Employee Record Update Protocol (draft)

Strengthening Human Resources Information System (HRIS) for Health, Department of Health, 
Government of Bihar
A. Division/ District Level
	Sl. No.
	Employee Record Section
	Update Reported By
	Reporting Mechanism 
	Change Approved By
	Updated (in HRIS portal) By
	Update and Review Timeline (in HRIS)

	1
	Employee Personal Details; Family Details; Work Contact Details; Identification Details; Nominee Details; Educational Details 
	Individual Employee
	Use HRIS Employee Record Update Form;  Inform within three days of the change 
	Civil Surgeon (Sadar Hospital); Deputy Superintendent (SDH); Medical Officer-in-Charge (CHC/PHC/ APHC/ HSC)/ Principal Medical College & ANMTC

	Establishment Clerk at Current Posting Facility for Regular employees; 

BHM/Hospital Manager/M&E Officer at Current Posting Facility for contractual employees of their facility/ Clerk in Medical College & ANMTC
	First fortnight of every month

	2
	Deputation
	RDD / Civil Surgeon Office  
	Use Government order; Relieving and Joining reports received within three days of Relieving and Joining
	RDD/ Civil Surgeon 
	Establishment Clerk  of Deputed From Facility selects  RELIEVED option in the position module of HRIS;
Establishment Clerk of Deputed to Facility selects the JOINED option in the position module of HRIS  
	Within one week of the issue of the Government order (if relieved and joined)

	3
	Service History
	RDD/ Civil Surgeon Office  
	Use Government order; Relieving and Joining reports received within three days of Relieving and Joining
	RDD for Paramedical/ Civil Surgeon (Sadar Hospital) only for posting/transfer within district 
	Establishment Clerk  of Posted/Promoted From Facility selects RELIEVED option in the position module of HRIS;
Establishment Clerk of Posted/Promoted To Facility selects the JOINED option in the position module of HRIS  
	Within one week of the issue of the Government order (if relieved and joined)

	4.
	Training
	Training Institute/org
	Refer to final list of successful trainees
	Training Coordinator, District level (for block level trainings also)
	Data entry operator (at district level) adds training details to the concerned employee record
	Within three days of the completion of training

	5
	Suspension
	RDD/ Civil Surgeon Office  
	Use Government order  received within three days of Suspension
	RDD/ Civil Surgeon 
	Establishment Clerk at Current Posting Facility for Regular employees; 

Clerk for contractual employees of their facility/ Clerk in ANMTC
	Within one week of the issue of the Government order 

	6
	Retirement
	RDD/ Civil Surgeon Office  
	Use Government order  received within three days of Suspension
	RDD/ Civil Surgeon 
	Establishment Clerk at Current Posting Facility for Regular employees; 

Clerk for contractual employees of their facility/ Clerk in ANMTC
	Within one week of the issue of the Government order 


A. State Level

	Sl. No.
	Data Sets
	Reported By
	Reporting Tool & Timeline 
	Change Approved By
	Updated (in HRIS portal) By
	Update Timeline
(in HRIS Portal)

	1
	Employee Personal Details; Family Details; Work Contact Details; Identification Details; Nominee Details; Educational Details 
	Individual Employee
	Use HRIS Employee Record Update Form; Report within three days of the change
	Administrative Officer (DoH); Head/ Director/ Principal of concerned institute/ dept./ organisation
	Establishment Clerk at Current Posting Department/Institute  


	First fortnight of every month

	2
	Deputation
	DoH/RDD/ CS Office/ Director-in-Chief,  State Health Services
	Refer to Government order; Relieving and Joining reports received within three days of Relieving and Joining
	Principal Secretary-DoH/ED-SHSB/ Director-in-Chief
	Establishment Clerk  of Deputed From Facility selects  RELIEVED option in the position module;

Establishment Clerk of Deputed to Facility selects the JOINED option in the position module;  
	Within one week of the issue of the Government order (if relieved and joined)

	3
	Service History
	DoH/RDD/ CS Office/ Director-in-Chief,  State Health Services
	Refer to Government order; Relieving and Joining reports received within three days of Relieving and Joining
	Principal Secretary-DoH/ED-SHSB/ Director-in-Chief
	Establishment Clerk  of Posted/Promoted From Facility selects RELIEVED option in position module;

Establishment Clerk of Posted/Promoted To Facility selects the JOINED option in position module;  
	Within one week of the issue of the Government order (if relieved and joined)

	4.
	Training
	Training Institute/org
	Refer to final list of successful trainees
	Dy. Director, Training/ Training Coordinator, state level training institute
	Data entry operator (of the training institute)adds training details to the concerned employee record
	Within three days of the completion of the  training

	5.
	Gradation/Seniority
	Principal Secretary-DoH/ED-SHSB/ Director-in-Chief/RDD/ CS
	Refer to Government order within three days of the order
	Principal Secretary-DoH/ED-SHSB/ Director-in-Chief
	Administrative Officer’s office,  DoH, Government of Bihar
	Within one week of the issue of the Government order

	6
	Suspension
	Principal Secretary-DoH/ED-SHSB/ Director-in-Chief/RDD/ CS
	Refer to Government order within three days of the order
	Principal Secretary-DoH/ED-SHSB/ Director-in-Chief
	Administrative Officer’s office,  DoH, Government of Bihar
	Within one week of the issue of the Government order

	7
	VRS
	Principal Secretary-DoH/ED-SHSB/ Director-in-Chief/RDD/ CS
	Refer to Government order within three days of the order
	Principal Secretary-DoH/ED-SHSB/ Director-in-Chief
	Administrative Officer’s office,  DoH, Government of Bihar
	Within one week of the issue of the Government order

	8
	Retirement
	Principal Secretary-DoH/ED-SHSB/ Director-in-Chief/RDD/ CS
	Refer to Government order within three days of the order
	Principal Secretary-DoH/ED-SHSB/ Director-in-Chief
	Administrative Officer’s office,  DoH, Government of Bihar
	Within one week of the issue of the Government order


Note: 
1. RDD/ Civil Surgeon Office will be responsible for informing the Administrative Officer-Department of Health, about any changes in the employee records at the Division/ district level. The RDD/CS Office will send a scanned copy of the Update Form electronically to the Administrative Officer-Department of Health. 
2. New Employee must submit the completely filled and signed copy of the Health Employee form to the Appointing Authority/HR Officer after accepting the job offer. The joining date will be updated after receiving the joining report.
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