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FOREWORD 
 

The purpose of this manual is to provide guidance for OAG staff on human resource 

management. Management and development of staff in OAG is critical.  

This manual outlines practices on recruitment, retention, retirement, career development and 

training of staff, performance management, staff health and welfare. 

The manual applies to all staff of OAG and I hope it provides a user friendly guide for the 

officers responsible for Human Resource Management as well as for staff about their 

responsibilities and entitlements as employees of OAG. 

This manual is designed in conformity with the provision of  law n° 79/2013 determining the 

mission, organisation and functioning of the Office of the Auditor General of State Finances 

(OAG),national laws and Human Resource Management- AFROSAI-E guidelines for 

Supreme Audit Institutions. 

I advise all staff to read, understand and comply with this manual. This manual will be 

updated whenever deemed necessary.  

Last but not least, I express my sincere gratitude to the working group for their efforts and  

other staff members that enabled the production of this manual. 

 

Yours sincerely, 

 

 

Obadiah R. BIRARO 

Auditor General 

 

Kigali, 

 

………………………………… 
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LIST OF ACRONYMS 
 

AG  : Auditor General  

HR  : Human Resource  

HRM  : Human Resource Management  

INTOSAI : International Organisation of Supreme Audit Institutions  

OAG  : Office of the Auditor General  

SG  : Secretary General  

RAMA :La Rwandaise d'Assurance Maladie 
 

 

http://www.shakisha.com/en/home/ads/view/669-la-rwandaise-dassurance-maladie-rama--rwanda-health-insurance-fund.html


Office of the Auditor General of State Finances 

 

 

Human Resource Management Policy 

6 

CHAPTER I: INTRODUCTION  

 

 

I.0 BACKGROUND  
                           

The Office of the Auditor of State Finances (OAG) is an independent national institution 

vested with legal personality and has financial and administrative autonomy. As such, the 

management of its staff is done according to national and international Laws, Regulations 

and Guidelines. 

  

To manage its human resources more strategically and effectively, OAG needs a Human 

Resources Management (HRM) policy. To get a HRM policy that meets the needs of OAG 

and the staff both institution and staff needs were considered as well as laws and 

regulations in force in the Republic of Rwanda.   

 

This Human Resources Policy Manual is provided as a central reference for all managers, 

supervisors and employees and applies to staff across all locations where the OAG carries 

out its work. 

 

The specific policies that follow promote the philosophy of OAG with regard to standards 

of excellence; terms of employment; employee development; and employee services.  

 

It may be necessary to change these policies from time to time to reflect changes in the 

workforce, employment trends, economic conditions and Rwandan legislation. However, 

any changes in policy will be consistent with the OAG’s approach to:  

 

 Employing talented individuals whose creativity and imagination will support and 

contribute to achieving the OAG’s business objectives; 

 Communicating OAG standards and expectations in all aspects of employment 

including performance; 

 Valuing diversity, and assure equal employment opportunity and a workplace 

where relationships are based on mutual respect; 

 Treating all staff, workers, contractors and customers in a professional, non-

discriminatory manner; 

 providing safe, effective working conditions, and; 

 providing competitive terms and conditions in our workplace market. 

 

Any Policy changes will be fully consulted on and communicated to all staff through 

normal communication channels. This Policy Manual will also be updated as necessary. 
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I.1 Policy statement 
 

The Office of the Auditor General of State Finances is committed to achieving the highest 

standards of managing effectively its human resources in view of retaining its staff:   

- by equitable treatment of staff; 

- by fostering skilled, knowledgeable and innovative staff; 

- by enabling staff to reach individual career and personal goals, as well as meet 

work-related goals; 

- by empowering staff to use their individual and combined skills and experience to 

improve OAG work by training and development. 

 

I.2 Objectives   
 

- To provide guidance on staff recruitment, retention and exit; 

- To provide for the rights, obligations, privileges, roles and responsibilities of the 

employer and employees; 

- To promote staff empowerment through innovative human resources policies, a 

team-based organisational structure and communication and decision-support 

systems which ensure all staff have the information needed for decision-making. 

- To provide performance management processes that link organisational, team and 

individual goals, identify individual training and career development needs and 

emphasise development, reinforce strengths and provide constructive feedback 

and guidance on opportunities for improvement; 

- To ensure a safe, healthy and pleasant environment for OAG staff;. 

- To provide a reward system which recognises staff achievement and commitment 

and provides incentive for future achievement; 

- To provide induction programmes that enable new staff to understand the OAG 

role and work. 

 

I.3 OAG Vision   
 

The OAG’s vision is to promote an accountable, honest and productive government 

administration. 

 

I.4 OAG Mission 
 

The OAG’s mission is promoting accountability, transparency and best practice in 

government operations as means of good governance. 

 

I.5 Organizational values 
 

The OAG has the following organizational values: 

  

• Integrity 

• Objectivity 

• Independence 

• Accountability 
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• Confidentiality 

• Public interest 

 

I.6 Organisational structure  
  

 

The Office of the Auditor General shall have and maintain an organizational structure that 

enables the Office to fulfill its Audit mandate.  

The organizational structure of Office comprises of the Auditor General who is the Head 

as stipulated in the law, deputized by the Deputy Auditor General who is the technical 

coordinator of Audit Directorates, the Secretary General who is the Head of 

Administration / Corporate Support Services, Director of Administration and Finance, and 

six (6) Audit Directorates headed by Directors.  

 

I.6.1 The OAG overall Structure  
 

                                  I.6.1.1 The OAG Team  

  

   The Strategic Management team 

 

The Office of the Auditor General shall have a strategic management team which shall be 

responsible for making strategic decisions. 

  

The strategic management team of the OAG shall comprise of;  The Auditor General, 

Deputy Auditor General, Secretary General, Directors and managers. 

 

 

I.6.2 Establishment Control  
 

The power to create and grade posts is vested in the Auditor General.  

 

The structure of the Office of Auditor General may be reviewed by the Auditor General 

after every three (3) years under the following circumstances;  

 

a) Technological advancement;  

b) Widening scope of audit;  

c) New skills requirements;  

d) Legal requirement;  

e) Organizational development.  

 

I.6.3 Change management  
 

Change processes of major and minor kinds that shall occur within the Office shall be 

actively managed and implemented by the HRM Department.  

 

I.6.4 Categories of staff  
 

The office shall have two categories of staff;  
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a) Technical staff  

 

These shall comprise of all staff engaged in the our business of the Office. 

  

b) Corporate staff  

 

These shall comprise of all staff engaged for the purpose of providing management and 

support services to the Office. 

  

I.6.5 Job descriptions and person specifications  
 

i. The structure shall specify the job description and person specification for each post.  

ii. The Head of HRM department shall develop a detailed job description and a person 

specification data bank for each post and avail copies to the respective members of staff.  

 

I.6.6 Salary structure and classification of posts  
 

The Office of the Auditor General shall have an established salary structure established 

by Presidential order. 

 

The established salary structure for all members of staff shall be fixed at an annual rate 

payable in twelve (12) equal installments.  

 

I.6.7 Salary payment  
 

i. Salary shall be paid to a member of staff during the course of executing his/her official 

duties while in employment of the Office.  

 

ii. All salary payments to a member of staff shall be paid through his or her personal 

bank account by end of every month..  

 

iii. A new member of staff before being introduced on the payroll shall provide the 

following information and documentation;  

a. A Copy of his or her appointment letter;  

b. Bank details;  

c. National Social Security Fund number;  

iv. Members of staff shall ensure that their Bank Account Titles correspond to the names 

on their appointment letters.  

 

v. Requests for changes to be made on the pay roll for the following month shall be 

received by the HRM department and the person who made the requests for changes 

shall be given feedback accordingly  

 

I.6.8 Salary deductions  
 

The Accounting Officer shall deduct any monies due to government or any other third 

party guaranteed by the Office from the employee’s salary under the following 

circumstances; 
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i. Statutory salary deductions: 

  

a) Income tax shall be automatically deducted.  

 

b) Social Security and Medical insurance contributions; The Office of the Auditor General 

shall remit its contributions for the staff on a monthly basis and the staff contributions 

shall also be automatically deducted and remitted to the competent authority.  

 

ii.  Non statutory salary deductions  

 

Non Statutory Salary deductions shall include, but are not limited to, the following;  

 

a) Making good of damage or loss of office property;  

  

b) Over payments;  

 

c) Contribution to trade unions and staff association and other commitments signed by 

the employee;  

d) Other insurances as requested and signed by the employee.  

 

 iii.  All salary deductions shall be effected through the payroll.  

 

iv. A member of staff may apply for a salary loan to a financial institution or a micro 

finance institution and shall seek approval of the Accounting Officer or person authorized 

by him or her.  

v. A member of staff shall not be disadvantaged because he or she has another loan, 

provided the aggregated monthly deduction does not exceed 50% of the monthly net 

pay.  

vi. The Office shall only guarantee salary loans and may give recommendations for any 

other loan(s).  

vii. All salary deductions shall be made with the knowledge of a member of staff except 

for statutory salary deductions.  

 

I.6.9 Withholding of salary  
 

Where a decision is taken to withhold a member’s salary, the Head HRM department shall 

be informed of the decision in writing and shall effect deletion of the affected member of 

staff from the payroll until such a time when he or she is cleared.  

 

I.6.10 Salary increment  
 

Salary increment shall be applicable only to staff appointed on permanent terms.  

 

 I.7 Competences  
 

The OAG cherishes the following competencies to be met by all staff:  
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1.7.1 Basic technical capability; Getting the job done  
 

 

 

 

 

 

1.7.2 Analytical and methodological approach; Reaching the heart of the matter. 

  
Analyzing issues to an appropriate level  

reaching sound judgments  

making defensible decisions.  

 

1.7.3 Working as a member of a team; getting the best from each other  
 

 

working as part of a team  

leading people to deliver  

elop  

 

 

1.7.4 Training and development; developing yourself 
  

developing yourself to improve performance  

maintaining professional and technical knowledge  

 

 

1.7.5 Communication; putting the message across 
  

 

 

 

 

1.7.6 Motivation and contribution = Moving the OAG forward  
 

 

 

le in challenging times.  

 

1.7.7 Customer care  
 

 

 

 

 1.8 Title 
  

This manual shall be cited as the Office of the Auditor General (OAG) Human 

Resource Manual, 2014 herein referred to as the “HR manual”.  
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 1.9 Commencement date  
 

This HR manual shall come into force on approval by the Auditor General and the 

date of approval shall be its commencement date.  

 

 1.10 Application  
 

This HR manual applies to all members of staff of the OAG.  

 

 1.11 Amendment of the HR Manual  
 

The Auditor General may with the recommendation of the Management 

Committee amend the provisions of the manual depending on the prevailing 

circumstances. 

 

 1.12 Review the Manual  
 

The HRM unit shall review the manual every after three years and submit 

recommendations to the Management Committee.  

 

 1.13 Purpose 

  

The purpose of this manual is to give guidance on matters related to the 

management and administration of human resources in the OAG.  

 

 

1.14 Equal Opportunities and Diversities  
 

The Office of the Auditor General of State Finances (OAG) is an equal opportunity 

employer. It is publicly opposed to any form of discrimination on the grounds of 

disability, sex, marital or parental status, origins, religious belief, etc in all aspects of its 

work. It promotes and values the diversity of its staff and partners, and embraces this 

principle in its programmed and organizational culture. 

 

1.14.1 Gender policy  
  

I. The Office of the Auditor General is committed to upholding the principles 

of gender equality and diversity in the areas of recruitment, selection and 

promotions, remuneration, training and staff development, deployment, 

working environment and managerial decision making.  

 

II. Diversity recognizes that people are different and involves building an 

environment where they are respected as individuals, and where their 

different qualities, experiences and contributions are valued.  

This policy underpins all other Human Resource Policies and practices regarding equal 

treatment for all in a variety of employment situation. 
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1.14.2 Guiding Principles  
 

i. Equity: Male and Female staff shall be treated equally in employment, with equal 

access to and control over resources and benefits at the work place.  

 

ii. Affirmative Action: The Office shall endeavor to take deliberate measures for 

redressing imbalances in accessing opportunities and resources.  

 

iii. Empowerment: Both male and female staff shall participate equally in planning and 

decision making processes at all levels.  

 

iv. Gender Sensitive Practices: Undertake practices which are responsive to the needs 

of both women and men employees.  

 

1.14.2 Objectives  
 

The objectives of the policy are;  

 

a. To promote gender responsive employment policies, strategies and programs which 

are in line with national and international laws, policies and guidelines.  

b. To strengthen gender mainstreaming in the Office of the Auditor General thereby 

promoting gender equality.  

c. To create a conducive work environment for both men and women.  

d. To promote healthy competition between men and women at the work place.  

 

1.15.3 Policy statement  
 

1.15.3.1 Recruitment, selection and promotions 

  

a. Job Advertisements shall encourage both men and women to apply.  

b. The interview panel shall comprise of both men and women members.  

d. Records of men and women employees eligible for promotion shall be maintained.  

e. The Office shall encourage women to attend leadership and self-assertiveness 

trainings.  

f. Promotion /Appointment mechanisms shall be gender sensitive.  

g. Affirmative action shall be applied in the recruitment, selection and promotion of 

employees.  

 

1.15.3.2 Remuneration and Conditions of Service  

a. Remuneration between men and women staff shall be based on equal pay for work of 

equal value.  

b. Conditions of service shall endeavor to meet the needs of both male and female 

employees.  

 

1.15.3.3 Training and Staff development  

a. The Office shall avail both men and women with equal access to training opportunities 

aimed at enhancing skills and employability.  
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b. Affirmative action shall be applied in the training of employees.  

c. The training needs assessments shall include both men and women.  

d. The training plan shall offer appropriate opportunities for men and women employees.  

e. A female staff member shall be allowed to travel or attend training with a breast 

feeding child at the cost of the Office.  

 

1.15.3.4 Posting and transfers  

 

a. The deployment practices of OAG shall be gender and family responsive.  

 

1.15.3.5 Working Environment 

  

a. The Office shall ensure that the work place infrastructure is friendly to male and 

female employees as well as persons with special needs.  

b. Female staff members with babies of not more than 1 year shall make arrangements 

with immediate supervisor to avail time for breastfeeding/ milk expression /feeding which 

shall not take more than one (1) hour per day.  

c. The facilities and equipment provided to male and female employees shall be of the 

same standard and quality.  

e. Meetings arranged shall take into account family responsibilities of the employees.  

 

1.15.3.6 Gender Inclusive Language  

 

a. All communications within and outside the Office shall use gender inclusive language.  

b. Use of gender insensitive language at the workplace is prohibited.  

 

1.15.3.7 Respectful Work Place  

 

The Office shall sensitize staff members on acceptable work place practices. 
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CHAP 2: SELECTION AND RECRUITMENT 
 

The OAG selects and recruits the right staff for the right jobs in accordance with laws and 

regulations in force and after assessment of OAG needs. Thus, there is recruitment when 

a working post in OAG organisational structure is vacant and included in the budget.  

 

Recruitment is done through competition. There are two kinds of competition: internal 

competition and external competition. Internal competition is done at the level of and 

within OAG when there is need to promote an existing staff member to a vacant post 

while external competition is open to all persons likely to meet requirements for 

advertised post. 

 

2.1 Procedure for manpower assessment and preparation of HR Budget  
 

2.1.1 Annual assessment – Organization chart: 
(1) Auditor General shall prepare an organization chart reflecting the staffing 

requirements of the Office. The organization chart shall be reviewed whenever 

deemed necessary. 

(2) The annual staff estimations shall broadly follow the milestones indicated on the 

medium term strategic plan for the Office. 

(3) There shall be an annual survey and review of entities to be audited so that 

staff estimations are relevant to the needs. 

 

2.1.2   Establishment Structure 
i. HR of OAG shall prepare an Establishment Structure to execute functions of OAG. 

ii. Establishment Structure shall contain details of permanent posts required for 

each Directorate and Unit of OAG,  

iii. Establishment Structure shall be in accordance with the Organisation Chart and 

shall provide the title and grade of each post.  

iv. The Establishment Structure shall not be restricted by the level of personnel 

expenditures budgeted for any financial year but shall represent the staffing 

target for the year.  

2.1.3    Nominal Rolls  
(1) The Nominal Roll shall provide details of the maximum number of staff that may 

be employed in accordance with the approved budget, the organisation chart 

and the establishment structure.  

(2) Nominal Roll shall provide the title and number of posts in each level / grade 

that shall be funded through the Government budget for the year in question.  

(3) Annual personnel budget (as discussed in para 2.1.4 below) shall be prepared 

and presented to the Parliament for approval.  

(5) The number of posts and staff included in the Nominal Roll for any financial year 

shall be determined by Organisation Chart of OAG.  

(6) Recruitment of staff shall be made only against budget provision for pay and 

allowances.  

(7) In effect, Pay roll is defined by approved Nominal Roll.  

       (8) The number of staff in a grade and overall in the Nominal Roll shall not exceed 

the numbers included in the approved Establishment Structure. 
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2.1.4 HR Budget 
 

(1) Salaries and allowances shall be budgeted based on the approved rates of pay 

and all allowances (including housing, transport allowances, lumpsum etc) 

current to that budget period. 

       (2) All authorizations for payment of salaries and allowances shall be within the 

range of the approved posts in the Nominal Roll of the year in question. 

 

 

2.2 Recruitment and Promotion Principles 
 

2.2.1 General Principles 
 

(1) Recruitment or promotion is a procedure for selection of a suitable person for 

appointment to a vacant post in OAG  

(2) Recruitment or promotion shall be exclusively dependent upon the applicant’s 

suitability for the post and shall not be decided on grounds of race, creed, sex 

or religion, etc., unless specified otherwise by the Constitution, relevant 

Government policy on gender or any other law.  

(3) Where possible, vacancies above the lowest grade shall be filled by internal 

promotion (please refer to para 2.2.2 on Internal Promotions).  

(4) Appointment, whether by recruitment or promotion shall only occur after the 

decision by the Auditor General that recruitment or promotion of staff to a 

vacant post is necessary.  

(5) In order for a post to be filled it must be vacant, have funds allocated to it in 

the budget, and be in the approved Nominal Roll.  

        (6) Probation: In all promotions from within OAG , no further probation is normally 

required. However, if any new post has special skills or special physical requirements, 

then the official or employee may be required to undergo training or orientation prior to 

taking his or her new post. 

 

2.2.2 Internal Promotions 

Promotion is an appointment to a higher level or grade and is accompanied with higher 

rank, responsibility and salary. 

a. Eligibility 

 

I. An Officer shall be eligible for promotion if he or she has the necessary 

qualifications; relevant working experience, good performance evaluation 

during his/her time in OAG ,has been confirmed and must have worked for 

OAG for at least a period of three years.  

 

II.  Where a member of staff is found suitable for promotion before completing 

the three (3) years following confirmation, the Auditor General may 

consider him or her for accelerated promotion.  

 

III. The eligibility for promotion may be based on performance of a member of 

staff, assessed in the preceding three years.  
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The following procedures are followed in recruitment process: 

 

2.2.2 Announcement of vacant positions   
 

I. The HR Manager shall analyse in consultation with Directors of various 

departments within OAG , the OAG staff needs in accordance with its strategic 

plan, organisational structure, annual operation planned budget; 

II. The HR Manager shall develop a recruitment plan by gap analysis of organisation 

structure, strategic plan, annual audit plan, and budget. 

III. The HR Manager shall develop job descriptions and person specifications: Duties 

and responsibilities- Education – Experience-Competencies (Skills & knowledge 

which reflects the doing and attitude & behaviour reflecting the being). 

IV. The management committee shall determine the need to fill the vacancy and 

make recommendations to the Auditor General for approval. 

 

 

1. Vacancy advertisement 

  

I.  All vacant positions shall be advertised either internally or externally.  

II. The management Committee shall recommend to the Auditor General the method 

of advertisement.  

 

III. The advert shall include the following;  

 

a. Advert Number;  

b. Mandate;  

c. Job Title;  

d. Job reference;  

e. Reporting arrangement;  

f. Age;  

g. Duty station;  

h. Terms of service;  

i. Minimum qualifications;  

j. Working experience;  

k. Job description;  

l. Number of copies of application;  

m. To whom application should be sent (Title, postal, address, telephone, fax, e-mail 

numbers);  

n. Dead line for submission;  

o. Specification of attachments; recent pass port photo, certified copies of academic 

documents and detailed curriculum vitae.  

 

IV. Both internal and external adverts shall be approved by the Auditor General.  

 

1. a Internal advert vs. External advertisement  
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I. Except for entry posts, all vacancies in the OAG shall be advertised internally. 

Where this internal process fails to find a suitable candidate to fill the vacancy, the 

post shall be advertised externally.  

 

II. All external advertisements shall be posted on OAG website, in at least two (2) 

local newspapers and on radio and television if possible. 

 

III.  All internal advertisements shall be posted on staff notice boards at OAG 

headquarters for five working days. In addition, a copy of the advert shall be 

posted on the OAG intranet, and all other appropriate means of communication 

may be used.  

IV. OAG shall recruitment fresh graduates annually with accounting qualifications. The 

recruits shall be less than 30 years. Every year, OAG shall request suitable 

candidates from recognised universities to apply on line.  

 

2. Receiving and Management of Applications 

 

I. All hard copy applications shall be received and acknowledged at the OAG registry 

under the supervision of HR Manager.  

II.  All electronic applications shall be received in a manner specified in the 

advertisement.  

III. It shall be the responsibility of the HR Unit to manage received applications.  

IV. Applications shall be received in five working days from the date of announcement 

of the posts  

V.  Where there are no applicants for the announced post, the Management 

Committee shall examine ways of getting the required personnel for the position. 

 

3.  Selection processes and procedures  

 

I. It shall be the responsibility of the HR Unit to preselect candidates on first 

attempt, considering the requirements stated in the advertisement then a review 

committee will be appointed by AG/SG to review the HR Unit work.  

II. The selection shall be done within 5 working days from the date of the deadline of 

submission of applications 

III. The short list shall be prepared and published on the OAG notice board  

IV. The names of shortlisted applicants shall be displayed on notice boards located at 

conspicuous places at the OAG headquarters.  

  

   4.  Examination processes  

 

I. OAG shall announce the date, time and venue from where the tests shall 

be conducted on the notice board showing the names of shortlisted 

applicants. 

 

II. Any other appropriate methods like, telephone calls, e-mail and SMS may 

be used in addition to the aforementioned method. 

 

III. All shortlisted applicants who are contacted and fail to appear for the test 

shall not be considered thereafter. 
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IV. The test shall be conducted on a working day and during working hours.  

 

V. A candidate shall be required to present his/her original national identity 

card before he/she is permitted to sit for the test.  

 

VI. A candidate shall sit for a written test and oral interview or for an interview 

only. 

 

VII. All exams shall be marked out of a hundred (100%).  

 

VIII. Examiners for all tests must be knowledgeable in matters regarding the 

vacant post. The management committee will decide whether to hire 

external examiners or to prepare the exams internally.  

 

                    4.1      Written test  

 

I. A written test shall be prepared in accordance with requirements of 

each post and shall be graded out of fifty percent (50%), of the 

total marks of all the tests.  

 

II. The written test shall be held within three (3) working days from 

the date of the announcement of the list of eligible candidates  

 

III. No candidate shall write his/her name on the answer sheet. Codes 

shall be used instead of names and they shall be kept by OAG. The 

codes and names of candidates shall be matched after the marking 

of the tests.  

 

IV. The practical test shall be classified in this category. If deemed 

necessary, the test may be done separately.  

 

V. The written test results shall be published within a period not 

exceeding ten (10) working days from the last date on which tests 

were conducted.  

 

VI. The results obtained by the candidates shall be published or 

announced on the notice board of OAG.  

 

           4.2    Oral test  

 

 

I. The oral test shall be marked out of fifty percent (50%) of the total marks 

of all the tests. Only candidates who scored at least fifty percent (50%) 

in the written test shall be eligible for the oral test.  

 

II. The oral test shall be conducted in three (3) working days after the 

publication of written test results. If any candidate appeals against the 

written results, the oral test shall be conducted after addressing the 

appeal and giving feedback to appellant in the period not more than 3 

working days.  
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III. The oral test results shall be published in a period not exceeding one (1) 

working day from the last date on which the test was conducted.  

 

IV. The results obtained by the candidates shall be published on the notice 

board of OAG.  

 

4.3 Special examination  

 

I. When the Management committee will deem it fit, it shall recommend to 

AG to conduct a single test which shall be marked out of a hundred 

percent (100%).With AG‘s approval, that special examination shall be 

conducted .  

 

 

                           4.4    Appeals  

 

I. A candidate who is not satisfied with the selection process or the 

results obtained shall appeal to the AG  in a period not exceeding 

three (3) days from the date of the announcement of the results. 

 

II. If it is evident that there is an error in summation of marks, the 

examiners shall immediately correct it.  

 

III. If the error is related to the marking procedures, the examiner shall 

be requested to review the award of marks appropriately.  

 

IV. AG shall give its ruling on the appeal in three (3) working days from 

the date of the reception of the appeal. The Auditor General may 

constitute an independent panel to review and communicate the 

verdict to the aggrieved person or complainant.  

 

 

                           4 .5   Keeping of test answer sheets  

 

The written tests answer sheet and audio- video recordings made during the oral test 

shall be kept by HR unit for a period of not less than three (3) months.  

 

 

i. Passing tests  

 

I. A candidate shall be assumed to have passed if he/she obtains at least 70% of 

marks in all tests. If no candidate obtains such a mark, the post shall be re-

announced and other tests shall be organized.  

 

II. If two candidates obtain equal marks on one given post and in case one of the 

candidates is a person with disabilities, the latter shall be given the priority.  
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III. If two candidates with disabilities obtain equal marks on the same vacant 

post, the experience shall be taken into consideration. If they have the same 

experience, the principle of gender equality shall be considered. 

 

IV. Successful candidates are informed by notice boards at the OAG 

headquarters and/ any other appropriate method like, telephone calls, e-mail, 

notice on OAG website and SMS. 

 

 

ii. Requirements to be provided by a successful candidate before 

appointment  

 

 

I. A successful candidate shall be required to present the following documents before 

effective appointment:  

 

                                  1° a detailed curriculum vitae;  

                                  2° a certified copy of the original degree;  

                                  3° one passport photo;  

                                  4° a criminal record;  

                                  5° a medical record.  

 

2.1.7 List of non appointed successful candidates  

 

I. The HR Unit shall submit to the AG/SG a list of successful candidates who 

passed the tests but were not effectively appointed. The list shall be kept 

for a period of six (6) months. The list shall be used in case the appointed 

employee leaves the post within that period.  

 

2.1.8 Appointment 

 

I. A letter of appointment is addressed by the Auditor General/SG to 

successful candidates stating in particular rate of pay and 

probation period. The appointment letter shall be in the format as 

shown in appendix 1. The scheme of service / job description 

shall be attached. 

 

II. Every new staff must sign the code of ethics. 

 

 

III.  The contract of employment is signed after six months of probation 

period   stating rights and obligations of new staff as well as of 

OAG. 

 

Terms of employment 

 

The Auditor General shall employ staff under the following terms: 

 

 

              i. Appointment on permanent terms  
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Appointment on permanent terms shall be for all members of staff after the 

successful probation period. 

 

             ii. Appointment on contract  

 

Appointment on contract shall be for a member of staff recruited on contract 

basis. 

  

             

2.1.8.2 Other employment terms  

 

2.1.8.2.1 Acting appointment  

 

I. Appointment in acting capacity shall occur under the following 

circumstances: 

 

a) When there is an existing vacancy and before such a vacancy is filled by 

a substantive holder. 

 

b) Temporary absence or leave of a duly appointed staff for more than 30  

calendar days on a continuous basis. 

 

II. The Auditor General or person authorized may appoint a member of staff 

on the advice of the Management Committee to assume the duties and 

responsibilities of a post above his or her own in acting capacity.  

 

III. Acting in any position shall not exceed six months before the post is 

substantially filled.  

 

IV.  The period referred to in (iii) above may be extended for a period not 

exceeding six months. 

 

V. A member of staff appointed to exercises interim duties beyond thirty days 

(30) shall  enjoy the financial advantages 

 

 

2.1.8.2.2 Attachment  

 

I. The Auditor General may accept staff on attachment programme on 

recommendation from other institutions.  

 

II.  Staff on attachment program shall be facilitated by their respective 

recommending institutions.  

 

2.1.8.2.3 Volunteer Appointment  

 

I. The Office of the Auditor General does not accept staff on voluntary basis.  
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2.1.8.3 Acceptance of Appointment 

 

I. Acceptance of appointment is done physically when the successful 

candidate reports at OAG ‘s office on  the date stated in the notice 

informing them the success of the exam .If within a period of 5 working 

days ,a successful candidate  does not turn up for resuming duties then the 

offer  shall be assumed that it has been rejected. 

 

II.  All members of staff appointed, irrespective of their employment terms, 

shall on first instance, report to the HR Unit which shall make all the other 

necessary arrangements.  

 

III. All new members of staff shall take the oath of member of staff of OAG 

after successfully completing his/her probation period as prescribed in 

Appendix 2.  

 

IV. The effective date of appointment of a member of staff shall be the date 

he/she assumes duty.  

 

V. In the case of an officer who has been acting in a higher post continuously 

up to the date of promotion, the effective date of appointment on 

promotion shall be the date on which the officer assumes the duty of the 

post to which she or he was appointed to act by the appointing authority.  
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CHAPTER 3: WORKING CONDITIONS AND 

REMUNERATIONS 
 

Terms and conditions include the following: 

- Induction and probation 

- Working hours  

- Salary structure  

- Subsistence and travel expenses 

- Phone allowances 

- Leaves  

- Bereavement 

- Secondary employment 

- Notice period 

- Severance & retirement benefits  

- Rewards 

.  

 

3.1 Induction and probation 
 

3.1.1 Induction  
 

I. For the purpose of inducting the OAG new staff, the latter receive the 

following at the commencement of their job: 

 

                       Documentation: 

i. All new appointees from outside OAG shall undergo an induction 

course.  

ii. Depending upon the grade, post and the job description, contents of 

Induction Program shall be decided in consultation with the Training 

unit of OAG. 

iii. Irrespective of the grade, the induction program shall cover the 

following essential aspects: 

i. Introduction to OAG, OAG Act, its vision, mission, core 

values, strategies and goals. 

ii. Advocating Code of Professional Conduct and Code of Ethics 

iii. Organisation structure of OAG and roles and responsibilities 

of different officials / employees in OAG 

iv.  Copy of the job description 

v. Employment contract 

vi. Reporting structure 

vii. Human resource management policy 

 

                         Briefings & training: 

 

- Briefing session with the Auditor General and the management Committee 

- Briefing session with the persons responsible for human resource and finance 

- Introductory audit training for auditors. 
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II. All new members of staff shall undergo a minimum of one week induction 

program on assumption of duty.  

 

III. The purpose of the induction is to orient new staff into the culture of the 

office, responsibilities and challenges of their new jobs.  

 

IV. All promoted staff shall undergo briefings session to take them through the 

expectations about a new position.  

 

 

i. Probation period  

 

I. The probation period for every new member of staff shall be six months 

starting from the date of assumption of duty. 

 

II.  The probation period shall apply to staff on first appointment on 

permanent terms.  

 

III. The Auditor General may use his discretion to waive a period of probation 

in an individual case under the following circumstances;  

 

a) In the case of confirmed Officer appointed on transfer from either  

Central or Local Government.    

    

                 b) Where the member of staff appointed has been serving on temporary  

                     terms for a period not less than six months. 

 

                 c) Where a new member of staff has proved beyond reasonable doubt that   

                     by virtue of his or her previous employment, he or she is suitable for   

                     the appointment. 

 

           IV.     During the probationary period, a member of staff shall be: 

 

a) On trial, with a view of learning his or her work and being tested so as 

to ascertain his or her suitability for retention in the Office of the Auditor 

General ;  

 

b) Under continuous observation, coaching, counselling and mentoring and 

helped to improve performance by the immediate supervisor;  

 

                     c) Given all possible facilities for the performance of his or her duties;  

d) Required to complete Staff Performance Appraisal forms by the end of 

the fifth month for assessment of his or her performance by the immediate 

supervisor who shall submit them to the Head of Department or Unit.  

           e) Under normal circumstances not to be transferred within this period; 
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 f) Not be considered for promotion or assigned duties of a higher office or 

granted leave without pay.  

                     g) Not be eligible for a long term training course.  

 

 

3.1.2.1 Extension or termination of probationary appointments  

 

I. A probation appointment of a member of staff may only be extended for justifiable 

reason(s) and shall be extended only once for a period not exceeding six (6) 

months.  

 

II.  The immediate supervisor shall make a submission to the Head of Department or 

Unit in the fifth month recommending extension of the probation period who 

will submit it to the Management Committee. The latter one is the only organ 

capable to extend the probation period. 

 

III. A member of staff who fails to fulfill the requirements for probation (with or 

without extension) shall have his or her appointment terminated by the 

Auditor General on the recommendation of the Management Committee.  

 

IV.  A probationary appointment may be terminated by either party by giving not less 

than 15 days’ notice of termination. 

 

3.2 Confirmation of appointment 
 

I. The Head of a Department or Unit shall submit the Performance Appraisal Reports 

for staff that have satisfactorily completed their probation to the HR Unit by 

the fifth month, which shall forward them to the Management Committee. 

 

II. The Management Committee shall make recommendations to the Auditor General 

within the sixth month of the probation period.  

 

III.  The Head of the HR Unit shall upon receipt of the signed confirmation letters by 

the Auditor General or person authorized, communicate to the respective 

members of staff within 10 working days.  

 

3.2.1   Working hours  
 

I. OAG recognises the importance of clarifying the expected working hours 

for all of its employees. It also recognises the importance of catering to 

specific needs of individuals and offering a range of options to staff for 

their start and finish times each working day, which can benefit both the 

employees and OAG. Such initiatives are utilized to improve work life 

balance as well as attracting new staff and retaining existing staff. 

 

II. Daily working hours at OAG are fixed at 9 hours per day; this is from 

Monday to Friday. The daily work is carried out on a unique-round basis 

per day starting from 7:00 AM to 5:00 PM with 1 hour of break extending 

from 12:00 to 1:00 PM.  
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III. All employees should attend work during the prescribed working hours. 

                     It is considered late attendance if an employee reports after the standard 

                     prescribed hours of work. 

   

IV. Each employee is responsible for ensuring that their supervisor/manager is 

contacted as soon as practicable if they will be late for work. It is vital that 

the supervisor/manager is notified of the reason why they will be late for 

work and when they anticipate arriving. It is unacceptable not to come to 

work without a valid reason for the absence. 

 

V. Every employee who reports late for duty must make up the time lost as 

directed by the supervisor/manager. It is the responsibility of the manager 

to monitor all cases of habitual irregular attendance of employees and 

report these cases to the AG. 

 

VI. OAG has a policy regarding the procedures and responsibilities for dealing 

with habitual and irregular attendance, which include such things as: 

 

 Reviewing the Attendance Record Book one hour after the start of work each day; 

 Identifying employees who are late for work; 

 Monitoring/ counselling, reporting habitual late attendees and invoking (as 

appropriate) relevant disciplinary action. 

 

VII. An employee who has habitual irregular attendance may be subject to 

disciplinary action. 

 

VIII. OAG’s policies on dealing with absenteeism include the following: 

 

 An employee must not be absent from official duty during hours of duty unless the 

employee has obtained official leave or unless, in the case of illness or emergency, 

the employee has taken all reasonable steps to inform the supervisor/manager. 

 Each employee has the responsibility to ensure that the supervisor/manager is 

contacted as soon as possible if the employee is to be away from work for the 

day/number of days, to communicate the reason for absence, and the likely 

return. 

 Except in the case of illness and emergency, an employee must never leave work 

during the hours of duty without the express permission of the 

supervisor/manager. 

 Any employee who is absent from duty or who fails to return to duty and, in either 

case, continues to be absent without permission for a period of fifteen consecutive 

working days or more shall be deemed to have forfeited office. The employee’s 

services will then be terminated on the basis of job abandonment. 

 Notwithstanding the above, if the employee subsequently satisfies the AG that 

there was a valid reason for the absence and for the failure to inform the 

supervisor/manager earlier of that reason, the AG may re-instate the employee. In 

such a case, the employee shall be deemed not to have forfeited office, but to have 

been on leave without pay from the OAG during the period of absence. 
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IX. The weekly free time is fixed at 48 consecutive hours and takes place on 

Saturdays and Sundays.  

 

X. During working hours, an employee may go out of OAG for his/her own 

purpose after seeking for permission from his/her immediate superior. A 

form completed by the employee and signed by the immediate superior 

materializes this permission as prescribed in appendix 3. When the 

employee gets back, he/she hands in the form to the personnel officer. 

 

 

3.2.2   Salary structure   
 

I. OAG employee has right to a monthly salary comprising of gross salary 

(basic salary, transport & housing allowances  and other advantages) from 

which taxes and contributions to medical insurance and social security fund  

and other deductions on her/his voluntary transfer are deducted. 

 

II. The OAG salary scheme is set by the Presidential order. 

 

III. An employee who exercises interim duties beyond thirty  days (30) has 

right to enjoy the financial advantages related to his/her working post. 

 

 

3.2.3    Subsistence and travel expenses 
 

I. Allowances are granted to OAG staffs who travel away from their office for 

job purpose. These allowances are used to cover their subsistence and 

travel expenses and are granted according to Presidential decrees 

regulating government employees’ official missions inside the country and 

on travel allowances abroad. 

 

3.2.4 Phone allowances  
 

I. Given the particular nature of OAG activities and the way its audit staff are  

spread all over the country, there is need of easy communication for a 

better coordination of work. The communication allowance for auditors is 

decided by the Management of OAG and is in line with the Ministerial 

orders regulating the communication allowances.   

 

 

3.2.5   Leaves 
 

                     Purpose  

To provide staff with defined leave for different situations. All staff 

appointed in the Office of the Auditor General shall be entitled to stay away 

from duty officially under the following arrangements. 

 

a) Public Holidays  

 

I. The Office shall observe all declared public holidays. 
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II. A member of staff shall be entitled to a day’s holiday with full pay 

on every public holiday.  

 

b) Annual leave  

 

I. The annual leave year shall run from 1 July  to 30 June and a 

member of staff is entitled to 30 calendar days annually. 

 

II. A member of staff shall indicate when he or she intends to go for 

leave in the following calendar year which shall be agreed upon with 

the supervisor and approved by the head of department or unit not 

later than 30th May.  

 

III. The supervisor shall allocate an appropriate month to any member 

of staff who fails to indicate when he or she intends to take leave as 

stated above.  

 

IV. The Head of department/unit shall submit their approved leave 

roster to the Head of the HR for consolidation and onward 

submission to the Auditor General for approval.  

 

V.  There shall be a consolidated annual leave roster for the following 

year approved by the Auditor General or person authorized not later 

than 30th June. 

 

VI. The Auditor General may request a member of staff to carry forward 

his or her leave where the workload of the Office warrants. 

However, the employee must take his/her annual leave in the first 

month of the subsequent year. 

VII. A member of staff shall not be eligible for leave while on probation 

period. However, under exceptional circumstances as may be 

approved by the relevant Director or head of unit, a leave may be 

granted.  

 

VIII. Where a member of staff joins the Office part way through the 

annual leave year, he or she will accrue the annual leave 

entitlement on pro-rata basis from the time he or she joins until the 

end of the current leave year.  

 

IX. Members of staff leaving part way through the leave year will have 

their accrued annual leave entitlement pro-rated for the proportion 

of the current leave year they have worked.  

 

Application and Approval of annual leave  

 

I. A member of staff shall apply for leave on a form specified in Appendix 4 

through the immediate supervisor and the head of department or Unit to 

the HR.  
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II.  Leave for members of staff on contract shall be approved by the Auditor 

General or person authorized.  

 

c) Compassionate leave 

 

Compassionate leave is leave, other than annual entitlement, study leave, sick leave 

and maternity leave, granted for a specific purpose subject to the discretionary 

approval of Auditor General or person authorized under, but not limited, to the 

following circumstances:  

 

i. Where a member of staff is to participate or otherwise be involved in an activity 

or event through which the public interest or national prestige will directly or 

indirectly, be served or enhanced;  

ii. Where a member of staff is proceeding to another part of Rwanda , in order to 

collect his or her children from school for the holidays or return them to school 

at the end of the holidays;  

iii. Where a member of staff suffers a personal catastrophe or tragic loss;  

iv. When a member of staff is attending to a sick member of his or her family.  

 

The Auditor General or a person authorized may grant compassionate leave to a member 

of staff but this shall not exceed 10 working days in a calendar year. 

 

The Auditor General or a person authorized may also grant compassion leave within the 

following limits: 

 

- 2 working days for the death employee’s spouse’s parents in direct first lineage; 

- 2 working days for the death of a relative in direct first lineage and a brother or 

sister in direct lineage; 

- 4 working days for the death of the employee’s spouse or his/her child; 

 

Besides that, an authorised leave of absence for 1 day maximum which is not 

deductible from the annual leave is granted to OAG employees for duly justified 

reasons. However, an employee cannot benefit from more than 10 days of an 

authorised leave of absence in one year.    

 

These leaves are granted at the time when events justifying them take place.  

 

d) Sick leave  

 

i. An employee may benefit from a leave not exceeding 30 days in the case of 

sickness or disability justified by a medical certificate issued by an authorised 

doctor.  

 

ii. However, the employee may benefit from a longer duration leave when he/she 

is not able to resume service following a medical notice by an authorised 

doctor. This duration may extend from 6 months, 9 months or 12 months 

depending on whether the employee respectively has less than 5 years, from 5 

to 10 years, or more than 10 years of service seniority at OAG. 
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iii. The sick leave is notified to immediate supervisor and personnel officer within 

3 hours after the normal job start time. A copy of medical certificate is 

submitted to the human resource manager for filing purpose within 3 days 

after the leave start. 

 

iv. Where at the end of the extended period of sick leave, the employee has not 

recovered; he or she may be retired on medical grounds.  

 

v.  A member of staff, who is retired on medical grounds on the advice of a 

certified medical practitioner, shall be paid three months basic salary in lieu of 

notice through the pay roll.  

 

vi.  A member of staff in whose house hold there is a case of a contagious disease 

or who receives a quarantine order affecting his or her household and as a 

result is unable to attend office shall continue to receive his or her full salary 

and other emoluments during this period of compulsory absence.  

 

 

e) Maternity and paternity provisions 

 

 

A female employee who gives birth shall have the right to maternity leave of twelve 

(12) consecutive weeks including at least two (2) weeks she can enjoy before 

delivery.  

 

A female employee who wishes to take her maternity leave shall submit to the 

competent authority a certificate issued by a recognized medical doctor indicating the 

presumed or exact date of childbirth before taking the leave or immediately after 

childbirth, as appropriate. 

A female employee who gives birth to a still-born baby or whose baby dies before a 

period of one month shall receive a leave of four (4) weeks from the occurrence of 

the event. 

 

A female employee who gives birth shall have the right to maternity leave of twelve 

(12) consecutive weeks including at least two (2) weeks she can enjoy before 

delivery.  

A female employee who wishes to take her maternity leave shall submit to the 

competent authority a certificate issued by a recognized medical doctor indicating the 

presumed or exact date of childbirth before taking the leave or immediately after 

childbirth, as appropriate. 

 

A female employee who gives birth to a still-born baby or whose baby dies before a 

period of one month shall receive a leave of four (4) weeks from the occurrence of 

the event. 

 

A female employee who gives birth shall be entitled to her full salary during the first 

six (6) weeks of maternity leave. She may return to work during the last six (6) 
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weeks of maternity leave and be entitled to her full salary, otherwise she shall only 

gets twenty percent (20%) of her salary. 

 

In case of birth related complications for the mother or the child which are 

ascertained by a recognized medical doctor, the competent authority shall grant to 

the mother an additional leave not exceeding one month paid at hundred per cent 

(100%) 

 

An additional leave of twenty (20) calendar days in addition to incidental leaves shall 

be granted to the father of the child when the child’s mother dies in childbirth, leaving 

behind her baby. 

 

 

When the annual leave coincides with incidental leave or maternity leave, the annual 

leave shall be suspended and resume after the incidental leave or maternity leave. 

 

Within twelve (12) months from the birth of the child and after her maternity leave, a 

female employee who gives birth shall be entitled to breastfeeding breaks of one (1) 

hour per day. However, a female employee who returns to work at the expiration of 

the first six (6) weeks of maternity leave shall be entitled to breastfeeding breaks of 

two (2) hours per day until the expiration of the last six (6) weeks of maternity leave. 

 

The statutory breastfeeding break granted to breastfeeding women shall be taken 

during working hours and must be paid for. 

 

 A male employee shall benefit from 4 working days leave for his spouse delivery.  

 

f) Study leave  

 

I. Members of staff intending to go for medium or long-term training which is 

likely to interfere with their job performance or duties shall first be granted 

study leave.  

 

II. A member of staff who wishes to be granted study leave shall submit his or 

her request together with the application for training as provided for in the 

training policy.  

 

i. Leave for Examination  

 

A member of staff whose training programme is approved and entails 

sitting for exams shall be granted 30 calendar days in a year to prepare 

and sit for the exams. This leave is different from the annual leave. 

 

 

1.2.6   Leave without pay  

 

I. Leave without pay may be granted by the Auditor General or person 

authorized under special circumstances and shall be limited to three (3) 
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months, but may be extended beyond twelve (12) months under special 

circumstances.  

 

II. A member of staff may apply for leave without pay after exhausting all the 

outstanding leave.  

 

III. A member of staff who is granted leave without pay shall immediately 

cease to enjoy any benefits until the expiry of the leave period.  

 

IV.  Prior to the commencement of the unpaid leave, a member of staff hand 

over his or her duties.  

 

1.2.7 Absence without official leave  

 

I. Unauthorized absence from duty shall be considered as misconduct and shall be 

charged to either annual leave or salary and allowances for the period of absence. 

In addition, disciplinary action may be imposed. 

  

1.2.8 Recall from Leave  

 

a. A member of staff may be recalled from leave to perform official duties by the 

Auditor General or person authorized to approve leave.  

 

b. A member recalled from leave shall be entitled to an extension of the leave 

days recalled. 

 

1.2.9 Leave records  

 

I. The HR unit shall maintain all leave records. 

 

1.2.10   Bereavement Policy  

 

I. On death of a member of staff, his or her term of service shall end and the 

death allowance which is equal to six (6) times the last gross monthly 

salary is awarded to the widow or widower and to the children; and where 

there is none of them, to legal claimants which share the amount as 

determined by law. 

 

a. Death of a member of staff  

 

I. The death of a member of staff shall be reported using the quickest means 

of communication to the head HR unit, who shall in turn inform the Auditor 

General, the Accounting Officer and the entire OAG fraternity.  

 

II. The initial notification must be followed by a detailed report containing the 

following:  

 

a) Date and time of death;  

b) Address of nearest relative;  
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c) A report by the Medical Officer, where applicable;  

d) Date and place of burial.  

 

III. The Auditor General or a person authorized shall write a condolence letter 

of a  personal and sympathetic nature to the staff member’s bereaved 

family, which shall refer to the deceased staff member’s contribution and 

the esteem in which he or she was held in the Office. 

 

IV. The Auditor General or his/her representative accompanied by other staff  

member (s)may be present during the burial ceremony. 

  

V. The Office shall provide a wreath which shall be laid by the Auditor General 

or his/her representative, on the deceased staff member’s casket. 

 

VI. OAG will pay the funeral fees for its employees who die on duty. The said 

fees cover at least the coffin purchase, grave preparation and transport of 

the dead’s remains. Fixing such fees and their related modalities shall be 

carried out in reference to the Prime Minister’s decree. 

 

b.  Loss of an immediate member of the family  

 

I. The Office of the Auditor General shall contribute to a member of staff, the  

burial expenses for loss of an immediate family member. 

 

Immediate family member for the purpose of this policy includes; a spouse, 

biological parent(s) and biological children. 

 

           2.2. 11 Secondary employment 

 

I. OAG staff is full time employees. Therefore, additional employments are 

prohibited. These include above all the following:  

 

- Political activities likely to be prejudicial to the good functioning and general 

interest of OAG as well as to maintaining its action’s objectivity; 

- Any professional, commercial or industrial activity prejudicial to the employee’s 

fulfilment of duties; 

- Any participation in the full time management or administration of a company or 

any other commercial or industrial enterprise likely to be prejudicial to the OAG 

employee’s function.  

 

 

                         2.2.12 Notice period 

 

I. OAG may also dismiss a person for poor performance or other reasons. Notice 

period shall be provided before the decision takes effect.  

 

II. If OAG wishes to dismiss an employee for reasons other than a serious fault is 

required to give a 15 days’ notice before its decision takes effect. This decision 
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must be well documented including arguments thereof and is taken after the 

employee’s explanations. 

 

III. An OAG employee who wishes to leave his/her job is required to give 30 days 

notice before his/her departure by a letter addressed to Auditor General with copy 

to his/her director and the personnel officer. Within this period, the employee 

must stay in service until decision is notified to him/her. A favourable reply is 

considered as granted at the expiry of the notice period if there is no decision 

taken and notified to him/her by a written letter.  

 

IV. Exit interviews 

 

The Human Resource unit shall hold exit interviews with staff members leaving the Office 

of the Auditor General. The exit interviews shall help learn about both the strengths and 

weaknesses of the manager and the organization if any, to help understand how best to 

satisfy and retain employees.  

 

V. Hand over process 

 

i.Before a member of staff leaves Office whether temporarily or permanently he or she 

shall hand over his or her duties to his or her 

Immediate supervisor or to the person taking over the office. 

 

ii.The outgoing member of staff shall write a hand over report which shall be signed by 

both parties and shall include, but is not limited to the following: 

- 

a)Major issues which the incoming member of staff shall be involved in for continuity; 

b)Office property that were under the custody of the outgoing member of staff; 

c)Specific assignments to be handled and any pending cases;  

iii.Where the outgoing member is handing over to the incoming member of staff, the 

handover ceremony shall be presided over by the immediate supervisor who shall receive 

a copy of the handover report. 

iv.In addition to the handover report, the outgoing staff members shall fill a clearance 

form which shall be forwarded to the Human Resoruce Manager with a copy to immediate 

supervisor and Director/Manager. The clearance form shall be in the format prescribed in 

appendix 5 

 

v.Terminal benefits if any, shall only be effected after a successful handover. 

 

vii. Severance and retirement benefits 

 

a) In case of employment or working post suppression, the employee is 

automatically released and enjoys a six (6) months’ salary with only the 

deduction of tax calculated basing on his/her last gross salary structured as 

follows: 

 

 A one (1) month’s salary for employees with at least one year but less than 

five (5) years’ in service; 

 Two (2) months ‘salary for employees with at least five years but less 10 

years’ in service; 

 three (3) months’ salary for employees with at least 10 years but less than 

15 years in service; 
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 Four (4) months salary for employees with at least 15 years but less than 

20 years in service; 

 Five (5) months salary for employess with at least 20 years but less than 

25 years’ service.  

 Six (6) months’ salary for employees with at least 25 years in service. 

 

 

b) Retirement marks the normal end of the OAG employee’s exercise of duty and 

gives the right to a retirement pension in conformity with legal provisions on 

social security matters.  

 

c) The normal age for retirement is 65 years.   

  

d) Employee who attains at least sixty (60) years of age and who has served for at 

least fifteen (15) years in public service and pays his/her contribution to the 

Rwanda Social Security Board may apply to the Auditor General for early 

retirement. 

 

viii Recognition and rewards 

 

a) Degrees and certificates obtained by an employee after studies and trainings in 

the course of his/ her career at OAG are recognised according to laws and 

regulations in force and give right to increase of basic salary according to the 

ministerial order concerning training procedures for Rwanda public servants. 

  

b) An OAG employee who, in the exercise of his/her duties, distinguishes 

himself/herself in service particularly by his/her commitment to his/her duties in 

all honesty, objectivity, neutrality and who contributes to OAG efficiency may be 

rewarded as follows: 

 

- Letter of commendation; 

- Letter of congratulations; 

- Royalty reward for an employee who has served for OAG for 5, 10, 15, 20, 25 years.  

- Reward certificate  

 

 



Office of the Auditor General of State Finances 

 

 

Human Resource Management Policy 

37 

Chapter 4: PERFORMANCE MANAGEMENT 
 

4.1. Introduction  
 

Performance management includes activities which ensure that goals are consistently 

being met in an effective and efficient manner. This requires some skills as follows: 

 

i. time management,  

ii. quality performance,  
iii. negotiating skills, 
iv. Respect for diversity, 
v. keenness to expand own skills and knowledge 
vi. being fair and respectful to juniors  
vii. gentle disciplinarian  
viii. remote supervision and monitoring  
ix. being gender sensitive  
x. exemplar of discipline, maturity, courtesy and work culture 

 

In HR area, it focuses on the feedback given throughout the year in connection with 

planning of work and all tasks that the staff perform ,the specific processes that are 

arranged in connection with performance appraisals and their documentation ,internal 

communications and management of sensitive situations . 

 

The OAG performance management comprises all the above mentioned elements. 

 

 

4.2. Appraisal Policy and its Core Principles 
 

OAG is committed to supporting every employee to reach their potential and achieve 

their personal goals, which in turn will assist the organisation to achieve its objectives. 

 

The performance appraisal policy supports the performance appraisal scheme. The 

scheme is a formal process centred on a periodical meeting of each employee and their 

line manager to discuss his/her work. The purpose of the meeting is to review the 

previous year’s achievements and to set objectives for the following year. These should 

align individual employees’ goals and objectives with organisational goals and objectives.  

 

Therefore, in OAG, after an employee has been on the job for a minimum of 90 days or a 

maximum of six months, he/she shall get first round of feedback and this feedback shall 

be a compilation of all the marks he/she had obtained on each assignment he /she did. 

There is a standardized form for managers to use.  

 

The core principles of our appraisal policy are as follows: 

1. The appraisal process aims to improve the effectiveness of the organisation by 

contributing to achieving a well motivated and competent workforce. 

 

2. Appraisal is an ongoing process with a periodical formal meeting to review 

progress. 
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3. The appraisal discussion is a two way communication exercise to ensure that both 

the needs of the individual, and of the organisation are being met, and will be met 

in the next year. 

 

4. The appraisal discussion will review the previous assignments’ achievements, and 

will set an agreed Personal Development Plan for the coming year for each 

member of staff. 

 

5. All directly employed employees who have completed their probationary period 

are required to participate in the appraisal process.  

 

6. The appraisal process will be used to identify the individual’s development needs 

and support the objectives of the Training and Development Policy.  

 

7. All staff will receive appraisal training as an appraisee, and where appropriate as 

an appraiser. 

 

8. The appraisal process will provide management with valuable data to assist 

succession planning. 

 

 

4.3. Performance Appraisal Process 
 

There are 6 steps that are followed to have a good performance appraisal process : 

 

Step one: Preparation/ Performance Planning 

 

 It is the first crucial component of any performance management process which forms 

the basis of performance appraisals. Performance planning is jointly done by the 

appraisee and also the reviewee in the beginning of a performance session. During this 

period, the employees decide upon the targets and the key performance areas which can 

be performed over a year within the performance budget which is finalized after a mutual 

agreement between the reporting officer and the employee. A performance agreement is 

completed by the employee and their supervisor/manager at the beginning of each 

financial year or after the start of employment with the OAG or as soon as possible after 

a change of position (as a result of promotion). Performance agreements are reviewed 

whenever there is a significant change in duties, or a change in supervisor /manager.   

 

Personal development plans (PDPs) are an integral part of performance agreements. 

Each employee should prepare a PDP. PDPs identify the employee’s development needs 

as agreed to by the employee and their supervisor/manager. They also set out 

opportunities that will help develop the skills, knowledge, and experience required by 

employees to meet and/or excel at their performance objectives. The supervisor/director 

submits the PDP to the HR manager. If an employee or their supervisor/director cannot 

agree on the contents of the performance agreement, the employee should raise the 

matter with the manager to the next level up to AG. 

 

Step two: Performance Appraisal and Reviewing  
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The appraisals are normally held once year with interim appraisals after each audit 

assignment and monthly for support department’s staff. The annual performance 

evaluation mark is an average of interim performance appraisals marks.  In this process, 

the appraisee first offers the self filled up ratings in the self appraisal form and also 

describes his/her achievements over a period of time in quantifiable terms. After the self 

appraisal, the final ratings are provided by the appraiser for the quantifiable and 

measurable achievements of the employee being appraised. The entire process of review 

seeks an active participation of both the employee and the appraiser for analyzing the 

causes of loopholes in the performance and how it can be overcome. This has to be 

discussed in the performance feedback section. 

  

It forms the essential basis for assessing the employee’s right to promotion from one 

level to other every two years and to annual salary increase as it is stated in OAG career 

plan. 

 

The HR manager distributes a performance evaluation form. This form contains 

evaluation criteria and respective marks for each criterion. It also contains space 

reserved for the evaluator comments. These may include general appreciation, strengths 

and weaknesses of the employee, needs for performance improvement, advices, etc. 

Another space is provided on the form for the employee’s comments on his/her 

performance evaluation.  

 All reviews must include: 

 

 Description of criteria and respective mark of each criterion and progress against 

PDP objectives; 

 Manager’s assessment against those objectives and competencies; 

 a face-to-face discussion (between the employee and the responsible 

supervisor/manager) and assessment of performance and development objectives 

against the agreed measures; 

 a performance rating to each performance objective and competency; 

consideration for unforeseen events that affected performance, especially those 

events that were beyond the employee’s control and may have hindered the 

achievement of objectives; and 

  recognition for any extra contribution to the OAG, beyond what was included in 

the performance contract. 

 

 

The performance evaluation form is completed and signed by the employee’s immediate 

superior. The immediate superior’s superior also evaluates the employee’s performance 

on a separate form but similar in contents. The employee signs on the 2 forms for 

approval. They are kept in HRM office. At the end of the year, the personnel officer 

compiles performance marks given to the employees. It is then submitted to the Auditor 

General for appreciation.     

 

Step three: Feedback on the Performance followed by personal counselling and 

performance facilitation  

 

Feedback and counselling is given a lot of importance in the performance management 

process. This is the stage in which the employee acquires awareness from the appraiser 

about the areas of improvements and also information on whether the employee is 
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contributing the expected levels of performance or not. The employee receives an open 

and a very transparent feedback and along with this the training and development needs 

of the employee is also identified.  

The appraiser adopts all the possible steps to ensure that the employee meets the 

expected outcomes for an organization through effective personal counselling and 

guidance, mentoring and representing the employee in training programmes which 

develop the competencies and improve the overall productivity. When there is a 

disagreement, it is resolved by talking about where the difference of opinion lies and 

sharing information that proves or disproves the performance of behaviour around which 

the disagreement revolves. This is made easier by an open, transparent and honest 

communication between the employee and his superior.  

  

Step four: Rewarding good performance 

 

Performance is measured against the expected performance as set out in the 

performance agreement. Outstanding is defined as superior, excellent, or distinguished. 

Therefore, outstanding performance is when an employee makes a distinguished 

contribution that stands out among others, to the accomplishment of the OAG’s overall 

objectives and goals. This is a very vital component as it will determine the work 

motivation of an employee. During this stage, an employee is publicly recognized for 

good performance and is rewarded. 

The rewards include monetary to non monetary rewards .Monetary rewards include: 

bonus, promotion. Non-monetary awards range from small merchandise awards to the 

“Employee of the Year Award”. The technical requirements are equally varied, ranging 

from certificate of appreciation to an Honour Award. 

The Employee of the Year Award is voted by all employees in making nominations for the 

award and a brief description of the employee’s eligibility for the award. These 

nominations are submitted to Management for assessment. Management is  responsible 

for assessing and selecting an employee to be recognised as the winner of the Employee 

of the Year Award.. 

Stage five: Performance Improvement Plans  

This occurs when dealing with an unacceptable performance .In this stage, fresh set of 

goals are established for an employee and new deadline is provided for accomplishing 

those objectives. The employee is clearly communicated about the areas in which the 

employee is expected to improve and a stipulated deadline is also assigned within which 

the employee must show this improvement. This plan is jointly developed by the 

appraisee and the appraiser and is mutually approved. 

The purpose of this is to ensure that: 

 

 A set of goals are established for an employee and the new deadline is  

unsatisfactory; and 

 The processes for addressing performance concerns are transparent clear and 

consistent    

 

This section sets out the OAG’s general approach to improving unacceptable 

performance. The OAG may vary this approach if the particular circumstances of the 
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issue require it. Any decision to vary the approach is made at an appropriate level and 

will be communicated to the affected employee. 

Unacceptable Performance is when an employee’s performance does not meet the 

expectations of the position and/or when an employee does not demonstrate the levels of 

competence expected of the position and as specified in the employment contract. 

In that case , a Performance Improvement Period is set in which  employees will be given 

a fair and reasonable opportunity to improve their performance, with appropriate 

assistance from the OAG, before disciplinary action is taken. 

 

 If an employee’s performance is unsatisfactory, and/or the employee is not 

demonstrating the level of competence expected from someone in their position, the 

supervisor/manager will discuss with that employee ways to bring their performance up 

to the required standard. 

 

 If problems persist, employees will be placed on to a performance improvement plan 

(PIP). 

This will involve documenting areas for improvement, establishing how performance 

could be improved (for example, through coaching, regular feedback, and/or training) 

and how progress will be monitored, and setting timeframes for performance 

improvement and reviews.  

  

If, after a period of review, an employee’s performance has not improved enough, the 

PIP will be extended and disciplinary consequences may follow if performance fails to 

adequately improve within agreed timeframes. 

 

There may be some circumstances where it is appropriate (for example, depending on 

the level of seriousness of the concerns held) to move to a disciplinary process in the first 

instance. 

 

                                   Dealing with poor Performance  

 

If, at any time, a supervisor/manager has concerns about an employee’s performance, 

the supervisor/manager should discuss this with the employee.  

 

The supervisor/manager must keep a file note of any discussions held with employees 

about performance concern. 

 

Employees should take ownership of their performance and development. Employees 

should be open to receiving constructive feedback, providing their views, and taking 

positive steps to improve their performance. 

 

In case there is continuing unacceptable Performance ,if the first PIP expired without 

improvement in the employee’s performance, the PIP shall be revised taking into 

consideration any new concerns that may have emerged. 

 

 The revised PIP should clearly define the areas of concern, set out specific and objective 

targets, note the support that will be provided (for example, coaching or training), and 

define the review processes. The revised PIP shall also give the employee a fair 
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opportunity to improve. The key change is that disciplinary consequences will follow if 

performance does not improve to the required standards within the agreed timeframes. 

The revised PIP and the potential for disciplinary consequences will all be clearly 

communicated to the employee in writing. 

 

After the employee and the supervisor/manager discuss the specific concerns raised in 

the PIP, AG shall determine if the employee’s performance has improved sufficiently and 

if any disciplinary action (for example, formal written warning) is required. Once a 

decision has been made by the AG, the decision shall be communicated to the employee 

in writing. 

 

Employees are not usually dismissed for unacceptable performance unless they have 

already received at least one written warning and have been given a subsequent 

opportunity to improve. If the employee has received at least one warning for poor 

performance and a reasonable period of review, then dismissal may be a potential 

outcome of the next disciplinary process. Dismissal for unacceptable performance is on 

notice. 

Stage six: Potential Appraisal 

Potential appraisal forms a basis for both lateral and vertical movement of employees. By 

implementing competency mapping and various assessment techniques, potential 

appraisal is performed. Potential appraisal provides crucial inputs for succession planning 

and job rotation. 
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Chapter 5: CODE OF CONDUCT  
 

5.1 Concept, Background and Purpose of the Code of Ethics 

1. The Office of the Auditor General (OAG) has deemed it essential to establish a Code of 

Ethics for its staff. 

2. The Code of Ethics is a comprehensive statement of the values and principles which 

should guide the daily work and conduct of all OAG staff. The independence, powers and 

responsibilities of OAG staff place high ethical demands on the office and the staff it 

employs or engages mainly for audit work. The code of ethics for staff in a Supreme 

Audit Institution like the OAG considers the ethical requirements of public servants in 

general and the particular requirements of auditors, including the latter having 

professional obligations. 

3. The Code of Ethics should be seen as a necessary complement, reinforcing the 

International Standards on Auditing. 

4. The Code of Ethics is directed at the individual auditor, the Auditor General, the 

Deputy Auditor General, Directors and all individuals working for or on behalf of the OAG 

who are involved in audit work and all the staff providing support services to the office.  

5. The conduct of auditors should be beyond reproach at all times and in all 

circumstances. Any deficiency in their professional conduct or any improper conduct in 

their personal life places the integrity of auditors, the OAG which they represent, and the 

quality and validity of their audit work in an unfavourable light, and may raise doubts 

about the reliability and competence of the OAG itself. The adoption and application of 

the code of ethics for OAG staff, especially auditors, is to promote trust and confidence in 

the auditors and their work. 

6. It is of fundamental importance that the OAG is looked upon with trust, confidence and 

credibility. The auditor promotes this by adopting and applying the ethical requirements 

of the concepts embodied in the key words Integrity, Independence and Objectivity, 

Confidentiality and Competence. 

Trust, Confidence and Credibility 

7. The legislative and/or executive authority, the general public and the audited entities 

are entitled to expect the OAG's conduct and approach to be above suspicion and 

reproach and worthy of respect and trust. 

8. Auditors should conduct themselves in a manner which promotes co-operation and 

good relations between auditors and within the profession. The support of the profession 

by its members and their co-operation with one another are essential elements of 

professional character. The public confidence and respect which an auditor enjoys is 

largely the result of the cumulative accomplishments of all auditors, past and present. It 

is therefore in the interest of auditors, as well as that of the general public, that the 

auditor deals with fellow auditors in a fair and balanced way. 
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9. The legislative and/or executive authority, the general public and the audited entities 

should be fully assured of the fairness and impartiality of all OAG's work.  

10. In all parts of society there is need for credibility. It is therefore essential that the 

reports and opinions of the OAG are considered to be thoroughly accurate and reliable by 

knowledgeable third parties. 

11. All work performed by OAG must stand the test of legislative and/or executive 

scrutiny, public judgements on propriety, and examination against a national Code of 

Ethics. 

Integrity 

12. Integrity is the core value of a Code of Ethics. Auditors have a duty to adhere to high 

standards of behaviour (e.g. honesty and candidness) in the course of their work and in 

their relationships with the staff of audited entities. In order to sustain public confidence, 

the conduct of auditors should be above suspicion and reproach. 

13. Integrity can be measured in terms of what is right and just. Integrity requires 

auditors to observe both the form and the spirit of auditing and ethical standards. 

Integrity also requires auditors to observe the principles of independence and objectivity, 

maintain irreproachable standards of professional conduct, make decisions with the public 

interest in mind, and apply absolute honesty in carrying out their work and in handling 

the resources (human, financial and materials) of the office. 

Independence, Objectivity and Impartiality 

14. Independence from the audited entity and other outside interest groups is 

indispensable for auditors. This implies that auditors should behave in a way that 

increases, or in no way diminishes, their independence. For this purpose, each auditor 

will sign the OAG “Individual Team member independence Confirmation” before every 

new assignment. 

15. Auditors should strive not only to be independent of audited entities and other 

interested groups, but also to be objective in dealing with the issues and topics under 

review. 

16. It is essential that auditors are independent and impartial, not only in fact but also in 

appearance. 

17. In all matters relating to audit work, the independence of auditors should not be 

impaired by personal or external interests. Independence may be impaired, for example, 

by external pressure or influence on auditors; prejudices held by auditors about 

individuals, audited entities, projects or programmes; recent previous employment with 

the audited entity; or personal or financial dealings which might cause conflicts of 

loyalties or of interests. Auditors have an obligation to refrain from becoming involved in 

all matters in which they have vested interest. 

18. A member of the OAG staff should not personally take part in the conduct of the audit 

of an entity if he/she has, during the period upon which the audit is to be done, or at any 
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time in the two years prior to the first day thereof, been an officer (other than auditor) or 

employee of that entity. 

19. A member of the OAG staff should not accept a position with a former audit client 

unless at least two years have elapsed since that auditor was involved with the audit. 

20. There is need for objectivity and impartiality in all work conducted by auditors, 

particularly in their reports, which should be accurate and objective. Conclusions in 

opinions and reports should, therefore, be based exclusively on evidence obtained and 

assembled in accordance with the relevant auditing standards. 

21. Auditors should make use of information brought forward by the audited entity and 

other parties. This information is to be taken into account in the opinions expressed by 

the auditors in an impartial way. The auditor should also gather information about the 

views of the audited entity and other parties. However, the auditors' own conclusions 

should not be affected by such views. 

Conflict of interest 

22. When auditors are permitted to provide advice or services other than audit to an 

audited entity, care should be taken that these services do not lead to conflict of interest. 

In particular, auditors should ensure that such advice or services do not include 

management responsibilities or powers, which must remain firmly with the management 

of the audited entity. 

23. Auditors should protect their independence and avoid any possible conflict of interest 

by refusing gifts or gratuities which could influence or be perceived as influencing their 

independence and integrity. 

24. Auditors should avoid all relationships with managers and staff in the audited entity 

and other parties which may influence, compromise or threaten the ability of auditors to 

act and be seen to be acting independently. 

25. Auditors should not use their official position for private purposes and should avoid 

relationships which involve the risk of corruption or which may raise doubts about their 

objectivity and independence. 

26. Auditors should not use information received in the performance of their duties as a 

means of securing personal benefit for themselves or for others. Neither should they 

divulge information which would provide unfair or unreasonable advantage to other 

individuals or organisations, nor should they use such information as a means for 

harming others. 

27. Staff should not accept payment for work related to their official duties, or is carried 

out in official time.  

28. Any fee or payment for private work must be surrendered to the Office if the 

preparation or execution of the work is undertaken in official time, as should any fees for 

speeches or lectures given in an official capacity. Any travel, accommodation or meals 
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provided in connection with such events must be normal and reasonable in the 

circumstances.  

Professional secrecy 

29. Auditors should not disclose information obtained in the auditing process to third 

parties, either orally or in writing, except for the purposes of meeting OAG statutory or 

other identified responsibilities as part of the office's normal procedures or in accordance 

with relevant laws. 

Competence 

30. Auditors have a duty to conduct themselves in a professional manner at all times and 

to apply high professional standards in carrying out their work to enable them to perform 

their duties competently and with impartiality. 

31. Auditors must not undertake work they are not competent to perform. 

32. Auditors should know and follow applicable auditing, accounting, and financial 

management standards, policies, procedures and practices. Likewise, they must possess 

a good understanding of the constitutional, legal and institutional principles and 

standards governing the operations of the audited entity. 

Professional Development 

33. Auditors should exercise due professional care in conducting and supervising audits 

and in preparing related reports. 

34. Auditors should use methods and practices of the highest possible quality in their 

audits. In the conduct of audits and the issue of reports, auditors have a duty to adhere 

to basic postulates and generally accepted auditing standards. 

35. Auditors have a continuous obligation to update and improve the skills required for 

the discharge of their professional responsibilities. 

36. Staff should report the results of any disciplinary procedures or reprimands issued by 

professional bodies. Staff investigated by their institute for allegations of misconduct or 

malpractice should also make the existence of these investigations known to the OAG.  

37. Staff must inform the OAG if they are arrested and refused bail, or if they are 

convicted by a court of any criminal offence (except a traffic offence with a non-official 

vehicle, for which the penalty does not include imprisonment or disqualification from 

driving).  

38. Staff are also obliged to report any civil actions they are subject to as a result of 

professional or business activities where a court has found against them.  

Compliance with existing law 
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 39. In the execution of his/her duties, any staff of the OAG may either commit an act or 

omit to do so in violation of the law or regulations; ignorance of the law duly published is 

no defence.   

 

40. Each staff member is supposed to have up-to-date information regarding new laws 

and regulations that govern his/her action, omission and behavior in the discharge of 

their duty. 

 

 

General conduct and appearance 

 

Politeness and courtesy 

 

41. Politeness is required. In their day to day activities, staff must treat with respect and 

politeness the clients, their colleagues and the public in general.   They must, in all 

circumstances, show courtesy in their everyday behaviour. 

 

Physical appearance 

42. Staff of the Office of the Auditor General must take care of their physical appearance. 

They must especially observe decency in dressing and general personal out look at work 

and in public.  

 

Alcohol and drugs 

43. The consumption or utilisation of alcohol or drugs is prohibited in offices, either in the 

premises of the Office of the Auditor General or in the premises of the client. Non-

compliance with this obligation is considered as a serious offence against this Code. 

 

44. Staff must refrain from taking alcohol and drugs in the work place since this affects 

the discharge of the duties entrusted to them, disturbs the client and/or their colleagues, 

and generally damages the image of the office of the Auditor General. 

 

Enforcement of the Code 

 

45. The Disciplinary Committee of the Office of the Auditor General does the follow-up of 

the enforcement of this Code. This Committee is composed of staff of various categories. 

 

46. The Disciplinary Committee gives the authentic interpretation of the provisions of this 

Code if necessary.  

47. Before taking a decision on the violation of this Code, the Disciplinary Committee first 

accords a hearing to the staff accused of violating the Code.   

 

48. A member of the disciplinary committee should not participate in disciplinary 

deliberations where he/she is subject. 
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5.2 Work ethics  
 

5.2.1 Attendance to duty  

 

i. A member of staff shall observe the official working days in accordance with the 

regulations and shall always be available for official duty when called upon.  

ii. A member of staff shall perform his or her duty in a manner that conveys 

professionalism, respect and conforms to morally accepted standards.  

iii. A member of staff shall commit working hours to official duties.  

iv. A member of staff in the position of authority shall exercise such authority with due 

diligence and trust and shall demonstrate a high standard of performance of duty and 

conduct.  

v. A member of staff shall not hold two appointments concurrently and shall not draw 

more than one salary from public funds.  

vi. A member of staff shall be results-oriented and committed to the performance of his 

or her duties.  

vii. A member of staff shall exhibit high standards of performance that customers can 

reasonably expect.  

 

5.2.2 Working Hours and Time Management  

 

i. Unless otherwise stated, the official working hours are:-  

 

Monday – Friday:  

Morning 7.00 a.m – 12.00 p.m  

Lunch time 12:00 p.m – 1.00 p.m  

Afternoon 1.00 p.m – 5.00 p.m  

 

ii. A member of staff shall have strict regard to the working hours. He or She  shall not 

come late to work and on official functions, without reasonable cause.  

iii. Staff shall be notified individually by Auditor General or a person authorized by him or 

her if they are required to work outside the usual arrangements.  

iv. A member of staff shall not leave the office during office hours for personal reasons, 

unless, it is an emergency. Where it is necessary for a staff member to leave he or she 

shall obtain prior permission from the immediate supervisor.  

v. A member of staff shall endeavor to accomplish planned activities on time.  

vi. A member of staff shall desist from engaging in behavior or conduct that disrupts or 

interferes with the work of other officers, such as:-  

a) Being lazy and idle at work.  

 

b) Full time reading of newspapers, keeping the radio loud as to disrupt concentration, 

playing computer games or surfing the internet irresponsibly. The only exceptions are 

training related television and video programs, Video Conferencing, Open and Distance 

Learning  

c) Transacting private business in office and during office hours.  

 

d) Engaging in gossiping during working hours.  
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5.2.3 Absence from duty  

 

A member of staff shall seek and obtain permission from his or her supervisor to be 

absent from duty. Permission shall not be unreasonably denied or granted. 

 

5.2.4 Sexual Harassment  

 

i. A member of staff shall avoid unethical and unbecoming behavior such as use of rude, 

abusive and obscene language, indecent dressing and sexual suggestive gestures which 

constitute sexual harassment.  

ii. A member of staff shall not subject others or be subjected to conduct of a sexual 

nature affecting his or her dignity, which is unwelcome, unreasonable and offensive to 

the recipient.  

iii. A sexually suggestive and offensive behavior may manifest itself in the following 

forms:  

 

a) A member of staff forced to choose between acceding to sexual demands or losing job 

benefits (sexual blackmail).  

b) Verbal and non-verbal sexually offensive behavior exhibited by colleagues (or even 

clients).  

c) Unwanted and deliberate physical conduct. 

 

iv. A member of staff who is subjected to sexual harassment shall lodge a complaint to 

the Auditor General. 

v. A member of staff who has lodged any complaint regarding sexual harassment using 

the complaints procedure in (iv) above shall not be victimized.  

 

 Customer Care  

A member of staff shall serve customers with fairness, transparency, promptness, clarity, 

respect and courtesy with a view to ensuring customer satisfaction and enhancing the 

image of the Office of the Auditor General. Therefore, a member of staff shall:-  

i. Serve every customer in a professional manner;  

ii. Not discriminate or harass any customer and ensure that the services are available and 

applied equally to all;  

 

iii.Accord courtesy, empathy and fairness to all customers with special attention to 

persons with disabilities, the aged, sick and expectant mothers;  

iv. Respond to all customers’ requests with promptness and clarity;  

v. Uphold teamwork and advance the public good for efficient service delivery.  

 

Communication of Information  

 

2. Secrecy and Confidentiality  

 

A member of staff is a custodian of official information that comes into his or her 

knowledge in the course of his or her duty in the Office of the Auditor General. The 

release of such information must be guided by the laws relating to the rights of access to 

information.  
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A member of staff shall maintain secrecy and confidentiality of official information even 

after he or she has left the Office of the Auditor General. Such information shall not at 

any point in time be used against the Office.  

A member of staff shall refrain from making reckless statements that may injure the 

reputation of the Office of the Auditor General. 

 

3. Publishing of official information  

 

A member of staff shall not publish any official information in any document, article, 

book, play, film or otherwise without the explicit permission of the Auditor General.  

A member of staff who acquires proprietary or assigned rights in a Patent, Copyright, or 

Trademark shall notify the Auditor General in writing to that effect.  

 

4. Communication to the Media 

  

 A member of staff shall not communicate with the media on issues related to work or 

official policy except with the permission of the Auditor General.  

 

Official information may be released to the media by officers who have been authorized 

to do so in accordance with the laid down procedures.  

 

5. Anonymous Communication  

 

A member of staff is prohibited from writing or disseminating anonymous and malicious 

letters and printing of graffiti intended to demean the image of the Office, the Auditor 

General, a member of staff, or any other person. 

  

6. Use of official information for personal gain  

 

A member of staff shall not use official information acquired in the course of performance 

of official duties to advance personal gain. 

 

7. Removal, destruction or altering of records  

 

A member of staff shall not, without the permission of the person immediately in charge, 

willfully remove, destroy or alter public records from the Office or a section to which they 

belong or from any other Office premises. 

 

Acceptance of favours, honours, gifts, or remunerations  

 

Gifts  

i. A member of staff or any member of his or her family shall not solicit or accept 

valuable gifts, presents, hospitality gratuity or favor or other benefits, if he or she has 

reason to believe that the acceptance of such gifts, presents and other benefits is bound 

to influence his or her judgment or action in a matter that he or she is handling or will 

handle in future.  

ii. A member of staff shall not give such gifts to influence the judgment or action of 

another person in his or her favor.  
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iii. A member of staff who, in the course of discharging his or her duties, receives any 

gifts or other benefits exceeding the value of Frw 100,000 shall disclose that gift or 

benefit to his or her supervisors and shall be treated as a gift or donation. 

iv. A member of staff may accept or give a gift where the gift is in the nature of a 

souvenir or ornament and does not exceed five currency points in value.  

v. A member of staff may accept a personal gift or donation from a relative or a personal 

friend to such an extent and on such occasion as is recognized by custom.  

 

 Bribes 

  

A member of staff who in his or her personal or official capacity, demands, accepts or 

gives any bribe or is an agent of any person who intends to influence him or her or 

another officer commits an offence.  

3.8.3 Identity cards  

All members of staff shall have their Office identity card conspicuously displayed during 

working hours in the office  

 

Participation of staff members in political activities  

 

i. A member of staff may participate in politics within the provisions of the law, rules and 

regulations. However a member of Staff shall avoid the following while carrying OAG 

duties:-  

a) Engaging in active politics.  

b) Canvassing political support for candidates.  

c) Participating in public political debates.  

d) Displaying party symbols  

 

ii. Where the conduct of a member of staff is found to be inconsistent with (i) above, the 

relevant laws and regulations shall apply.  
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CHAPTER 6: DISCIPLINARY PROCEDURES  
 

6.1. Scope 

 

The breach by OAG employee of duties assigned to him/her constitutes a disciplinary 

fault which, following its seriousness, must be punished by one of the penalties provided 

below. 

 

The OAG  Disciplinary Procedure will be used only when necessary and as a last resort. 

Where possible, informal and/or formal counselling or other good management practice 

will be used to resolve matters prior to any disciplinary action being taken. The procedure 

is intended to be positive rather than punitive but takes cognisance of the fact that 

sanctions may have to be applied in some circumstances. 

 

Every action relating to disciplinary procedure is obligatorily done in writing. No 

disciplinary sanction can be pronounced without the concerned person having the 

possibility to present in writing his/her means of defence. No sanction can be effective for 

the period prior to its pronouncement. An employee can discuss any part of this policy 

with their Union Representative or their Line Manager. They can help clarify an 

employee’s rights as well as give guidance and support where it may be needed.  

 

OAG disciplinary sanctions are divided into 2 categories: 1st category sanctions deal with 

less serious faults while 2nd category sanctions deal with most serious faults.  

 

First category sanctions are: warning and reprimand. 

 

A warning sanction is imposed by the Auditor General or the person delegated by the 

Auditor General. 

 

Second category sanctions are suspension for a period of 3 months maximum without 

being paid, delay in promotion and exclusion. 

 

The sanctions of the 2nd category are imposed by the Auditor General after taking into 

account views from the OAG disciplinary committee.   

 

An employee who considers himself/herself prejudiced, has the right to introduce an 

appeal to the Auditor General or to the OAG disciplinary committee within 30 days of 

written notification of the disciplinary decision.  A ruling must be given within 30 days 

from receipt of the request, beyond which the queried decision is null and void.   

 

All documents related to a disciplinary action are kept on the employee’s file.   

 

 

6.1. 1.Suspension 
 

It is one of the second category sanctions. It will be applied for a period of 3 months 

maximum. Suspension is not disciplinary action. The purpose of suspension is manifold 

and can be used when it is necessary to remove a member of staff from the workplace 

pending an investigation for example, to allow time for a 'cooling down period' for both 
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parties, for their own or others protection, to prevent them influencing or being 

influenced by others or to prevent possible interference with evidence. Only the AG has 

the authority to suspend an employee.  

 

An employee suspended from duty will receive written confirmation within three days 

showing the following: 

 

 the reason for the suspension  

 the date and time from which the suspension will operate.  

 the timescale of the ongoing investigation.  

 

6.1.2. Delay in promotion 
  

It is one of the second category sanctions. Delay in promotion is disciplinary action. It will 

be applied when it will be found necessary after the investigation done found the 

employee guilty of the fault. Management shall decide if the fault done falls under this 

category .The final decision shall be taken by AG. 

 

6.1.3. Expulsion  
 

This is the final sanction .It is applied in the case of gross misconduct.  

 

Examples of Gross – Misconduct 

 

Listed below are examples of misconduct which may be considered to be Gross 

Misconduct and may warrant a Final Warning, Demotion or Dismissal (Expulsion). It is 

stressed however that this list is not exhaustive and that on all occasions a full and 

proper investigation must take place prior to the issuing of a Final Warning, Demotion or 

Dismissal. 

 

 Theft, including unauthorised possession of OAG property.  

 Breaches of confidentiality, prejudicial to the interest of the OAG,  

 Being unfit for duty because of the misuse/consumption of drugs or alcohol.  

 Refusal to carry out a management instruction which are within the individuals 

capabilities and which would be seen to be in the interests of the OAG.  

 Breach of confidentiality / security procedures.  

 Physical assault, breach of the peace or verbal abuse.  

 False declaration of qualifications or professional registration.  

 Failure to observe OAG rules, regulations or procedures.  

 Wilful damage of property at work.  

 Incompetence or failure to apply sound professional judgement.  

 

6.2 Counseling 
 

Counselling is an attempt to correct a situation and prevent it from getting worse without 

having to use the disciplinary procedure. Where improvement is required, the employee 

must be given clear guidelines as to: 

 

 what is expected in terms of improving shortcomings in conduct or performance  

 the time scales for improvement  
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 when this will be reviewed  

 the employee must also be told, where appropriate, that failure to improve may 

result in formal disciplinary action.  

 

A record of the counselling should be given to the employee and a copy retained in their 

personnel file. It is imperative that any counselling should be followed up and 

improvements recognised and recorded. Once the counselling objectives have been met, 

any record of the counselling will be removed from the employees file. 

 

If during counselling it becomes clear that the matter is more serious, then the discussion 

should be adjourned, and pursued under the formal disciplinary procedure. 

 

6.2.1.Procedure for Formal Investigation 
 

1. Formal investigations should be carried out by the most appropriate manager who 

is not directly involved with the incident being investigated. This manager may 

involve others to assist with the investigation process. All the relevant facts should 

be gathered promptly as soon as is practicable after the incident. Statements 

should be taken from witnesses at the earliest opportunity. Any physical evidence 

should be preserved and/or photographed if reasonable to do so. 

 

2. A report should be prepared which outlines the facts of the case. This should be 

submitted to the appropriate senior manager / Director who will decide whether 

further action is required. Where appropriate, this report may be made available 

to the individual and their representative. 

 

3. In most circumstances where misconduct or serious misconduct is suspected, it 

will be appropriate to set up an investigatory hearing. This would be chaired by 

the appropriate Senior Manager / Director, who would be accompanied by another 

manager. The investigating manager shall be requested to present his/her 

findings in the presence of the employee who has been investigated. Witnesses 

shall be called at this stage, and the employee (or their representative) allowed to 

question these witnesses. The employee has a right of representation at this 

hearing. 

 

4. Following the full presentation of the facts, and the opportunity accorded to the 

employee to state his side of the case, the hearing shall be adjourned, and 

everyone would leave the room except the senior manager / Director hearing the 

case, and the other manager. Discussion of the case and deciding  which of the 

following options is appropriate shall be made: 

 

 take no further action against the employee 

 recommend counselling for the employee 

 proceed to a disciplinary hearing 

 

5. All parties shall be brought back, and informed as to which option has been 

chosen. Should the decision be taken to proceed to a disciplinary hearing, then 

this may follow on immediately from the investigatory hearing if the following 

criteria have been met: 
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 the employee has been informed by letter that the investigation may turn into a 

disciplinary hearing, and that he has the right of representation  

 he has been told in advance what the nature of the complaint is, and had time to 

consult with a representative  

 all the facts have been produced at the investigatory hearing, and the manager / 

Director is in a position to decide on disciplinary action.  

 the manager should inform the employee and their representative that the 

hearing would now become a formal disciplinary hearing, and invite them to say 

anything further in relation to the case.  

 

6. It may be appropriate at this point to adjourn proceedings, whilst necessary 

arrangements are made for a representative to attend the hearing at the request 

of the employee. 

 

7. Should anyone who is subject to disciplinary action resign during the course of it, 

the action will cease unless there are extenuating circumstances which require it's 

continuance. The subject of the discipline may also request that the disciplinary 

action continue. 

 

6.3. Warnings 
 

6.3.1 Examples of Minor Misconduct 
 

Below are listed examples of misconduct which may warrant either a Verbal Warning or a 

First Written Warning. It is stressed however that this list is not exhaustive and that on 

all occasions a full and proper investigation must take place prior to the issue of a 

warning. 

 

 Persistent lateness and poor time-keeping.  

 Absence from work, including going absent during work,without valid reason, 

notification or authorisation.  

 Smoking within unauthorised areas.  

 Failure to work in accordance with prescribed procedures.  

 Incompetence.  

 Unreasonable standards of dress or personal hygiene.  

 Failure to observe OAG regulations and procedures.  

 Spending working hours on the social media 

 Excessive time talking on phone during working hours. 

 

6.3.2 Verbal Warning 
 

A Verbal Warning is appropriate when it is necessary for the manager in charge to take 

action against an employee for any minor failing or minor misconduct. 

 

6.3.3 First Written Warning 

 

A First Written Warning is appropriate when: 
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 a verbal warning has not been heeded and the misconduct is either repeated or 

performance has not improved as previously agreed.  

 an offence is of a more serious nature for which a written warning is more 

appropriate.  

 the recurrence or accumulation of an offence/offences, if left, will lead to more 

severe disciplinary action.  

 

6.3.4 Final Written Warning 
 

A Final Written Warning is appropriate when: 

 

 an employee's offence is of a serious nature falling just short of one justifying 

dismissal.  

 an employee persists in the misconduct which previously warranted a lesser 

warning.  

 

6.3.5 Downgrading or Transfer to another Post 
 

This action is appropriate when: 

 

 previous attempts, via the disciplinary procedure, to rectify a problem have failed 

and this is a final attempt to solve a problem without having to dismiss an 

employee.  

 an employee is considered by the Manager of the department to be incompetent 

or otherwise unfit to fulfil the duties for which he is employed but where dismissal 

is not thought to be appropriate.  

 

6.3.6 Dismissal 
 

Dismissal is appropriate when 

 

 an employee's behaviour is considered to be Gross Misconduct.  

 an employees misconduct has persisted, exhausting all other lines of disciplinary 

procedure.  

 

6.3.7 Time Scales for the expiry of Warnings 
 

Warnings issued to employees shall be deemed to have expired after the following 

periods of time. 

 

 Verbal Warnings: 6 months  

 First Written Warnings: 12 months  

 Final Written Warnings: 18 months (or as agreed and recorded at the hearing)  

 

These time scales remain provided that during that period, no further warnings have 

been issued in respect of the employee's conduct. 
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6.3.8 Letter of Warning 
 

All Warnings must contain the following information 

 

 The letter must be issued within 7 days of the date of the disciplinary hearing.  

 The nature of the offence and where appropriate, that if further misconduct 

occurs, more severe disciplinary action will be taken.  

 The period of time given to the employee for improvement.  

 The employees right to appeal to the manager directly above that of the one 

issuing the warning.  

 A copy of the warning and any supporting documentation must be attached to 

the individuals personnel file.  

 The employee must also receive a copy of the warning which in the case of 

any written warning will be sent to their home address by recorded delivery if 

not handed to them in person.  

 In the case of a final written warning, reference must be made to the fact that 

any further misconduct will lead to dismissal, and that the employee has the 

right of appeal, and to who they can make that appeal.  

 

The letter confirming dismissal will contain the following information: 

 

 The reason for dismissal and any administrative matter arising from the 

termination of their employment.  

 The employees right of appeal and to whom they should make that appeal  

 

6.3.9 Appeals 
 

Every employee has the right to appeal against the outcome of a disciplinary hearing. 

The basis of an appeal should normally relate to one of the following areas: 

 

 that the institution's Procedure had not been followed correctly.  

 that the resulting disciplinary action was inappropriate.  

 that the need for disciplinary action was not warranted.  

 that new information regarding disciplinary action has arisen  

 

An appeal should be put in writing to the HR Department. The letter of appeal may be 

constructed by the employee or their representative. The letter should contain the 

grounds for appeal and should be lodged within 10 days of receipt of the warning / 

dismissal letter. 

 

An appeal will be arranged within 20 working days of receipt of the appeal letter. 

 

6.3.9.1 Appeals against Verbal and First Warnings 

 

In the case of verbal and first warnings, the appeal will be heard by the manager next in 

line to the one who issued the warning. 

 

6.3.9.2 Appeals against Downgrading, Final Warnings and Dismissal 
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The hearing and determining of appeals against final warnings and dismissal will be heard 

by the appropriate Director or Auditor General. They may also involve another senior 

manager / Director not previously involved with the case. 

 

When dealing with an appeal against a Final Warning or Dismissal written statements of 

case may be submitted no later than 2 days prior to the date of Appeal Hearing. No 

additional written evidence will be admitted by the Appeal Committee on the date of the 

Hearing. 

 

Witnesses may be required by either party at an appeal hearing, dependent upon the 

circumstances and nature of the case. However, there is no specific obligation on either 

party to produce a witness. Either party must give 5 days prior notice that they intend to 

call specific persons involved or associated with the case under consideration. 

 

It is the responsibility of the management representative and for the appellant to each 

arrange for the availability and attendance of any witness they wish to call. 

 

6.3.10 Grievance /Conflict Management  

6.3.10.1 Definition  

A conflict can be described as a disagreement that is fuelled by energy from the ideas of 

the participants, who believe that the outcomes will influence their lives ,their 

opportunities and/or their efficiency /effectiveness .A thorough professional disagreement 

can also result in a conflict . 

OAG is committed to the highest possible standards of openness, probity and 

accountability. In line with this commitment, staff members with serious concerns about 

any aspect of OAG work are encouraged to come forward and express them.  

 

A serious concern is defined as follows: 

- anything against the OAG policies. 

- anything falls below established standards of practice. 

- anything amounts to improper conduct, including something that is believed to be : 

o Against the law; 

o  A health and safety risk; 

o Corruption or unethical conduct; 

o Abuse of clients. 

o  

- The concern must be treated in confidence and every effort is made to protect the 

identity of the employee raising the concern if she/he so wishes.  However, the 

employee may be required at the appropriate time to provide a statement or act as a 

witness. Concern expressed anonymously is normally not investigated unless the 

Auditor General thinks there is sufficient evidence to proceed.  

 

- The employee concerned is assured that no disciplinary action is taken against 

him/her in case his/her concern is not confirmed by investigation unless it is 

considered that he/she has raised a concern frivolously, maliciously or for personal 

gain 
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Time scales have been fixed to ensure that grievances are dealt with quickly, however 

these may be extended if it is agreed upon by both parties. 

 

This procedure is not intended to deal with: 

 

1. Dismissal or disciplinary matters which are dealt with in a separate procedure. 

2. Disputes, which are of a collective nature and which are dealt with in a separate 

procedure. 

 

1. Stage 1 
 

An employee who has a grievance, should raise the matter with his line manager / 

supervisor immediately either verbally or in writing. If the matter itself concerns the 

employees immediate manager, then the grievance should be taken to their superior. 

 

If the manager is unable to resolve the matter at that time then a formal written 

grievance should be submitted. The manager should then respond within 2 working days 

(i.e. the managers normal working days) to the grievance unless an extended period of 

time is agreed upon by both parties. The response will give a full written explanation of 

the mangers decision and who to appeal to if still aggrieved. 

 

2. Stage 2 
 

In most instances the OAG would expect the managers' decision to be final and for the 

matter to come to a close. However, in some circumstances the employee may remain 

aggrieved and can appeal against the decision of the manager concerned. 

 

The appeal, to the manager next in line, must be made within ten working days of the 

original response to the employees grievance. The appeal must be in writing and contain 

the original formal Grievance. This manager will attempt to resolve the grievance. A 

formal response and full explanation will be given in writing, as will the name of the 

person to whom they can appeal if still aggrieved, within 7 days. 

 

Where the 'next in line' manager at this stage is the Director with responsibility for the 

employees function, then the grievance should immediately progress to stage 3. 

 

3. Stage 3 
If the employee remains aggrieved there will be a final level of appeal to the AG. This 

appeal must be made in writing, enclosing a copy of the original Formal Grievance letter, 

to the AG within ten working days of receipt of the Stage 2 response. The AG will arrange 

and hear the appeal with OAG disciplinary committee composed of  Director, Legal 

Advisor, Team Leader, one support staff, senior auditor, Auditor, junior auditor,Assistant 

Auditor & HR Manager takes appropriate action and respond formally with a full 

explanation within 20 working days. 

 

Where a grievance is raised against a Director then the grievance will be heard by the 

AG. 

There is no further right of appeal. Where however both parties agree that there would 

be some merit in referring the matter to a third party for advice, conciliation or 

arbitration, arrangements will then be made to find a mutually acceptable third party. 
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Using mediation 
 

An independent third party or mediator can sometimes help resolve grievance issues 

before it is necessary to invoke the formal procedure. Mediation is a voluntary process 

where the mediator helps two or more people in dispute to attempt to reach an 

agreement. Any agreement comes from those in dispute, not from the mediator. The 

mediator is not there to judge, to say one person is right and the other wrong, or to tell 

those involved in the mediation what they should do. The mediator is in charge of the 

process of seeking to resolve the problem but not the outcome.  

 

Mediation is not part of OAG ’s formal grievance procedure. However if both parties agree 

to mediation, then the grievance procedure can be suspended in an attempt to resolve 

the grievance through that route. If mediation is not successful, then the grievance 

procedure can be re-commenced. 

 

6.3.11 Prevention of bullying and harassment  
 

The OAG views harassment and bullying in the workplace as unacceptable behaviour. 

Employees have the right to expect a safe working environment and to know that 

harassment and bullying will not be tolerated. 

 

Bullying tends to be behaviour that is repeated and carried out with a desire to exert 

dominance and an intention to cause fear and distress.  

 

Harassment is unwanted and unwarranted behaviour that a person finds offensive, 

intimidating, or humiliating and is repeated, or significant enough as a single incident, to 

have a detrimental effect on a person’s dignity, safety, and well-being. It can involve 

spoken, written, or visual material or a physical act. 

 

Bullying and harassment can occur between a supervisor/manager and an employee, 

between co-workers, and by an employee towards a supervisor/manager. 

 

Bullying and harassment in the workplace are viewed as unacceptable behaviour, and 

they 

will not be tolerated as employees have the right to a secure and safe workplace. 

Complaints will be treated seriously and will be investigated in a sensitive and fair 

manner. 

 

 All employees have a responsibility to ensure that their behaviour is not offensive to 

others. 

Harassment and bullying may, depending on the circumstances, constitute misconduct or 

serious misconduct. Any employee who is found to have harassed or bullied another 

employee may be  subject to disciplinary procedures. 

Harassment is commonly related to prohibited grounds of discrimination, such as gender, 

race, disability, sexual orientation, age, and religion. 

 

The following are some examples of such behaviour: 

 



Office of the Auditor General of State Finances 

 

 

Human Resource Management Policy 

61 

- Harassment or bullying of one employee by another which can take a number of 

forms including the following: 

o Physical aggression; 

o Practical jokes which embarrass or humiliate; 

o Verbal abuse, including personal insults, offensive comments, taunts, 

threats, malicious gossip or innuendo;  

o Abuse of an individual’s right to personal privacy; 

o Deliberate exclusion of an employee from normal social or professional 

contact at the workplace.  

- Harassment or bullying of employees by their superior which can include the 

following behaviours: 

o Humiliation, for example reprimanding an employee in front of other 

employees when this could be done in private; 

o Victimisation, for example singling out an employee for unjustified 

criticism; 

o Intimidation, for example aggressive behaviour or threats directed to an 

employee; 

o The persistent placing of excessive demands on employees, setting of 

unrealistic work targets or objectives, or the changing of targets or 

objectives without good reason; 

o Instructions or requests to employees to perform inappropriate tasks, 

which are outside the limit of the job, for example personal errands.  

 

Harassment and bullying are not tolerated in the OAG workplace. All employees are 

responsible for maintaining appropriate standards of behaviour in the workplace and 

ensuring that they do not contribute to the creation of a work environment in which 

harassment and bullying are condoned or encouraged. They should also challenge 

harassment or bullying on the part of others where appropriate, and should report any 

report any incident to superiors. 

 

Options for Dealing with Harassment or Bullying 

 

 There are several options available to employees who feel they are being harassed or 

Bullied: 

  If appropriate, an employee can address the problem directly, for example by 

telling the person in question that the behaviour is upsetting and asking them to 

stop. 

 Another option is to ask someone to intervene, without a formal complaint having 

been made, for example, a colleague, a supervisor/manager, or someone from 

Human Resources. That person should make a judgment call on a case-by-case 

basis (in consultation with the employee that raised the concern) about whether 

to: 

 set up a meeting between the two employees; 

  talk to the employee complained about in private, to let them know informally 

that their behaviour is unwelcome or inappropriate; 

 escalate the issue on their behalf (for example, to a more senior person in the 

organisation); 

  keep the identification of the employee who raised the concerns confidential; and 

 seek support from HR if required (if they are not already involved). 
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The supervisor/manager should keep a file note of the concerns and the action taken. 

The file note should be clear that the matter was dealt with informally or at a low level, 

and that no sanction was taken. The supervisor/manager will consider whether to keep a 

copy of the file note on one, both, or neither of the employees’ personnel files. The AG 

should be informed of the matter by the supervisor/manager. 

 

In many cases, this level of intervention is expected to resolve an employee’s concerns, 

for example through an appropriate recognition of the behaviour and agreement that it 

will cease. 

 

6.3.11.1 Formal Complaint 

 

A formal complaint should in the first instance be raised with the complainant’s 

supervisor/manager, AG, or the responsible HR manager. 

 

In most circumstances, a formal complaint will ideally be in writing to avoid any potential 

for misunderstanding, and will include specific examples wherever possible. 

OAG will treat all complaints made seriously. An approach to investigating the complaint 

will be developed between the supervisor/manager and HR. 

 

 A meeting may be held in the first instance with the complainant to seek further 

information. In some circumstances more immediate action may be appropriate. 

 

An employee who is being complained about may face disciplinary consequences. 

Accordingly, the employee who is the subject of the complaint be told who has 

complained, and what the details of the complaint are. 

 

The supervisor/manager should ensure that the handling of the complaint is made in 

keeping with the government personnel regulations. 

It will be entirely at the OAG’s discretion whether to investigate anonymous complaints. 

The OAG’s decision will be based on the seriousness of the complaint and the chances of 

getting meaningful information. 

 

 Both parties involved are entitled to: 

 

 be kept informed of the progress of the investigation; 

  have a fair opportunity to respond to the information being relied on by OAG; 

 ask that potential witnesses be interviewed; 

  have representation; and 

  have access to appropriate government services for support. 

The handling of the complaint is to be run in a fair and unbiased manner. The AG 

will determine whether to use an investigator to ascertain the details of the complaint. 

The 

investigator may be an internal employee or an external person. The investigator will 

determine issues of fact or credibility. 

OAG may decide, depending on the findings of the investigator, to commence a 

disciplinary process. If the complaint is upheld and disciplinary action follows, possible 

consequences include: 

 

 an oral or written warning; 
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  a possible change in work duties/reporting lines/workplace; 

 an apology or acknowledgement; 

  measures to manage the ongoing relationship between the parties (for 

example relationship mediation); and/or 

 dismissal, depending on the circumstances. 

 

The complainant will be told whether the complaint was upheld but will not always be told 

what action was taken against the employee complained about (if any). If the 

complainant is unhappy with the outcome or does not want to follow internal procedures, 

alternative action may be taken under the government personnel regulations. 

 

A complaint of bullying or harassment has potentially severe consequences for an 

employee accused of such behaviour. If, following an investigation, it is found that the 

making of the complaint was malicious, the complainant could themselves be subject to 

disciplinary processes. 

 

In keeping with the policies and procedures established by OAG, an employee who is, or 

feels they are, being discriminated against or sexually or racially harassed can bring a 

personal grievance claim to the supervisor/manager or AG or can make a complaint to 

HR under the government personnel agency guidelines. 

OAG employees are required to understand all of OAG’s policies as well as the 

government personnel policies and rules regarding bullying and harassment. 
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CHAPTER 7: STAFF TRAINING AND DEVELOPMENT 
 

 

7.1 CAREER DEVELOPMENT  
 

Career development has been defined as the interaction of psychological, sociological, 

economic, physical, and chance factors that shape the sequence of jobs, occupations or 

careers that a person may engage in throughout a lifetime. Career development is a 

major aspect of human development. It includes one's entire life span and concerns the 

whole person. Career development involves a person's self-concept, family life, and all 

aspects of one's environmental and cultural conditions". 

 

7.2 CAREER PATH  
 

OAG staff career path shall be based on the following: 

 

 Experience: 2 years of experience is required to move from one grade to another. 

However, in case of exemplary performance of a staff member, a two year period 

may not apply.  

 Performance appraisal: The performance appraisal of the 2 years in question will 

be based on before promoting a staff. However, this shall depend on the 

availability of vacant posts.  

 Performance of staff in professional courses and demonstration of application of 

knowledge acquired shall be a key factor in promotion of staff.  

 

 

7.3 ROTATION 
 

7.3.1 Objective of rotation 

 

a) Ensure the independence of staff;  

b) Contribute to the development, professionalism and promotion of staff;  

c) Promote more efficient planning and management of human resources.  

 

i. Members of staff shall be subjected to work in any OAG department.  

ii. Staff rotation shall be applicable to all auditors and will be related to Inter department 

transfers. 

 

 This transfer shall be between one department and another.  

 A member of staff shall work in one department for a period not exceeding three 

(3) years. 

  The HRM in cooperation with Quality assurance department shall prepare an 

Annual rotation Plan which shall be submitted to the Auditor General for approval. 

This shall be done in collaboration with Heads of audit departments.  

 

 Rotation of staff shall not be used under any circumstances as a disciplinary 

measure. 
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7.4 SUCCESSION PLANNING  
 

To maintain its level of staff, OAG shall recruit fresh graduates without experience with 

accounting academic qualifications not older than 30 years. These staff members shall be 

attached to existing ones for induction purpose .The various trainings offered shall help 

them to familiarise with their responsibilities in a very short time.   

The OAG culture of promoting within and familiarise its staff to stay in acting positions 

from one grade to another prepare staff to some level of managerial positions. This help 

in replacement of a staff in senior position in short time when a vacant position occurs 

 

7.5 TRAINING FOR OAG STAFF 
 

This policy shall be guided by the following principles:  

 

The right trainer, trainee and training strategy will be emphasised.  

 

i. Professionalism: Training shall be planned, monitored and evaluated.  

 

i). ii. Transparency: The rules of the game will be known to everyone. Training 

opportunities shall be made known to all stakeholders, with clear selection evaluation 

criteria and results made known to all.  The why and how will be explained. Fairness 

must be reflected in all decisions concerning training.  

 

ii). iii. Equal opportunity: Notwithstanding the affirmative action discussed above, there 

shall be no discrimination in award of training opportunities. There shall be no 

discrimination in award of training opportunities.  

 

iii). iv. Affirmative action: as per AFROSAI-E and even national requirements shall be 

given special consideration for training where possible and where quality is not 

compromised.  Deliberate action shall be taken to promote gender equality.  

 

v. Demand driven approach: Training shall be based on identified training needs of 

both the individual and the Office.  

 

iv). vi. Value for Money: The training programme shall be managed in such a way that 

there is economy, efficiency and effectiveness. Training funds shall be optimally utilized 

for the benefit of the office.  

v). The development needs of the OAG shall always take precedence over those of the 

individual employee. 
 

 

 7.5.1 Objectives of the training and development policy  

 

i. The OAG training policy has the following objectives:  

 

The aim of the Training Policy is to establish and maintain a training system that will create a 

highly competent workforce to sustain the goals of OAG. 
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a) To improve skills, knowledge and abilities of staff for better performance;  

b) To avail training opportunities to all employees to enable them acquire and upgrade 

competencies for their job positions, and foster personal development;  

c) To ensure a sustained training system at OAG 

d) To ensure economic, efficient and effective utilization of training resources 

e) To have a professionally and academically alert workforce at OAG, ready to meet any 

knowledge challenges as they come their way. 

f) To establish a framework for institutional arrangements, procedures and practices that 

will ensure a systematic approach to training in OAG 

g) To ensure fairness in training opportunities for different staff of OAG 

h) To enable employees realize their career dreams and therefore be motivated to stay 

and work hard. 

i) To manage knowledge, this is a great tenet of tacit knowledge and organisational 

development 

j) To ensure training outcome and impact are optimized by using the state of the art 

training styles and pedagogy. 

k) To improve and develop the ability of staff to initiate and respond constructively to 

change; 

l) To maintain and increase employee job satisfaction, performance, employability and 

advancement; and 

m) To maintain and improve organisational effectiveness and efficiency. 
n) To align the individual needs of the employees with the OAG goals and objectives;  

o)  To ensure equitable access to training opportunities to staff for both short and 

long term programs; 

p) To offer guidance to staff in the development of their careers;  

q)  To ensure efficient and effective utilization of resources spent on training; 

r)  To encourage the increased use of non-conventional training techniques in the 

Office  

s) To promote the concept of a “Learning Organization”. 

t) To manage knowledge   

 

7.5.2. Application of the Policy 
 

I. Responsibility for training of OAG  

 

This policy shall apply to all staff members of the OAG. Stakeholders, to the extent to which 

they need skills and competences to contribute to the realization of OAG goals, may be 

included.  

 

7.5.2.1 Institutional Framework for Managing Training 

 
Various stakeholders will play different but complementary roles in ensuring the training 

objectives are realised.  
 

The training and development function shall be the responsibility of all staff.  

 

a) Staff responsibilities:  
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i. Take responsibility for keeping their motivation and for managing their own 

learning with support from supervisors.  

ii.  Initiate to the Head of department or unit a training programme beneficial to the 

directorate, department or unit through the supervisor;  

iii.  Professionally update themselves through research and reading from the Office 

library, internet and such other information services as may be available within 

and outside the Office;  

iv.  Originate requests for sponsorship in writing through the immediate supervisor 

and Head of directorate, department or unit to their immediate supervisor.  

v.  To attend training sessions when called upon. 

vi.  To commit themselves to completing the course within stipulated period at time 

of admission or as further adjusted, subject to the availability of funds; 

vii.  To demonstrate good performance at the work place that reflects the knowledge 

being acquired/ already acquired; 

i). To abide by the requirements like attending classes, passing exams, participating in 

class/ group tasks; 

ii). To commit themselves to completing the course within stipulated period at time of 

admission or as further adjusted, subject to the availability of funds; 

iii).  To demonstrate good performance at the work place that reflects the knowledge being 

acquired/ already acquired; 

iv). To abide by the requirements like attending classes, passing exams, participating in class/ 

group tasks; 

v). Undertake to repay government or OAG all costs incurred upon termination of the 

training contract as a result of contravening rules which give rise to dismissal from 

service; 

vi). To explain to the OAG, through the immediate supervisor in case of poor performance. 

 
 

b) Responsibilities of the Training Unit 
 

i). To coordinate the training efforts of the OAG; 

ii). To link with the line Directorate on the impending or ongoing training 

programmes; 

iii). To manage the admission, training and exit of trainees;  

iv). To spearhead the training needs analysis task before training is arranged; 

v). To carry out the monitoring and evaluation function of the training tasks; 

vi). Liaise with the training consultants or institutions and ensure success of 

training; 

vii). Follow up on completion rates and failure rates of trainees; 

viii). To submit training proposals to management for approval and oversee the 

implementation of the Training Policy and the respective training 

plans/programmes; 

ix). Ensure the curriculum and course materials are prepared and in place ahead of 

the training session in question; 

x). Depending on the type of training, the unit shall provide on timely basis – 

monthly or quarterly monitoring reports to OAG; 

xi). To be or provide highly competent staff to handle training appropriately; 

xii). To ensure that there is a good teaching and learning environment in the training 

venues/ sessions; 
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xiii). To be pedagogically relevant and ready to handle the training tasks; and 

xiv). In collaboration with the human resource unit, to keep record of all trainings 

that an employee attends in his/her personal file. 

 
c) Responsibilities of HR Department  

 

i. Consolidate the annual staff training and development plan based on the training plans 

of the directorates, departments or units and the approved individual needs;  

ii. Compile all training needs as reflected in staff annual appraisals and ensure that they 

are reflected in the respective department or unit Training Plan;  

iii. Coordinate and organize the implementation of the approved training plan;  

iv. Collect and document data about training undertaken in the Office;  

v) Prepare and monitor the training contract. 

 

 

c) Responsibilities of the Heads of Department/Units  

 

Training decisions should be based on job requirements, job performance, and commitment. 

The responsibilities of heads of departments shall include the following:  
 

i. Identify training needs of the staff in their respective department or Units;  

ii. Recommend staff for appropriate training to the Head HR unit;  

iii. Develop a training plan, which shall be forwarded to the Head HR department;  

iv. Provide in puts in the preparation of training budget, which shall form part of the 

overall human resources training budget.  

 

 

d) Responsibilities of the Quality Assurance Department  

 

i. Submit the draft training plan to the Auditor General for approval.  

ii. Oversee the implementation of the Training Policy and the respective training 

plans/programs;  

iii. Develop the selection criteria of officers to undergo training, putting in consideration a fair 

and transparent way free from discrimination based on gender, race, HIV status etc. 

v. Consider individual applications for training;  

 

e) The OAG Top Management 

 
i). To provide resources for the operations of the Training Unit; 

ii). To review, formulate and enforce the implementation of this policy; 

iii). To facilitate the beneficiaries/ employees to attend classes as per programme provided by 

the tuition provider; 

iv). To ensure that the beneficiary/ employee obtains experience at the working place; and 

v). Enable the trained staff to put into practice what has been learnt, so that knowledge is put 

into practical context; 
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7.5.3 Induction and Orientation 

 
This is training to new members of staff who have joined OAG. They are anxious to 

understand more about OAG, be aware of what goes on there and share their expectations 

and worries. These new staff members need to feel welcomed. Whether they will 

appreciate and therefore perceive staying around the rest of their working lifetime is 

strongly influenced by early impressions. The Training Unit shall be expected to design 

and execute a good induction and orientation programme to make the first impressions 

positive, for the new staff to have a smooth transition into the OAG. 

 

7.5.4 Performance Improvement 
 

Performance improvement is about measuring the output of a particular process, then 

modifying the process to increase the output, increase efficiency, or increase the effectiveness 

of the process. Auditors do not only need professional accounting and auditing knowledge and 

skills, they also need other soft skills. The CNA identified many of them including; leading, 

stress management, time management, creativity and innovation, judgment skills, teamwork, 

among others. Such courses shall be short term ranging from one day to six months, 

depending on the assessment of the Training Unit before training. These trainings will 

include: refresher trainings on the audit manual, technical updates on accounting and auditing 

standards, laws and regulations. 

 

7.5.5 Coaching & Mentoring 
 

These are ongoing organisational training activities undertaken by the managers or those in 

senior positions to facilitate the professional development of subordinate colleagues. 

 

 

7.5.6 Professional Development Training 
 

OAG staff members require professional development training as members of a SAI. This is 

provided for under the professional standards provisions under the INTOSAI and AFROSAI-

E frameworks.  INTOSAI has a Capacity Building Committee that will continuously be in 

position to guide the OAG Training Unit in as far as professional training is concerned. 

Quality Assurance for Professional development training shall be the responsibility of the 

Training Unit. 

 

OAG currently has put effort in the professional courses (ACCA, CPA, CIAprogrammes 

etc.ACCA is an internationally recognised professional accountancy body. It offers 

accountancy and specifically for OAG Rwanda, ACCA has an audit module. Other alternative 

professional courses programmes include those offered by Institute of Certified Public 

Accountants of Kenya (ICPAK) and Institute of Certified Public Accountants of Rwanda 

(ICPAR). The Training Unit will advise OAG on the other appropriate alternative 

professional programmes from time to time. 
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7.5.7.Academic Training 
 

ACCA alone may be necessary but not sufficient to allow staff to increase personal 

effectiveness. For example MBA exposes an individual to a valid process of decision making 

and enabling satisfying decision making strategy that attempts to meet an acceptability 

threshold as opposed to optimisation. This is a tenet of value for money and related 

performance audit knowledge. This calls for OAG to allow staff who may wish to undertake 

courses which may be relevant to the general work circumstances. Such include MBA, Msc 

Accounting and Finance, Master of Human Resource Management, Msc Procurement and 

Supply Chain Management, among others. These cases shall be handled on individual merit. 

 

7.5.8. Managing Organisational Exit Training 
 

It is important to note that once staff are recruited, developed, the ultimate phase is to separate 

/phase out with the OAG. Separating with the organisation tends to be a painful but inevitable 

decision. It must be well managed. The Training Unit under this policy will prepare training 

to prepare such individuals for retirement. 

 

7.5.9. Authority to Undergo Training 
 

In order to balance OAG and individual performance needs:  

 

i). All Directorates shall prepare their staff development plans for the next 3 years. The 

Training Unit shall integrate the various plans into a one master staff development 

plan, to be approved by AG. 

ii). Staff members indicated in the Master Plan will automatically be allowed to study as 

scheduled, unless advised otherwise by the line Director or immediate supervisor with 

acceptable reasons for alteration. 

iii). All OAG staff must seek authority from the relevant Office to undertake any type of 

training other than what was mentioned in the Master Plan. 

iv). Once an employee has obtained permission to attend a training, his/her attendance at 

that activity shall be compulsory. 

v). Before a newly-recruited employee may be eligible for OAG sponsorship to undertake 

a long-term training programme, he/she shall have successfully completed the 

probation period in addition to fulfilling other requirements as may be determined by 

the AG. 

vi). OAG staff on probation shall not be permitted to undertake any long term training 

except where;  

a) Such training is a requirement for confirmation  

b) Such training is critical in order to fill existing skills gaps (especially as identified 

by the CNA).  

vii). Following successful completion of a long-term training programme, an employee 

shall serve in OAG service for at least one (1) year before he/she may be eligible for 

OAG sponsorship on another long-term training programme. 
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7.5.10  Study Leave 
 

OAG staff shall not undertake long-term training which is outside Rwanda or in Rwanda but 

highly intensive or full time as may be allowed by the Training Unit without being granted 

study leave.  

 

7.5.13  Selection of Training Providers 
 

Utmost care shall be exercised in selecting training providers for training to ensure Value for 

Money. The Rwanda Public Procurement Act and Regulations shall, therefore, be followed in 

procuring training services. Unless found very necessary, local trainers from the OAG 

Training Unit will be maximally used. 

 

7.5.14  Funding for Training 
 

a) The OAG shall allocate funds for various kinds of training and as per the Master Staff 

Development Plan.  

b) Fellowships especially for outside training shall be considered against the need for 

training, merit of the staff and existing schedules of work.  

c) Self-sponsorship shall be allowed as per merit of the staff, need for training and work 

schedules. 

 
 

7.6 PREPARATION FOR TRAINING 
 

All training should have training and learning objectives. The Training Unit will use 

the following procedure to plan, conduct and evaluate training.  

 

7.6.1 Before the training 

 

i). The Training Unit shall have an updated data base of training needs as 

identified through this consultancy, performance appraisal, operational 

activities and any other method. 

ii). The related specific training programme capacity needs assessment 

questionnaire should be filled by the potential trainees/ stakeholders and 

returned to the department before training. 

iii). A form requesting for training materials should be filled by the Officer 

responsible for the task and approved by the immediate Supervisor at least two 

weeks before the training.  

iv). The confirmation from the trainees, before training is conducted, must have 

been received at least a week or so.  

v). The trainers should have read all the information on the trainees’ files for any 

issues that may need particular attention at least two days before the training.  

vi). Any other resources for facilitators should be arranged a day before the training 

by the Training Unit/ Directorate. 

vii). The facilitating  teams must be identified and tasks assigned at least five days 

before the training  
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7.6.2 One day before the training 

The following activities should be undertaken. 

 

i). Confirm the venue and trainers’ availability, by the officer in charge; 

ii). Check on the participants’ confirmation of attendance, by the secretary and/or 

the, in liaison with the officer in charge; 

iii). Officer in charge together with the supervising Training Unit officer fill the 

training checklist form used to crosscheck whether all the necessary resources, 

items and/or personnel are in place; 

iv). Test the equipment; and 

v). Check on the training room/venue, where applicable. 

 

 

7.6.3 The training day 

This contains the procedure for conducting training, as follows: 

 

i). The staff to facilitate in the training should be at the venue at least 30 minutes 

prior to the start of training; 

ii). Ensure that the training room provides a conducive environment;  

iii). Before the start, trainers must welcome the participants and then introduce 

themselves; 

iv). Trainers should ensure that all participants introduce themselves and also state 

their expectations; 

v). Training Coordinator must ensure that refreshments are provided to the 

participants and in time; 

vi). The trainers must try as much to stick to the basic training principles among 

which is time keeping, presentation style, ability to respond to issues, 

monitoring course progress; 

vii). Any necessary support to the trainer will be provided; 

viii). Evaluation of the training should be done at the end of the session/period; and 

ix). Where possible, quality assurance should be carried out by a competent person 

not involved in the delivery of the training, using a standard form. 

 

7.6.4 After the training - Evaluation of the training activity 

 

i). Analyze feedback forms which are filled by the participants to evaluate the 

training materials; 

ii). A training report should be prepared within a week after training and submitted 

to the Training Unit/ Directorate; 

iii). Certificates of attendance of a particular training, should be prepared, signed by 

the Auditor General or his assignee, and delivered to the participants on the day 

of closure of the training. The Training Coordinator should ensure this is done, 

using the attendance lists;  

iv). Review of agreed action plans, drawn from the training and reflected in the 

report should be done within three months after the training;  

v). Evaluation of the training program/course versus the objectives should be done 

during the writing of the reports; 

vi). Evaluation of the outcomes or impact of the training should be done from six 

months to a year after the training; and 
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vii). The training and evaluation instruments should be reviewed and updated from 

time to time as need arises.  

 

7.6.5 Training Materials 

 

The Training Unit will develop training materials which will be reviewed and updated 

regularly to meet new demands and needs. Where necessary, external technical 

support may be engaged to develop, review and upgrade the materials.  

 

7.6.6 Curriculum 

 

For the training programmes, there shall be a curriculum design. Curriculum is a set of 

courses and the content offered, with a prescribed strategy of teaching, learning and 

assessment. It should meet requirements of OAG.  

A good way to develop a systematic approach to training is to design training programs that 

stretch over several years for employees.  

 
 

7.7 SOURCING OF TRAINING PROVIDERS  
 

i. When sourcing for training providers, due care shall be exercised to ensure Value for 

Money. The Government Procurement Laws and Regulations shall be followed in 

procuring training services.  

 

ii. The above notwithstanding, there shall be a cautious attempt to draw trainers 

internally with expertise whenever appropriate.  

 

OAG shall develop its own pool of skilled trainers. Often these people shall work part time 

with training and part time with auditing. 
 

7.8 CLASSIFICATION OF TRAININGS 
  

Training and staff development in OAG shall include: 

i. Induction and Orientation 

This is training to new members of staff who have joined OAG. They are anxious to 

understand more about OAG, know what goes on there and share their expectations. The 

Training Unit shall be expected to design and execute a good induction and orientation 

programme to make the first impression positive, for the new staff to have a smooth 

transition into the OAG. The Training Unit may consider preparing an orientation kit, 

which contains among others; OAG policy documents, performance appraisal forms, 

organisational chart, copies of OAG brochures or newsletters and contacts for key 

personnel in case of emergency.  

ii. Mentoring and Coaching;  

 

 It is a continuous process available to all categories of staff and it is the responsibility of 

the Head HR department and Heads of directorates to plan for such programs.  
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The Office shall make use of more senior and experienced employees in specialized fields 

as well as experts/consultants who may be available from time to time.  

 

iii. Job rotation;  

 

Job rotation shall involve assigning trainees to different jobs and departments over a 

given period of time.  

 

iv. Attachments and study tours  

 

Attachment shall involve attaching staff to local or overseas institutions to facilitate 

transfer of knowledge, skills and attitudes.  

 

7.9 AUTHORITY TO UNDERGO TRAINING 
 

In order to balance OAG and individual performance needs:  

viii). All departments shall send their staff development plans for the next 1 year. The 

Training Unit shall integrate the various plans into one master staff development plan, 

to be passed by the appropriate structures in the OAG. 

ix). Staff members indicated in the Master Plan will automatically be allowed to study as 

scheduled, unless advised otherwise by the line Director or immediate supervisor with 

acceptable reasons for alteration.  

x). All OAG staff must seek authority from the relevant Office to undertake any type of 

training other than what was mentioned in the Master Plan. 

xi). Once an employee has obtained permission to attend a staff training, his/her 

attendance at that activity shall be compulsory. 

xii). OAG staff on probation shall not be permitted to undertake any long term training 

except where;  

c) Such training is a requirement for confirmation, and 

d) Such training is critical in order to fill existing skills gaps.  

xiii). Following successful completion of a long-term training programme, an employee 

shall serve in OAG service for at least one (1) year before he/she may be eligible for 

OAG sponsorship on another long-term training programme. 
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7.10 FACTORS TO BE CONSIDERED IN IDENTIFYING AND/OR 

APPROVING EMPLOYEES TO BE TRAINED 
 

The Departments shall take into account the following factors when considering applications 

for any form of training: 

 

i). Age of the applicant; 

ii). Sex of the applicant; 

iii). Availability and reliability of full or partial funding for training in a given period; 

iv). The OAG’s Staff Development priorities; 

v). Relative lack of expertise/trained employees in a given area of specialty in the 

Directorate; 

vi). The workload among employees in a Department vis-à-vis the number of employees 

already on study programmes; 

vii). An employee’s career development plan; 

viii). Performance management reports about the applicant; 

ix). Purpose of the training to be undertaken; and 

x). The projected effect of the training on the individual employee’s performance at work. 

 
 

7.11 PERFORMANCE IMPROVEMENT AND CONTINUOUS 

PROFESSIONAL DEVELOPMENT.  
 

I. Every staff member shall undergo at least one performance improvement training 

programme for a minimum of 40 hours in a financial year to improve his or her 

competencies.  

 

II. The Office shall organize Performance Improvement Trainings for the various 

categories of staff based on the identified needs.  

 

III. Where there is need, a member of staff may be permitted and facilitated to attend 

relevant courses organized by other institutions.  

 

IV.  Performance Improvement courses shall be in the form of seminars, workshops 

conferences or executive development courses.  

 

7.12 PROFESSIONAL AND ACADEMIC PROGRAMS 
 

i. OAG staff members are encouraged to undertake professional trainings of a full or part 

time nature at different levels of their career.  

 

ii. The OAG shall support or may sponsor staff for training leading to award of 

professional or specialized academic qualifications relevant to the job of the member of 

staff.  

 

iii. Where the training leads to a formal qualification, the examining authority must be 

recognized.  

 

iv. The nature of support may take the following forms;  
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a) Paying whole or part of the training expenses;  

b) Paying whole or part of the tuition fees excluding other expenses;  

c) Granting study leave; 

d) Using training room as reading room after normal working hours.  

 

7.13 PRE-RETIREMENT TRAINING  
 

The Office shall plan and coordinate the implementation of pre-retirement training 

programs to prepare members of staff due for retirement for life after active service.  

 

7.14 SPONSORSHIP FOR TRAINING  
 

Granting of a scholarship to undertake training shall be subject to:  

 

i. Availability of funds to sponsor the member of staff  

ii. The relevance of the programme to the individual and the Office.  

iii. Suitability of the timing of the training programme in relation to the Office needs.  

 

Sponsorship for training may comprise the following;  

 

a) Internal Sponsorship  

 

Staff may be supported by the Office financially where:-  

i. The course is relevant to their work and will enhance their performance;  

ii. It meets the training standards;  

iii. It is offered by a recognized institution;  

iv. The course is for purposes of bridging a skills gap;  

v. The staff member did not benefit from any other OAG Training in the preceding 

financial year.  

 

b. External sponsorship  

 

Staff may obtain external financial aid for purposes of self-development and 

professionalism provided the training is relevant to the Office.  

 

c. Self-sponsorship  

 

A member of staff may at his or her own expenses under take continuing education 

provided it does not interfere with the performance of his or her duties. 

 

7.15 TRAINING OUTSIDE RWANDA 
 

Training outside Rwanda shall be entirely need-based and will be approved in the following 

circumstances:  

i). For Top, Senior and Middle level OAG staff to have an opportunity to learn from cross-

country experiences.  
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ii). For OAG staff whose training requirements cannot be offered effectively in the country.  

iii). The AG, on advice from the responsible Director or Secretary General or DAG shall 

approve training outside Rwanda for staff in circumstances not among the above 

mentioned.  

 

7.16 METHOD OF TRAINING 
 

Both conventional and non-conventional methods of training shall be applied. There will be 

deliberate effort to increase the use of non-conventional methods of training such as coaching, 

delegation, feedback, mentoring, taskforce activities, attachments, effective counter parting, 

study visits, exchange visits, twinning programmes, rotation and transfers, research, distance 

learning and any other activity that facilitates learning. The training plan will have details of 

each type of training and the appropriate method(s). 

 

7.17 TRAINING TIME SCALE  
 

i. The office shall have the following training time scales;  

a) Short term  

•Trainings not exceeding 6 months.  

b) Medium term  

•Trainings lasting for more than 6 months but less than 9 months.  

c) Long term  

•Trainings lasting for more than 9 months.  

 

7.18 BONDING AGREEMENTS  
 

I. A member of staff sponsored by the Office for medium or long term 

trainings shall be required to sign a bonding agreement as prescribed in 

Appendix 6 prior to the commencement of the training. 

 

II. The bonding agreement shall bind a member of staff for a period of two 

years and the bonding period shall commence immediately after 

completion of the training and submission of the training report.  

 

III. Members of staff who sponsor themselves and are granted study leave 

shall be bonded for a period not exceeding the length of the training 

following the completion of the course.  

 

IV. In the event of breach of the Bonding Agreement, the member of staff 

shall compensate the Office to the full amount incurred by the Office for his 

or her sponsorship.  

 

 7.19 RELEVANT PROFESSIONAL QUALIFICATIONS  
 

Professional qualifications may include the following;  

i. ACCA (Association of Certified Chartered Accountants)  

ii. CPA (Certified Public Accountants)  

iii. CPFA (Chartered Institute of Public Finance and Accountability)  
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iv. CIA (Certified Internal Auditor)  

v. CFE (Certified Fraud Examiners)  

vi. CISA (Certified Information Systems Auditor)  

vii. CIMA (Certified Institute of Management Accountants)  

viii. CFA (Certified Financial Analysts)  

ix. CIPM (Chartered Institute of Personnel Management)  

x. CISA (Chartered Institute of Secretaries and Administrators )  

xi. CIPS (Chartered Institute of Procurement and Supplies)  

xii. CILT(Chartered Institute of Logistics and Transport)  

 

7.20 TRAINING EVALUATION  
 

i. The evaluation of training shall be a continuous process which shall be done in three 

stages, namely; before, during, and after.  

ii. The evaluation shall measure the effectiveness of the training under cost, time, quality 

and quantity factors, and shall be conducted by using a standardized questionnaire to be 

completed at the end of each stage and by using the Annual Performance Appraisal.  

 

7.20.1 Training reports and knowledge sharing  

 

i. A member(s) of staff who has participated in training shall write a report which he or 

she shall submit to the Auditor General through his or her head of directorate, 

department or unit with a copy to the HR department within two weeks from the date of 

return from the training.  

ii. Trained staff may be required to share the acquired knowledge through training 

seminars with other members of staff to maximize the benefits of the training received.  

 

7.21 RIGHT TO JOIN PROFESSIONAL BODY OR ASSOCIATION  
 

(i) A member of staff is free to join any professional body or association provided that it 

does not infringe upon his /her work at OAG.  

 

(ii) The Office may pay subscription fees to one professional body except, under special 

circumstances, where a member belongs to more than one professional body or 

association and the membership is beneficial to the Office.  

 

 

7.22 REWARDS FOR TRAINING 
 
OAG staff members who attain higher educational/professional qualifications, subject to 

performance record, shall be promoted (subject to availability of the vacancy) and 

rewarded with job enrichment. In addition, In case of successful completion of a course 

of nine months and more gives to the trainee right to an increment of 3 % on his/her 

basic salary, and of 2 % for the course successful completion in six months. However, the 

course must be addressing the training needs of the saff. 
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CHAPTER 8: RETENTION  
 

8.1. Definition  
 

Employee retention refers to the various policies and practices which make the 

employees stick to an organization for a longer period of time. Every organization invests 

time and money to groom a new joiner, make him a corporate ready material and bring 

him at par with the existing employees. The organization is completely at loss when the 

employees leave their job once they are fully trained. Employee retention takes into 

account the various measures taken so that an individual stays in an organization for the 

maximum period of time. 

 

8.2 Key drivers of staff turnover  

They include: 

 The total cost of moving into another career  

 Perceived benefits from employer  

 Perceived benefits from another organisation 

 Perceived benefits from personal business  

 Family influence 

 Religious beliefs  

 Personal values  

 Pressure of associates and friends 

 Medical reasons  

 Low salary 

 Lack of growth prospects 

 Dismissal 

 Retirement 

The OAG shall recruit and retain the best employees who are really important for the 

institution and are known to be effective contributors. 

OAG shall assess staff turnover every year to observe the trend and compare with past 

years and associate with each staff that left the reasons of exit. The assessment shall be 

based on by management to take appropriate action. 

Employee retention strategies go a long way in motivating the employees for them to 

enjoy their work and avoid changing jobs frequently. 

 

Here below are the retention strategies at OAG: 

 

A Positive Relationship with one’s Manager 

At OAG, staff’s relationship with their direct managers contributes to employee retention 

as fair and inspiring leadership, including coaching and mentoring, retains employees. 

The key indicator of employee satisfaction and productivity is an employee’s belief that 

the employer cares about them and can be trusted. 
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 A Clear Career Path and Growth Opportunities 

At OAG, by providing opportunities for growth (personally and professionally) employees 

are less likely to look elsewhere: 

OAG shall provide the following: 

 Training opportunities, with respect to new skill development and career 

development. 

 Secondment of best performing staff to other SAIs that carry out specialized 

audits for example IT audits to help them acquire more skills and knowledge.   

 Encourage employees to join professional organizations by paying membership fee 

and give employees the time off to attend conferences or seminars. 

 Professional courses shall be paid to any staff willing to pursue them. However, 

they will sign a training contract with OAG that will include working with OAG for 

two years after qualification/completion.  

 Managers Who Respect a Balanced Life 

OAG promotes a balanced life: It shall respect family and personal life which prevents 

burnout and fosters loyalty. 

Bonuses 

 

After performance appraisal, every year, a bonus shall be given to good performers as 

prescribed by the laws.  

 

Horizontal promotions  

 

Employees who demonstrate good performance at the same level for 3 consecutive years 

shall get a salary increment based on the basic salary. The increase will depend on the 

prevailing laws. 

 

Staff welfare  

 

OAG shall negotiate with banks to lend at low interest costs loans to its staff so that they 

can improve their economic welfare. OAG established a staff mutual fund where 1% of 

the basic salary is deposited from all staff to help in social events (marriage, birth, death, 

pic nic and other social events organised by the staff) 
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CHAPTER 9: WELFARE  
 

9.1 Health and safety policy 
 

OAG is committed to the health, safety and welfare of its staff and other people who 

come in contact with it.  

 

OAG staff members are affiliated to RAMA. 

 

In order to ensure the health, safety and welfare of its staff, OAG shall ensure that: 

 

i. The work places are clean and tidy.  

ii. Trash bins are placed in all offices and in appropriate positions to cater for discarded 

materials.  

iii. Proper attention is paid to hygiene.  

iv. The work place is not hazardous to employees or to third parties including tress 

passers.  

v. Fire fighting equipment is installed and that staff members are trained in its operation.  

vi. A disaster preparedness program to sensitize staff on how to respond to emergencies 

and evacuations is put in place. 

viii. Office buildings are installed with lightening arresters.  

ix. All employees are given correct instructions on the use of electrical appliances and 

other equipment.  

x. Equipment and facilities that employees use to perform their tasks are in good working 

condition and are regularly maintained.  

xi. Emergency exits, stairs, evacuation areas, corridors and doorways are not obstructed 

and fire doors kept closed.  

xii. First Aid kits and trainings sessions for use of the same are provided by experts.  

xiii. Smoking, carrying arms, inflammable items, taking alcohol and narcotic drugs on the 

Office premises are not permitted.  

xiv. Employees work in a noise and smoke free environment.  

xv. There is a working conflict resolution and stress management mechanism in place.  

xvi. An invigorating environment is maintained at all times through the following; using 

as much natural light as possible, applying an interesting coat of paint, plant flowers and 

trees.  

xvii. Its offices are accessible to persons with disabilities.  

 

 The staff has to work together to achieve a healthy and safe working environment, and 

to take reasonable care of themselves and others.   

 

9.2 Staff Welfare Services 
 

The Office shall make efforts to provide welfare services which may include, but are not 

limited to, the following;  

 



Office of the Auditor General of State Finances 

 

 

Human Resource Management Policy 

82 

i. Staff Counseling;  

 

a) The Office of the Auditor General shall provide counseling services to members of staff 

on matters pertaining to absenteeism, marital or domestic related problems, health, 

sickness, bereavement , occupational stress and team building;  

 

ii. Refreshments;  

 

a) All members of staff shall be provided with break tea. However, tea shall be served 

with in the premises of the office.  

 

b) All offices shall have water dispensers placed in a safe and accessible location. 

 

 

iii.Loans  

 

a) The Office may support confirmed staff who are employed on permanent or long 

term contracts to access loan facilities from financial institutions or micro finance 

institutions.  

b) OAG shall negotiate low interest rates with different financial institutions or micro 

finance institutions to facilitate its staff where possible. 

 

 

Iv.Employee Savings and Credit scheme  

 

a) The Office shall support staff to set up an employee savings. 

 

v) Sports and social events  

 

a) OAG shall organise collective sports activities once a week. 

b) OAG shall provide a collective sport venue for staff where they will be able to 

carry out their individual sport every day after work, weekends and holidays 

depending on their availability and accessibility of sport venues 

c) To improve the social relations of the staff, OAG shall organise social events every 

last Friday of the month. 
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CHAPTER 10: OFFICIAL CORRESPONDENCES AND 

RECORDS 
 

All official correspondences shall be made by or on behalf of the Auditor General. The 

Office shall ensure that all official records and correspondences are properly managed 

and secured in safe custody.  

 

10.1 Major official correspondences and records 
 

i. The official correspondences and records shall include, but are not limited to, the 

following;  

a) Directorate Audit records;  

b) Official records on members of staff;  

c) Financial records;  

d) Procurement records;  

e) Internal Audit records;  

f) Official Correspondences;  

g) Meeting minutes;  

h) Legal Records  

ii. The Office shall maintain a registry and records center for managing current and semi 

current records.  

 

iii. The following records shall be managed at the central registry and records center:-  

a) Official records on members of staff  

b) Confidential records including: Submissions to and minutes of Top Management, cases 

related to discipline, medical records, security related matters, letters of appointment and 

confirmation, performance appraisal reports, application forms duly completed and other 

forms.  

 

c) Open records including: Letters of appointment, Acceptance of offer of appointment, 

Confirmation in appointment, adjusting salaries, changes in incremental dates, changes 

in names, signed staff contracts, transfer, posting, approved leave forms, employment 

forms, copies of academic and professional certificates, (personal records forms), 

application forms with a passport size photograph, official Oath of member of staff of 

OAG, Oath of allegiance, reports, copies of Academic and Professional certificates and 

any other official records on an officer:  

d) Official Correspondences. All official correspondences shall first be received by the 

central registry for sorting and dispatch to the respective addressees.  

 

10.2 Access to Personal Records  
 

i. A member of staff shall have free access to his or her open personal file in the presence 

of the person responsible for personal files.  

ii. A member of staff shall have a restricted access to his or her confidential file or 

performance appraisal file.  
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10.3 Disposal of records  
 

i. At regular intervals, OAG records may be appraised according to existing Retention and 

Disposal Schedules to determine their administrative, historical, research or informational 

values, which may warrant their transfer for permanent preservation in the National 

Archives and to be managed according to existing archives procedures.  

ii. No records shall be destroyed without a prior written consent of the Auditor General or 

authorized person.  

iii. All records shall be preserved and any destruction of thereof shall be in accordance 

with the governing laws and regulations on records management and in case of doubt 

advice shall be sought from the Ministry responsible for National Records and Archives.  

iv. Records shall not be disposed of, except with a written assurance to the effect that the 

records are no longer required, that no outstanding litigation or investigation is pending 

which would involve relying on the records as evidence.  

v. A member of staff shall not take official documents away from the office unless if such 

documents are required for the execution of an assignment outside office.  

 

 

10.4 Movement of records  
 

Movement of records shall be recorded in the records movement register at all levels.  
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CHAPTER 11: CONCLUSION 
 

This HRM manual document is designed to make sure that OAG most valuable resources-

people- are well-managed, highly motivated and able to work in a creative yet safe and 

secure environment. Skills, experience, and knowledge have economic value to OAG 

because they enable it to be productive and adaptable; thus, staff constitute the OAG's human 

capital. Therefore should be appropriately managed. 
 

All employees are responsible for complying with HRM policies and practices that are in 

this manual.  



Office of the Auditor General of State Finances 

 

 

Human Resource Management Policy 

86 

APPENDICES 
 

Appendix 1 : Appointment letter 
 

Ms/Mr……… 

Phone number:  

Kigali 

 

Dear ……. 

 

RE: LETTER OF APPOINTMENT 

 

This is to inform you that you were successful in the recently concluded interviews for the 

position of ………………………………………………………………….. 

Accordingly, you have been appointed as …………………………………………… in the 

Office of the Auditor General of State Finances with effect from 

………………………………... 

Please contact the Human Resource Manager for more details. 

I take this opportunity to wish you a successful career at the Office of the Auditor General. 

Yours sincerely, 

 

 …………………….. 

 Auditor General 

 

 

Appendix 2: Taking oath 

 

 

“I, ...............................solemnly swear to the Nation that I shall: 

 

1° remain loyal to the Republic of Rwanda; 

 

2°uphold the Constitution and other laws; 

 

3°  respect Government institutions; 

 

4° diligently fulfil the responsibilities entrusted to me and respect rights of  

all service beneficiaries; 

 

5° be honest in my functions and keep the professional secrecy. 

 

Should I fail to honour this oath, may I face the rigours of the Law. 

 

So help me God”.  
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 Appendix 3: Authorisation form  

 

REPUBLIC OF RWANDA  

OFFICE OF THE AUDITOR GENERALOF STATE FINANCES  

P.O BOX 1020 KIGALI 

 

 

 

 

 

PERMISSION / AUTHORIZATION FORM 
 

 

 

Names: ……………………………………………………………………………………. 

 

Position: …………………………………………………………………………………… 

 

Department………………………………………………………………………………… 

 

Reason for permission / exit: ………………..…….………………………………………. 

 

Departure time: ……………………………..…………………………………………….. 

 

 

 

VISA OF DIRECT SUPERVISOR 

 

 

Arrival / Return time………………………..…………………………………………….. 
 

 

 

Appendix 4: Leave application form  
 

REPUBLIC OF RWANDA  

OFFICE OF THE AUDITOR GENERAL OF STATE FINANCES  

P.O BOX 1020 KIGALI 

 

LEAVE APPLICATION FORM  
 

Names:………………………………………………………………………………………… 

Position:………………………………………………………………………………………… 

Department:…………………………………………………………………………………… 

Type of leave Applied for:……………………………(Annual, Maternity, paternity, sick, 

study) 
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Human Resource Manager Confirmation:  
 

Annual leave days by years:  

 

Number of days applied for:………………………………………………………. 

 

Remaining days by years: …………………. 

 

Dates: from: ……………………To:………………………………….(Last day of leave 

inclusive)  

 

Employee’s signature:………………………………Date:……………………………………  

 

Supervisor’s signature:……………………………Date…………………………………..  

 

_________________________________________________________________________  

 

RESERVED FOR HUMAN RESOURCE UNIT RECORDS 
 

No of days taken:………………Year………… 

Number of days remaining by year …………..………………  

Signature………………………………………………….  

Date………………………………………………… 
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Appendix 5: CLEARANCE FORM 
 
Name __________________________ Department/Unit __________ 
Job Title_______________________ Date of Exit _______________ 
Signature________________________________________________ 
 
A. Department /Unit Head 
Cleared / not cleared  
Reasons for not clearing:  
_____________________________________________ 
 
Name: __________________ signature : _____________________Date : 
_________ 
 
B. Accounts Department 
Cleared / Not cleared  
 
Reasons for not clearing:  
________________________________________________________ 
 
Name :__________________ signature : _____________________ Date : 
_________ 
 
C. Library 
  
Cleared / Not cleared 
Reasons for not clearing:  
_____________________________________________ 
Name: __________________ signature : _____________________Date : 
_________ 
 

D.Human Resource Unit  
Cleared / Not cleared  
Reasons for not clearing:  
_____________________________________________ 
Name :__________________ signature : _____________________Date : ______ 
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 Appendix 6: Training bonding agreement  
 

REPUBLIC OF RWANDA 

 
OFFICE OF THE AUDITOR GENERAL 

OF STATE FINANCES 

 

 

 

 

 

 

 

THE OFFICE OF THE AUDITOR GENERAL IN THE MATTER OF A BONDING 

AGREEMENT 

BETWEEN 

THE OFFICE OF THE AUDITOR GENERAL 

AND 

 

 

 

…………………………………………………………………………………………… 

 

 

 

 

July 2015 
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THE CONTRACT 

 

THIS CONTRACT (“Contract”) Hereinafter referred to as the “Contract” is entered into by 

and between the Office of the Auditor General represented by Ms. Olive MULIGO, the 

Secretary General (Hereinafter referred to as the “Sponsor” and 

………………………………………, an employee of the Office the Auditor General, holder 

of ID no ………………………………….. issued at 

……………………………………………, Tel ………………………………….Hereinafter 

referred to as the “ the Sponsored”  

 

Article One: Definitions 

The following words and expressions shall have the meanings hereby assigned to them: 

(a) “Contract” means the Contract Agreement entered into between the Office of the 

Auditor General and …………………………………………………………, together with 

the Contract Documents referred to therein, including all attachments, appendices, and all 

documents incorporated by reference therein. 

(b) “Contract Documents” means the documents listed in the Contract Agreement, 

including any amendments thereto. 

(c) “Contract Price” means the price payable by the Sponsor as specified in Annex I of this 

Contract Agreement, subject to such additions and adjustments thereto or deductions there 

from, as may be made pursuant to the Contract. 

(d) “Completion” means the passing all exams and attaining the qualification pursued by the 

Sponsored.  

(e) “Course of study” means professional courses attempted by the Sponsored.  

(f) “Force Majeure” means an event or situation beyond the control of the Sponsored that is 

not foreseeable, is unavoidable, and its origin is not due to negligence or lack of care on the 

part of the Sponsored.  Such events may include, but not be limited to, wars or revolutions, 

fires, floods, epidemics, quarantine restrictions, and freight embargoes. 

Article 2: The Object of the Contract 

The object of this contract is to provide sponsorship funds to the Sponsored to attain professional 

qualification which will increase their capacity in performing their duties as required by the Sponsor. 
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Article 3: Contract Documents 

 

1. This contract   

2. Annex I: Statement of Expenses by the Sponsor 

3. Employment Letter 

4. Registration Notification 

  

Article 4: Language 

All notices, correspondence, documentation or communications of whatsoever nature, reports submitted 

or prepared under or in connection with this Contract shall be in the English language. 

Article 5: Contract price  

The Sponsor agrees to pay on behalf of the Sponsored all expenses related to the Course study as 

detailed in Annex I. 

 

Article 6: Contract management 

The Director in charge of Quality Assurance shall ensure the management of this contract on behalf of 

the Sponsor.  

Article 7: Governing Law  

i. “This Contract shall be governed by and construed in accordance with the laws of the 

Republic of Rwanda.  

ii. The Parties have further agreed that if the provisions of this Contract are inconsistent with the 

effective laws of the Republic of Rwanda, the inconsistent provision shall be amended and 

brought in conformity with the law. 

iii. Invalidity of one or more provision or articles of this Contract shall not invalidate any other 

provisions or the Contract as a whole.  If a provision is found to be invalid or contravenes 

national legislation, the parties will agree on amendment of the provision and in the case of 

disagreement, the matter shall be referred to the Minister of Justice/Attorney General for legal 

advice. In case the matter is not resolved, it shall be submitted to the competent courts of 

Rwanda for an equitable solution”. 

 

 

 

Article 8: Settlement of Disputes 
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i. Amicable solution: 

Any dispute or differences between the parties arising out of this Contract shall in the first instance 

be settled amicably by submitting such a dispute to a panel of senior representatives of the Parties to 

consider and resolve the Dispute. Each senior representative serving on such panel shall have full 

authority to settle the Dispute.   

ii. Litigation: 

If the parties cannot settle the dispute amicably, the matter shall be referred to national courts of 

competent jurisdiction.  

Article 9: Duties and Obligations of the Sponsored. 

The Sponsored undertakes to diligently complete the Training within the prescribed time. The 

Sponsored shall as part of his/ her obligations under this agreement attend the course diligently and 

apply the whole of his/her energies during the programme to the acquisition of the skills and 

knowledge taught or otherwise made available in connection with the course of study.  

The Sponsored shall, during the sponsorship period follow all the regulations and discipline that shall 

be enforced from time to time by the Sponsor or any other authority under the authorization of the 

Sponsor. 

The Sponsored shall furnish the Sponsor with results on any attempted paper immediately after they 

are available and the copy of the acquired academic qualification at the end of the sponsorship period. 

 The Sponsored undertakes to complete the Course in a reasonable period.  

Article 10: Duties and Obligations of the Sponsor. 

 

The Sponsor shall pay the expenses for the course to be undertaken by the Sponsored. The expenses to 

be incurred by the Sponsor shall include tuition and functional fees as set out in Annex 1. 

The Sponsor shall allocate 5 days to the Sponsored for revision prior to sitting exams. These days shall 

not be deducted from the Sponsored annual leave days.  

The Sponsor shall pay for each paper attempted by the Sponsored only twice starting with the June 

2015 sittings, thereafter, the Sponsored will pay for him or herself. 

However, should Sponsored self-fund additional attempts and pass, they will be retrospectively reimbursed for 

the exam fees for one attempt. 

In order to optimise pass rates, OAG staff can take up to a total of four papers per calendar year. No 

more than 2 papers can be taken per sitting.  

Article 11: Bonding Period 

After completion of the Course, the Sponsored shall serve the Sponsor for at least a period of 3 years. The 
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bonding period commence from the date of completion of course. 

Article 12: Waiver 

The Sponsor reserves the right (whenever applicable or necessary as the case maybe) to, reduce or 

waive the Bonding period at its sole discretion. In the event of reduction or waiver of the said Bonding 

period, the Sponsored shall be absolved of all obligations under this Agreement.  

Article 13: Breach of Contract 

The occurrence of the following events shall be considered as breach of this Agreement:  

a) The Sponsored resigning from the Employment with the Sponsor or abandons the course before 

completion;  

b) The Sponsored is suspended or barred by the Institution from continuing with the course because of 

indiscipline;  

c) Fails or refuses to report for duty / resigns from employment upon completing the course;  

d) By his/her own conduct renders himself/ herself incapable or is unsuitable to serve the Sponsor;  

 

In case of any of the above events, the Sponsored who has not completed the course, shall be liable to 

pay back to the Sponsor all expenses incurred during the course of Sponsorship up to the date of 

breach.  

 

The Sponsored who had started the bonding period shall pay back the expenses considering the 

time remaining on the bonding period. 

 

The total amount due shall be paid before the final day of service to the Office. 

Article 14: Termination 

The Sponsor has the right to revoke or terminate this Agreement if at any time during the sponsorship 

period, the Sponsored is found to have committed any of the following:  

 

a) Gross Misconduct;  

b) Engaging in unauthorized activities which are not acceptable by the Institution;  

c) Abandons the course before the completion thereof;  

 

In such circumstances, the Sponsored shall cease to have any claim to any benefits of this Agreement 

and shall be liable to pay agreed liquidated damages being a sum equivalent to the total expenses. 

Article 15: Date of effectiveness of the contract 

This contract shall come into effect on the Date of Signature and remain in force until the two parties 

will have completely fulfilled their obligations, or the time the contract is terminated by either party.   

 

For and On Behalf of Sponsor:  
 

Signature: ………………………………..  
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Name: ………………………………………  

 

 

Designation: ……………………………….  

 

 

 

  

 

Signed and accepted by Sponsored:  
 

 

Signature: …………………………………… 

 

Name: ………………………………………  

 

 

Designation: …………………………………….. 

 

 

 

 

 

 

 

 

SCHEDULE 1 

 

Statement of Expenses 

 

Pursuant to the bonding agreement signed between the Sponsor and the Sponsored, for any 

course, the Sponsor will provide the Sponsored with a “soft” training loan to cover the 

following training costs: 

a) Student registration fees; 

b) Annual subscription fees for a reasonable number of years. 

c) Exemption fees 
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d) Examination entry fees for the first and second attempt on any examination paper. The 

employee will pay examination entry  fee for any subsequent attempt on a failed 

examination paper from own resources; 

e) Course fees, books and other training materials in respect of the employee’s first and 

second  attempt at an examination paper; 

f) Transport, accommodation and meals for the students taking their revision out of the 

country for the first and second attempt on any professional examination paper. 
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THE TERMS AND CONDITIONS OF THIS AGREEMENT HAVE BEEN 

UNDERSTOOD AND AGREED UPON BY BOTH PARTIES WHO HAVE SET 

THEIR HANDS ON THE DAY AND YEAR ABOVE WRITTEN.  

 

For and On Behalf of Employer:  
Name: ………………………………………  

Designation: ……………………………….  

Signature: ………………………………..  

 

  

 

Signed and accepted by Employee:  
Name: ………………………………………  

Designation: …………………………………….. 

 Signature:…………………………………………… 

 

 

SCHEDULE 1  

 

Statement of Expenses  
 

Pursuant to the bonding agreement signed between the Employer and the Employee, for 

Training, the Employer will provide the Employee with a “soft” training loan to cover the 

following training costs: 

g) Student registration fees; 

h) Annual subscription fees for a reasonable number of years in line with 3.4 above; 

i) Exemption fees 

j) Examination entry fees for the first and second attempt on any examination paper. The 

employee will pay examination entry  fee for any subsequent attempt on a failed 

examination paper from own resources; 

k) Course fees, books and other training materials in respect of the employee’s first and 

second  attempt at an examination paper; 

l) Transport, accommodation and meals for the students taking their revision out of the 

country for the first and second attempt on any professional examination paper 


