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5 March 2014

Ministry of Civil Service and Administrative Reforms

Circular Letter No. 17 of 2014

E{70/51/03/05 V.5

From: Senior Chief Executive, Ministry of Civil Service and Administrative Reforms

To:  Supervising Officers ilc of Ministries/Departments

Human Resource Management information System Project - Data Migration Phase

112 Human Resource Management Information System (HRMIS) is now entering the Data
Migralion Phase, which, inter alia, comprises several stages, namely: Data Extraction/Capture, Data Input,
Data Cleansing, Maintenance of Cleansed Data and Validation of the correctness of the data.

2. In this connection, the State Informatics Ltd (SIL) has developed a web-based Dais Cleansing
Application, which would be accessed through the Government On-Line Centre {GOC) by authorized
oificers of Ministries/Departments to undertake the abovementioned exercises. All Coordinators will, in due
course, be invited to attend a training session to help them understand and use the system effectively.

) A Data Caplure Form, as_per mode! at Annex I, has been designed to faciliate data
extractivr/capture/cleansing/input exercises. Officers involved in the exercises will have to ensure that
correct data is being extracied from the Personal Files of employees and properiy reccrded in the forin, for
eventuai input to the abovementioned Data Cleansing Application. The PDF format of the Data Capture

Form is available on this Ministry’s website (ht MHeiviservice.qov.mu) and copies thereof have 'o be printed
according to your respective requirements.

4. The Data Capture Form in respect of officers who are posted to one Ministry/Department bui are
paid by anclher Ministry/Department should be filled-in by the Ministry/Department whers the officers are
being paid. Appropriate arrangements shouid, however, be made to capture any missing data in case all
the required information is not avaitable in the Ministries/Departments vihere the officerss are being paid.

5. There may be a lapse of time between data extraction and input to the Data Cleansing Application
ard eventual migration to the HRMIS, It is, therefore, essential that data already capiured be maintained up
‘o date at ALL times. It is advisable to do so on the Data Caplure Form itself as same would be used as the
source document for dala input. However, once input of an employee’s data is completed, maintenance of
the data would have to be effecied directly in the Data Cleansing Application, immediately after a change to
the employse's record has occurred.
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6. The overall responsibility to ascertain correctness of data rests on ihe officers-in-charge of HR
Divisions, who may call upon other senior officers of the HRM Cadre to help in handling such tasks,
especially where the volume of works would be exiremely high. The Data Capture Form should
imperalively be signed by officers who are recording the data, validating the data and eventually by those
who would input the dala in the Application.For monitoring and evaluation purposes, the duly filled-in Data
Capture Forms relating lo employees should be safely kept by the HR Division.

7. Support staff involved in the exercises should be properly briefed on the importance of the tasks
assigned and on the need for employees’ data to be kept secured from unauthorised access.

8. In view of its bearing on the implementation schedule of the HRMIS Project, the abovementioned
activities will have, as far as possible, to be completed within a time frame of 3 to 4 months as from mid
March 2014. Appropriate arrangements should therefore be made by Ministries/Departments for the timely
completion thereof,

9. Ministries/Departments should see to it that adequate *ICT" facilities, connected to the GOC
infrastructure, are made available fo the Human Resource and Finance Divisions, wherever such facilities
are not available. The Central Information Systems Division would have to be consulted for any technicat
assistance required on this matter.

10. For the smooth implementation and coordinaticn of the exercises involved, four Assistant
Managers, HR posted fo the HRMIS Unit of this Ministry have been assigned to Ministries/Departments as
indicated at Annex Il. These officers may be contacted for any additional information/clarification on the
exercise.

11. Your usual collaboration is being relied upon.

Senior Chief Executive

6™ Floor, New Government Centre, Fort Louis, Republic of Mauritius
Tel : (230) 201 1045, Fax:(230) 201 3815 E-mail : civser@mail.gov.mu



HRMIS: DATA CAPTURE FORM (MODEL)

Ministry/Department Information and Communication Technology /

Division/Branch Central Informatics Bureau /

Prog/Sub-Prog 667 / 66203 J
( SECTION A: PERSONAL DETAILS ]
IPFNo. [ iCT/pr/o4 Departmental No. (for Disciplined Forces)

Medals/Distinctions/Commendations received

(e.g PLSM, GOSK, etc)
Title: Mr [ Mrs [ Miss [ Others (Please specify) .0 (Mes)_ fe.g Dr.(Mrs), etc)/
® in block letters please}
(*in b DD [MM ] vvvy
NIC/ Gl2|sfof1|7]o|x|x [x|x]|x|x|x| DateofBirth/ 2[s|o]i]1]s]7[0
Surname* SMITH / Passport No.
™
::'::' N:mes . Joan _J Diplomatic | | | | | | |
aiden Name —_—
(fopplicabie) | SWIFT ¢ [ personat ¢ | [x [} 4 [ «] A
Gender: / Marital Status: / Disability {if any) !
Male [J Female ® singlelJ Married® Divorced ] Widow (er) (] Left Thumb Missing
Floor No. & Building Name 5" Floor. Flat fon Sing 7/
No. & Street Name 3 Andre Decotier Street
Residential Address | sup iocaniry Marcellement Mon Desert  /
Town/Village + Postede {if any) | Maka B0824 /
Country Mauritius
Floor No. & Building Narme
Present Address No. & Strest Nome
(for officer on leave cbroad, Sub focality
tour of service in embassies
&outer islands, etc) Tawny/Village + Posteade iff aoy)
Country

Email Address

jsmith@mail govmu

Phone No Home: XXX XXXX Office: XXX XXXx / Mobile: § XXX XXk /
Fax No Home: XX XXX/ Office: XXX XXX /
{if applicabie)
Emel Details:
Name * MR WAY FORWARD SMITH /
Relationship Son
Phone No Home: XXX0K /

Office: XXX XX J

Mobile: 5 XXX XXKK
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: DETAILS

{Present Employment)

Present Grade

Senior Programme Manager

Capacity

(Substantive, Student, Contract, Apprentice,
Trainee, Part Time, etc)

Temporary

Date of Present Appointment

[oo [ 2l o[ wm | af of{ wrv]ol of ol

Status

{In post, on secondment, on leave with pay, on
leave without pay, on injury leave, under
interdiction, on pre-retirement feave, etc)

In Post

Date of Substantive Appointment
{To specify substantive grade)

oo [ of 7] [ mm [ af aj{ vwv] 2] of of o]

Substantive Grade: Programnme Manager

Seniority Placing in Substantive Grade

an

Date Joined Ministry

[ o0 [of af[ wm | of o[ v |2 of of 3

Present Posting (Section/Unit)

Project Management

Effective Date of Present Posting
{in Section/Unit)

[oo [ of 3| mm [ 2][ ww ] 2[4 3

Date of Medical Examination

L oo [ 1] of [ mm | of of[ vrv] 2f of of of

Fit = Temporarily Unfit (]
Medical Examination Report Unfit ] DD MM | vvyy DD MM | YYYY
rrom{ TTTTTTT] v TITTTT]
Date Signed Official Secrets Act on joining
the sonvice (oo [ of 3f [ mm [ of ][ ww ] of of of o]
STATEMENT OF SERVICE oD [mm|  yyvy  frss] Specify Grade held
Date Joined Service 0f3]o|1]2|0fof0]T |Employed to give assistance at Clerical Offiger/Higher
Clerical Oificer level

Date of First Appointment 1|{sjo|3]2|o|o|0]S |Clerical Officer/Higher Clerical Dificer
Date of Confirmation 3| 1] o] 1] 2| 0| 0] 1] 8 | Clerical Bilicer/Higher Clerical Officer

1| 4] 0| 2] 2| o| o] 5} S | Executive Officer

2| 7§ 1] 1] 2| of o] 8] 8 | Seniar DHicer
Date of Subsequent Appointments ,
Specify Temporary (T)/Substantive(s) 1| 4jo| 4] 2] 0|l 0f 8| T | Examiner of Accounts

27} 1| 11 2| 0] 0] 9] S | Pragramme Manager

2|70 1| 1) 2| of 1] 3} T | Senior Pregramme Managar
PRB Report Options [Tick (v} as oppropriate]

Option 2003 | 2008 | 2013 Remarks {if any)

Accept All
(inctusive of modification to Pension Laws) & = B
Accept All
(exclusive of modification to Pension Laws) = = =
Reject All 1| O 1




SECTION C: QUALIFICATIONS
Qualifications (Academic, Technical, Professional & Others)

Qualification Type
{Cambridge SC, Duration
Cambridge HSC, Cuioiification Dataits Educational Y nfgztr:il;.nf:au
Certificate, Institution Attended From To
Diploma, called to X e.
thema:rc:m:: LD Grade tion1956) | (Dec1995) (o5 Tram 13777
Cambridge SC English language A XXX 858 Jan (992 | Now 1996 X | X] X X[C X[ X
French Language C
Cambridge HSC Mazin:Mathematics A XXXXX S58 Jan1337 | Nov1938 X [P 1X P DX ] x
Suty French B
Degree in Frogramme | Second Class - University of Mauritivs hug 1999 | Jan 2006 X [X {x X % [X [¥
Management First Division
Post Braduate PHD Distinction Unwversity of Mauritius Jan2007 | Dec 2007 BT [% | X[ X[ x
|

SECTION D: TRAINING COURSES FOLLOWED FOR LAST 3 YEARS — LOCAL & OVERSEAS '

(Award Courses, Workshops, Conferences, Missions, etc)

Duration Remarks
Training Course Training Instltution - m:nmumrn (Date of Award, Sponsarship, etc)
Mission Abroad SADC -Botswana 10 /037201 14/03/200 | Fully Sponsored Government of Botewana

SECTION E;: EMPLOYMENT HISTORY
(To include period of acfingship/assignment of dutias, Tour of Service, etc)

Duration
Grade Ministry/Department {DD/MMAYYYY)
From To
Employed to give assistance at Clerical . . /03/2000
Dffcer/Higher Clerical Dfficer fevel National Transport Autharity 03/0t/2000 14 0
Clerical Officer/Higher Clerical Officer Social Security 15/03/2000 1170572003
Clerical Diticer/Higher £l rical Oificer Civil Service Affairs 12/1172003 13/02/2004
Executive Dfficer (Acting) PMO - Civil Aviation Dept 14/02/2004 13/02/2005
Executive Offiger PMD - Civil Aviation Dept 14 /02/2005 26/11/2008
Senicr Mficar PMD- Civil Avigtian Oept 27 /1172008 13/04/ 2009
Examiner of Accounts Tour of Service - Rodrigues Regional Assembly| 14/04/2008 26/11/2009
Programme Manager IET- Central infarmatics Bureau 27/1/2009 2671172013
Senior Programme Manager ICT - Central Informatics Bureau 21172013 To date
SECTION F: BREAK IN SERVICE
{Leave Without Puy, etc)
Duration Remarks
Reason (DD/MM/YYYY) [Specify whether contributed
From To {18% or 25 %) to preserve
pensionable service]
Leave Without Pay | 12/05/2003 Il /1/2002 Contributed 25 %
{ta take up employment in Privaie Sector)




SECTION G: OTHER DETAIS

{Incremental Credit, Disciplinary Action, Injury Leave, Duty Free/ Car Loan, Car Aflowances, otc)

Incremental Cradit

No. of Date
Increments Granted

{Do/MMAYYY)

Remarks

Additional Qualifications

2 1a/08/2006

#3c (Hons) Project Management

Previous Experience

Beyond Top

24 Years' Service in a single grade

Others:

Disciplinary Action (date of interdiction, reinstatement, resumption of duty, etc)

Offence committed
finside or outside service)

Possession of llicit Drugs (outside service)

Date of Offence {oo [2] ol mm 4] 2] we] 2] o of 6

Date
== S Major Events Remarks
20111 1242)0| 0] 6 Interdicted
2(0fr|2)2(0f0f B} Police Investigation
g(rq0y1)2|0]0f7] OPPadvised prosecution
205)11]2]0) 0] 7] Case dismissed
115} |2]2)0{0f7] PSCapproved reinstatement
I [B]f1|2)2]0]0{7] Officer reinstated with elfect from date of interdiction Date of letter of retstatement
F{7]1 2208 7] Officer resumed duty

Injury leave

Injury Type Wrist fractured when slipped on staircase in office
Date Injured Loo [ of [ mm [ 4] 1]] v | 2| of 4 o

Date Remarks

Major Events
DD | MM Yyvyy {% of incapacity, etc)
0 i)1]2)0[1 (0] Injuryreported
3 GfUF2] 01| Departmental Injury Board Report Satisfied all 3 conditions for grant of Injery leave
0] Of 1|1 | lnjury Committee Report 1% incapecity

Duty Free: Car, Aulo Cydle, Motor Cycle & Loan, Car Allowance, etc

Type of Benefits | Entittlemem | D3te of Application Date Approved Remarks
{pD/Mm/YYYY) {DD/MM/YYYY)
Duty Free remission 0% 3¢/11/2009 03 /1272009 ' applization
Car ipan 3071t/ 2008 03/12/2009 ' application




OTHER REMARNS

{0.g. Sick Leave Optinu_@__ao June 1993 - to speify sick leave balance where applicable, etc)

Note:
{)  Allinformation requiring additionol space can be provided as annex
(i) Itis understood that all information recorded in the annex {es), if any, have also been verified.

Recorded by: Verified by:

Name X0 Name XNXXX
Grade XXXXX Grade XHKKX

Date DD/MM/AYYYY Date DO/MMAYYYY
Signature | XKXXX Signature NXNKX

Please put a tick (V) against records already input for each Section
Input in Data Cleansing Application By:

Section Name Grade Date

Signature

A O O DD/MM/YYYY

KXXNK

B
Cc
D

F

G

Annex{es)




Annexé: 8

Ministry of Civil Service & Administrative Reforms
(Human Resource Management Information System)

Miss Panchoo, Assistant Manager, Human Resources

Contact No: 5448 0879
Email Address: spanchoo@mail.gov.mu

MINISTRIES/DEPARTMENTS

1 | Health & Quality of Life
2 Dr Jeetoo Hospital
3 SSRN Hospital
4 Flacq Hospital
5 J. Nehru Hospital
6 Victoria Hospital
7 | Information & Communication Technology
8 Central Informatics Bureau
9 Central Information Systems Division
10 Information & Communication Technologies Appeal Tribunal
11 | Local Government & Outer Islands
12 Civil Aviation Services
13 | Youth & Sports

DEPARTMENTS
1 | Local Government Service Commission

Public Service Commission & DFSC




Annex I

Ministry of Civil Service & Administrative Reforms

(Human Resource Management Information System)

Mrs. Korlapu-Bungaree, Assistant Manager, Human Resources
Contact No: 5 448 0853
Email Address: rkorlapu-bungaree@mail.gov.mu

MINISTRIES/DEPARTMENTS

1 National Archives

2 Education & Human Resources

3 Zone 1

4 Zone 2

5 Zone 3

6 Zone 4

7 Energy & Public Utilities

8 Water Resources Unit

9 Environment & Sustainable Development

10 Environment & Land Use Appeal Tribunal

11 Valuation & Real Estate Consultancy Services

12 Housing and Lands

13 Prime Minister's Office

14 Civil Status Division

15 Data Protection Office

16 External Communications

17 Forensic Science Laboratory

18 Government Information Service

19 Government Printing

20 Mauritius Oceanographic Institute

21 Pay Research Bureau

22 Strategic Policy Unit

23 Social Integration & Economic Empowerment
DEPARTMENTS

1 Electoral Commissioner's Office
Electoral Boundaries Commission & Electoral Supervisory

2 Commission

3 Employment Relations Tribunal

4 National Assembly

5 National Audit Office

6 National Human Rights Commission

2



Ministry of Civil Service & Administrative Reforms

{Human Resource Management Information System)

Annex(:

Mrs. Soondron, Assistant Manager, Human Resources
Contact No: 21295 12
Email Address: ksoondron@mail.gov.mu

MINISTRIES/DEPARTMENTS

1 | Agro Industry & Food Security |
2 | Arts & Culture -
3 | Attorney General's Office

4 | Business, Enterprise & Cooperatives

5 Cooperatives Div

6 | Civil Service & Adminsitrative Reforms

7 | Finance & Economic Development

8 Assessment Review Committee

9 Central Procurement Board

10 Companies Division

11 Finance Operations Cadre

12 Internal Control Cadre

13 Procurement & Supply Cadre

14 Registrar General Department

15 Statistics Mauritius

16 The Treasury

17 | Fisheries

18 | Foreign Affairs, Regional Integration & International Trade
19 international Trade Div

20 | Gender Equality, Child Development & Family Welfare

21 | Indusry, Commerce & Consumer Protection

22 Commerce & CP Div

23 | Labour, Industrial Relations & Employment

24 Employment Division

25 Office of Public Sector Governance




Annex It

26

Public Infrastructure, National Development Unit, Land Transport &
Shipping

27

Energry Services Div

28

Land Transport Div

29

National Development Unit

30

National Transport Authority

31

Public Infrastructure Div

32

Shipping Div

33

Social Security, National Solidarity & Reform Institutions

34

Tertiary Education, Science, Research & Technology

Tourism & Leisure

DEPARTMENTS

Equal Opportunities Tribunal

Office of DPP

Office of the President

Office of the Vice President

Ombudsman's Office

Ombusperson for Children's Office

N s wWiN -

The Judiciary




Annex Q

Ministry of Civil Service & Administrative Reforms
(Human Resource Management Information System)

Mr. Narain, Assistant Manager, Human Resources
Contact No: 544808 76
Email Address: donarain@mail.gov.mu

MINISTRIES/DEPARTMENTS

Mauritius Fire and Rescue Service

Mauritius Meteorological Services

Mauritius Police Force

Mauritius Prisons Service

nm (bW (N =

Rodrig_ues Division




