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1. About this document

With the ever-changing expectations of the citizens and rapid advent of technology, it has
become essential that various organs and institutions of Nepal Government transform
themselves appropriately. Need for such transformation is even more imperative with
respect to those Departments which are citizen-facing and have extensive interactions with
common people on daily-basis.

In this regard, Department of Foreign Employment (DoFE), Government of Nepal, also
envisages upgrading its existing processes & systems related to management and welfare of
Nepali citizens seeking employment overseas or already working there. The Nepal chapter
of Helvetas, under the Safer Migration Project (SaMi), would be assisting the Department in
first undertaking a detailed assessment of its existing set-up and then in upgrading the same
using IT-based systems wherever necessary.

The broad sequence of activities that would be undertaken during a course of this
assignment is given below:

9 Current state assessment of existing processes, infrastructure, human resources and
IT systems of DoFE
1 Benchmarking of DoFE& set-up (especially delivery-mechanisms of various citizen-

facing Services) withthe 6 Good Pr act ietsenbele bei ng used

9 Identification of possible areas for improvement (i.e. Design Considerations) for
DoFE, especially for its processes and IT systems

9 Preparation of macro-level strategy to successfully implement the envisaged systems
and identification of related technical requirements

This particular document is the Current State Assessment Report and it has been prepared
via a combination of primary and secondary assessment of key Services being delivered by
DoFE. A snap-shot of this methodology is given below:

Bty Sfdcednolalesr
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At the beginning of the assignment, the consultants from Helvetas conducted a secondary
research pertaining to migration of workers to foreign countries in general and the operations
at DoFE in particular. This was done by utilizing various documents related to this subject as
available in the public domain and also using the rule-books, manuals, etc. of DoFE which
were made available to the team. The aim of this exercise was to have a macro-level
understanding of the current organizational structure of DoFE, services being offered by it,
issues being faced and the solutions that have been offered in previously-done studies for
addressing these.
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Thereafter Helvetas Team held meetings with various Stakeholders (including Senior
Officers, staff at citizen-facing desks, Recruitment Agencies and also the common citizens)
to understand their perspective with respect to the selected services. The aim of these
meetings was to identify the priorities and requirements of these stakeholders for improving
the delivery of services. This particular activity was done under the guidance (and with the
assistance) of the Nodal Officers appointed by DoFE for this project. Subsequently, a
detailed processes mapping of selected services were developed.

Thereafter the consultants used the Six Sigma methodology of Cross Functional Process
Mapping (CFPM) for mapping the processes for selected services. Use of CFPM for DoFE
helped the Helvetas Team in:

Understanding the selected services from a process-flow perspective
Identifying and evaluating important characteristics of these process-flows
Testing and evaluating flows against stated operational objectives and KPIs
Ascertaining current performance of these flows

Understanding customer views

Identifying related resource costs

9 Highlighting the issues faced by DoFE for smooth delivery of service

=A =4 =4 =4 -8 4

Lastly, in order to measure business efficiency of these process-flows which had been
mapped cross-functionally, Helvetas Team carried out Time & Motion study at DoFE. The
objectives behind carrying out this exercise included:

How to improve the methods or procedures adopted in delivery of selected services
How to enable smoother and faster delivery of these services

How to improve utilization of resources and reduce human effort

How to develop suitable working conditions

= =4 -8 =

It may be noted that even though parts of this document have been discussed in detail with
Senior Officers of DoFE while it was being prepared and the relevant inputs as received from
them have been incorporated subsequently, there might be limitations in the data collected
and although the information has been taken from Official Sources, the actual situation of the
implementation across Nepal cannot be assessed in totality.
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2. Existing Processes

As a part of its mandate, the Department of Foreign Employment (DoFE) carries out the
following functions for the management and welfare of migratory workers:

Issue of new Permit to an individual

Renewal of Permit for an individual

Relegalization of Permit for an individual

Registration of a Recruitment Agency (RA)

Pre-Approval for a Recruitment Agency (RA)

Final Approval for a Recruitment Agency (RA)

Redressal of Complaints and Grievances of migratory workers

NogakwbdR

As stated previously, these process flows have been mapped using the Six Sigma technique
of Cross Functional Process Mapping (CFPM) and the observations have been drawn on the
basis of discussions held with key officials of DoFE as well as macro-level benchmarking
with a typical web-enabled e-Governance system. The figure given below provides a
shapshot of the methodology that has been used to assess the existing processes of DoFE.

= ol e S = Decompositions
Process e B o : are hierarchical

Business
Activity

Flow diagrams
L Y incorporate
Workstep sequencing and

logic

In the subsequent sections of this chapter, the detailed process-flows of these functions in
their current state, along with broad observations on the same, have been provided.
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2.1 Issue of new Permit to an individual
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Apply for insurance and medical certificate after receiving a valid Citizen None None
Job Offer from an Employer overseas work, along with Visa for
that particular country

2.1 Provide insurance policy as requested by the citizen Insurance As required for obtaining an  Internal to the
Company Insurance Policy Insurance Company
2.2 Conduct Medical Tests and provide the Medical Certificate to Medical Center None Internal to the Medical
the citizen Center
3. Go to a DoFE-approved Center for getting appropriate Citizen None None

orientation as prescribed for the destination country

4. Provide orientation to the applicant as prescribed for the Orientation None None
destination country and if he / she successfully completes the Center
trainings, issue an Orientation Certificate and also send a copy
of the same to DoFE

5. Once through with insurance, medical examinations and Citizen None None
orientation training, go to DoFE office in Kathmandu and deposit
the stipulated Fee at the Everest Bank branch there.

6. Receive the stipulated fee from the applicant and provide receipt Everest Bank @ None Internal to Everest
for the same DoFE Bank

7. Fill-up the prescribed Application Form for getting the Permit Citizen 9 Passport None
and submit to the Assistant Officer of DoFE for processing 1 Visa / Work Permit

9 Appointment Letter /
9 Employment Agreement
9 Insurance Policy
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9 Medical Certificate
9 Bank Receipt

8. Receive the Application and check for completeness in terms of  Asst. Officer @ None None
supporting documents and information provided DoFE

9.1.1 If satisfied with the Application in terms of completeness, Asst. Officer @ None None
forward the case to Section Officer for further processing DoFE

9.1.2 After receiving an Application from the Asst. Officer, check the Section Officer None None
same for authenticity and correctness @ DoFE

9.1.3.1.1 If satisfied with the Application in terms of authenticity, forward Section Officer None None
the case to Data Operator for entry into the System and @ DoFE

subsequent generation of the Permit Sticker

9.1.3.1.2 After making suitable entries into the System, stick the Permit Data Operator None e-MWIMS
onto Applicantés Passport @ DoFE

9.1.3.1.3 When leaving Nepal to join the job overseas, present the Citizen i Passport None
Passport and other papers to the Labour Desk at Tribhuvan 1 Permit issued by DoFE
Airport 1 Visa / Work Permit

9 Appointment Letter

9 Employment Agreement
9 Insurance Policy

1 Medical Certificate

9 Bank Receipt

9.1.3.1.4 Check the Permit stuck in the LabourDesk@ e-MWIMS
Hand-held Reader and if satisfied with its authenticity & validity,  Tribhuvan
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allow the Applicant to leave the Country. Airport

9.1.3.2.1 If not satisfied with the Application in terms of authenticity, Section Officer None None
forward the case to the Director for further evaluation @ DoFE

9.1.3.2.2.1.1 Recheck the Application all over again and if satisfied, allow the  Director @ None None
issue of Permit to the Applicant. DoFE

9.1.3.2.2.1.2 Go to Step 9.1.3.1.2

9.1.3.2.2.2.1 Recheck the Application all over again and if not satisfied, Director @ None None

forward the case for DG6s deciDoFE

9.1.3.2.2.2.2.1.1 Recheck the Application all over again and if satisfied, allow the DG @ DoFE None None
issue of Permit to the Applicant.

9.1.3.222212 Goto Step 9.1.3.1.2

9.1.3.2.2.22.2 Recheck the Application all over again and if not satisfied, reject DG @ DoFE None None
the same and return the file to the Applicant

9.2 If not satisfied with the Application in terms of completeness, Asst. Officer @ None None
reject the same and return the file to the Applicant DoFE
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2.2 Renewal of Permit for an individual
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Apply for insurance and medical certificate after receiving a valid Citizen None None
Job Offer from an Employer overseas work, along with Visa for
that particular country

2.1 Provide insurance policy as requested by the citizen Insurance As required for obtaining an  Internal to the
Company Insurance Policy Insurance Company
2.2 Conduct Medical Tests and provide the Medical Certificate to Medical Center None Internal to the Medical
the citizen Center
3. Go to a DoFE-approved Center for getting appropriate Citizen None None

orientation as prescribed for the destination country (if going to
that country for the first time)

4. Provide orientation to the applicant as prescribed for the Orientation None None
destination country and if he / she successfully completes the Center
trainings, issue an Orientation Certificate and also send a copy
of the same to DoFE

5. Once through with insurance, medical examinations and Citizen None None
orientation training, go to DoFE office in Kathmandu and deposit
the stipulated Fee at the Everest Bank branch there.

6. Receive the stipulated fee from the applicant and provide receipt Everest Bank @ None Internal to Everest
for the same DoFE Bank

7. Fill-up the prescribed Application Form for getting the Permit Citizen 9 Passport None
and submit to the Assistant Officer of DoFE for processing 9 Visa / Work Permit

9 Appointment Letter
9 Employment Agreement
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9 Insurance Policy
9 Medical Certificate
9 Bank Receipt

8. Receive the Application and check for completeness in terms of  Asst. Officer @ None None
supporting documents and information provided DoFE

9.1.1 If satisfied with the Application in terms of completeness, Asst. Officer @ None None
forward the case to Section Officer for further processing DoFE

9.1.2 After receiving an Application from the Asst. Officer, check the Section Officer None None
same for authenticity and correctness @ DoFE

9.1.3.1.1 If satisfied with the Application in terms of authenticity, forward Section Officer None None
the case to Data Operator for entry into the System and @ DoFE

subsequent generation of the Permit Sticker

9.1.3.1.2 After making suitable entries into the System, stick the Permit Data Operator  None e-MWIMS
onto Applicantés Passport @ DoFE

9.1.3.1.3 When leaving Nepal to join the job overseas, present the Citizen i Passport None
Passport and other papers to the Labour Desk at Tribhuvan 1 Permit issued by DoFE
Airport 1 Visa / Work Permit

9 Appointment Letter

9 Employment Agreement
1 Insurance Policy

1 Medical Certificate

9 Bank Receipt

9.1.3.1.4 Check the Per mit stuck i n t he LabourDesk@ e-MWIMS
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Hand-held Reader and if satisfied with its authenticity & validity,  Tribhuvan

allow the Applicant to leave the Country. Airport

9.1.3.2.1 If not satisfied with the Application in terms of authenticity, Section Officer None None
forward the case to the Director for further evaluation @ DoFE

9.1.3.2.2.1.1 Recheck the Application all over again and if satisfied, allow the  Director @ None None
issue of Permit to the Applicant. DoFE

9.1.3.2.2.1.2 Go to Step 9.1.3.1.2

9.1.3.2.2.2.1 Recheck the Application all over again and if not satisfied, Director @ None None

forward the case for DGb6s deciDoFE

9.1.3.2.2.2.2.1.1  Recheck the Application all over again and if satisfied, allow the DG @ DoFE None None
issue of Permit to the Applicant.

9.1.3.222212 Goto Step 9.1.3.1.2

9.1.3.2.2.22.2 Recheck the Application all over again and if not satisfied, reject DG @ DoFE None None
the same and return the file to the Applicant

9.2 If not satisfied with the Application in terms of completeness, Asst. Officer @ None None
reject the same and return the file to the Applicant DoFE
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2.3 Relegalization of Permit for an individual
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Send own Passport t o Do F E Citizen None None
a valid Permit, go to Step No. 10.1.3.1.3

1.2 Send own Passport No. to DocFE:Citizen None None
having a valid Permit, proceed from Step No. 2 onwards

2. Apply for insurance and medical certificate after receiving a Citizen None None
valid Job Offer from an Employer overseas work, along with
Visa for that particular country

3.1 Provide insurance policy as requested by the citizen Insurance As required for obtaining an  Internal to the
Company Insurance Policy Insurance Company
3.2 Conduct Medical Tests and provide the Medical Certificate to Medical Center None Internal to the Medical
the citizen Center
4, Go to a DoFE-approved Center for getting appropriate Citizen None None

orientation as prescribed for the destination country

5. Provide orientation to the applicant as prescribed for the Orientation None None
destination country and if he / she successfully completes the Center
trainings, issue an Orientation Certificate and also send a copy
of the same to DoFE

6. Once through with insurance, medical examinations and Citizen None None
orientation training, go to DoFE office in Kathmandu and
deposit the stipulated Fee at the Everest Bank branch there.

7. Receive the stipulated fee from the applicant and provide Everest Bank @ None Internal to Everest
receipt for the same DoFE Bank
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Fill-up the prescribed Application Form for getting the Permit Citizen 9 Passport None
and submit to the Assistant Officer of DoFE for processing 19 Visa / Work Permit

1 Appointment Letter

1 Employment Agreement

1 Insurance Policy

1 Medical Certificate

1 Bank Receipt

9. Receive the Application and check for completeness in terms of Asst. Officer @ None None
supporting documents and information provided DoFE

10.1.1 If satisfied with the Application in terms of completeness, Asst. Officer @ None None
forward the case to Section Officer for further processing DoFE

10.1.2 After receiving an Application from the Asst. Officer, check the  Section Officer None None
same for authenticity and correctness @ DoFE

10.1.3.1.1 If satisfied with the Application in terms of authenticity, forward  Section Officer None None
the case to Data Operator for entry into the System and @ DoFE

subsequent generation of the Permit Sticker

10.1.3.1.2 After making suitable entries into the System, stick the Permit Data Operator None e-MWIMS
ont o Applicantdés Passport @ DoFE

10.1.3.1.3 When leaving Nepal to join the job overseas, present the Citizen i Passport None
Passport and other papers to the Labour Desk at Tribhuvan 9 Permit issued by DoFE
Airport { Visa / Work Permit

9 Appointment Letter
9 Employment Agreement
9 Insurance Policy




HELVETAS

Swiss Intercooperation

NEPAL

9 Medical Certificate
9 Bank Receipt

10.1.3.1.4 Check the Permit stuck inthe Appli cant 6 s Pas s p o LabourDesk @ e-MWIMS
Hand-held Reader and if satisfied with its authenticity & validity, Tribhuvan
allow the Applicant to leave the Country. Airport

10.1.3.2.1 If not satisfied with the Application in terms of authenticity, Section Officer None None
forward the case to the Director for further evaluation @ DoFE

10.1.3.2.2.1.1 Recheck the Application all over again and if satisfied, allow the Director @ None None
issue of Permit to the Applicant. DoFE

10.1.3.2.2.1.2 Go to Step 9.1.3.1.2

10.1.3.2.2.2.1 Recheck the Application all over again and if not satisfied, Director @ None None

forward the case for DGO s dec iDoFE

10.1.3.2.2.2.2.1.1 Recheck the Application all over again and if satisfied, allow the DG @ DoFE None None
issue of Permit to the Applicant.

10.1.3.2.2.2.2.1.2 Goto Step 9.1.3.1.2

10.1.3.2.2.2.2.2 Recheck the Application all over again and if not satisfied, reject DG @ DoFE None None
the same and return the file to the Applicant

10.2 If not satisfied with the Application in terms of completeness, Asst. Officer @ None None
reject the same and return the file to the Applicant DoFE
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