Addis Ababa University

Business Process Reengineering for Human Resource

Management: Situation Analysis (AS IS) Report

Prepared by BPR Team for Human Resource Management
Biruk Tesfaye
Fenta Mandefro
Kassa Michael
Shimelis Abebe
Teklehaimanot Haileselassie
Tilahun Teklehaymanot
Wanna Leka

Worku Mekonnen

August, 2008



Table of Content

Page
JLIE= 11 o @ g = o | PSSR 2
R 1 oo [Tt oo S 4
B2 @ o= ox Y == RS 4
2.1, GENEFAl ODJECHIVE. .. cviuiieieirtiieresti ettt ettt sttt b sttt et be b e st e st b e s te st b et st e s e bese e e enenbe st enente s 4
2.2, SPECITIC ODJECLIVES....c.eeiteeeeiesieetieie ettt ettt e see s e s s et e e e e tesae et e stessesseeseeasesaeaseensesesseeseeneeseessenneenen 4
3. SCOPE OF TNE SEUAY ...ttt bbbttt sttt b et st s b et et b e b et e st b e na et enen 5
4. LimitatioNS Of the SEUAY ....oc.oeeee ettt s ae et et e st e ese e e e saeesenneenean 5
5. Methodology
6. ENd t0 ENd Process DEfINMITION.......ccciiiiiiieesieieeseiee sttt s bbb sa e 6
6.1, INPULS OF T8 PIrOCESS. ... ecveeeee sttt re et et st e et et e s te s s e e aeeseeseesaeeneenseeesseeseeneeseessenneenean 6
6.2. OULPULS OF ThE PIrOCESS. ....eeeeeeiteetieieie ettt se e et et este et e e s te s s e s aeeseeseesaeeseensensesseeseeneeseessesneenean 7
6.3. OULCOMES Of ThE PrOCESS ....c.viieiiiiiiiiee sttt e e ettt st st b et sttt e e e aesbesbenentens 7
A\ =] o TEqTo A =g o] 0= TSSO P PSR 8
7.1. Key to symbols/abbreviation used in MapPing ........cocuviriiinei s ene s 8
A2 o 1o T T Y= o 7= o SRR 9
AT = = 1= Y=o ) SRR
7.3.1. Attraction SUb-process.........ccceeeeeene
7.3.1.1. Human resource planning
7.3.1.2. Employment of academic and SUPPOIt Staff..........ccccvireirerciiierisesiee et ns 9
7.3.1.2.1. Employment of aCademic Staff ..o e 10
7.3.1.2.2. Employment of support staff (contract and PErmManent)..........ccceevevrererereeeseieseseseseseseseesessesessenens 18
7.3.2. RELENTION SUD-PIOCESS ... ceteeiitietieiesie st eee ettt eteeseeseesaesseeneenseatesaeensebenseeseeseeneesaessennsensessennseneensens 23
7.3.2.1. Compensation and BENEFITS. .......ccerieirieirieieeeee ettt n e et 23
7.3.2.1.1. Compensations Of ACAEMIC SEAff.........cciriiiireireee e 23
7.3.2.1.2. Administrative Staff — Over time
S C T =T 4T ) TSRS
7.3.2.2 PErfOrmManCe @DPIAISAl ......ecueuerieiiiieieieieisteeseeete st testesessesaeseste st se e eaessesesseseesessasessesesse s asesaesesaenesenseneneenen
7.3.2.3. Training and DEVEIOPIMENL .........ccerieiirieirieiee ettt se e sb e e b s tesess et besae e sae e es e e eseneenes
7. 3,24, PTOMOUION ..ottt b et b et b bt h s bbbt et b bt b s bt n b 40
7.3.2.5. Transfer: Intra-University transfer of Support Staff .. ....46
7.3.2.6. Grievance handling System...........ccovvverveneneneenennns ....48
7.3.2.7. Disciplinary case handling..... ...51
SR T = o (= £ 1T OSSPSR 53
SRR < o= - 1o o [OOSR 55
T T T L 1= 02 TSRS 55
S N I o Y [T T = 1 =11 0L TSP 55
7.3.3.1.2. Individual request for retirement...... ....58
7.3.3.1.3. FOrce majeure......c..coouvvevuecerueveennns ....59
7.3.3.2. Resignation................ ....61
7.3.3.3. POSE DEBIN PrOCESS.......cuiitiiriiieecsie ettt sttt ee et b ettt ae b et et e e st e et e eneneenes 62
8. CUSLOMEN S Of B PrOCESS ... ettt ettt ea e seesae e s e e enee e e eae e e e tenaesreeseeneesean 63
LS S =1 = 1T o [ S
O I @] =T o o = o RS
11. Customer’s demand
12. Problems of the customers and the ProCeESS.......coeiiriieeere e nee e 64
13. PerformanCeDASElINe. ...ttt et a et ne e nean 64



List of Acronyms

AAU Addis Ababa University

AC Academic Commission

ADA Associate Dean for Administration

ADSIP Assistant Dean for Summer In-service Program

APU Academic Program Unit

ASRPP Academic Staff Recruitment, Placement and Promotion
AVP Academic Vice President

AVPAA Associate Vice President for Academic Affairs

AVPCE Associate Vice President for Continuing Education

DAC Department Academic Committee

EPS Employment and Placement Section

FCSA Federal Civil Service Agency

HRMD Human Resource Management Department

HRP Human Resource Planning

HRPAD Human Resource Management and Property Administration Director
HRPSIT Human Resource Promotion, Salary Increment and Training
HRPT Human Resource Planning and Training

PC Promotion Committee

PSSA Pension and Social Security Agency

RA Record and Archive

SRAPC Staff Recruitment, Appointment and Promotion Committee
VDES Vice Dean for Expatriate Staff

VPBD Vice President for Business and Devel opment

VPGSR Vice President for Graduate Studies and Research



1. Introduction

Addis Ababa University, the first and the oldest higher learning institution in the country, has
been engaged in teaching —earning, research and community services. It has been playing a

pivotal role in producing trained manpower for more than half a century.

The University has revisited its structure and management at different times so as to improve
the delivery of teaching-learning, research and community services. Despite such efforts, it
has now reached a stage where it stagers to meet the demands of its current program
expansions. It has hardly served as a role model in teaching-learning and research processes,
which would produce graduates and research results that can address the Country’s

problems.

The Human Resource Management (HRM) processes and systems, the core concern of this
team, are characterized by backward, boring and lengthy bureaucratic procedures. Some time
has elapsed since the University has become aware of such problems. In response to these, it
has now been engaged in Business Process Re-engineering (BPR). In this paper, the team
presents the “AS IS’ document of the HRM processes and practices of the University. In

doing so, the document outlines process narrations and flow charts.
2. Objectives

2.1. General Objective

The main objective of the BPR in Human Resource Management process is to bring aradical
change to the current archaic HRM practices that are an impediment to the teaching-learning,

research and community service activities.
2.2. Specific Objectives

The specific objectives of this study are:
To understand the current HRM practices in the University,
To identify the main, sub and sub-sub processesin HRM system,

To map the main, sub and sub-sub processesin HRM system,



To identify the shortcomings of the current HRM system,
To identify the expectation of the stakeholders of the system, and

To pinpoint the performance base-lines.

3. Scope of the study

This study deals with the end-to-end HRM processes, which consist of various HRM

functions that are broadly categorized into three sub-processes.

Attraction is divided into two sub-sub-processes viz. Human Resource Planning and

Employment.

Retention is a broad sub-process, which consists of compensation and benefits,
performance appraisal, training and development, promotion and transfer, grievance

handling system, disciplinary case handling processes and leadership.

Separ ation includes the following sub-sub-processes: retirement, resignation and
post-death.

4. Limitations of the study

Even though it is not difficult to feel and understand the pain of the existing problems of the
HRM processes in the University, lack of complete information coupled with time limitation
undermined the efforts of the team to measure the current performance gap of the identified

Sub-processes.
5. Methodology

At theinitial stage, the team defined the scope of the study and identified three major HRM
sub-processes namely Attraction, Retention and Separation. Based on the defined scope of
the study, the team organized itself into two working groups. The groups interviewed the
different human resource management departments and sections, faculty deans, department
heads, and heads of personnel, identified and captured the procedures and processes foll owed
in each functiona unit. The data were collected using semi-structured questionnaire, face-to-
face interview and analysis of various documents. The identified processes are listed in

accordance to the defined scope and current HR practices of the University.



6. End-to-End Process Definition

6.1. Inputs of the process

The team identified the following as triggering factors (inputs) for the human resource

management process at AAU.

The University fails to achieve its main objectives (teaching-learning, research and
community service) due to inefficient, incompetent and lack of up-to-date human
resource management systems.

The exigting human resource management system doesn’'t qualify to serve the current
University’s expansion programs.

The University has become victim of high staff turnover.

There is no well defined and structured human resource planning (for both academic
and support staff).

The University (colleges, faculties, institutes, schools, departments, units, sections
etc) hardly secures qualified and competent academic and support staff satisfactorily.
The performance appraisal system lacks objectivity to identify the strengths and
weakness of appraisee for subsequent HR actions.

In most cases, the working environment (such as physical facilities, quality of
leadership etc) is not conducive to accomplish duties and responsibilities.

Weak participatory decision making at various levels that developed into sense of
alienation.

Employees are not fully satisfied with the fairness, adequacy, timeliness,
transparency and competitiveness of the salary, overtime and overload payments.
Training and Development is not planned, lacks transparent system, and suffers from
lengthy procedure.

Absence of formal and structured system to ensure organizational peace and
harmony.

Lack of formal grievance handling system.

Absence of proactive discipline handling system.

Poor personnel record and communication system.



The above triggering factors dictate a strong need for a radical change in the management

and utilization of the University’s human resources.
6.2. Outputs of the process

Develop up-to-date and efficient human resource management system that enables
the University to achieve its main objectives (teaching-learning, research and
community service).

Ensures a human resource planning system that caters for current demand and foresee
future changes.

Establish an HR system that attracts qualified and competent academic and support
staff.

Establish an HR system that ensures the retention and development of qualified and
competent staff through appropriate performance measurement, compensation, and
training systems as well conducive working environment.

Establish a system that empowers employees to actively participate in decision
making at various levels that promotes organizational harmony and sense of
belongingness.

Establish a system that ensures smooth entry and exit process.
6.3. Outcomes of the process

Departments, units etc are staffed with competent, disciplined and motivated staff.
Maintain qualified, well-trained and experienced workforce capable of contributing
to the University to fulfill its vision, mission and objectives.

The University becomes a place where professionals would like to work and develop
their career that benefits the society at large.

The University with dynamic and innovative organizational culture that promote
every economic, social and political endeavor.

There is a system that ensures smooth entry and exit mechanism.

University community that stands against nepotism, corruption and all other mal-

practicesin HR.



7. Mapping the process

The team defined the scope of HRM into three major sub-processes: Attraction, Retention
and Separation. Each of the sub-processes is further divided into sub-sub-processes.

a) Attraction

Attraction includes HR Planning and Employment (recruitment, selection, placement and
orientation).

b) Retention

Retention consists of compensation and benefits (salary, overtime, part-time, overload,
annual leave, study leave, sabbatical/research leave), performance appraisal, training and
developments, promotion, transfer, grievance handling, disciplinary case handling and
leadership.

C) Separation

Separation deals with the exit processes of an employee due to retirement, suspension, and
resignation. It also includes processes on post-death of an employee.

7.1. Key to symbols

1. Start/End

2.Process | [
3. Document | 1
4. Decision | <_>
5. Flow




7.2. High level map

The high level map indicates the major sub-processes of the HRM process covering from

entry to exit.

High level HRM Process

Start T Attraction =" Retention

L J

Separation | End

7.3. Detialed Map(s)

The detailed maps capture the end-to-end processes of different sub-sub-processes found in
the three mgjor HRM sub-process viz. attraction, retention and separation. Processes are

shown by a series of tasks followed by aflow charts that depict each process.

7.3.1. Attraction sub-process

7.3.1.1. Human resour ce planning

HRP involves a set of processes that help to trand ate overall organizational objectives, plans
and programs in to workforce needs. It includes forecasting future needs for employees of
various types, comparing these with the present workforce; and determining the numbers and
types of employeesto be recruited or phased out of the organization’s employment group. In
another sense, it can also be understood that human resource planning is a process by which
an organization ensures that it has the right number and kind of people, at the right place, at
the right time, capable of effectively and efficiently completing those tasks that will help the

organization achieve its overall objectives.

In spite of these, the team could hardly identify awell defined and structured HRP processin
the University. Nonetheless, there is rudimentary HR planning at academic department
levels dictated by immediate shortage of experts in specific disciplines, expansion of

programs and replacement of absentee academic staff.

7.3.1.2. Employment of academic and support staff

Employment is a set of processes that include recruitment, selection, placement and

orientation which are interlinked to each other. However, the process detailed maps doesn’t



include orientation because there is no an orientation in an organized form and only the job

description is given to the employee and some friendly workmates may help the new

employee to acclimatize with the work environment in a given department or faculty.

7.3.1.2.1. Employment of academic staff

a) Employment of L ocal Academic Staff

1

Unit/department head fills human resource (HR) form (Model 63) and forwards to

dean/director.

2. Dean/director approves Model 63 and forwardsto AVP.

3. AVP approves Model 63 and sendsto faculty personnel office.

4. Faculty personnel office forwards the Model to the Budget Department for budget

© © N o

11.

12.

13.

14.

clearance.

The Budget Department clears the budget and returns the Model to faculty personnel
office.

The faculty personnel office sends the Model to Record and Archives Section.

The Record and Archives Section forwards to HRPAD.

HRPAD forwards to HRMD through Record and Archives Section.

HRMD forwards the document to Employment and Placement Section.

. Employment and Placement Section:

Verifies the documents,
prepares vacancy announcement and sends it to press agency for cost
estimation,
collects the estimated cost and prepares purchase requisition, and
sends the purchase requisition to HRMD.
The HRMD approves the purchase requisition and sends it back to the Employment
and Placement Section.
Employment and Placement Section forwards the purchase requisition to Finance
Department for budget clearance.
The Finance Department clears the budget and returns the requisition form to
Employment and Placement Section.
Employment and Placement Section forwards the form and the script of vacancy

announcement to Record and Archives Section.

10



15. The Record and Archives Section registers and forwards the form and the script to
purchasing office.
16. The purchasing office:
sends the request to press agency,
follows it up, and
notifies the Employment and Placement Section that the announcement is
released on appropriate media.
17. The Employment and Placement Section, upon the release of the announcement,
notifies faculty personnel office.
18. The faculty personnel office forwards the copy of the announcement to the
department/unit to recruit and select applicants.
19. The department/unit registers applicants and forwards the list with relevant
documents to the department recruitment and selection committee.
20. The committee:
verifies the documents and screens out against established criteria
selects and notifies the result to the department along with minutes.
21. The department/unit head:
presents the result to DAC for approval,
forwards the list of selected applicants and their credentials to the
dean/director office with cover letter.
22. The dean/director:
presents the document to AC for approval and
forwards the minutes of the AC to AV P office with a cover letter.
23. The AVP approves the employment and forwards the copy to HRPAD for action.
24. The HRPAD forwards the document to HRMD through Record and Archives
Section.
25. The Record and Archives Section registers the document and forward same to
HRMD.
26. The HRMD receives the document and forwards it to the Employment and Placement
Section through Record and Archive Section.
27. The Record and Archives Section forwards the document to Employment and
Placement Section.

28. The Employment and Placement Section:

11



requests the selected candidate to fill employment forms,
writes a letter to hospital/health center for medical examination, and forwards
to the Record and Archives Section.
29. The Record and Archives Section registers and sends back to Employment and
Placement Section.
30. The Employment and Placement Section:
Issues a copy to the candidate and places one copy on his/her persona file.
Upon receiving the candidate’ s medical certificate, requests him/her to fill life
history and retirement forms.
Verifies the forms and file same in his/her personal file.
Requests the candidate to clear from his/her pervious organization if he/she
was previously employed.
Prepares an identity card form and hand to selected candidate to have it
signed by his/her respective department head.
Prepares an identity card and a contract in his/her name.
Forwards the contract to be signed by the employee, department head and
dean/director.
Collects the contract and forwards to AVP.
31. The AVP signs and approves the contract and returns to the Employment and
Placement Section.
32. The Employment and Placement Section:
files one copy in the employee’'s persona file, send a copy to the employee’s
faculty/institute and issues one to the employee.
Prepares payroll action and forwardsit to HRMD.
33. The HRMD approves the payroll action and returns it to Employment and Placement
Section.
34. The Employment and Placement Section:
forwards the approved payroll action to both Budget and Finance
Departments and sends a copy for file,
Verifies the document and forwards to the Record and Archives Section with

mi nutes.
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Employment : Local Academic Staff

Symbol Key Start

Record and Archives

Unit Head AP
nit Hea Faculty Budget Department HRPAD

- i [P

Approves and Farwards

to Faculty Administration
Forwards ko &WP

Fills personal requisition
Model 63

Forwards ko Dean or Direckor

Forward ta HRM through
record and

checking and
budaet clearance

Forward to Faculty HRIM Forwards to
personnel office employment office
ey

office

Forward to Faculty
Administration office

L 2 Check the document:
personnel office Forwards ta and prepare vacancy
Budget: office For budget announcemnent

clearance

Motifying the vacancy to
faculty personnel
administrator

Record and Archives

Faorwards ko HRPAD

Forward the notification
to the concerned Faculty

Farward to Academic
Commission

forward to HRMPD

Effect employment

Forward through record
office ko HRM

HRM check and forward
to employment office
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forward ko
Employment officer

Employment office
processes employment
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Approves

Forward ko AYP
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Forward o HRMPD
through Record Office

Employment office file and
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contrack to concerned
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prepare payrall
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The employment
office check and
file
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b) Employment process of expatriate staff

1

The department requests for employment of expatriate staff to the respective
dean/director.
The dean/director verifies the request and forwards it to the Vice Dean for Expatriate
Staff (VDES).
The VDES verifies the request and forwards it to the office of VPGSR for vacancy
announcement.
The VPGSR Office:
announces the vacancy through the university web site,
receives application from potential candidates and forwards the applicants
documents to respective faculty/colleges/departments institution.
The faculty/college/director/dean instructs the department to select among the
applicants against the established criteria.
The department head forwards the documents to the department recruitment and
selection committee.
The committee:
verifies the documents and screens out against established criteria
selects and notifies the result to the department along with minutes.
The department/unit head:
presents the result to DAC for approval,
forwards the list of selected applicants and their credentials to the
dean/director office with cover letter.
The dean/director presents the document to AC for approval and forwards the
minutes of the AC to VPGSR office with a cover |etter.

10. The VPGSR approves and forwards to VDES to effect the employment.
11. The VDES:

forwards the document to the Employment and Placement Section to effect
the expatriate’ s employment and make follow up on the process.

writes a letter to respective departments notifying that the newly employed
expatriate staff shall commence hig’her duties.

12. The department head notifies the VDES that the newly employed expatriate staff is

on his’her duties.

14



13. The Employment and Placement Section requests the expatriate to fill higher life
history form and sign contract.

14. The Employment and Placement Section forwards the employment contract to
VPGSR office for approval.

15. The VPGSR approves the contract and returns back to the Employment and
Placement Section.

16. The Employment and Placement Section issues an ID card form to the expatriate to
have it signed by his’her department head.

17. The department head signs the form and returns to the Employment and Placement
Section.

18. Upon receiving the ID card form, the Employment and Placement Section prepares

ID card and issues to the expatriate staff.

15
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¢) Joint Employment

1

The applicant applies for joint employment to a department/unit with a letter of
support from his employer.

2. The department head presents the application to DAC for approval.

3. If the DAC rejects the request, the decision will be notified to the applicant.

4. 1f the DAC approves the request, the decision will be forwarded to the dean/director

with the minutes attached.

5. The dean presents the documents to AC for approval.

6. If AC rgects the recommendation of the DAC the decision will be communicated

back to the department.
If AC accepts the recommendation of the DAC:
the applicant will be requested to fill joint appointment contract form,
the form will be forwarded to AVP for approval with the AC minutes
attached.
If the AC recommendation is not accepted the AVP returns the case to the
faculty/college/ingtitute.
If the AVP approves the joint employment, the rest of the employment processes and

procedures follow the full time employment process of AAU.

17



7.3.1.2.2. Employment of support staff (contract and per manent)

1. Unit/department head fills human resource (HR) form (Model 63) and forwards to
dean/director.

2. Dean/director approves the Model 63 and forwards to personnel office.

3. The personnel office forwards the form to administration and finance office with a
cover letter.

4. The administration and finance head approves and returns the model to the personnel

office.

18



5. The personnel office verifies the form and forwards to Record and Archives Section.
6. The Record and Archives Section registers the document and forwards it to HRPAD.
7. The HRPAD endorses the document and forwards to HRMD through the Record and
Archive Section.
8. The Record and Archives Section forwards the document to HRMD.
9. The HRMD forwards to Employment and Placement Section through the Record and
Archive Section.
10. The Employment and Placement Section:
Verifies the documents,
prepares vacancy announcement and sends it to press agency for cost
estimation,
collects the estimated cost and prepares purchase requisition, and
sends the purchase requisition to HRMD.
11. The HRMD approves the purchase requisition and sends it back to the Employment
and Placement Section.
12. Employment and Placement Section forwards the purchase requisition to Finance
Department for budget clearance.
13. The Finance Department clears the budget and returns the requisition form to
Employment and Placement Section.
14. Employment and Placement Section forwards the form and the script of vacancy
announcement to Record and Archives Section.
15. The Record and Archives Section registers and forwards the form and the script to
purchasing office.
16. The purchasing office:
sends the request to press agency,
followsit up, and
notifies the Employment and Placement Section that the announcement is
released on appropriate media.
17. The Employment and Placement Section:
registers the applicants for ten consecutive working days.
In the presence of the representative of the unit requesting the employment;
reviews and evaluates applicants’ credentials and short list the qualified
candidates to sit for exam.

19



Identify the area of employment test.
Sends the list of short listed applicants to Record and Archives Section with a
cover letter.

18. The Record and Archives Section registers and forwards to the testing center.

19. The testing center prepares exam, fix exam date and notifies to the Employment and
Placement Section.

20. The Employment and Placement Section:

notifies the date and place of the exam to the applicants.
ensures the presence of more than fifty percent of the applicants for
conducting the exam.

21. The testing center conducts the exam, records and sends the result to the Employment
and Placement Section.

22. The Employment and Placement Section verifies the list of examinees against those
who sat for the exam and forwards to employment committee.

23. The employment committee selects those applicants who scored highest results. |If
applicants scored the same results, the committee decides to conduct interview.

24. The Employment and Placement Section notifies screened in applicants for interview
and as well to the employment committee the date of interview.

25. The employment committee conducts the interview accordingly.

26. The Employment and Placement Section writes minutes of the employment
committee and forwards to VPBD.

27. The VPBD approves the employment and returns to the Employment and Placement
Section.

28. The Employment and Placement Section notifies selected and waiting applicants
through the Record and Archive Section.

29. The Record and Archives Section registers and posts list of selected and waiting
applicantsin all campuses.

30. The Employment and Placement Section prepares a letter to hospital/health center
and police for medical examination and finger prints, respectively, and forwards to
HRMD.

31. The HRMD signs the letter and returns it to the Employment and Placement Section.

32. The Employment and Placement Section:

sends one copy of the letter to the units requesting employment,

20



place a copy in his/her personal file.
requests the employee to produce medical and finger prints certificates.
regquests the employee to fill his’her personal history and retirement forms.
verifies the formsfilled by the employee, and
prepares employment letter and sends to HRMD.
33. The HRMD signs the employment letter and returns to the Employment and
Placement Section.
34. The Employment and Placement Section distributes the letter to the employee and
other concerned bodies.
35. The employee reports to the department/unit and the later notifies the duty report of
the employee to the Employment and Placement Section.
36. The Employment and Placement Section:
Provides the employee with ID form to fill it and get it signed by the head of
the department/unit,
issues him/her the ID card, and
prepares payroll action form and sendsto HRMD.
37. The HRMD approves the payroll action and returns it to the Employment and
Placement Section.
38. The Employment and Placement Section:
forwards a copy of the payroll action to both the Finance and Budget
Departments and a copy for file.
Verifies the document and forwards to the Record and Archives Section with

mi nutes.
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7.3.2. Retention sub-process
7.3.2.1. Compensation and Benefits
7.3.2.1.1. Compensations of Academic Staff

a) Overload and part-time- Regular program

1. A department prepares course offering according to the Academic Calendar.

2. The department head distributes courses to the academic staff and identifies extra
loads, if any.

3. The department head negotiates and assigns overload and part-time.

4. The part-time instructor signs the contractual agreement.

5. The department fills human resource forms for overload and part-time staff and
forwards to the dean/director.

6. The dean/director presents to the AC for approval.

7. The dean/director signs the human resource form and part-time contract
agreement, and sends to the AVPAA with the minutes of AC.

8. The AVPAA sendsto the APU for verification.

9. The APU returns back to AVPAA for approval.

10. The AVPAA approves, takes statistics and records, and returns to APU.

11. The APU calls the respective faculties to collect the document.

12. The respective faculty submits the document to the Budget Department.

13. The Budget Department clears the budget and sends to the respective faculty
finance offices.

14. The faculty effects the payments.

23
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b) Continuing Education Academic - Extension

1.
2.

N o ok~ w

©

A program coordinator prepares course offering.
The department head distributes courses to the academic staff in consultation with
the program coordinator.
The coordinator prepares the contractual agreement.
The academic staffs sign the contract.
The contractual agreement is sent to the director of extension division.
The director forwards the contract to the AVPCE for approval.
The AVPCE forwards the contract to the finance office in the continuing
education section.

The continuing education finance office verifies the contract.

9. The finance office of the section sends to the respective budget centers for

payment.

25



¢) Continuing Education — Summer In service

1. A program coordinator prepares course offering.
2. The department head distributes courses to the academic staff in consultation with

the program coordinator.

26



3. The coordinators prepare the contract agreement.

The academic staffs sign the contract.

5. The contractual agreement is sent to the summer in-service program assistant

dean.

. The summer in-service assistant dean forwards to administration and finance head

for budget clearance.

7. The administration and finance head sends to the dean.

8. The dean forwards to the finance section.

9. The finance section prepares payments.

27



7.3.2.1.2. Adminigtrative Staff — Over-time (OT)

1. The faculty/department/unit determines the over-time work.

2. The faculty/department/unit requests HRPAD for budget.

3. When approved, the respective faculty/department/unit head executes the OT
work.

4. Theimmediate supervisor fillsand signs the OT sheet.

5. The supervisor sends the OT sheet to administration and finance office for
approval.

6. The administrator approves and sends to the finance office for payment.

28



7.3.2.1.3. Benefits

a) Annual leave

1

g > D

Individua fillsthe standard application form.

The personnel office verifies the annual leave.

The personnel office submits the form to the unit heads.

The unit head office approves the leave and sends back to the personnel.

The personnel office puts a copy to the file and issues to the individual.
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b) Study leave/ Resear ch leave, Sabbatical leave and Reinstatement

1.
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10.

Individual applies for the study leave/research leave/sabbatical leave to the
department.
The department verifies the request and recommends to the AC.
The AC approves the leave.
The dean writes a letter to the AV P office with the AC minutes attached.
The AVP office approves the leave and sendsto HRPAD.
The HRPAD sends the documents to HRPT unit.
HRPT unit issues forms to be filled by the individual.
When the study leave is less than six months/research |leave or sabbatical leave
the individual fills guarantee form and,
Returnsto the HRPT unit
HRPT unit writes salary termination letter to the Budget Department, Finance
Department and the individual.
When the study leave is more than six months:
the individual fills clearance, financial support, and guarantee forms.
the financial support is approved by AVP and VPBD
guarantee form is approved by AVP, and
the forms are returned to HRPT unit.

HRPT unit writes aletter to Finance Department and then the process ends.

Reinstatement

1. Theindividual applies to the respective department/unit.

N
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The department/unit head writes a letter with DAC minutes attached to the
respective faculty dean/director.
The dean/director writes a letter to the AVP Office.
The AVP writes aletter to HRPAD.
HRPAD forwards the |etter to HRPT unit.
HRPT unit prepares reinstatement payroll and sends to Budget Department,

issues a copy to the returnee and retains same for file.

30



31



32



¢) Benefits (housing, medical, transportation, provision officefacilities, etc.
Thereis no well defined procedure to provide the benefits and services to the employees of the

university.

7.3.2.2 Performance appraisal

a) Academic staff performance appraisal process

Department/unit distributes standard format to colleagues/head and students.
A department head assigns someone that facilitates evaluations.

A facilitator collects the eval uation sheets from the students and colleagues.
Department/unit summarizes the evaluations of each academic staff.

Department submits the evaluation results to dean/director’ s office for approval.

© g ~ w N P

Department distributes the approved performance evaluation results to each
academic staff and files the copy of the summary shest.
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b) Administrative staff performance appraisal process

1.
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Promotion and salary increment office sends a reminder to personnel offices to
conduct evaluation of administrative staff.

The personnel office distributes the appraisal form to each unit.

The unit head eval uates the appraisee and summarize the result.

The unit head invites the appraisee to comment on his’her evaluation result.

The apprai see comments on the resullt.

If s/lhe agrees on the result ghe signs. If s/he disagrees, the appraisee files

grievance to the concerned office.

7. The unit head sends the report to the personnel office.

8. The personnel office sends to the dean/director for approval.

9. The dean/director approves and sends it back to the personnel office.
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10. The personnel office sends to the promotion and salary increment office through
the Record and Archive Section.

11. The Record and Archives Section sends a copy to statistics and records, and files
same in the individual folders.

12. If the individual performance result is below accepted standards, the unit head
consults the individual and writes letter to the HRPT unit.

13. The HRPT unit arranges training and development program for the individual.

14. If the individual does not exhibit improvement in hig’her performance ad hoc
committee will be established.

15. The ad hoc committee proposes decision to the HRMD office.

16. The HRMD office approves and forwards to HRPAD.

17. The HRPAD approves the implementation of the decision.
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7.3.2.3. Training and Development

a) Academic: Postgraduatetraining abroad initiated by individuals

1.
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An academic staff applies to the department for approval of postgraduate training
abroad.

The head presents the application to DAC for recommendation.

The head forwards the application to the dean with minutes of the DAC attached.
The dean presents the case to the AC for approval.

The dean writes to the AV P office with the minutes of the AC attached.

AVP office approves the study leave (the process for the study leave is indicated

in section ....)
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b) Academic: Abroad- Postgraduate Training, Government scholar ship or Project.

N o o bk~ 0w DN PR

The University announces a scholarship.

A staff applies to compete for the scholarship.

Department/unit screens and selects potential candidates.

The department/unit submits the list of the candidates to the dean.

The dean presents to the AC for nomination.

The dean writesto the AV P office with the minutes of the AC attached.

AVP office nominates a candidate and approves the study |leave (the process for

the study leave isindicated in section ....)

37



¢) In house: Postgraduate Training
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A staff applies for in-house training to his/her department/unit.

The department head presents the application to DAC.

The DAC recommends the training

The head submits the application dean with the minutes of the DAC attached.
The dean presents the case to the AC for approval.

The dean writesto the AV P office with minutes of the AC attached.

AVP office approves the training and writes a letter of sponsorship.
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d) Administrative staff-L ocal short term training

1.

A unit proposes training and submits the proposal to HRPAD through Record and
Archive Section.

The HRPAD forwards the proposal to HRPT unit to clear the budget and verify
the relevance of the training and the trainee.

The HRPT unit, in consultation with the units that requested the training,
identifies atrainer.

The HRPT unit writes a letter to HRPAD for the approval of the trainer through
Record and Archive Section.

5. The director approves the training.

6. The HRPT unit writes a letter to the requesting unit, the trainer, and the trainees

to conduct the training program.
The HRPT unit makes a follow up on the training program.
At the end of the program, a trainee submits a report on the training to the HRPT

unit.
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7.3.2.4. Promotion

a) Promotion of Academic Staff process

1. A staff applies for promotion to a department with all necessary documents.

2. A department :
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Reviews the submitted document and verifies all submitted documents against
requirements stipulated by the AAU senate legislation for the promotion.
If the promotion is requested based on published articles/teaching
material s/text book(s), a department sends to anonymous reviewers.
On the basis of the reviewer’s response DAC accepts or rejects the request. If
accepted, the department head requests the dean office to approve the decision
of the DAC. If the application is rejected the department notifies the
applicant.

3. The dean/director office:
Verifies the documents submitted for promotion and department’s decision
against established criteria.
Presents the promotion request to AC.
If accepted, the dean’s office requests the AVP to approve and facilitate the
promotion.
If not accepted, sends back to the department.

4. AVP Office:
verifies the documents submitted for promotion against established criteria.
For ranks, lecturer and below the AVP decides the promotion requested. If
accepted notifies the applicant and instructs relevant administrative units for
appropriate action.
For ranks, assistant professor and above, submits the request to ASRPPC.
If not accepted, sends back to the dean/director office.

5. ASRPPC:
Verifies the documents submitted for promotion against established criteria
and when accepted recommends to the University Executive Committee.
If not accepted, sends back to the dean/director office.

6. The University Executive Committee:
verifies the documents submitted for promotion against established criteria.
when, accepted recommends to the Senate.

7. The Senate:
verifies the documents against established criteria.

decides the promotion for assistant and associate professorship.
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for professorship, recommends to the Board for approva through the
President.

The Board approves the promotion and forwards to the President’ s Office.

9. The President’s Office notifies the decision of the Senate/Board to the applicant as

10.

11.
12.

13.

14.

15.

16.

17.
18.

19.

20.

21.

22.

23.

well instructs HRPAD for appropriate action.

The HRPAD gives direction and sends same to the HRMD through the Record and
Archive Section.

The Record and Archive Section registers the document and sends to the HRMD.

The HRMD instructs the Promotion and Salary Increment Section through the
Record and Archive Section to process a salary corresponding to the new rank.

The Record and Archive Section registers the document and sends back to the
Promotion and Salary Increment Section.

Promotion and Salary Increment Section communicates dean/director office to fill
Model 63 and have an approved budget.

Dean/director office instructs the personnel office to fill Model 63 and process budget
approval.

Personnel office fills Model 63 as per the approved new rank and prepares covering
letter to be signed by the dean/director.

Dean/director office signs the cover letter and Model 63 and sends both to the AVP.
The AVP approves Model 63 and instructs the Budget Department for budget
clearance.

The Budget Department clears the budget, approves Model 63 and communicates
same to HRMD through the Record and Archive Section.

The Record and Archive Section registers the documents and sendsto HRMD.

The HRMD instructs and communicates, through the Record and Archive Section,
the Promotion and Salary Increment Section to prepare payroll action as per the new
rank.

Promotion and Salary Increment Section issues payroll action along with Model 63 to
the Finance office through the Record and Archive Section. Same is communicated
to the promoted staff and his’her department.

The finance office executes payment as per the new rank.
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b) Support Staff Promotion Process

1

Administrative unit identifies vacant position(s) and fills Model 63 indicating
corresponding salary, position code and ID number and submit the document to the
dean/director’ s office for approval and signature.

The dean/director office approves and signs the document and sends same to VPBD
office.

The VPBD office approves the document and instructs Budget Department for
budget clearance.

The Budget Department clears the budget and forwards to the HRPDA through
Record and Archive Section.

5. The Record and Archive Section registers the document and sends to HRPAD.
6. HRPAD forwards to HRMD through the Record and Archive Section.

10.

11.

12.

13.

14.

The Record and Archive Section registers the document and sends the same to the
HRMD.
HRMD instructs the Promotion and Salary Increment Section to take appropriate
action and communicates same through the Record and Archive Section.
The Record and Archives unit registers the document and sends to the Promotion and
Salary Increment Section.
Promotion and Salary Increment Section prepares vacancy announcement and
submitsto HRMD for approval.
HRMD approves and sends back to Promotion and Salary Increment Section through
the Record and Archives Section.
The Record and Archives Section registers the vacancy announcement and posts in
all campuses.
Promotion and Salary Increment Section:
collects applications of legible candidates for five working days.
screens in qualified candidates.
Presents the list of screened in applicants to the Promotion Committee along
with the average of three consecutive performance appraisal results.
The Promotion Committee:
verifies the documents of the applicants against the established criteria.

on the basis of the criteria, selects competent applicant(s) for the vacancy.
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communicates its decison along with minutes to Promotion and Salary
Increment Section.
15. Promotion and Salary Increment Section sends the minutes of the Promotion
Committee and other relevant documents of the applicant to the VPBD.
16. The VPBD approves the promotion and instructs HRPAD for appropriate action.
17. HRPAD instructs the HRMD to take appropriate action.
18. HRMD instructs the Promotion and Salary Increment Section for appropriate action.
19. Promotion and Salary Increment Section:
announces the resullt,
accepts and presents any grievance to Promotion Committee for appropriate
decision,
notifies the promoted applicant, higher former unit and the unit he/she is
assigned to indicating the date of report to duty.
20. HRMD approves the promotion document and sends to the Record and Archives
Section.
21. The Record and Archives Section registers the document and sends it to relevant
offices as well to the Statistics Clerk.
22. The Administrative unit to which the promoted staff has been assigned communicates
the date of duty report to the HRMD through the Record and Archives Section.
23. The Records and Archives Section registers the letter and forwards it to the HRMD.
24. The HRMD instructs the Promotion and Salary Increment Section to prepare Payroll
action through the Record and Archives Section.
25. The Record and Archives Section registers and forwards to the Promotion and Salary
Increment Section.
26. The Promotion and Salary Increment Section:
prepares payroll action and communicatesit to Finance Department.
if the former and administrative unit is in different Faculty/College, instructs
the former to terminate payroll.
27. The HRMD approves the payroll action and forwards same to Record and Archives
Section.
28. The Record and Archives Section:

registers the payroll action and sends copies to the Statistics Clerk.
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sends the original copy of the payroll action to the Budget Department to put
aseal of approval and send same to Finance Department.

7.3.2.5. Transfer: Intra-University transfer of support staff

1. Administrative unit/individual requests the HRPAD office for transfer.
2. HRPAD office forwards the request to the HRMD for appropriate action.

3. HRMD forwards the request to the unit where the applicant is working and to the unit
he/she wants to be transferred through the Record and Archives Section.

Record and Archives Section forwards the document to the units.

5. The units send their comments back to the Records and Archives Section.
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. The Record and Archives Section forwards the documents to the HRMD.

. If the comments from the units confirm acceptance, the HRMD prepares a letter and
sends to the HRPAD for approval.

. The HRPAD approves the transfer and notifies both units and the applicant.
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7.3.2.6. Grievance handling system

Despite there is no an organized grievance handling procedure in the University, there are

some faculties/colleges that practice grievance handling. The process of such practices is as

follows.

a) Grievance handling process (appraisal, disciplinary measures, right, benefit and

services)

Individual files case of grief (promotion, appraisal, disciplinary measures, right,

benefit and services) to a concerned body.

2. The concerned body forwards the case HRPAD.

HRPAD forwards the case to the grievance handling committee as per the FCSA

manual.

4. The committee decides and sends to the HRPAD.

5. The HRPAD approves and communicates the decision to the unit and the grieved.

b) Grievance handling process (Promotion)

© N o a &

10.

11.

Individual files case of grief (promotion) to personnel office.

The personnel office investigates the case and forwards same to the administrative
vice dean.

The administrative vice dean forwards the case to the promotion and recruitment
committee.

The committee reviews the case and notifies its decision to the personnel office.

If the grieved is not satisfied with the decision, he/she appeals to HRPAD.

HRPAD forwards the case to the HRPSIT unit.

The HRPSIT unit collects the minutes from the respective unit for review.

If it isfound to be clerical error; the HRPSIT unit communicates the personnel office
of the unit for reconsideration.

The respective personnel office forwards the case to the promotion and recruitment
committee.

If the committee does not reconsider its decision, the personnel office forwards the
case to the HRPSIT unit.

HRPSIT unit forwards the case to the HRPSIT committee.
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12. The HRPSIT committee reviews and decides.

13. The HRPSIT committee forwards its decision to HRPSIT unit.

14. The HRPSIT unit forwards the decision to HRPAD.

15. The HRPAD approves and communicates the final decision to the personnel office
and to the individual.
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7.3.2.7. Disciplinary case handling

Despite there is no an organized disciplinary case handling procedure in the University, there

are some faculties/colleges that practice disciplinary case handling. The process of such

practicesisasfollows.
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10.

11.

12.
13.

Unit/department files disciplinary casesto the HRPAD office.

HRPAD consults the legal service of the University.

The legal service prepares charge against the employee and forwards to HRPAD.
HRPAD forwards the charge to the Discipline Committee.

Discipline Committee issues the charge to the employee.

The employee submits hisher defense against the charge to the committee.

Discipline committee interviews the employee, performs further investigations, and
suggests its disciplinary measures to the HRPAD.

HRPAD approves the decision, if convinced.

If the decision is warning, the HRPAD writes warning to the individual and a copy
for file.

If the decision isin monetary terms the HRPAD writes a letter to the individual and a
copy to Finance Department.

If the decision is dismissal, suspension or demotion, the HRPAD forwards to VPBD
office.

The VPBD approves and returns to the HRPAD for appropriate actions, if convinced.

The HRPAD writes a letter of action to the individua and concerned offices.
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7.3.2.8. Leader ship

a) Department head

1.
2.

The dean constitutes an electoral committee.
The academic staff of the respective department elects three nominees for

department head position.

3. The electoral committee forwards list of nominees to the dean.

4. The dean appoints one among the nominees.

5. The dean writes a letter of appointment to the elected department head and sends

acopy to the HRPAD.
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b) Deanship

1. The AVPcalsthe AC for eection of deanship.

2. The AC dects three candidates from faculty members with the rank of an
assistant professor and above.

3. The AVP forwardslist of nominees to the President.

4. The President writes a letter of appointment to the elected dean and sends a copy

to concerned bodies.
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7.3.3. Separation
7.3.3.1. Retirement

Retirement could be initiated and processed because of one of the following three cases: Age

Limit, Individual Request and Force Mgjeure.
7.3.3.1.1 Agelimit retirement

a) Academic staff

1. Theretirement clerk of the HRM initiates retirement and writes a letter to HRMD.

2. The HRMD writes aletter to a faculty/school/institute/college to notice the retirement of

an employee with a copy to the employee.
3. The faculty/school/institute/college forwards the case to the concerned department.
4. The department advertises vacancy for the position of the employee to be retired.

5. If the department succeeds in employment the retirement process proceeds. Otherwise,

the department requests the dean for extension of employment.

6. The dean/director writes a letter to the AVP for approval of extension of the

employment.
7. The AVP approves and forwards the decision to HRPAD for action.
8. The HRPAD forwards to the HRMD to execute the extension of the employment.
9. The HRMD instructs the retirement clerk for appropriate actions.
10. The employee completes all required formalities for extension of employment.

11. After fulfilling these formalities, the HRMD presents letter of extension to the president
office.

12. The President office approves the extension and requests the FCSA for approval through

Record and Archives Section.

13. FCSA approves and sends back to the University.
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14. HRMD writes afinal letter of extension of employment to the employee with acopy to

all concerned bodies.

NB. There are some full-fledged faculties/school g/institutes/colleges that undergo all
processes by themselves until process 11. Afterwards the process is the same for all.
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b) Administrative staff

1. The retirement clerk of the HRM initiates retirement and writes a letter to HRMD.

2. The HRMD writes a letter to a faculty/school/institute/coll ege to notice the retirement of

an employee with a copy to the employee.
3. The faculty/school/ingtitute/coll ege forwards the case to the concerned unit.
4. The concerned unit requests HRM D to announce vacancy for the position.
5. If the HRM D succeeds in employment the retirement process proceeds. Otherwise, the
HRMD requests the VPBD for extension of employment.
6. The VPBD approves and forwards the decision to HRPAD for action.
7. The HRPAD forwards to the HRMD to execute the extension of the employment.
9. The HRMD instructs the retirement clerk for appropriate actions.
10. The employee completes all required formalities for extension of employment.
11. After fulfilling these formalities, the HRMD presents |etter of extension to the president
office.
12. The President office approves the extension and requests the FCSA for approval through
Record and Archives Section.
13. FCSA approves and sends back to the University.
14. HRMD writes afinal letter of extension of employment to the employee with a copy to

all concerned bodies.
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7.3.3.1.2. Individual request for retirement

1. Theindividual appliesfor retirement to AVP/VPBD.

2. AVP/VPBD forwards the application to HRPAD for verification and action, and as well

informs the faculty/unit of the applicant.
3. The HRPAD forwards to the HRMD for action.
4. The HRMD instructs the retirement clerk for appropriate actions.

5. The retiring employee clears from the University and submits to retirement clerk.
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6. After fulfilling these formalities, the HRMD writes a letter of retirement and sends to
PSSA.

7.3.3.1.3. Forcemajeure

An employee may be forced to retire before the age of retirement or without his/her interest
due to compelling factors that hamper the normal delivery of higher services to the
University. Such aretirement process follows the steps below.

1. A supervisor reports, the inability of an employee to carryout hisher duties and
responsibilities properly, to AVP/VPBD.
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. AVP/VPBD forwards the application to HRPAD for verification and action, and as well
informs the faculty/unit of the applicant.

. The HRPAD forwards to the HRMD for action.

. The HRMD instructs the retirement clerk for appropriate actions.
. The retiring employee clears from the University and submits to retirement clerk.

. After fulfilling these formalities, the HRMD writes a letter of retirement and sends to
PSSA.
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7.3.3.2. Resignation

a) Academic staff

1

A staff applies for resignation to AVP.

AVP forwards the application to HRPAD to process the resignation request and to
the faculty/institute/school/college for information.

The HRPAD forwards the HRMD to process the resignation/termination of the
applicant.

The concerned employee clears from the University and submitsto HRMD.

If the employee had prior notification of six months, the HRMD writes a letter of
resignation to the applicant. If not, the employee pays 3000.00 Eth. Birr, and the
HRMD writes a letter of resignation to the applicant.
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b) Administrative staff

1. Anindividual appliesfor resignation to HRPAD.
2. The HRPAD forwards the HRMD to process the resignation of the applicant.
3. The concerned employee clears from the University.

4. After fulfilling these formalities, the HRMD writes a letter of resignation to the
applicant.

7.3.3.3. Post Death Process

1. Family members of the deceased inform of the happening HRMD.

2. HRMD checksfile of the deceased.
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3. If there are registered dependents in the file, a three month salary will be immediately
paid to the family for funera procession. And they will be informed to present

decision of the court that they are legal heir and submit to HRMD.

4. The HRMD verifies the documents, completes al formalities and forwards the
documents to PSSA.

8. Customer s of the Process

Full-time (local and expatriate) and part-time academic and support staff

Faculties, Institutes, Colleges, Programs, Departments, and Administrative units
at different levels.

Students
Job seekers

Staffs' families

9. Stakeholders

Faculties, Institutes, Colleges, Programs, Departments, and Administrative units
at various levels

Full-time (local and expatriate) and part-time academic and support staff
Staffs' families

Students

Ministry of Education

Ministry of Finance and Economic Devel opment

Federal Civil Service Agency

Pension and Social Security Authority

Ministry of Capacity Building

Donors
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10. Collaborator s

Public and private universities/colleges.

Nationa Training Institutions such as Ethiopian Management Institute (EMI) and
the Ethiopian Civil Service College.

International Higher Learning Institutions
Bilateral and Multi-lateral Agencies

Ministry of Capacity Building

11. Customer’sdemand

Qualified, competent, disciplined, committed and motivated staff.
Efficient, effective, trangparent and accountable decision making system.
Satisfactory and fair compensation and benefits.

Efficient and effective service deliveries.

12. Problems of the customer s and the process

Absence of well-defined and structured human resource planning
Poor compensation and benefit system

High staff turnover

Backward, boring and lengthy bureaucratic procedures

Lack of institutional belongingness and initiative

Poor coordination, communication and documentation system

13. Performance baseline

Attraction and retention of qualified, competent, disciplined, committed and
motivated staff.
Efficiency and effectiveness of service delivery.

Fairness of the compensation and benefit systems.

Cost and time effectiveness of the HRMD system
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