeéeé. . ClD. Noéééeééééé.
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ANNEXURE 4/ 6

DEPARTURE INTIMATION FORM

Chief HRO,

HRD Division,

Khesar Gyalpo University of Medical Sciences of Bhutan,
Thimphu.

1. Name of the Candidate

2. Employee ID No.

3. Position Title

4. Department/Agency where presently employed:

5. Letter of Award number and date

6. Title of course

7. Institute of Training and location (Mention the Country also):
8. Date of commencement of the course

9. Duration of the course and date of completion:

10. Date of departure from Bhutan

11. Source of Funding

I, hereby certify that the information given above is correct to the best of my
knowledge.

Place:

Date: (Signature)
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ANNEXURE 4/ 7
POINTS FOR PRE -DEPARTURE BRIEFING (PDB) TO CANDIDATES LEA VING

FOR LONG -TERM TRAINING

|. Obligations during Training
As an official nominee of the Royal Government of Bhutan, a candidate shall:

i. Strive for academic excellence as the primary objective of Training is to
learn. Further, performance during Training shall form part of the performance
appraisal for promotion and/or any personnel action;

ii. Conduct himself in a manner befitting his status and acceptable to the
Institute;

ii. Refrain from engaging in political, criminal or commercial activity;

iv. Refrain from giving expressions and statements on sensitive policy matters on
national or international affairs including written or oral statement without
specific prior approval of the Khe  sar Gyalpo University of Medical Sciences of
Bhutan on such issues;

v. Submit a Course Joining Report to the Secretariat (via an email) within two
weeks of joining the programme;

vi. Submit semester/progress reports;

vii. Seek approval of the agency concerned & if sponsored by the RGOB 0 before
undertaking field trips. The RGOB shall fund mandatory field trips only;

viii. Not change from the Training programme or the Institute specified in the Letter
of Award; and

ix. Not take up additional course.
Il. Extension

i) A candidate shall complete the Training within the duration specified in the
Letter of Award,;

i) Extension shall not be granted to undertake an additional course; and

iii) Prior approval of the University shall be required for extension, for reasons
beyond the control of the candidate.

[ll. Termination of Training
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Training shall be terminated if:

i)  The conduct of a candidate is not in conformity to the KGUMSB Condition of
Services and/or to the institute rules;

i)  The performance of the candidate is below average or unacceptable to the
University;

iii)  The candidate does not fulfill the attendance and other requirements stipulated
by the Institute; and

iv) The candidate fails to complete the course in the specified period and approval
for extension is not accorded.

IV. Completion of  Training and Return
A candidate on completion of Training shall:

i) Return and report to the Secretariat with Joining Report and
certificate/provisional certificate/letter of completion within three weeks after
completion of tr aining; and

i) Submit a written explanation, if there is any delay in submitting the report.

| hereby do confirm that | have been briefed on rules governing my training and | have
understood them, including the implication and consequences of deviating from them.
In particular, | understand that in the event that | do not adhere to any one of the

above stated conditions, | and/or the guarantor shall be liable for legal action by the
Khesar Gyalpo University of Medical Sciences of Bhutan.

Name: Signature (Dated):
E-mail:

Guarantor: Signature (Dated) :
E-mail: Tel./Mobile:

Briefed by (Name and signature):
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ANNEXURE 4/ 8

COURSE JOINING REPORT FORM AND BANK ACCOUNT INFORMATION

Chief HRO,

HRD Division,

Khesar Gyalpo University of Medical
Sciences of Bhutan

Thimphu.

Sir/Madam,

Ref: Letter of Award No: Date:

| have joined the Institute as per details below:

1. Course title

2. Institute & address

3. Start date and duration

4. Date of joining

5. Source of Funding

6. Mailing address :

7. Telephone : Fax : e-mail:

| have opened the following bank account where payments of stipend and allowance
can be sent. (To be completed by candidates sponsored through Nationally Executed
Projects only).

Account Name

Name of the Bank

Complete Address of the Bank

Bank Account No.

BSB No.

Swift Code :

Name: Position Title: Signature and date:

Official address in Bhutan:
Place:

(COUNTER SIGNED)
Place:
Sign and Date: (Course Supervisor/Head of Institute)
Name :
Position Title
Address :
Telephone : Fax: E-mail:
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ANNEXURE 4/ 9

Joining Report upon Completion of Training

Chief/ Sr. /HR Officer

,,,,,,,,

rrrrrrrr

eeeeeeee.

Sir/ Madam,

As per the Letter of Award  ...........ccoevneee dated .......ccccevvens the undersigned has
successfully completed the Training and hereby would like to report to the Agency on
................................................................ .The following documents are attached
herewith:

1. Training Report;
2. Feedback Form; and

3. Certificate from the Institute.

Yours faithfully/sincerely,

Signhature & date:
Name:

EID:

Position Title:
Agency:

115



ANNEXURE 4/1 0

TRAINING REPORT FORM
(To be attached with Joining Report Form Annexure 4/10)

Chief/Sr./HR Officer

""""

rrrrrrrr

éééeéeée.
Ref: Letter of Award No: Date:

| have completed the Training as per details below:

Course Title
Location (Institute, City, Country)

Commencement Date & Duration
Completion Date

P NP

l. Describe courses/subjects covered during the Training (please use extra pages
if required).

. Propose how the knowledge and skills gained from the course can be utilized
to further improve the effective delivery of services of the Agencies.

Dated Signature
Name

EID

Position Title

Faculty/Workplace:
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FEEDBACK FORM

Please tick/cross the ratings appropriately

ANNEXURE 4/1 1

(to be completed by a candidate only after availing training )

Training & Duration:

SI. No.

Particulars

Strong|
y Agree

Agree Neutral Disagre Strongly
e Disagree

1

Relevance: | found the
Training relevant.

2

Institute;

Suitability : I found the
institute most suitable for
this training.

Resource Persons:
Resource Persons were
knowledgeable.

Service/Facility: Services
and facilities were good.

Environment:  Training
environment was
conducive.

| had no problems in processing

my:

Security Clearance
Certificate

Audit Clearance Certificate

Medical Certificate

Support from my Agency:

Nomination/Selection was
transparent, fair and merit -
based.

Processing was on time.

Dealing Official(s) was
professional in service
delivery.

Support from KGUMSB, if applicable:

Clarification(s) sought was
clear.

Clarification(s) sought was
prompt.

Dealing Official(s) was
professional in service
delivery.

Areas for improvement:

Any other observation/recommendation:

Name & Signature:

Agency:

Thank you for completing this form. Information shall
service delivery.
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UNDERTAKING FOR SECONDMENT

l, M/Ms | Dr ééééeéeéeéeéecéeéeée. ééeée. | bear.
No: éeéeéeéeée. ., has been selected for t he
the. . éééééééééeééeéeéeé. ., as per t he
eéeéeéeéeéeéeée.eéeééeée. datedeéeéeéeéececece

I, hereby, do confirm that | have been briefed on the Terms and Conditions as laid

down in the Terms of Reference and the rules governing the secondment term as per
the Condition of Services 0 2018 of the University.

In  particular, | hereby undertake that | shall join back to
theéeééééééééeéeeeéeéeééé. . é& upon cfohapdcandnment termo

,,,,,,,,,,,,,,,,,,,,,,

at ééééeéeéceecececeeceeeeeceeecee. eé.

Affix Legal Stamp

Signature:
Name:
Address:
In Witness of:
Signature:
Name:
CID No:
Address:
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CHAPTER 5
PERFORMANCE MANAGEMENT

SYSTEM
AND PROMOTION



5.1.

5.2.

5.3.

CHAPTER 5
PERFORMANCE MANAGEMENT SYSTEM AND PROMOTION

Policy

5.1.1. Promote competence, meritocracy, productivity and morale;

5.1.2. Enhance professionalism, accountability and career advancement
opportunities.

Strategy

5.2.1. Conduct regular organization al development review;

5.2.2. Reward and motivate a potential and competent employee to carry out
the responsibilities of a higher position;

5.2.3. Promote performance -based culture through institution and

implementation of rigorous, transparent and objective performance
appraisal system.

Organization al Development Review

5.3.1. The University shall within an interval of three to five years review
vision, mission, performance standards, values & strategies,
structure, staffing strategies, pattern, and strength.

5.3.2. The University shall annually appraise the achievement of the
previous yeards targets and set targets
pertains to the University as a whole and each of its faculties and its
departments. Achievements of set t argets shall be the basis for
performance appraisal and promotion shall be based on perf ~ ormance
rating .

5.3.3. The university shall promote and maintain a conducive organization al
culture through appropriate motivational measures such as such as
coaching, mentoring, training, guidance and other methods of
cooperation and support between management and employee.

5.3.4. Executives in university shall take full responsibility for organization al
development and performance culture.
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5.3.5. All Executives and Managers shall avail themselves of appropriate
training in  organization al development, leadership and performance
management.

5.3.6. The University shall ensure that the organization al development
review is supported by effective performance m anagement.

5.4. Promote a Performance  -based Culture
5.4.1. Training

Appropriate training programmes shall be made available by the
University to develop the competence required for effective
performance management. These shall include ;

5.4.1.1. Understanding performance management policies;
5.4.1.2. Performance Appraisal System;

5.4.1.3. Managing and coaching employee performance;
5.4.1.4. Giving and receiving feedback; and

5.4.1.5. Motivation and rewards.

5.4.2. Performance Culture Survey

5.4.2.1. The performance of faculties/departments may be reviewed
every three to five years through a performance culture
survey covering employee and cust
satisfaction. This may form a part of the  organization al
development review; and

5.4.2.2. The Director, Planning and Strategic Development shall
coordinate and monit  or the performance culture survey.

5.5. Performance Appraisal System

5.5.1. The performance assessment shall be as per the performance
management tool in the Khesar Gyalpo University Information System
(KGUIS).

5.5.2. The Performance Appraisal System aims to:

5.5.2.1. Ensure effective performance management system through
promotion of e -governance Human Resource management
system.

5.5.2.2. Enhance performance of employees through continuous

and objective performance planning, monitoring, reviewing
and recognition;
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5.5.3.

5.5.4.

5.5.2.3.

5.5.2.4.

5.5.2.5.

Scope

Enhance productivity by aligning employee job
responsibility to the  organization al goals; and

Provide an objective basis for HR actions including
incentives, rewards and managing poor performance.

Performance appraisal can be  changed by UHRC from time
to time as deemed necessary.

The Performance Appraisal System shall cover all employees,
including those on probation, contract and on secondment.

General Provision

5.5.4.1.

5.5.4.2.

5.5.4.3.

5.5.4.4.

5.5.4.5.

5.5.4.6.

5.5.4.7.

5.5.4.8.

Every employee of the University shall be familiarized with
the Performance Appraisal System through the
implementation of Clause 5.4.1

All new employees shall be provided with information on
Performance Appraisal System through an induction
programme.

For employees on long -term training, their academic
performance at the Institute shall form their performance
for appraisal for that period.

An employee on secondment shall be required to submit his
annual performance appraisal to the designat ed HRO.

The HR Officer/Designated HRO shall take custody of the
performance appraisal system in KGUIS and shall make it
available as and when required.

The respective HRC of the University shall study the overall
performance trends of its employees and m ake provisions
for improvement during  the next Appraisal Cycle.

There will be two appraisal cycles based on the initial
appointment date or date of last promotion as follows;

1. January & December
2. July 0 June

All performance information, including the rating shall be
analy zed, computed and archived accordingly  through the
use of appropriate software linked to the HR database,
which shall be used to generate quantitative data as well as
document critical incidences.
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5.5.4.9. The faculties concerned shall carry out performance
appraisal of all employees and may submit to the Office of
the President for employees who are in the positions of
Position Level 4 and above and the positions of Position
Level 5 and below should be retained at the respective
faculty.

5.5.4.10. In cases where individual employee has more than one
supervisor, the one who supervises major job
responsibilities shall be consid  ered the primary supervisor.
The primary supervisor shall consult all significant
supervisors of the employee during the work planning and
review sessions. The primary supervisor shall reflect the
views and judgment of other supervisors while recording the
performance plans and ratings.

5.5.4.11. In cases where an employee has been transferred under a
new supervisor, the following shall be observed regarding
the performance rating:

a. In case the employee has not worked for at least one

quarter of the Appraisal Cycle, the earlier supervisor
should undertake to review the performance of the
employee.

b. In case the employee has completed at least one quarter
of the Appraisal Cycle under the new supervisor, the new
supervisor shall undertake to review the performance for
the appraisal quarter.

5.5.4.12. HROs and Supervisors should ensure the timely
implementation and assessment of performance appraisal
ratings.

5.5.4.13. The HRO/Designated HRO should ensure that they collect
the studentsd rating of every mod
inclusion into the performance appraisal as per the
performance rating tools.
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5.5.5.

Appraisal Techniques/Methods

The Performance Appraisal System shall consist of the following
appraisal instruments for various positions as listed below:

Rater
Positions
Self | Supervisor | Peer | Subordinate Student
Executives n n n
Academic Staff
(Position level 187) | P n L n
Managerial Position
(Position level 5 & n n n n
above)
General Staff
(Position level 6 813)| " n n

Operational & GS
(Position Level 14 0o

19)

Rated Based on Core Competencies

5.5.5.1. Executive Performance Appraisal

i.  The performance of the Executives shall be reviewed and
appraised using the Executive Performance Appraisal
Forms ( Annexure 5/1 ) on an annual basis.

ii. The Executive Performance Appraisal Form shall be
completed by the President.

iii. The performance of President shall be appraised by the
Chairperson of the  Governing Council.

iv. For the purpose of Performance Appraisal System,
Executives shall include Registrar, Deans and Directors

5.5.5.2.  Appraisal for

Other Employees

There are two phases in the appraisal process.

i. Phase 1: Work Planning and Review

The Work Planning and Review Form ( Annexure 5/2

)

shall be used by all employees except Executives  together
with their Supervisor to determine half yearly work
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5.5.5.8.

5.5.5.4.

targets with at least four work output and three core
competencies.

Phase 2: Summative Performance Review

The Summative Review Form ( Annexure 5/3 ) shall be
used by all employees except Executives and employees
under Operational and GS category to reflect and rate on
the work targets and the overall performance of the
employees. The Summativ e Review shall consist of the
review of performance factors, review of core
competencies, feedbacks, publications and recording of
specific comments. The Summative Review is to be
undertaken annually.

Appraisal for Operational and GS Category

The performance of employees in Operational and GS

Category shall be appraised based on the identified core

competencies only.

Feedback

a.

It is mandatory for all employees at position level S5 and
above to have feedback by the peers  (Annexure 5/4) . In
addition , managerial position (Position Level 5 and
above) need to have feedback from their subordinates
(Annexure 5/5) and academic positions from the
students. The student feedback form is given at
Annexure 5/ 6

The University shall:

i. Use the feedback as a reference for HR actions,
including promotion;

ii. Communicate feedback to the employees and
Supervisor concerned, if required; and

lii.  Ensure confidentiality and proper documentation.
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c. The feedback shall be provided as follows:

i Office of the President

Sl Feedback for Done by Ul
No. to
1. President Registrar/DGs/Directors GC
o | DG/Director/ Chief of Division UHRC
Registrar
Chief/ Deputy
3. Chief of Division employee UHRC
Divisions
ii. Faculties
Sl. Feedback for Done by Submit
No. to
Executives & Faculty/ Non-academic
L Deans employee UHRC
. Academic Staff and FHRC/
2. Academic Staff Students UHRC
Managerial :
3. | Position Level4 | RoSbecive department UHRC
& above ploy
General Staff
o FHRC/
4, (ngo)smon level 5 - N/A OPHRC

Performance Rating and Evaluation

a. The table below depicts Supervisors for performance rating.

Position Supervisor
President Chair, GC
Registrar President
Directors/Deans Registrar
Deputy Deans/ Program Dean

Leaders/Course Coordinators

Faculty

Program Leaders/Course
Coordinators

General Staff

Respective
Department/Division/
Unit Heads
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5.6.

5.7.

b. The performance ratings of the immediate supervisor shall
be final and binding. It shall be subject to verification and
approval by the HR Committee.

c. The performance ratings and evaluation on all the
performance appraisal forms shall be as per the following
four rating scales;

I.  Outstanding : Average Total Score of 3.5 0 4.00
ii. Very Good : Average Total Score of 2.5 & 3.49
ii. Good : Average Total Score of 1.5 8 2.49

iv. Improvement Needed: Average Total Score of 0 6 1.49

d. The supervisor shall furnish adequate justifications if an
empl oyee has obtained 600Out stand
parameters or 6l mprovement Neede
shall be verified by the HR Committee.

Use of the Performance Appraisal Results

The Performance Appraisal results shall be used to:

5.6.1.

5.6.2.

5.6.3.

5.6.4.

5.6.5.

Identify and address development needs of employees;

Recognize good performers and provide appropriate incentives and
rewards;

Promote an employee to a higher position available in the University;

Take other HR actions inter alia , transfer, confirmation of services for
the probationers and  assigning special tasks; and

Identify poor performers.

Managing Poor Performance

Where employees are not performing satisfactorily, a number of strategies shall
be utilized, including:

5.7.1.

5.7.2.

5.7.3.

5.7.4.

Training of the supervisor in performance management;

Employee development in the form of training, counsel ling and
coaching;

Review of current work responsibilities against the job descriptions
and annual work plan;

Improvement of job environment and workload;
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5.8.

5.7.5.

5.7.6.

Transfer and/or reassignment; and

Disciplina ry actions, including termination.

Role of Human Resource Officer

HR Officer shall:

5.8.1.

5.8.2.

5.8.3.

5.8.4.

Ensure that every employee and his supervisor use the appraisal
instruments at  all times;

Ensure that all employees are familiarized with the use of online
Appraisal System;

Generate individual and aggregated performance appraisal report for
the employees in his fac ulty for submission to the University;

Facilitate performance feedback between the Supervisor and
Employee.
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Flow

Chart of Performance Appraisal

Supervisor
and Employee

15tweek of
January and®i
week of July

Agree the outputs and core
competencies by the
beginning ofappraisal period

i

1tweek of

Fill up the relevant sections
Employee b pd ¢ i<al period October and
yendo appralsa perio el A
and submit to HRO
/‘ﬂ Ensure timely assessment afuly filled \
appraisal forms of the employeesy their
Human respective supervisors.
R r —p . .
gfsfpu ce 1 Identify, distribute and collect the feedbacks
15t from peers/subordinate/studentsand update
in the online appraisal system for ratings by
K the respective supervisors /
Generate, verify andsubmit the performance 1% week of
HRO report to Human Resource Committee (HRC) November
and F'week

of May

I

[ Feedback

15tweek of January
and F'week of July
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5.9.

Categories of promotion

a. Promotion through fulfilment of criteria,;
b. Meritorious Promotion; and

5.10. Authority to Grant Promotion

5.11.

5.10.1. The authority to grant promotion for an employee shall be as follows:
Promotion Promotion to Promotion Meritorious Open
Category Grade Through Promotion Competition
fulfilment  of
Criteria
President N/A N/A N/A
Registrar N/A N/A University
Executives Dy. Registrar /
Director General University N/A N/A
(Position Level 2)
Director : :
(Position Level 3) N/A N/A University
Specialist P03|t|cir_13LeveI University N/A N/A
Academic Positions Position Level 4 | University University N/A
Academic Positions Posmsog Iéevel OOP/Faculty University N/A
Manager Position Level 4 | University University N/A
Professional Posmsog léeVEI OOP/Faculty University N/A
Supervisory and Position Level , ,
Support 9613 OOP/Faculty University N/A
Operational & GS Positlllog Ii%\/el OOP/Faculty University N/A

5.11.1.

5.11.2.

Promotion Schedule

Promotion shall be approved with effect from 1

N/A= Not applicable, University = The UHRC, Faculty = The Faculty HRC

st January or 1 st July.

respective HRC within its time frame of the individual.
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Activity Last Date for Last Date for
January July
Promotion Promotion

Receive recommendations by Faculty/
Office of the President

Receive recommendations by the
University for promotions under its 15t November | 15t May
authority

Approve decentralized promotions by the
Faculty/ Office of the President

Approve promotions under the authority of
the University

Receive promotion office orders by the
University for decentralized promotions

1st November 1st May

30t November | 31st May

15t December | 15t June

25t December | 25t June

5.11.3. No promotion application shall be considered after the dateline

5.12. General Promotion Criteria
The University shall follow criteria for the promotion based on:
5.12.1. Academic qualification, training, skills and competence;

5.12.2. Past and present performance in his job as reflected in the
performance appraisal;

5.12.3. Clear service record;
5.12.4. Not reflected in the negative list of the RAA/ACC,;

5.12.5. Additional qualifications relevant to the nature of duties and
responsibilities shall be given due recognition;

5.12.6. Study leave up to 24 months of single training shall be counted as
active service for the purpose of promotion unless otherwise approved
by the University HRC prior to the study leave approval.

5.12.7. Anyformof leave up to 3 months at a time except Extraordinary Leave
shall be counted as part of active service for promotion. However, the
entire ma ternity leave shall be considered as active service;

5.12.8. Promotion shall be approved/recommended by the HR Committee of
the OOP/Faculty concerned as per the delegation of authority.

5.12.9. Submission of the following documents:
a. Duly completed Promotion Forms given in the Annexure 5/ 7
b. Annual performance report for the last three years
c. Security Clearance Certificate (Valid and Copy)
d. Audit Clearance Certificate (Valid and Original)

131



5.12.10.

5.12.11.

5.12.12.

5.12.13.

5.12.14.

The Faculty shall compile proposals as per the Promotion Summary
Form (Annexure 5/ 8) and submit to the Faculty HRC which shall
review all the promotion proposal of the employees for appropriate
decisions.

For promotions under the authority of Office of th e President and the
concerned Faculty shall submit their recommendations to the
University for its consideration.

The University/Faculty shall not promote its employees mechanically
based only on the completion of the minimum number of years

without

Fulfilment

prope r assessment of

of promotion as follows:

their capability, performance,
allegiance, and the need of the Faculty.

of the minimum duration requirement as per the category

5.12.13.1. First promotion - Four years, excluding probation period ;

5.12.13.2.

Second and subsequent promotion every four years ;

5.12.13.3. Meritorious promotion @ two years ;
5.12.13.4. Executive promotion - Four years ; and
5.12.13.5. Specialist promotion - Four years.

The employee shall need to fulfil

requirements as follows:

the appraisal form rating

SI. No.

Rating

Action

1

Outstanding for two consecutive
years

Meritorious promotion recommended
for P1 and below

2

Very good and above for 3 years
for P1 and below or at least 2
outstanding for P1  and above

Normal promotion recommended

Good and below for past 3 years

Feedback for improvement

Need Improvement for 4 years
despite HR actions

Retrenchment recommended

Very good and above during
probation period

Recommendation for service
regularization

Very good and above for last 2
years

Contract extension

5.12.15.

5.12.16.

Even if an employee has fulfilled eligibility criteria, his promotion shall
not be processed/approved during his absence from duty on availing

medical leave beyond

three months, EOL and long -term study leave.

However, an employee, while pursuing long -term training under
Mixed - Mode shall be eligible for promotion subject to fulfilling other
criteria including his presence in office at the time of processing and
effecting the promotion.

An employee shall not claim promotion as a matter of right.
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5.12.17.

5.12.18.

Performance evaluation during the study period shall not be included
for meritorious Promotion.

On approval, Promotion Order shall be issued which shall clearly
specify the following:

5.12.18.1. Name and EID No. of an employee being promoted ;

5.12.18.2. Position Title and Position Level, before and after the
promotion ;

5.12.18.3. Pay Scale;
5.12.18.4. Promotion effective date;
5.12.18.5. Date of next increment; and

5.12.18.6. Place of posting .

5.13. Promotion through fulfilment  of criteria

5.14.

5.13.1.

5.13.2.

5.13.3.

5.13.4.

The university shall promote the employee to higher positions subject
to fulfilment of the eligibility criteria;

The employee shall meet the requirements of the next higher grade,
as prescribed in the Position Profile Matrix and general promotion
criteria asin  Section 5.1  2;

Administrative & Technical Employees shall be allowed to progress to
Position Leve | 3 and ab ove based on the requirement of the university
provided that an employee has at least one research publi shed in
national or international journal X

Promotions for Employee/faculties having multiple positions would be
based mostly on the performance of the primary position.

Meritorious Promotion

5.14.1.

5.14.2.

Meritorious promotions shall be granted to reward and recognize
outstanding performance and leadership qualities of an employee who
shall be a role model,

The eligibility criteria for meritorious promotion includes the following
in addition to the  fulflment of general promotion criteria

51421. Consistently o0Outstandingd annu

for the last two years;
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5.15.

5.16.

5.14.2.2.

5.14.2.3.

5.14.2.4.

5.14.2.5.

5.14.2.6.

Completion of the minimum of two years of active service
in the current position to be upgraded to a next higher
level;

Exceptional act or service in the public interest besides his
normal responsibilities;

Suggestion, invention, accomplishment or personal effort
which has contributed to the efficiency, economy, or other
improvement in the University/Government;

Clean ser vice record;

Duly filled meritorious form Annexure 5/ 9

5.14.3.  Faculty/University HR Committee shall receive applications, review
and recommend to the University HR Committee for meritorious
promotions.

5.14.4. The University HR Committee shall review the recommendations and
take decisions.

Appeals Related to Promotion

In the event an employee finds that her/his promotion has not been considered
by the authority concerned despite fulfilment of all the promotion criteria, the
incumbent may appeal to the University Human Resource Committee/

President.

Accountability

5.16.1. The HR Committee shall be held accountable for ensuring effective
implementation of the Performance Appraisal System by providing
necessary guidance and support.

5.16.2. The Supervisor shall be responsible for:

5.16.2.1.

5.16.2.2.

Guiding and facilitating their employees to fill in the forms
as per the requirements and principles of the Performance
Appraisal System. Initiating the appraisal process and

establishing t he empl oyeeds wor k
competencies at the beginning of the Appraisal Cycle;
Regularly monitoring the emp | oyeeds perfor mance

the Appraisal Cycle
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5.16.3.

5.16.4.

5.16.5.

5.16.6.

5.16.7.

5.16.8.

5.16.9.

5.16.10.

The HRO shall be accountable for the timely execution of performance
appraisal practices by all employees and appraisal to HRC.

The HR Officer shall be responsible and accountable for the effective
implementation and management of the Performance Appraisal
System under the overall guidance of the HR Committee of the
University.

An employee shall ensure that his performance is planned, monitored
and rated as per the requirements of the Perf ormance Appraisal
System.

Precautionary measures shall be taken at all levels to maintain
confidentiality of information throughout the performance appraisal
process. Breach of confidentiality shall be considered an offence and
shall result in appropriate disciplinary action.

The respective HRC shall be accountable for close monitoring and
implementation of the Performance Management System.

The OOP/ Faculty/University HRC shall ensure that the promotion is
not granted without fulfilling the prescribed criteria and/or
completing the prescribed processes.

The University Human Resource Committee shall reserve the right to
revoke such a promotion by the OOP!/ Faculty HRC.

The authority responsible for granting such promotions shall be
accountable and liable for administrative actions.
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ANNEXURE 5/1

EXECUTIVE PERFORMANCE APPRAISAL FORM

For the rating period: to
Agency:
Name of the Employee: Name of the Supervisor:
Employee ID No: Position Title:

Position Title:

Comments by the Employee

(Comment on some of your special achievement and on areas that you need to
improve)

(You should also mention your contribution on outcomes and impact as a result of

your output)

(Signature of the Employee)

This section will be submitted by the HRO to the respective supervisor/manager for
rating

136




1. EVALUATION OF PERFORMANCE OUTPUT

A) How would you rate the extent of his/her performance accomplishment in
terms of the programmes, projects and their targets for the last one year

1. Outstanding : 3.5 0 4.00 points I:I
2. Very Good : 2.5 0 3.49 points |:|
3. Good :1.5 9 2.49 points |:|
4. Improvement Needed : 0 8 1.49 points ]

Substantiate rating with at least one exa mple:

B) How would you rate the quality of his/her work output in the last one year

1. Outstanding : 3.5 8 4.00 points |:|
2. Very Good : 2.5 0 3.49 points |:|
3. Good 115 8249 points [ ]
4. Improvement Needed : 0 8 1.49 points |:|

Substantiate rating with at least one example:

C) How would you rate the timeliness of his/her work output in the last twelve

months?

1. Outstanding : 3.5 0 4.00 points |:|
2. Very Good :2.5 0 3.49 points |:|
3. Good : 1.5 3 2.49 points |:|
4. Improvement Needed : 0 9 1.49 points I:I

Substantiate rating with at least one example:

TOTAL RATING:
DI VI DE 6TOTAL RATINGd BY 3 = AVERAGE RATI NG (

2. EVALUATION OF COMPETENCIES

A) Management of Work (it includes among others the ability to plan, prioritize,
delegate, monitor, evaluate and  decision -making skills)

1. Outstanding : 3.5 0 4.00 points |:|
2. Very Good : 2.5 0 3.49 points |:|
3. Good : 1.5 0 2.49 points |:|
4. Improvement Needed : 0 8 1.49 points ]

Substantiate rating with at least one example:
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B) Management of People (it includes among others the ability to establish clear
vision/direction, promote professionalism, advance career growth of
subordinates, motivation of subordinates and effective communications skills)

1. Outstanding : 3.5 9 4.00 points |:|
2. Very Good : 2.5 0 3.49 points |:|
3. Good 115 8249points [ ]
4. Improvement Needed : 0 & 1.49 points |:|

Substantiate rating with at least one example:

C) Management of Resources (it includes among others the ability to mobilize
resources, effective utilization, proper mana gement of facilities and

equipment )

1. Outstanding :35 34.00points [ ]
2. Very Good : 2.5 0 3.49 points |:|
3. Good : 1.5 & 2.49 points |:|
4. Improvement Needed : 0 & 1.49 points |:|

Substantiate rating with at least one example:

D) Management of Linkages (it includes among others the ability to work
effectively with other peers of other Agencies/Departments, stakeholders, superiors
and clients)

1. Outst anding : 3.5 8 4.00 points |:|
2. Very Good : 2.5 8 3.49 points |:|
3. Good : 1.5 0 2.49 points |:|
4. Improvement Needed : 0 9 1.49 points I:I

Substantiate rating with at least one example:

TOTAL RATING:
DI VI DE 6TOTAL RAFAVERAGE BATING ( B):

Comments by the Supervisor

(Signature of the Supervisor)
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THE HR OFFICER SHALL COMPLETE THE FINAL RATINGS CALCULATION
BELOW, ENSURE ALL THE REQUIREMENTS ARE FULFILLED AND FORWARD
THE SUMMATIVE REVIEW FORM TO THE COMPETENT AUTHORITY FOR

REVIEW AND FINAL APPROVAL.

FINAL RATING CALCULATIONS

A(Output) eé * 5x:0%

B(Competency) € é. 20% =

C(Subordinate) (Annexure 5/5) éé. * 2=00%n 3 relevant subordinates )

D(Peer) éé. * 10mandom)

,,,,

Total ééééé. =

FINAL RATINGS CALCULATION:

[tick appropriate box to confirm Final Rating]:

3.50 3 4.00 Outstanding ] [P 8 2.49 Good
2.50 0 3.49 Very Good |:| |:|O 0 1.49 Improvement Needed
Name and Signature of HR Officer Approval by President/

Chairperson, Governing Council
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For the period: to

ANNEXURE 5/2

WORK PLANNING AND REVIEW FORM

Agency:

Name of the Employee:

Name of the Supervisor

Employee ID No:

Position Title:

Position Title:

These performance outcomes
are to be made priorities for the
next 12 months period. To be

completed jointly by the

manager and the employee at

the beginning of the work
planning cycle. Use the
empl oyeeds |

ob de

annual work plan as guidelines.

(Beqinning of Appraisal Period )

Each performance
output

should be rev iewed at
the

end of each 6 month
period.

Review Date:

(End of Appraisal
Period)

No ratings are required
in this review phase, just
remarks in relation to
how the employee is
progressing or not
progressing in meeting
each performance
output. To be submitted
by HRO to respective
supervisor/manager for

remarks. (End of
Appraisal Period

Expected Performance Output

/Services
Output I
Output II:
Output IlI:
Output 1V:
Output V:

Output VI

Remarks of the
Employee:

Remarks of the
Manager:

(Use additional sheet if required)
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Instructions

The core competencies are the special skills/qualities required to fulfil the roles and
responsibilities of the position. The manager and the employee should jointly identify

four core competencies relevant to the empl oy
which are fixed. The other core competencies identified may include i nterpersonal

skills, negotiation skills, problem solving skills, analytical, communication,

leadership, creativity, etc.

(This has to be filled in the beginning of the Appraisal Period)

Agreed Core Competencies

1. Integrity

2. Attitude

3. Punctuality

4. Team Work

(Signature of the Employee) (Signature of the Supervisor)
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ANNEXURE 5/3
KHESAR GYALPO UNIVERSITY OF MEDICAL SCIENCES OF BHUTAN
SUMMATIVE PERFORMANCE REVIEW FORM

For the period to

Employee/Supervisor Information

Name of Agency:

Name of the Employee:
Employee ID No:
Position Title:

Position Level:

Name of the Supervisor:

Position Title of the Supervisor:

Process: In the first instance, the employee is to complete the Summative Review

Form as best they can with reference to the Work Planning and Review Forms.
Performance Outputs and Core Competencies
ratingd gi ven ppementary informatidn wisere necessary. Note: under
Performance Output s, a separate rating i
6qgual ity dWhereconiplete, the form is then submitted to their manager. The
manager will review the form and make ap propriate notes. A meeting between the
Supervisor and employee is then arranged to discuss the Summative Review Form

i n more detail and finalize ratings, i f
and written down by the  Supervisor .
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SUMMATIVE PERFORMANCE REVIEW FORM (CONTINUED)

RATINGS ON PER FORMANCE FACTORS

(Use additional sheets if required)

(Ratings should pertain to Performance Outputs
as outlined in Work Planning and Review
Forms. Add additional outputs as necessary)

Employee self
rating:

Final rating
(Supervisor)

PERFORMANCE OUTPUT 1:
Quantity of Work:

Quality of Work:

PERFORMANCE OUTPUT 2:
Quantity of Work:

Quality of Work:

PERFORMANCE OUTPUT 3:
Quantity of Work:

Quality of Work:

éeeé.

Divide 0Tot al Final Rat i
individual final ratings =

(Signature of the Employee)

TOTAL FINAL

RATING:

AVERAGE

RATING (A):

(Signature of the Supervisor)

NOTE: TO BE SUBMITTED BY THE HRO TO THE RESPECTIVE SUPERVISOR

FOR RATING
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SUMMATIVE PERFORMANCE REVIEW FORM

(CONTINUED)

RATINGS ON CORE COMPETENCIES

(To be completed by the Employee)

Core Competency Comments:

Employee Self
rating:

Final Rating
(Supervisor):

Di vide O6Tot al

(Signature of the Employee)

Fi na

TOTAL FINAL

RATING:

AVERAGE
RATING

(B):

(Signature of the Supervisor)

NOTE: TO BE SUBMITTED BY THE HRO TO THE RESPECTIVE SUPERVISOR FOR

RATING
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SUMMATIVE PERFORMANCE REVIEW FORM (CONTINUED)

RATINGS ON PEER FEEDBACK

* Average rating of three peers from the peer feedback form

To be completed by HRO *Final rating
(average peer
rating)

Integrity ( honesty and trutHh
action, adherence to moral and ethical
principles in oneds con

Leadership  (influences others to achieve
department, faculty and university goals)

Team work/collaboration (work together
with colleagues at va rious levels to solve
problems, improve work processes or
accomplish specific task.)

Communication (clarity in expression of
ideas, effectiveness of both verbal and written
communication, effectiveness in listening and
interacting with others in a helpful and
informative manner)

Total final
rating

Average final
Divide 0Total d&bysal Rat rating (C)
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SUMMATIVE PERFORMANCE REVIEW FORM (CONTINUED)

RATI NGS ON STUDENTS®

This rating on students?®o

feedback

s hal

faculty. The HRO of respective Faculties of the University shall be responsible in
compiling feedback forms and award rating.

To be filled by HRO

Semester/ Modules

Rating by
HRO*

Semester 1

1. Module /subject

2. Module /subject

3. Module / subject

4. Module / subject

5. Module / subject

Semester 2

1. Module / subject

2. Module / subject

3. Module / subject

4. Module / subject

5. Module / subject

Divide oOTotal Final Rating 6 by
number of rated modules.

Total Final Rating:

Average Rating (D)
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DEVELOPMENT NEED OF THE EMPLOYEE

Comments by the Employee

(Comment on some of your special achievement and on areas that you need
to improve)

(You should also mention your contribution on outcomes and impact as a
result of your output)

(Signature of the Employee)

Comments by the Supervisor:

(Comment on the special achievements and/or development needs of the
employee and suggest some measures to improve the performance of the
employee)

(Signature of the Supervisor)
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SUMMATIVE PERFORMANCE REVIEW FORM (CONTINUED)

THE HR OFFICER SHALL COMPLETE THE FINAL RATINGS CALCULATION

BELOW, ENSURE ALL THE REQUIREMENTS ARE FULFILLED AND FORWARD
THE SUMMATIVE REVIEW FORM TO THE HRC FOR REVIEW AND FINAL
APPROVAL.

FINAL RATING CALCULATIONS
Weight -age for Academicians Weight -age for General Staff
A(Output) ee 50% é é *50%
B(Competency) eé.* 30% € é*30%
C(Peer/ Subordinate ) ([éé. * 10% € é*20%
D(Students) € é. 10% e é. .
Total(F) € éé eé. .

Tick appropriate box to confirm Final Rating:

3.50 8 4.00 Outstanding 1.50 6 2.49 Good
2.50 6 3.49 Very Good 00149 Improvement Needed
Name and Signature of HR Officer Approval by Head
(Faculty/ University) (Faculty/ University )

Comments by HRC, Faculty/University:

(Comment on the general performance and potential of the employee)

Name and Signature of Chairperson, HRC
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ANNEXURE 5/4
PEER FEEDBACK RATING FORM

Name of the Evaluatee: Date of evaluation:

For each area outlined below, rate the individual being evaluated with a score using the scale
below:

4- Performance consistently exceeds expectation
3- Performance consistently fulfills the job requirement
2-Performance doesndt consistently meet job requir

1- Performance consistently fails to meet job requirements

To be completed by  colleagues

Areas 4 3 2 1

Integrity ( honesty and truthf
action, adherence to moral and ethical
principles in oneds cond
Leadership (influences others to achieve
department, faculty and university goals)

Team work/collaboration (work together with
colleagues at various levels to solve problems,
improve work processes or accomplish specific
task.)

Communication  (clarity in expression of ideas,
effectiveness of both verbal and written
communication, effectiv  eness in listening and
interacting with others in a helpful and

informative manner)

Total

Score obtained /16 =

149



FEEDBACK FORM

ANNEXURE 5/5

To be completed by = SUBORDINATE for those holding managerial positions.

Name of the Employee whom the
feedback is for:

Employee Position Title:

Employee ID:

Name of the Subordinate:

Subordinateds Positi

q

Agency:

Date:

THIS FEEDBACK WILL BE KEPT ANNYMOUS. YOU

ARE REQUIRED TO PROVIDE

HONEST AND CONSTRUCTI VE COMMENTS ON THE EMPLOYEE
PERFORMANCE AND MANAGEMENT STYLE/PRACTICE.

1. LIST ONE OR MORE THINGS YOU WOULD LIKE YOUR MANAGER TO STOP

DOING.

2. LIST ONE OR MORE THINGS YOU WOULD LIKE YOUR MANAGER TO

CONTINUE DOING.

3. LIST ONE OR MORE THINGS YOU WOULD LIKE YOUR MANAGER TO START

DOING.

4. LIST ONE OR MORE THINGS YOUR MANAGER COULD DO BETTER .
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5. ON A SCALE OF 1 (LOWEST) TO 5 (HIGHEST), RATE YOUR SUPERVISO R ON:

Sl. Scale (tick)
Attributes
No. 5 4 3 2 1
1 Leadership
2 Ethics/Character
3 | Integrity
4 Professionalism
5 | Accountability

5 = Excellent 4 = Very Good 3 = Good 2 = Fair 1 = Poor

6. LIST DOWN CRITICAL INCIDENCES (both positive and negative), IF ANY:
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STUDENT FEEDBACK RATING FORM

ANNEXURE 5/6

You

ar e

requested
in the respective areas. We appreciate your personal, well
very seriously our joint effort for the improvemen

t o

consi

der the f

ol | owi

ng

guestions

-considered, and candid feedback as we take
t of the programme. If there are any further comments

that you would like to make to clarify or elaborate your views, please use the space provided at the end

of this form. Please write the rating value,
YOU FOR YOUR KIND COOPERATION.

1 (poor) to 4 (very good)
THIS IS STRICTLY CONFIDENTIAL.

, in the right

-most colum n. THANK

DATE_ / |/
SEMESTER/MODULE: /
INSTRUCTOR
No. EVALUATION PARAMETERS SCORE
CONTENT
1 Introduction and overview: Does the instructor provide appropriate teaching session

introductions?

1. Never/rarely
provides
introduction:
learning objectives
or overview of

2. Often does not
provide introduction:
learning objectives or
overview of activities.

3. Usually provides
only learning
objectives.

4. Usually provides
both learning
objectives and
overview of learning
activities.

modules?

activities.
2 Engagement of students: Does the instructor engage the class using questions/
instructions?
1. Ignores students. 2. Seldom uses 3. Uses engagement 4. Frequently uses
questions/instructions techniques only on different
to engage students. average 1/session. engagement _
techniques in
most/every session.
3 Clarification: Does the instructor check frequently for understanding?
1. Does not 2. Sometimes actively 3. Only checks for 4. Actively checks
actively check for checks for understanding at for understanding
understanding. understanding, but the end of a session; periodically during
not every session. Inadequate time for every session.
clarification. Allows adequate e
time.
4 Knowledgeable: Does the instructor demonstrate understanding of and experience in
subject area?
1. Is not confident 2. Demonstrates 3. Has adequate 4. Demonstrates in -
about subject theory limited understanding understanding of depth
& application with of theory; does not theory; can give understanding of _
experience; give examples in some examples in theory and extensive
confusing. practice; confusing. practice. application in
practice.
5 | Knowledge integration: Does the instructor integrate sessions within and across the
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1. Does not relate
content to
previous/future
sessions, nor to
other modules.

2. Rarely relates
learning content to
previous and future
sessions within and
across modules.

3. Sometimes relates
learning content to
previous and future
sessions within and
across modules.

4. Frequently relates
learning content to
previous and future
sessions within and
across modules.

COMMUNICATION& DYNAMICS

6 | Verbal: Does the instructor speak clearly and audibly?
1. Very difficult to 2. Often difficult to 3. Usually 4. Always
understand. Speaks understand. Speaks understandable. understandable.
nervously, rapidly, quickly and/or softly. Speaks clearly and Speaks clearly and
softly. audibly. slowly.
7 | Non -verbal: Does the instructor communicate effectively in non -verbal modalities?
1. Makes no eye 2. Makes little eye 3. Makes adequate 4. Good eye contact;
contact (always contact, usually reads eye contact but expressive gestures
reads off screen); from screen; few favours one part of and facial support
lack of facial gestures and facial room; gestures and verbal; good use of
expression and expressions; little use facial expressions silence/pacing.
gestures; no use of of silence, slow pace. support verbal; fair
silence, rushed use of
pace. silence/pacing.
8 | Attitude: Does the instructor demonstrate enthusiasm and motivate students?
1. No enthusiasm; 2. Little enthusiasm:; 3. Generates interest 4. Very enthusiastic
i nhibits st udoesnotencourage in subject; sometimes about subject;
enthusiasm student involvement. motivates students. actively engages
students.
9 | Dynamics: Does the instructor exercise appropriate control of classroom dynamics?
1. Authoritarian 2. Lack of control, 3. Fair management 4. Good management
control that denies disruptions & of group and of group and
student participation interruptions classroom dynamics classroom dynamics
in learning common; chaotic; that supports an that supports a
experience; accepts accepts mobile calls acceptable learning positive learning
mobile calls without with excusing; often environment; usually environment;
excusing; does not does not give breaks. gives break time in sensitive to student
give breaks. mid -session. needs; provides
breaks according to
the classroom
dynamic.
TECHNOLOGY & MEDIA
10 | Use of classroom hardware: Does the instructor use classroom technology effectively?

1. Does not use
LCD/OH projectors,
whiteboard, etc.

2. Is not competent in
using LCD/OH
projectors,
whiteboard, often
delaying classroom
activities.

3. Average
competency in using
classroom
technologies;
infrequently
interferes with
activities.

4. Very competent
using classroom
technologies; can
teach how to use
them.
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11

Use of teaching

-learning software: Does the instructor effectively use software?

1. Little use of
common MS Office ©
software (PPT, WORD,
EXCEL); VDOs,
websites

2. Media used are
confusing; breaks
several rules of good
presentations

3. Media used are
effective; breaks few
rules of good
presentations

4. Media enhanced
the teaching -learning
experience; added to
understanding of
content; attractive

use of media

MISCELLANEOUS

12 Availability: Is the instructor available for consultation outside of classroom sessions?
1. Israrely available 2. Is seldom available 3. Is usually available 4. |Is always av ailable
for face -to-face or for face -to-face or for face -to-face or for face -to-face or
indirect (email or indirect consultation; indirect consultation; indirect consultation;
phone) often does not keep usually keeps always keeps
communication; does appointments. appointments; appointments;
not keep sometimes takes frequently takes
appointments. initiative to contact initiative to contact

students. students and follows
up.

13 Punctual/Committed:
1. Is rarely on time 2. Is often late and 3. Is usually on time 4. Almost always on
and often closes the frequently closes the and uses the full time or early;
session early or session early or session time. completes almost all
usually takes more extends well beyond sessions on time.
than the allotted the allotted session
session time. time.

14 | Additional comments and clarification of above ratings: If there is anything that you may want to

say to provide useful feedback for the improvement of our programme, please write your
comments/clarifications below:

WE APPRECIATE YOUR VALUABLE FEEDBACK
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ANNEXURE 5/7

PROMOTION FORM
EMPLOYEE ID No.:

Name: Gender: Male F }Ie
Date of Birth: ay th . "
Year \_DI Nationality:

Date of issue: /[ / Place of issue:

Citizenship Card No.:

Full Postal | House No.: Thram No.: Village:
Address: Gewog : Thromde: Dzongkhag:
() Father:

(i) Mother:

(i) Spouse:

PRESENT JOB IDENTIFICATION:

1. Position Title: 2. Position Level:

3. Pay Scale:

Attach a copy of specific duties and responsibilities of the position.

Agency/Dept Position | Position Period Place of | Office Order No. &
& Title Level From To Posting Date
Division/Unit (Date) | (Date)

required, please attach a separate sheet.

Extraordinary Leave availed: Long term training/Higher studies

Duration: Availed:
Fr om: éé. . é. Duration:
Fr om: ééé . To:

eeeeececce

s 7z 7

No. of continuous & active years of
service completed from the date of initial
appointment: ééééécece

completed since the last

""""

eeeeeee(eeeeeecece.

No. of continuous & active years of service
promotion:

EDUCATION : Academic and Training (please start from the University last attended)
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Name of School/ Location Duration Degree/Diplo

Field of

College/ Training and Study

University Country

Subjects | Start End ma Certificate
Date Date obtained

a.

b.

C.

d.

Research/Publication:

Title Date Purpose

a.

b.

C.

PERFORMANCE - Ratings for the past three years: (each out of the total factors)
copies of performance evaluation reports should be attached.

. Improvement
Year Outstanding Very Good |Good Needed
() PROMOTION RECOMMENDED
1. Position Title: éééeéeéecéecéecé. . eéecéé
3. Pay Scale: ééeéééeeééeecéeeééeeéecééeecced

(i) Is the proposed promotion against the approved post?

(i) State whether the candidate fully matches the job requirement of the post:
eééé.

Information verified by Chief/HR Officer of the OOP/Faculty

Date:
Signature

and Position Title

(Official Seal)

Name
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Recommendationof the OOP/Faculty
| certify that the information furnished in this form has been verified afodirel correct and that ther
is no adverse report against him during the past three years.

Date: Signature
Name and Position Title
of the recommending authority

Recommendation/Decisiorof the OOP/Faculty HR Committee

Date: Signature
Chairperson, HR Committee

Infor mation verified by KGUMSB

Name of the Chief/ HR Officer
(Official Seal)

Recommendati on of UHRC, KGUMSB (Reference
dated ééée

//////////////////

Not Approved

Date: éeéeéeée
Signature of the Chairperson/President,
UHRC
(Official Seal)
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ANNEXURE 5/8

PROMOTI ON SUMMARY FORM FORééeeeééeeeecéeece.
FACULTY/UNIVERSITY: éeeeeeceeceecececeececeecececececeececeeceeceececece

Sl. Name EID Date of Qualifications Date of Before On Active No. PE Remarks
No. No. Appt. Last Promotion Promotion of yrs Ratings
Promotion PT PL PT PL | completed for the
last 3 yrs
1
2
3
4
5
Note:
1. Service calculated as on: ééeééécéeéé.
2. Probation period, training period beyond 18 months on any single training and leave period exceeding 3 months are
excluded from years of active service in the present position as per promotion rules and regulations.
3. Performance reports for 3 years are taken into considerati on.
4, Abbreviations: - IN-Improvement Needed, S -Satisfactory, G -Good, VG -Very Good, OT -Outstanding, PT -Position Title, PL -

Position Level.
HR Committee Meeting No: éééééééééééébatcécéeéeceéeééeeéecé.

Prepared and verified by: Approved by:

(Chairperson of HR Committee)
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ANNEXURE 5/ 9

SUPPLEMENTARY MERITORIOUS PROMOTION PROPOSAL FORM

To be completed by the Immediate Supervisor:

Please complete the following format most accurately as your statements, information and assessments
shall be liable for further verification.

Name of immediate supervisor recommending the proposal:
Name of official proposed for meritorious promotion:
Office of the President/Faculty:

Present Position Title:

PN PE

Grade:
Describe present responsibility of the official (if required attach a separate sheet)

5. Proposed Position Title:

Grade:
Describe the proposed job very clearly (if required attach a separate sheet)

Describe the potentials of the official to assume the responsibility of the proposed post:
Besides normal duties, what are the 3 specific outstanding achievements of the official? Please
complete the attached form.

No
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8.

Achievements/Impacts

(Impacts may be described in terms of efficiency, economy or other improvements in

government

operations). If required, please attach an extra sheet.

Sl

Achievement Category

List

Describe

List Impact of the

Describe the

No. Achievements Achievement Achievements Impact
1 Special act or Service 1
in the public interests
2
3
2 Suggestions 1
2
3
3 Inventions 1
2
3
4 Other accomplishment 1
1
2
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CHAPTER 6
LEAVE






6.1.

6.2.

CHAPTER 6
LEAVE

Policy
Leave shall be granted to an employee to:

6.1.1. Enable him to be away from duty for genuine reasons without having
to leave the job permanently; and

6.1.2.  Facilitate periodic rejuvenation.

Category of Leave
6.2.1. Casual Leave

An employee of the University shall be:

6.2.1.1. granted casual leave for a short period on account of illness
or urgent personal affairs and employee on Casual Leave
shall be considered on duty for all purposes;

6.2.1.2. admissible for a maximum of ten working days of casual

leave during a financial year;

6.2.1.3. allowed to avail casual leave by prefixing, sandwiching and
suffixing Government holidays including weekly off -days
viz. Saturdays and Sundays shall also be p refixed and
suffixed days;

6.2.1.4. granted casual leave even for half -a-day;
6.2.1.5. granted casual leave by t he immediate supervisor of the
applicant as per the form provided in Annexure 6/1 ;
6.2.1.6. allowed to avail casual leave while on tour with the approval
of the competent authority, but Daily Allowance shall not

be admissible for the days of Casual Leave;

6.2.1.7. allowed to avail casual leave proportionately calculated on
a monthly basis on initial app ointment;

6.2.1.8. having casual leave account maintained in the respective
faculties or in the Office of the President ; and
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6.2.1.9. allowed to carry forward the unused Casual Leave to
Earned Leave account and accumulate only to a maximum
of 90 days and is eligible for encashment

6.2.2. Earned Leave

6.2.2.1. An employee of the university shall be eligible for earned
leave with gross pay at the rate of 2.5 (two and half) days
for every completed month of service except during the
probation period ;

6.2.2.2. Faculty members of the University shall take their earned
leave during the lean perio d;

6.2.2.3. Prefixing or suffixing of the government holidays
(Saturdays and Sundays) within the period of the earned
leave sanctioned to an employee shall not be counted as
earned leave ;

6.2.2.4. The Earned Leave of an employee shall be granted by the
Dean/Registrar/Directors of the respective Faculties/
Departments. The Earned Leave for the Registrar, Director
and Dean shall be approved by the President. The powers
to grant leave may be delegated to authorities under them
as found necessary ;

6.2.2.5. Approve a maximum of 90 days Earned Leave ; and

6.2.2.6. An employee shall accumulate earned leave to a maximum
period of 90 days.

6.2.2.7. An employee shall not accrue earned leave during the
period of training exceeding one month.

6.2.3. Bereavement Leave

The University shall grant Bereavement Leave of 21 days on each
occasion of death of an immediate family member (parents, spouse,
spouseds parents, siblings and children).

6.2.4. Maternity Leave

6.2.4.1. Maternity leave shall be granted to an employee with full
remuneration for a total period of six months from the date
of delivery, for all births including twins, caesarean and
premature births and during miscarriage for a maximum
period of one month on production of a medical certificate;

6.2.4.2. In case of demise of child during birth or within three
months from birth, the mother shall be eligible for three
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6.2.4.3.

6.2.4.4.

6.2.4.5.

6.2.4.6.

6.2.4.7.

6.2.4.8.

6.2.4.9.

6.2.4.10.

6.2.4.11.

months of maternity leave including 21 days of
bereavement leave, whichever is more. However, in case of
demise of child after three months fr om birth, the mother
shall be eligible only for twenty  -one days of bereavement
leave.

Maternity leave can be combined with any other forms of
leave.

All government holidays including weekends during the
maternity leave shall be a part of the maternity | eave.

Maternity leave shall be granted by the respective
controlling officer on production of medical certificate.

To facilitate baby feeding. Mothers with babies up to 24
months may be allowed to extend lunch time from 12 noon

to 2 pm. In case of the fa culty staff and clinical employees,
the management shall ensure that services are not affected,

University shall facilitate and make appropriate
arrangements for a feeding mother, where normal working
time is not followed.

Maternity leave as per Clause 6.2.4.1 shall be granted for
a legally adopted new born baby until the baby is 6 months
old.

Maternity leave shall be counted as part of active service

for all HR actions including for the purpose of calculating
earned leave, LTC, promotion, training and retirement
benefits.

University employee availing the maternity leave shall be
eligible for full pay and allowance s except for professional
allowance as per Clause 8.10.14 from the date the
maternity leave commences.

An employee who become parents during the period of
study leave or EOL shall not be eligible for maternity leave.
However, on re-joining service after study or EOL, they will

be eligible for balance maternity leave if their child has not
attend six months.
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6.2.5. Paternity Leave

6.2.5.1. An employee shall be granted paternity leave of 10 working
days irrespective of the nature of birth and for a legally
adopted new born baby until the baby is six months ol d.
6.2.5.2. In case of demise of mother during delivery or within six

months from the birth of child, the father shall be eligible
for six months or the remaining months of the maternity
leave as extraordinary paternity leave until the child is six
months ol d.

6.2.5.3. Paternity leave shall be prefixed or suffixed to public
holidays and shall be combined with other forms of leave.

6.2.6. Medical Leave

6.2.6.1. The university shall grant Medical Leave, which may be
further delegated, to an employee certified as incapable of
performing duties due to illness or injury on production of
a medical certificate issued by a medical authority in
Bhutan:

Duration Granting Authority

Up to one (1) month A Medical Doctor.

Exceeding six (6) Medical Board of Doctors appointed
months by the Ministry of Health.
6.2.6.2. An employee who has been granted Medical Leave shall be

entitted to gross pay. In the event the Medical Leave
exceeds 1 month, allowances attached to professional
practice if any, shall cease to be paid for the subsequent
period as per Clause 8.10.14.

6.2.6.3. An employee who has been granted Medical Leave for more
than 3 months, onre -joining the duties, an employee shall
produce a medical certificate of fithess to perform the
duties.

6.2.6.4. An employee shall be granted Medical Leave for a maximum
period of 1 month t o escort a direct dependent of the
employee concerned. UHRC may grant extension based on
the medical report

6.2.6.5. An employee shall be entitled to a maximum of 3 years of

medical leave after which he shall retire under ERS with
post -service benefit.
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6.2.6.6. Medical | eave exceeding one month shall be approved by
the respective HRC and for less than one month it shall be
approved by Presiden t/Registrar/Directors  /Deans.

6.2.6.7. Medical Leave to escort shall be sanctioned only by the
UHRC upon submission of medical report

6.2.7.  Study Leave
6.2.7.1. The University shall:

i. Grantleave to an employee to pursue long -term training
courses with pay and benefits, if a course is directly
relevant to the candidateds cu
eligibility and selection criteria.

ii. Grant leave to an employee to pursue study/training
conducted by a recognized University and shall require
the recommendation of the faculties/departments
concerned.

iii. Grant study leave to an employee after serving the
probation period of 1 year.

iv. Grantleave to an employ ee a maximum of 48 months or
pre -determined course period of study leave with pay in
his entire service period as per Clause 45.1 6.2. An
employee may avail study leave without pay if long term
training requires more than the entitled 48 months.

v. Consider the period of 24 months s tudy leave as part of
active service for the purpose of promotion and
retirement benefits except for In-country study leave
which will be considered as active service for the whole
duration of study leave.

vi. Ensure for submission of documentary evidence on
his/her return from Study Leave to show the completion
of the study/training.

6.2.7.2. Study Leave exceeding 48 months may be approved based
on the relevance and needs as justified by the
department/faculty ~ concerned.

6.2.7.3. When the long -term training is not directly relevant to the
candi dat eds current j ob, study
benefit may be granted but his position in the Service shall
not be protected.
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6.2.8.

6.2.7.4.

6.2.7.5.

6.2.7.6.

6.2.7.7.

Study Leave shall be granted to an employee for the actual
duration of the approved training and journey period.

An employee applying for study leave shall produce
evidence to the effect that he has secured admission to the
training.

The time spentin -country/ office while doing a mixed -mode
long-term tr aining shall be considered as part of active
service for all purpose provided the time spent at the
Institute is not more than as specified under Clause
6.2.7. 1(iv).

The UHRC shall be the competent authority for granting
long -term Study leave based onthe = recommendation of the
OP/Faculty HRC.

Extraordinary Leave (EOL)

6.2.8.1.

The University:

a. Shall grant E OL up to a maximum period of twenty -
four months in total during entire service period of the
employee.

b. Shall grant E OL to fresh employees for three months
or more, only after rendering a minimum active service
of five years including probation period.

c. Shall grant E OL to an employee while serving the
obligations laid down under the training rules.
However, he shall serve the remaining obligation after
re-joining from the EOL.

d. MaygrantE OL for purposes of pursuing studies, when
the study leave is not permissible.

e. May grant E OL for the family problems, when the
attention of the official concerned is genuinely
required.

f.  May grant EOL for career break/sabbatical.

g. Shall not grant remuneration or other benefits of the
post held during E  OL.

h. Shall not protect the position of an employee while
availing E OL beyond six months.
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6.2.8.2.

6.2.8.3.

6.2.8.4.

6.2.8.5.

6.2.8.6.

6.2.8.7.

6.2.8.8.

i.  An employee recruited from civil service and other
government agencies shall have completed the
continuous service at  the university for 3 years to avall

the E OL.
Government holidays may be prefixed or suffixed to E OL,
but holidays intervening the leave shall be coun ted as
leave.

An employee shall not be eligible for E ~ OL during the
probation period or if he is serving an administrative
penalty.

Promotion processed prior to availing E OL, if granted, shall
be effected only on re-joining the service.

An employee shall be allowed to retain the university
accommodation on full payment of the house rent in
advance, when the EOL period is one year or less; and

The University shall exclude a total period of EOL availed
by an employee during the  entire period of his/her service
while calculating the number of completed years of service
rendered as on the last day of his/her service for the
purpose of gratuity claims.

The Approving Authority for Extra Ordinary Leave is as
given below:

Period of L eave Sanctioning Authority

Extraordinary Leave up to six HRC
months (less than 180 days).

Extraordinary Leave more than UHRC
six months (181 days and
above).

The employee shall sign the Undertaking form as per
Annexure 6/2.
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6.3.

6.4.

General Rule

6.3.1.

6.3.2.

6.3.3.

6.3.4.

6.3.5.

6.3.6.

6.3.7.

6.3.8.

6.3.9.

6.3.10.

An employee shall not claim any type of leave as a matter of right;

The Supervisor shall plan the leave for hi s subordinate in consultation
with concerned In -charge, at the beginning of the fiscal year;

An employee shall avail leave only after a written order is passed to
that effect;

An employee shall not remain absent from duty or leave station without
taking p rior permission from the immediate supervisor;

An employee shall be on duty at any time in a day even if he is on leave
and can be called on duty by the appropriate authority at any time of
a day according to exigencies of service;

An employee shall not be approved leave beyond the date of retirement;

The University shall recover or adjust dues from the salary or claims
of the employee, if he/she is to be terminated from the service due to
failure to resume duty on expiry of leave sanctioned;

The Univer sity shall maintain leave account records, except that of
casual leave of employee in the formats given in the service record;

An employee shall furnish specific reasons in the application along
with a completed letter of undertaking, stating the reasons mentioned
in the applications are true;

An employee shall vacate the University accommodation if any leave
exceeds one year at a time;

Leave Travel Concession (LTC)

An employee shall:

6.4.1.

6.4.2.

6.4.3.

Be paid an amount equal to 1-month basic pay as LTC once in a
financial year but not exceeding the maximum ceiling as approved by

GC/RGOB .

Be eligible for the LTC during the LTT, if he is on study leave with pay
and benefit; and

Not be eligible for the LTC during probation period and EOL . In the
event an employee completes the probation period or EOL inthe course
of a financial year, he shall be entitled to the LTC only for the following
financial year.

168



6.5.

6.6.

6.7.

Encashment of Leave

6.5.1.

6.5.2.

6.5.3.

6.5.4.

6.5.5.

6.5.6.

6.5.7.

An employee shall be permitted to encash his earn ed leave after filling
the Leave Encashment form prescribed in Annexure 6/3 , provided he
has at least 30 days of earned leave at credit;

The amount payable on encashment of 30 days earned leave shall be
equal to the employeeds o0na thendatetoh 6 s
encashment ;

Thirty days earned leave enchased shall be debited to the earned leave
account on the date of such encashment ;

Only one encashment of earned leave is allowed during a financial year ;

Notwithstanding Clause 6.5. 4, an employee | eaving the service for any
reason shall be permitted to encash the entire earned leave at credit ;

An employee shall be entitled to leave encashment during the study
leave provided he has adequate leave balance prior to his departure.

GS employees are entitled to leave encashment on completion of the
first year of service.

Revocation of the Leave Granted

The grant of leave shall be determined by the exigencies of the service and the
authority competent to grant leave shall have the discretionary power to refuse
the leave or revoke the leave already granted (except medical leave).

Unauthorized Absence

6.7.1.

6.7.2.

The unauthorized absence of an employee shall not be regularized
through grant of leave, even if leave is available at credit.

If the competent authority is convinced that the employee has
remained absent under unavoidable circumstances and deserves
regularization, leave may be granted as per the entitlement of the
individual employee.
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6.8.

Accountability

6.8.1.

6.8.2.

6.8.3.

Leave availed in contravention t o this rule shall be considered illegal
and the employee concerned shall be liable for administrative action.

HRC and concerned authority should exercise their powers reasonably
while granting leaves so as not to hamper the University works.

ADM/HRO sho uld maintain leave records up to date and properly.
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ANNEXURE 6/1
LEAVE REQUEST AND APPLICATION

To: Date:

| would be grateful if the following leave may be granted.

Particulars Select Duration No of Purpose
to days
Avalil Start End
Date Date

Casual Leave

Earned Leave

Maternity Leave Attach Evidence
Medical Leave Attach Evidence
Paternity Leave Attach Evidence

Bereavement Leave

Extraordinary Leave

Study Leave Attach Evidence

,,,,,,,,,,,,,,,,,,,,,,,

During my |l eave of absence eééécéécéééeeééeeéeeeeécéc
responsible to carry out my Duties My contact num

Name, Signature and Designation of applicant

Personal records have been checked and the appl i
Leave /Earned Leave /Maternity Leave /Paternity Leave balance as of

,,,,,,,,,,,,

eeeeeeeeeeceece

Date: Checked by HRO/ADMO

Date: Approved by Manager/Supervisor

Approved by: OOP/Faculty/ University HR Committee
datedéeééeéééeéfor EOL.

Signature of the HRO/ADMO
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ANNEXURE 6/2

UNDERTAKING FOR EXTRAORDINARY LEAVE

|, ééeééeéeééeéeeéée.., a regular staff bearing EI D N
as eéeéeéeéeeéeéeé. . in éeééeéeéeéeéeée. ... ., her etk
availEOLfora peri od of eéeé....... months with effect f

| hereby do confirm that | have been briefed on all rules governing my EOL and | have
understood the following:

1. 1 will not be paid for the EoL period

2. My position will not be protected while availing EoL beyond six months

3. | shall be eligible for long -term training after serving a minimum period equal
to the actual duration of EOL, and short -term training after serving minimum

period of six months, both  counted from the date of joining duty.

4. The financial penalty of Last Basic Pay times the number of months of EOL
availed shall be levied if | fail to abide by this undertaking.

In particular, | understand that if | fail to abide by any one of the above s tated
conditions, | shall be liable for legal action by the University/Government.

Place: (Affix Legal Stamp)
Nameé& Office address:

Date:

Witness

Name: Present Address:
CID No.: Permanent Address:

Caution: Thisis an important legal document and therefore, should be executed
after clearly understanding all the responsibilities, liabilities and implications.
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ANNEXURE 6/3

EARNED LEAVE ENCASHMENT FORM

1. Name of the Employee:

2. Designation:

3. Office to which attached:

4. Date of initial appointment:

5. Date of last leave and nature and period of leave:

6. Particulars of pay and allowances draw at the time of appl ication of
leave:

7. Amount of LTC advance applied for:

Applicantds signatur e:
Verified that he/ she haséeéeééeecé. EL at c
hasnotencashed f or t he financial year éééééé.
Sign
ADM/HRO
Approved/Not approved
Sign
Sanctioning Authority
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CHAPTER 7
TRAVEL






7.1

7.2

7.3.

CHAPTER 7
TRAVEL

Policy
7.1.1. To facilitate an employee to travel if required by the job; and

7.1.2.  To compensate an employee for travel expenses.

Procedure
7.2.1.  An employee shall;

7.2.1.1. Undertake travel only after obtaining approval from a
competent authority;

7.2.1.2. Plan and submit the tour programs specifying the duration
and purpose while seeking approval;

7.2.1.3. Obtain ex -post facto sanction for making changes in the
programme immediately on her/his return to the duty
station should an employee be u  nable to follow the approved
tour programme due to unavoidable reasons or be required
to change it in the interest of the University, s/he. However,
s/he shall communicate to the authority and seek approval

in principle;

7.2.1.4.  Carry with her/him proper identifi cation documents or a
letter of authorization from the competent authority while on
travel;

7.2.2.  Travel shall be arranged by the administration concerned in conformity
to guidelines issued by the University; and

7.2.3.  All ex -country travel shall require the approva | of the UHRC.

Authority
The University shall, depending on the purpose of the travel, have the authority

to approve travel of an employee as per  Annexure 7/1.  The authority concerned
shall exercise reasonable prudence in approving the travel programme.
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7.4.

Entitlement

7.4.1.

7.4.2.

7.4.3.

7.4.4.

7.4.5.

7.4.6.

7.4.7.

7.4.8.

7.4.9.

7.4.10.

An employee travelling to a location farther than ten (10) kilometres
from the duty station shall be eligible for Daily Allowance provided
her/his absence from the duty station exceeds eight (8) hours. The
official distance shall be as per stipulation of t he Government.

The travel allowance and mode of travel will be based on the most
economical route.

The day of duty shall be calculated from the time of commencement of
the journey from the place of posting and the days shall be calculated
on the basis of twenty -four (24) hours of absence from the duty station;

Half Daily Allowance shall be paid if the absence from the duty station

is more than eight (8) hours but less than twelve (12) hours and full

Daily Allowance shall be paid if the absence is twelve (22) hours or
more;

Full Daily Allowance shall be paid only for the first thirty (30) days of
continuous halt on duty at one particular place. After thirty (30) days,
only 50% of the Daily Allowance shall be paid for a maximum period of
five subsequent mo nths. For continuous stay beyond 6 months, no
Daily Allowance shall be admissible;

In the event an employee is required to leave the location of temporary
duty prior to completion of the assigned work and return to the same
station to continue the same wo  rk within a period of six months from
the date of commencement of the tour, the duty shall be considered as
continuous and the 50% Daily Allowance shall be admissible for the
remaining period;

In the event an employee is required to leave the location of temporary
duty prior to completion of the assigned work, he shall be entitled to

claim full travel benefits for the journey undertaken outside the
jurisdiction of the temporary posting;

An employee required to halt in transit for 8 hours or more for the next
flight while on travel outside the country shall be paid Daily
Subsistence Allowance;

Daily Subsistence Allowance shall be paid for the actual period of halts
required for processing visa and it shall be paid at the Government
rates;

The payment of Daily Subsistence Allowance for enforced halts shall

be limited to two days for a round trip while on official travel besides
halts in transit, irrespective of the source of funding;
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7.5.

7.6.

7.4.11.

7.4.12.

7.4.13.

Daily Subsistence Allowance or related expense shall not be paid by
the University during a training period when the DSA and other
expenses are paid by the donors;

Notwithstanding the section above, an employee shall be reimbursed
the visa fee and airport tax on production of original
receipts/documents; and

An employee o n official travel shall claim her/his Travel Allowance as
per the Form given at  Annexure 7/2.

Rate of Daily Allowance

7.5.1.

7.5.2.

An employee while on official tour within or outside Bhutan shall be
admissible for Daily Allowance at the rates prescribed by the
Government; and

An employee proceeding on medical treatment or as an escort shall be
paid Daily Allowance only at the rates prescribed in the medical
treatment rules of the Ministry of Health. However, medical personnel,

or any other employee deputed by the U  niversity as an escort, shall be
entitled to the normal Daily Allowance.

Mode and Class of Transport

7.6.1.

7.6.2.

7.6.3.

7.6.4.

7.6.5.

7.6.6.

7.6.7.

7.6.8.

Only the President shall be entitled to travel by business class while
travelling to third countries;

An employee required to undertake official travel shall be entitled to
travel by the most direct and economic route, including domestic air
services.

An employee shall be entitled to claim mileage at the rates prescribed
by the government.

An employee in Executive/Specialist and Professi onal/  Management
categories shall be permitted to claim mileage for 4 wheelers/bus fare.

An employee in Supervisory/Support category shall be eligible to claim
mileage for two wheelers/bus fare;

An employee in operational category  and general service cat egory shall
be eligible to claim only bus fare.

Mileage shall be claimed based on the actual distance covered by an
employee.

An employee travelling outside the country shall be entitled to claim
the mileage for to -and -fro journey as follows:
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7.7.

7.8.

7.6.9.

7.6.10.

7.6.11.

7.6.12.

7.6.13.

7.6.8.1. From the place of work to the airport to drop the employee
and return to the work place; and

7.6.8.2. From the work place to the airport to pick up the employee
and return to the work place.

An employee shall be eligible to claim mileage as per their position level
withou t having to produce vehicle registration book.

When the travel expenses are borne by an external Agency, the mode
and class of travel shall be determined by the Agency concerned. The
University shall have no objection to availing a mode/class higher than
that is entitled to in such cases and no special approval shall be
necessary;

While on tour in areas where there is no road communication or where
vehicles do not ply, an employee shall be entitled to hire charges of
ponies/mules or porter charges as per the following scales:

Position Level Riding Pony with Syce Porter
163 1 3
408 1 2
9019 1 1

Once the tour/training  /treatment is approved, no separate approval
shall be required for travel by the entitled mode/class;

The President shall approve travel by a class/mode, other than the one
entitled, under special circumstances.

Submission of Tour Report

It is mandatory for every employee to submit report within a week after her/his

return.

Control and Monitoring of Follow -up Actions

The controlling authority shall ensure that the purpose of the travel is genuine,
and that the employee has been able to achieve the intended purpose. The
Authority shall also ensure that appropriate remedial and follow -up actions are

takenontim e.
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7.9.

Accountability

7.9.1.

7.9.2.

7.9.3.

7.9.4.

Travel undertaken not in conformity to the provisions of this rule shall
be regarded as illegal and hence the expenses incurred shall be
recovered from the employee concerned.

An employee who undertakes such travel and the approving a uthority
shall be accountable and liable for disciplinary actions;

The supervisor of the employee shall ensure that the travel and claims
are of genuine and in consonant with these rules; and

The finance officer verifying the claims ensure that the claim s are in

accordance with the rules and the required documents are submitted
in complete.
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Travel Authorization Form

ANNEXURE 7/1

Name of
employee: Number
Designation: Position Level: Date:
From To Model of Travel Halt At Purpose
Station Date Station Date
Estimated Traveling Tr. Advance outstanding
Expenses - Nu. Nu. Not approved.
Advanced required : Nu. Since (date) Advance of Nu.

(Signature of Employee)
Date

(Signature & seal, Head of Finance)

Date
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Sanctioned/Recommended.

(Signature & seal of Controlling Officer)




Travel Allowance Bill

ANNEXURE 7/2

Name of employee: Position Level: No. & Date:
Designation: Number:
No. of fares:
Departure Arrival Daily Mileage | Potter/Pony Actual Total | Purpose
: : : : Allowance Expenses of
Date | Time | Station | Date | Time | Station Journey

Advance Taken

Amount claimed for payment/refunded

Certified that the travel was performed by me for official purposes and the claims are genuine

Date & Signature of employee

Certified that the travel was authorized by me for official purposes and the claims are appear genuine and

reasonable.

Signatur e, Date & Seal of the Controlling Officer
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CHAPTER 8
PAY STRUCTURE, ALLOWANCES & BENEFITS , AND HONORARIUMS

8.1. Policy

8.1.1. To pay adequate remuneration and benefits to the University
Employees;

8.1.2. To ensure judicious administration of compensation within the
University founded on the principle of equal pay for equal value of
work;

8.1.3. To maintain a competitive remuneration structure;

8.1.4. To attract, motivate and retain the best and the brightest employees;

8.2. Strategies

8.2.1. Recommend to the Governing Council appropriate pay and incentive
scheme which can motivate people to join the University.

8.2.2. Create conditions that will promote meritocracy, excellence and hard
work.

8.2.3. Give appropriate allowances and benefits that are equated to work
output .

8.2.4. Rationalize salaries and benefits such that while increases are
proportional to the increase in responsibilities as people move up the
hierarchy.

8.2.5. Maintain the compression ratio between the highest and lowest salary
below 10 times as per existing norms of the Government for the civil
service and corporate bodies.

826. Take into account the economy of the K
guiding principle is that KGUMSB shall generate a good source of
income (student fees, service charges and con  sultancy fees) in addition
to the grant from the government to meet the expenses.

8.2.7. Recognize the prioritized groups whose skills/services are most
important.

8.2.8. Ensure adequate post service benefits by continuing with the NPPF.
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8.3.

8.4.

8.5.

8.6.

8.2.9. Be mindful of the legal and procedural conditions laid down in the
Constitution with regard to revision of allowances and benefits for
public servants.

Pay and Allowances

8.3.1. The pay, allowances, benefits and other emoluments of the employees
shall be decided by Royal Government of Bhutan as per the
Constitution.

8.3.2. The President, who shall be appointed by the Royal Government, shall
receive salary, allowances, benefits and other privi leges at the level of
Cabinet Secretary and the Registrar equivalent to Commission
Secretary ( at par with EX1 position level in the civil service).

Pay Scale

The University shall specify the pay scale as per Annexure 8 /1(A) referring to
an appropriate post, and subject to revis ion from time to time in accordance
with the Royal Government pay policies.

Pay Revision

8.5.1. The Pay Scale and other benefits shall be revised by the Governing
Council of the University in close consultation with Royal Government
of Bhutan from time to time.

Pay Fixation

8.6.1. The basic pay of an employee on initial appointment shall be fixed at
the minimum of the pay scale of the position level of appointment

8.6.2. On Promotion

8.6.2.1. On promotion to a higher level, the pay of an employee in the
higher pay scale shall be fixed at the minimum of the pay
scale prescribed for the higher position.

8.6.2.2. Where the minimum of the pay scale of the higher level is
less than the pay actually drawn by the employee in the lower
scale or when the difference between them is less than the
amount of one annual increment in the higher scale, an
amount equal to one an nual increment in the higher scale
shall be added to the pay drawn by the employee and the pay
shall be fixed at the amount so obtained provided in the pay
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8.6.3.

8.6.4.

8.6.5.

8.6.6.

scale. If there is no stage, it shall be fixed at the next higher
stage in the pay scale.

8.6.2.3. When an e mployee is promoted with effect from a date on
which the annual performance increment is to be granted,
the annual performance increment in the lower Level shall
be released first and the pay shall then be re -fixed in the pay
scale of the higher level.

On Demotion

The pay of the employee on demotion shall be fixed at the minimum of
the pay scale for the position he is demoted to.

On return from Secondment

8.6.4.1. An employee, on return from secondment, shall be placed in
the same Position Level and pay scale held by the official
immediately before the secondment. The pay in the
respective Position Level/pay scale shall be fixed after taking
into account the increme  nt that would have been sanctioned
to him during the period of secondment.

8.6.4.2. However, when the employee is promoted during the period
of secondment, the pay of the official shall be re -fixed in the
pay scale first in accordance with Clause 8.6. 4.1. above as
on the date of promotion. The pay and benefits drawn by the
official inthe organization to which he is seconded shall have
no bearing in re -fixing the pay on return.

8.6.4.3. The above two clauses will remain valid unless otherwise,
defined in the terms  of condition prior to his secondment.

On return from EOL

8.6.5.1. An employee shall not be entitled to increment during EOL.
The pay fixation on return shall be based on the pay scale
held by the official immediately before the EOL.

If any employee is already  drawing higher pay then the minimum of the

pay scale, then his pay shall be protected and aligned in the pay scale
of the new position.
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8.7.

8.8.

Annual Increment

8.7.1.

8.7.2.

8.7.3.

8.7.4.

Annual Increment, in the respective pay scale, shall be given to all
employees based on their performance.

The Registrar/Dean of faculties shall sanction the annual increments
for their respective employees.

A non -performing employee with Improvement Needed rating shall
receive no increment.

Date of annual Increment

8.7.4.1. Anemployee shall receivein crementon1 st Januaryorl stJuly
upon serving a minimum of 12 months.

8.7.4.2. An employee who is demoted shall receive increment on 1 st
January or 1 st July upon serving a minimum of 12 months in
that position.

8.7.4.3. Annual increment beyond the maximum ceiling of the pay
scale of that position level may be granted to the deserving
employee by the UHRC if the employee does not have any
adverse record during the last 3 years.

8.7.4.4. In the event of separation increment shall be released and
considered for the purpose of  gratuity and other benefits if
he/she has completed more than 6 months after the previous
increments.

Personal Pay

Personal pay is an additional pay granted to an employee over and above the
maximum ceiling of the pay scale for his current position leve [ which may arise
due to any of the following reasons;

8.8.1.

8.8.2.

8.8.3.

8.8.4.

Pay revision;
Stagnation in one position level;

Reduction of basic pay for reasons other than disciplinary measures;
and

Granting of annual increment beyond the maximum ceiling of the pay
scale.
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8.9.

Benefits

8.9.1.

8.9.2.

8.9.3.

8.9.4.

8.9.5.

The University shall formulate policies to:

8.9.1.1. Provide benefit plans and facilitate employee and their eligible
family members in the event of illness, injury or death ;

8.9.1.2. Help employee to achieve financial security for their
retirement.

Duty Free and Vehicle Quota

An employee in Position Level 6 shall be entitled to d uty free shop
facilities and import of  foreign vehicle as may be decided by the Royal
Government .

Conveyance

The President/Registrar/Head of the Faculty and Directors shall be
provided a vehicle for official conveyance as may be decided by the R oyal
Government .

Passport

The Ministry of Foreign Affairs shall issue official and diplomatic
passport as per the entitlement of the individuals.

Government Accommodation

The University shall provide free accommodation to the President,
Registrar, Dean and the Hostel Provost. In the event the accommodation

is not available house rent allowance as per Annexure 8 /1(B) shall be
paid in lieu thereof. The university shall also p rovide accommodation to
essential employee mandated to stay within the campus as per the
availability based on the criteria set by the Governing Council of the
University. This category of employee shall be paid house rents as per
Annexure 8 /1(B).

8.10. Allowances and Consultancy

8.10.1.

Professional Allowances
8.10.1.1.  Teaching Allowance (TA)

All academic staff shall be entitled to teaching allowances
as given in Annexure 8/1(D).
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8.10.2.

8.10.3.

8.10.4.

8.10.5.

8.10.6.

University Allowance (UA)

University Allowance s hall be given as a special incentive to all the
employees to attract highly academic oriented and skilled
Professionals. The rate of UA as per Annexure 8/ 1(B) calculated on the
basic pay shall be determined by the Governing Council in close
consultation with the Royal Government.

Other Administrative Allowances

The Deputy Registrar and Deputy Deans shall be paid a monthly
administrative a llowance calculated at the rate prescribed under
Annexure 8/ 1(E).

Phone Voucher Allowance (PV)

The University shall provide phone voucher allowance as admissible to
the officials at the rate prescribed under  Annexure 8/ 1(E).

Uniform Allowance

The University shall pay  Uniform Allowance as per Annexure 8/1(B) to
an employee required to wear a  uniform by reason of his profession as
determined by KGUMSB, if it is not provided in kind.

PhD/Doctorate Allowance

8.10.6.1. One-time double increment shall be provided to employees
upon successful completion of their PhDs as incentives;

8.10.6.2. It shall be given to any employee after the completion of
PhD/Doctorate with effect from the date he/she joins the
work station and upon production of documentary evidences
unless his/her PhD awards happen at a later date than the
date of joining;

8.10.6.3. If employees join his/her work station on or before the
fifteenth day of the month, the incentive will be given from
the 1 st day of the month; and

8.10.6.4. If employees join his/her work station after the 15t day of

the month, the incentive will be given with effect fromthe 1 st
day of the following month.
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8.10.7.

8.10.8.

8.10.9.

8.10.10.

8.10.11.

Publication Allowance

8.10.7.1. The employee of the University shall be paid publication
allowance as per Annexure 8/1( G). The publication sh all be
endorsed by relevant/competent authority.

8.10.7.2. Eligibility
I. For Books and Chapters: Only t eaching staff .

ii. For Article: Only Primary/Principal Author . Only
applicable for original and review articles in Peer
Reviewed Journal (Exclude case reports and series )

Contract Allowance

8.10.8.1. The University shall engage foreign teaching faculty and pay
allowances as mentioned in  Clause 3.16.5

8.10.8.2. The employees recruited under contract or fixed-term
contract allowance basis (including President, Registrar and
Deans) shall be paid a monthly contract allowance at the rate
of 30% calculated on the basic pay Annexure 8/1(B)

Overtime Payment Allowance

An Overtime Payment shall be provided employees in p osition level 12
and below, where they are required by the supervisor to work beyond

the normal working hours, weekends and government holidays, as per
the prevailing RGoB rate.

House Rent Allowance (HRA)

8.10.10.1. House rent allowance shall be paid to an employee at the
rates approved by the Royal Government.

8.10.10.2. An employee on LTT shall be paid full HRA for the first 12
months and 50% thereafter.

Daily Allowance (DA) and Daily Subsistence Allowance (DSA)
The daily a llowance forin -country and DSA forin  -country training and

travel outside, shall be paid to an employee at the rates approved by
the Royal Government.
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8.11.

8.12.

8.10.12. Non-Admissibility of Allowance(s)

8.10.12.1. An employee shall not be admissible to draw th e
professional allowance s while availing ;

Study leave/training exceeding 1 month;

Earned leave exceeding 1 month;

Maternity leave ;

Medical /Medical Leave to Escort exceeding 1 month ;
and

e. Extra ordinary leave.

aoop

8.10.12.2. Administrative Allowances shall not be paid while on any
kind of leave exceeding one month.

8.10.13. Consultancy
8.10.13.1. The University shall encourage the employee to take up
consultancy services, direct projects, research and
development projects, technology transfers and expert
clinical services, and register patents.
8.10.13.2. The University shall develop business plans that would
govern the consultancy modalities and remunerations.
Compulsory Deductions

The University shall deduct:

8.11.1. Income tax (employee 6s yearly income <cal cul
subsistence allowance is taxable) as per the Ministry of Finance.

8.11.2. Other utility charges, i.e. water, sewerage, electricity, gas, cable TV and
other as prescribed by the University.

8.11.3. Repayment of loans, advances and any other outstanding as applicable.
8.11.4. Subscription to GIS, Life Insurance as and where appropriate.

Professional Fees for Visiting Faculty, University Faculty, Experts and

Guest lecturer

The University shall invite relevant faculty from renowned/recognized
institutions/  organization s as and when required for teaching or consultation.

Such faculties shall be invited both from within and outside the country. The
payment for such faculties shall be made as follows:
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8.13.

8.12.1.

8.12.2.

8.12.3.

8.12.4.

8.12.5.

A core faculty designated by the University shall be paid 20% of their
basic salary of the parent organization as a teaching allowance. This
allowance shall be subject to change as per the financial rules and
regulation.

An adjunct faculty designated by the University shall be pai d 10% of
their basic salary of the parent organization as a teaching allowance.
This allowance shall be subject to change as per the financial rules and
regulation.

Visiting National Faculty and Guest Lecturer: The visiting Faculty shall

be paid actual travelling allowance or mileage and DSA as per the
prevailing rate of R oyal Government during the period of travel from
his duty station to the University. The University shall pay honorarium

as per Annexure 8/1(F) . However, any training extending more than
15 days the fees and Honorariums shall be decided by the UHRC.

Visiting International Faculty: The University shall provide air fare

round trip, free furnished accommodation, special visa (non -tourist
visa). They shall be paid honorari um as per Annexure 8/1(F) ,
applicable for only RGoB and non  -project bu dget. This applicable only
for onsite lecture rs and visiting the Country.

Honorariums for Resource Persons for workshops and training
organized by University : The University Faculty staff or expertsor guest
lecturer s from agencies outside the University attending training or
workshop (outside regular classroom and hospital teac hing) of less
than 15 days as resource person shall be paid actual travelling
allowance or mileage and DSA as per the prevailing rate of R oyal
Government during the period of travel from his duty station to the
training venue, if outside Thimphu. The y shall be paid an honorarium
as per Annexure 8/1(F) . However, any training extending more than

15 days the fees and Honor ariums shall be decided by the UHRC.

Revocation and Accountability

The remuneration and benefits of an employee fixed contrary to the provisions

in this rule shall be regarded as irregular and hence liable to be revoked by the
Governing Council of the University. The authority responsible for such lapses
shall be held accountable and liable for administrative actions.
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8.14. Financial Power

8.14.1. The President shall delegate financial power to Registrar, Director,
Deans and other senior employee, through written orders, which shall
clear ly specify the following aspects in order to enhance efficiency and
expedite decision making:

a. Nature of power delegated;
b. Position of the sub -ordinate to whom delegated; and
c. Ceiling in Ngultrum.

8.14.2. The President shall be the Approving Authority in respect of all
requests for supplementary budget appropriations or budget re -
appropriations within the University for amounts not exceeding Nu.

3.0 million per occasion.

8.14.3. The Registrar shall be the Approving Authority in respect of all requests
for supplem entary budget appropriations or budget re -appropriations
within the same program for any amount up to Nu. 1.5 million. The
whole or any part of it may be delegated to the Deans.

8.14.4. The Deans of Faculties shall be a disbursing unit for personal
emoluments and execution of works as per the approved work plan.

8.14.5. The financial powers shall be classified as per Annexure 8/2.
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ANNEXURE 8/1

A. Pay Scale

Position Category Position Level Minimum Increment Maximum

President At pars";g‘eg:smet 75,160 1505 | 82,685

1 54,575 1090 70,925

Executives 2 45,785 915 59,510

3 38,700 775 50,325

4 30,990 620 40,290

Managerial and 5 27,370 545 35,545

Professional 6 23,995 480 31,195

Category 7 21,370 425 27,745

8 17,495 350 22,745

9 16,365 325 21,240

. 10 14,830 295 19,255

(S:‘;f:g“é';ory and Support 11 13,550 270 17,600

12 12,025 240 15,625

13 11,125 225 14,500

14 10,725 215 13,950

Operational 15 10,075 200 13,075

Category 16 9,155 185 11,930

17 8,505 170 11,055

. 18 8,080 160 10,480

General Service Category 19 7.695 155 10,020

(Pay Scale shall be subject to revision by the Royal Government)
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. Allowances for Executive and Management Cadre

Position Universit House Rent Contract/ Uniform
Position Level y Fixed term Allowance
Category Allowance Allowance
allowance (per month)
At par with 15,030 or Rent -
President Cabinet 15 % free 30% Nu. 3,000/ -
Secretary accommaodation if required
Registrar 1 15% 10,915 30% to wear by
profession
Dean 1 15% 10,915 30% and is not
provided in
1 15 % 10,915 NA kind.
Other
Executives 2 15 % 9,155 NA
3 15 % 7,740 NA
4 15 % 6,200 NA
Managerial S 15% 5,475 NA
and o NA
Professional 6 15% 4,800
Category 7 15 % 4,275 Ao
8 15 % 3,500 NA
9 15 % 3,275 NA
_ 10 15 % 2,965 NA
Supervisory
and Support 11 15 % 2,710 NA
Category
12 15 % 2,405 NA
13 15 % 2,225 NA
14 15 % 2,145 NA
NA
Operational 15 15 % 2,015
Category 16 15 % 1,830 NA
17 15 % 1,700 NA
General 18 15% 1,615 NA
Service NA
Category 19 15 % 1,540
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C. Allowances for Academic Cadre

. . Position University House Rent
Position Title

Level Allowance Allowance
Professor 1 15% 10,915
Associate Professor 2 15% 9,155
Assistant Professor 3 15% 7,740
Senior Lecturer 4 15 % 6,200
Lecturer 5 15% 5,475
Associate Lecturer 6 15 % 4,800
Assistant Lecturer 7 15% 4,275

D. Professional Allowances

i.  Teaching Allowance

No. of Years in Service
Position Level
(0-5) Years (6-10) Years (Above 10) Years
1 5,460 8,185 10,915
2 4,580 6,870 9,155
3 3,870 5,805 7,740
4 3,100 4,650 6,200
5 2,735 4,105 5,475
6 2,400 3,600 4,800
7 2,135 3,205 4,275
8 1,750 2,625 3,500
9 1,635 2,455 3,275
10 1,485 2,225 2,965
11 1,355 2,035 2,710
12 1,205 1,805 2,405
13 1,115 1,670 2,225
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E. Other Administrative Allowances

Position Title Administrative Phone Voucher Remarks
Allowance (per month)
(per month)
President NA Nu. 1000 As prescribed and subject
Registrar NA Nu. 500 to revision by RGOB
Dean NA Nu. 500
Director NA Nu. 500
Deputy Registrar Nu. 5,000 Additional responsibility for
oversight and
Deputy Dean Nu. 5,000 administration of respective
Department/section/unit
F. Honorariums
i. For Boards and Committees
- Honorarium
Board/ Minimum
c - Annual Non -KGUMSB KGUMSB Remarks
(il Frequency Employee Employee
(per sitting) (per sitting)
Governing Council 2 Nu. 5,000 Nu. 2 ,500 To inculcate a sense
: of accountability and
Advisory Board 1 Nu. 6 ,000 Nu. 3,000 ownership forythe
Academic Board 2 Nu. 2 ,500 Nu. 1,500 tasks/assignment

Governing Council

honorariums constitute an
accountability and ownership of the members for t

and Advisory Board

ii. Other Honorariums

important mechanism for

of KGUMSB have representations from both within
and outside Bhutan and from outside the KGUMSB set up. Therefore, the proposed

incentivization for
heir decisions and actions related thereof.

ensuring

Description Allowances Remarks

National Visiting and Guest Lecturers Nu. 1,000 per hour Up to 15 days only

International Visiting Faculty Nu. 2,000 per hour Onsite Lecturers only

Resource Person Nu. 1,000 per hour Up to 15 days only

G. Publication Allowance

i. Academic Text Books : Nu. 10,000
ii. Academic Text Chapters : Nu. 5,000
iii. Articles in the Journals : Nu. 2,000

(The allowances and honorariums shall
Government)

be subject to revision by the Royal
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O = Ordinary powers, E.O. = Extra

ANNEXURE 8/2

-Ordinary powers, and F.P. = Full powers

Sl. Power delegated Nature of President Registrar Dean/ Remarks
No. Power Director
1 Personnel & other
personnel emoluments
a. Payment of emoluments O F.P F.P F.P
b. Payments of O F.P F.P F.P
emoluments before the
last working day of the
month
c. Sanction of cash @) F.P F.P F.P Nu. 1000
handling allowance per month
d. Encashment of leave O F.P F.P F.P
e. Sanction of arrears O F.P F.P F.P
emoluments
f. Payment of salary ) F.P F.P F.P
advance
2 Sanction of honorarium E.O
3 Medical benefits
Travel & medical expense
i. Within Bhutan O F.P F.P F.P
il.  Within India E.O As per the clearance of Medical  Referral
Committee.
4 Travel
a. Official tours F.P F.P F.P
i. Within Bhutan & O F.P F.P F.P
India
ii. Other countries E.O F.P Nil Nil
b. Seminars/conferences
i. Within Bhutan & O F.P F.P F.P
India
ii. Others countries E.O F.P F.P F.P
c. Leave travel claims O F.P F.P F.P
d. Transfer benefits (TG/ @) F.P F.P F.P
Transport)
e. Travel by ineligible E.O F.P F.P F.P
modes
5 Utilities @) F.P F.P F.P
6 Rental of properties
a. Hiring of building for E.O F.P F.P F.P
Official purposes
b. Hiring O F.P F.P F.P
machinery/equipment
7 Supplies & materials ®) F.P F.P F.P
8 Maintenance of property
a. Insurance @] F.P F.P F.P
Sl. Power delegated Nature of President Registrar Dean/ Remarks
No. Power Director









































































































































































