	[image: image1.png]“
@
o 'o .O‘..‘

MS

INTELLIGENT. INTERACTIVE. INNOVATIVE.




	GEMS_DP_Predeployment Questionnaire v1.6
	Pre-Deployment Questionnaire



Thank you for taking the time to participate in the Pre-Deployment survey for the Brunei Civil Service Government Employee Management System Implementation (GEMS) project

Your thoughts and input to this questionnaire is very important to the project. With your input, we hope that we will be able to: 

· Gather information for Pre-deployment

· Use the information as an input for our Gap Analysis and planning
Your responses will be kept confidential. Subsequent publication of the interview responses will be reported at a consolidated level without quoting your name or department / organization. 

Please return the completed questionnaire to the Public Service Department (Jabatan Perkhidmatan Awam). Please ensure all questionnaire items are completed before returning to JPA. 
The questionnaire is to be submitted to the following address if hardcopy:
SabrenaMarshal
Jabatan Perkhidmatan Awam, Jabatan Perdana Menteri

Bangunan Suruhanjaya Perkhidmatan Awam, Lapangan Terbang Lama

Jalan Berakas BB3510
Tel:
+6732384146
Fax:
+6732384145

If through email, please email to the following addresses:

To: Sabrena Marshal – sabrena.marshal@psd.gov.bn
CC: Michael Chong – michael.chong@bagnetworks.com.bn
CC: Gary Liew – gary.liew@bagnetworks.com.bn
CC: Yazid – yazid.azahari@bagnetworks.com.bn
Yours sincerely
GEMS Team

	MINISTRY
	:
	

	DEPARTMENT
	:
	

	BRANCH
	:
	

	SITE
	:
	

	CONTACT PERSON
	:
	

	CONTACT DETAILS
	:
	Telephone (Office):
	

	
	:
	Telephone (Mobile):
	

	
	:
	Email Address:
	


Questionnaire Checklist
Please use this checklist to ensure that the questionnaire is complete before submitting to JPA.


Item









Complete

1. Completed questions regarding your ministry/department in the People section

□
2. Identified Trainers Network members






□
3. Identified Change Network members






□
4. Identified Change Champions







□
5. Completed the Process section and included all supporting documents


□
1. Your People
Department Information
a. Which department/ministry are you representing?






b. What is the number of personnel in your department/ministry?





c. What is the number of personnel in your Personnel/Admin section?




d. Is your Personnel/Admin section:

□ Centralised

□ Decentralised
i. If Decentralised, please list down all the sites along with their location and workforce size:

	Site
	Location
	Number of personnel

	
	
	


Trainers and Change Network
e. Identify the names of key personnel (at least 2) proposed for the Trainers Network. Refer to Appendix A for the Trainers Network Agents Terms of Reference.

	Name
	Email Address

	
	

	
	

	
	


f. Identify the names of key personnel (at least 2) proposed for Change Network. Refer to Appendix B for the Change Network Agents Terms of Reference.

	Name
	Email Address

	
	

	
	

	
	


g. Identify the names of key personnel proposed as Change Champions. Refer to Appendix C for the Change Champion Terms of Reference.

	Name
	Email Address

	
	

	
	


Change Management Readiness Assessment

h. Are there any System Implementations or activities during the period of GEMS deployment in your department? 






□ Yes

□ No
i. If Yes, please provide additional information in the table below:
	System Implementation / Activity name
	Brief description
	Timeline
	Scope
	Impact

(Low, Medium, High)

	
	
	
	
	


2. Process

Recruitment Management

a. Do you have any recruitment forms specific to your department? 

□ Yes

□ No
i. If Yes, kindly include them together with the submission of this questionnaire.
b. Describe the approval steps/process of creating a new job opening in your department.
c. Describe the approval steps/process of finalizing a job offer after interviews have concluded.

Absence Management

i. Do you have any types of work shifts specific to your department? 
□ Yes

□ No
ii. If Yes, please specify: 













































d. Do you have any additional leave types specific to your department? (Refer to Appendix D for a list of the leave types currently configured in GEMS)

 
□ Yes

□ No

i. If Yes, please specify: 













































Benefits Management
e. Do you have your own housing management records/system? 

□ Yes

□ No

f. Do you have any types of claims/allowances specific to your department? (Refer to Appendix D for a list of the claims/allowances currently configured in GEMS)

□ Yes

□ No

i. If Yes, please specify: 













































Employee Development Management

g. Do you offer any training which employees can enroll into (independent of IPA)?
□ Yes

□ No
Performance Management
h. Do you have any performance appraisal forms/assessments specific to your department?
□ Yes

□ No

i. If Yes, kindly include them together with the submission of this questionnaire.

Retirement/Termination
i. Please include a copy of the checklist that is used by your department to process the termination of a daily paid employee.

Administrative Reporting

j. Describe any standard reports which are typically required for your administrative responsibilities or by request of senior management

Data Security
k. Within the different departments in your ministry, do the managers and administration section have access to HR data and transactions across the different departments across the ministry, e.g. can Department A administration and managers see the staff records, hr transactions such as leave applications, allowance claims of other Departments B, C and D? If yes, can you list down the departments?
Appendix A – Trainers Network Terms of Reference
The Trainers Network has a critical role to play in the successful implementation of GEMS in the Brunei Civil Service. GEMS roll out will require the skilling up of civil servants so that they become well versed in using the functionalities in GEMS. 

To manage the recruitment and selection of trainers for the Trainers Network, the following Terms of Reference has been prepared for the Trainers Network. The Terms of Reference for the Trainers in the Trainers Network is to:

1. Develop a high level of proficiency in using GEMS by attending and completing all Train the Trainers Workshop scheduled for all members of Trainers Network.

2. Coordinate together with their department’s Change Network Agents for HR Administrators who are scheduled to undergo GEMS Training and ensure administrative enrollment of the staff into the various GEMS courses.

3. Conduct training programmes and workshops for civil servants that have been identified in the GEMS role mapping exercise.

4. Liaise with the Trainers Network Coordinator on all administrative matters related to GEMS training.

5. Work closely with the GEMS Change Management Project Team to ensure the Training venue and environment is fully equipped and ready for deployment to run all training courses.

6. Identify any issues and concerns related to all GEMS Training and channel feedback back to the Trainers Network Coordinator.

7. To attend update briefings at the Public Service Department, Secretariat for the GEMS Project at regular intervals to remain informed on all developments related to GEMS, especially Training related matters.

8. Act as front line support and local GEMS Subject Matter Experts (SMEs) for the Trainer’s respective ministry or departments, ensuring any staff who encounter difficulties in using the system during Go Live have a local point of resolution.

9. To attend GEMS Trainers refresher clinics which may be organized by the PMO Project Team from time to time.

10. To run GEMS refresher clinics on a periodic basis to ensure any system changes can be communicated and coached to the users in their department. 

11. To run GEMS coaching sessions and workshops for senior management of their respective ministry and department as and when requested by their management.

12. Ensure that all training materials such as slides are properly maintained and distributed to the participants. The Trainers Network should also communicate any required amendments to the content to the Trainers Network Coordinator for action.

Trainers Network Competency and Attribute Requirements

Civil Servants who have been earmarked to join the Trainers Network must have the appropriate competencies and attributes so that they can deliver the training programmes in a value adding capacity. These Competency and Attributes requirements are as follows:

· Good communication and interpersonal skills.

· Adapts easily to the changes that will take place once GEMS is implemented.

· To be supportive of the GEMS Project and be able to influence others to be excited and committed about GEMS.

· To be proactive and focus on getting the desired outcomes and how best to achieve them.

· IT proficiency is an advantage to be able to understand and use GEMS.

· Familiar with basic windows based programs such as Microsoft Office and Internet Explorer.

· Must be sufficiently IT proficient to be able to understand and use GEMS.

· Previous experience in training and development would be an advantage.

· Familiar with basic windows based programs such as Microsoft Office and Internet Explorer.

· Able to influence others to be excited and committed about GEMS.

· Focus on getting the desired outcomes and how best to achieve them.

Appendix B – Change Network Terms of Reference
Change Agents have a critical role to play in the GEMS Project: 

They are there to promote adoption of GEMS within their department and strongly support the change effort. They are nominated to perform communication related activities within their department, such as consolidation and distribution of change management materials to target audiences about GEMS project, and organize briefing events for their staff and GEMS users in their respective departments.

The Change Agent role for GEMS is assigned to 2 personnel from the respective departments in the Government of Brunei Darussalam. The Terms of Reference for Change Agents are as follows:

1. Build awareness about GEMS in their department by disseminating the Change Management’s Communication Materials such as GEMS Posters, GEMS Awareness Pamphlets, GEMS Connect (GEMS Newsletters) and GEMS Information/Announcement Emails.

2. Carry out communication activities related to the GEMS Project in their department.

3. Arrange venues, time and facilities for communication activities like GEMS mass briefings and road shows.

4. Communicate to their department’s staff key change messages related to policy and strategic brought about by GEMS.

5. Perform crucial change activities such as Role Mapping, mass briefing and road shows.

6. Make announcements to department’s staff of upcoming GEMS events by conducting briefing or meeting or by sending email.

7. Monitoring and ensuring all GEMS related activities and processes are carried out efficiently and effectively in their respective department.

8. Liaise with Change Network Coordinator on change related matters, and share information on GEMS usage and adoption in their respective department. The information could include: GEMS enablement policy issues and concerns, difficulties in adopting GEMS, infrastructure and people related matters related to GEMS.

9. Attend checkpoint meetings that may be called by the Change Network Coordinator to ensure GEMS roll out is running smoothly in their respective department.

10. Share information with the GEMS Change Management Project Team on GEMS Roll Out in their department as part of the GEMS Communications Campaign.

Change Agents Competency and Attribute Requirements

Civil Servants who have been earmarked to join the Change Agents must have the appropriate competencies and attributes so that they can support Change Management in helping people in their departments to be aware of GEMS, aligned to the new processes of GEMS and enabled through GEMS. These Competency and Attributes requirements are as follows:

· Good communication and interpersonal skills.

· Adapts easily to the changes that will take place once GEMS is implemented.

· To be supportive of the GEMS Project and be able to influence others to be excited and committed about GEMS.

· To be proactive and focus on getting the desired outcomes and how best to achieve them.

· IT proficiency is an advantage to be able to understand and use GEMS.

· Familiar with basic windows based programs such as Microsoft Office and Internet Explorer.

Appendix C – Change Champions Terms of Reference

Change Champions have a critical role to play in the GEMS Project: They are there so sponsor the work of their ministry or department’s Change Network Agents. Through the Change Champion sponsorship’s, Change Network Agents will be enabled in their communications work to send critical messages to target audiences about the GEMS Project. For Release 1 and 2A, the Change Champion role for GEMS is assigned to the Director of the respective department. Details for Release 2B-E will be confirmed prior to Release 2. The Terms of Reference for Change Champions as such are as follows:

1. Act as a key Sponsor for their ministry or department’s Change Network Agents, enabling the agents to carry out communication activities related to the GEMS Project.

2. Create a conducive environment for the Change Network to deliver key messages to their ministry and department by providing logistical support such as room bookings, communication materials distributions (posters, pamphlets, leaflets) when communication activities are carried out in their ministry or department.

3. Liaise with Change Network Coordinator on change related matters, and share information on GEMS usage and adoption in their respective ministry or department. The information could include: GEMS enablement policy issues and concerns, difficulties in adopting GEMS, infrastructure and people related matters related to GEMS.

4. Communicate to their ministry or department’s staff key change messages related to policy and strategic brought about by GEMS.

5. Attend checkpoint meetings that may be called by the Change Network Coordinator to ensure GEMS roll out is running smoothly in their respective ministry.

6. Share information with the GEMS Change Management Project Team on GEMS Roll Out in their ministry or department as part of the GEMS Communications Campaign.
Appendix D – Leave types and Claims/Allowances CURRENTLY in GEMS

Leave types:

	· Medical Leave Private

· Annual Leave / Daily Rated Leave

· Exit Country Leave

· Mandatory Leave

· Maternity Leave

· Medical Leave Government

· Off in Lieu
	· Pilgrimage Leave

· Special Leave Accompany Patient

· Special Leave Accompany Spouse

· Tuberculosis Leave

· Unpaid Leave

· Unrecorded Leave – Sports


Claims/allowances:

	· Academic Allowance

· Accounting Certification

· Acting Allowance

· Air Ticket/Passage Allowance Application

· Berkhemah Allowance

· Bicycle Allowance

· Child Concession Passage Allowance

· Climbing Allowance

· Conveyance Loan

· Conveyance Loan Claim

· Disturbance Allowance

· Dobi Allowance

· Education Allowance

· Electric Claim

· Electricity Allowance

· Enforcement Allowance

· Fixed Conveyance Allowance Claim

· Fixed Conveyance Allowance/Mileage Claim

· Home to Office

· Housing For Rent Claim
· Housing Loan
	· Jurunikah Allowance

· Kilometer Allowance

· Kurnia Khas Allowance Clothing Allowance

· Leave Allowance

· Marriage Gratuity Allowance

· Overnight Allowance

· Overseas Cost of Living

· Overtime Allowance

· Passage Allowance

· Pension

· Perjamuan Allowance

· Running Mileage Allowance

· Tahfiz Allowance

· Tambang Haji Allowance

· Telephone Claim
· Uniform Claim
· Water Allowance

· Water Claim

· Welfare Aid Allowance

· Winter Clothing Allowance
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