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1. INTRODUCTION
These guidelines have been developed to support the management of the Graduate Development Programme
offered by RAP3. The guidelines explain the different phases in the RAP3 graduate development programme, key
roles and responsibilities, and the selection and performance assessment processes.

2. BACKGROUND
2.1.DEVELOPMENT OF THE RAP3 GRADUATE PROGRAMME
In 2014 RAP3 initiated a pilot intern programme for civil engineers. Following the success of this pilot and RAP3’s
commitment to support development of the engineering sector in Nepal, RAP3 continued the intern programme
and introduced a Graduate Development Programme for engineers which was fully established in 2015.
The RAP3 Graduate Development Programme was developed based on the model used by the UK’s Institution
of Civil Engineers (ICE), which used1 ten Development Objectives (DOs) to define the minimum requirements to
become a Chartered (or Professional) Engineer. The Nepal Engineering Council (NEC) has also adopted this
model for its Professional Engineer Title, PEng (Nepal).
Following the success of the engineering intern and graduate development programme, it was expanded to include
non-engineers, starting with entrepreneur graduates under the RAP3 Connect component in 2017, and a
management graduate under the MHLR team.
In 2018 it was decided to introduce the Assistant Engineer / Officer2 position in RAP3 to recognise and reward
graduates that had remained with the programme for a minimum of 3 years and had achieved high performance
scores, but who were not yet ready to be promoted to full Engineer / Officer level.
The 2015 guideline for the engineering graduate programme has now, in this 2018 Graduate Development
Programme Guideline, been updated to incorporate these new initiatives and development opportunities.
2.2.CAREER DEVELOPMENT THROUGH THE GRADUATE PROGRAMME
The Graduate Development Programme covers 3 phases of a graduate’s career development – Intern, Graduate,
Assistant Engineer / Officer.
The Intern Programme selects inexperienced graduates with a keen interest and desire to gain experience in rural
development through RAP3 initiatives. It allows them to gain some experience to give them a toe hold on the
career ladder, giving them an advantage over other recent graduates that have no work experience.
The Graduate Programme promotes medium term professional development opportunities to the best of the
graduates coming through the intern programme. It allows them to work towards gaining sufficient depth and
breadth of experience to be close to meeting the international standards required for membership of an appropriate
professional qualifying body.
The RAP3 Assistant Engineer / Officer position is for those nearing the end of the RAP3 Graduate Programme,
who can be assigned higher levels of responsibility, but who do not yet quite meet the full Graduate Programme
completion requirements.

The ICE and other international engineering associations have since modified their models to use ‘Attributes’ rather
than ‘Development Objectives’
2 The term Officer is used throughout this document, but alternative terms such as Manager, Consultant, etc may be
used in practice.
1
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After completion of the Graduate Programme, having achieved 4 years of experience and 100% of the
Development Objectives (DOs), the assistant engineers / officers will be awarded a RAP3 Approved Engineer /
Officer Certificate and promoted to full Engineer / Officer Status on RAP3.
Figure 1 summarises the professional development of graduates through the Graduate Development Programme.

Figure 1: Summary of professional development through Graduate Development Programme
Professional
Qualification?
RAP3 Assistant Eng /
Officer
RAP3 Graduate
RAP3 Intern
Initial Qualification
•Degree
•Application and
interview

•6 month work
experience placement
•Performance Review

•Up to 4 years
•Mentor, Supervisor
•Achieve DOs:
A→K→E→B
•CPD
•Performance Reviews

•After 3ys on GP + 70%
DO achievement
•Placements to help
completion of 100%
DOs.

•RAP3 Approved
Engineer / Consultant
•Allows appointment as
fully qualified Engineer
/ Consultant
•Application for NEC /
other Professional
Engineer title.

2.3.MANAGING THE GRADUATE PROGRAMME
The following sections describe how the RAP3 Graduate Development Programme is managed for each phase of
the graduate’s career development. This includes how graduates are selected to each phase, how placements
are decided, the roles and responsibilities of the different parties involved in each phase, and how performance is
assessed.
In all cases, selection is based on merit only. Whilst we encourage applications from women and disadvantaged
groups, we do not apply positive discrimination in the selection process. All performance assessments are
designed to be as transparent as possible.
A key concept behind the RAP3 Graduate Programme is that all graduates are responsible for their own
development. RAP3 will provide placements and opportunities to support their individual development as best
they can within the confines of the programme and ongoing works, but it is up to the graduate to make the most
of the opportunities they are given, to prepare all necessary submissions and to arrange for review meetings at
the appropriate times.

3. INTERN PROGRAMME
3.1.SELECTION PROCESS
3.1.1. Planning and preparation
The intern programme is open to all graduates that meet the relevant degree requirements. No previous work
experience is necessary. A standard open recruitment process is followed.
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The general intention is to engage an ongoing stream of new intern graduates, building a pool from which to select
individuals to join the graduate programme. The intern programme is six months duration, and we aim to start
new interns as the previous batch finish their placements.
A RAP3 team, comprising a minimum of three people appointed from HR, the relevant technical teams to whom
the interns will be appointed, and senior managers is formed. This team will decide on







When (if) to start recruitment of the next intern batch
The number and location of intern placements available
Minimum eligibility criteria (e.g. relevant bachelor degree completed with final results / certificate)
Essay title and evaluation criteria
Deadlines for applications and timeline for selection and appointment
Number of applicants to shortlist for interview

Based on this HR will prepare an advert which is placed on the RAP3 website and popular online recruitment sites
such as https://merojob.com/ and https://jobsnepal.com/. We no longer advertise in daily newspapers as they are
expensive and the online portals attract more than sufficient applications.
As no previous experience is required, applications must include a copy of their degree certificate, Cover Letter
and Essay as well as a short Curriculum Vitae (CV). The topic and length of the essay are defined in the advert
and will usually be different for each batch of new interns.
3.1.2. Assessing Applications
The application assessment follows a simple process as summarised in Figure 2.
Figure 2: Summary of intern application assessment process

Initial Screening

Essay Marks

•All required
documents
submitted
•Acceptable
degree

•Marked against
predefined
criteria

Interview
•Specific
questions
•Personal
characteristics

Overall Score,
ranking
•20% essay
•70% interview
questions
•10% personal
characteristics

Initial Screening
Initial screening is done by HR to identify applications that meet the minimum requirements. Typically this is simply
that all required documents (cover letter, CV, essay, degree certificate) have been submitted in the application
and that the applicant’s degree is in an acceptable subject.
Essay Marking
For applications that pass the initial screening, the essays are then marked against predefined criteria. Ideally a
team of 2 or 3 RAP3 professional staff will mark the essays, using an average mark to rank and shortlist the
applicants. In practice, especially where the number of eligible applications is large, the essays may be divided
among a number of RAP3 professional staff. Whilst it is clear that different people will mark essays differently,
each person ranks the essays they have reviewed and the shortlist is developed from the top ranking of each of
them.
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Typical essay marking criteria are:
a) Are the applicant’s arguments / opinions well-formed and defended?
b) Does the applicant demonstrate a strong understanding of the essay title and its relevance / application
on RAP3?
c) Has the applicant demonstrated a unique approach to addressing the essay topic?
Marks against the criteria are awarded based on 6= outstanding, 5= excellent, 4= good, 3= acceptable, 2= poor,
1= unacceptable.
The top ranking applicants are then invited for interview. All applicants invited to interview are notified whether
they have or have not been successful. Applicants that are not invited to interview are not notified.
Interviews
The number invited to interview is usually about five higher than the number of places available, but may be more
or less depending on how confident the team are in filling the available places from the top ranked applicants. If
a first round of interviews is not sufficient to fill the places available, a second round can be held. To avoid time
wasting, before finalising the interview list HR confirm with each applicant that they are still interested in an intern
position with RAP3, that they have their final degree results / certificate, and that they are willing to take up any of
the placements on offer.
An interview panel of at least three people is formed, again from the relevant technical team and senior
management. Ideally these will be the same individuals as those that marked the essays, but this is not always
possible. The HR Manager should always be present at the interviews but does not need to be one of the
evaluators if more appropriate technical / management staff are available to fill the third place on the panel.
Typical interview questions for intern graduates are:
1. Why have you applied for an internship with RAP3, working with the Engineering / Connect / other team?
2. What do you think are the major challenges that you might face working as an intern of RAP3? (follow up,
how would you cope with / mitigate against / solve such challenges?)
3. What do you offer that other interns do not?
4. Supplementary questions specifically relating to the applicant’s CV and Essay (to confirm they wrote it
themselves)
During the interview, the panel should also assess the suitability of the applicant’s personal characteristics in terms
of:
i.
ii.
iii.
iv.
v.

Demeanour – does the applicant behave like a professional?
Personality – does the applicant have the confidence to handle the available posting(s)?
Appearance – does the applicant look like a future professional engineer / manager?
Clarity of expression – does the applicant communicate well?3
Charisma and leadership – would the applicant command respect in RAP3?

Similar to the essays, the markings for the response to each question and for personal characteristics is awarded
based on 100% Excellent, 85-95% Good, 60-80% Acceptable, 55% Poor, <55% Unacceptable.
Overall score and ranking
The scores from the essays and interviews are compiled, averaged across assessors, and a weighted overall
score calculated. Weightings are 20% for the essay, 70% for interview question responses, and 10% for personal
characteristic assessment. The applicants are then ranked according to their weighted overall score.

3

Note – all adverts, applications and interviews are in English as this is the working language of RAP3.
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Places on the Intern Programme are offered to the highest scoring applicants, working down the ranked list until
the available places are filled (or no further successful applicants remain to fill positions).
3.2.EMPLOYMENT CONDITIONS
3.2.1. Employment Contracts
Assigning Placements
Internships are normally (though not always) for 6 months. They are usually either a single placement of 6 months
duration or two different placements of 3 months allowing exposure to a broader range of activities and experience.
The placement strategy will be defined before starting the selection process and stated in the advert.
Where more than one placement location or work type is available, the successful applicants will be asked to rank
their placement preferences. The top ranking intern will then be assigned to their first ranked placement. The
second ranking intern will be assigned their first ranked placement, unless already gone to the top ranked intern
in which case they are assigned to their second choice. We continue to work down the intern rank until the last
intern is assigned whatever placement remains.
Where interns are assigned to two or more different placements during their internship, the interns are again asked
to rank the available placements just before the transfers take place. This time, though, the intern is (strongly)
encouraged to choose placements that balance their first placement in terms of the experience they gain. For
example, engineering interns initially placed in maintenance are expected to choose new construction for their
second placement. The original ranking of interns is retained to prioritise who gets their second placement
preference.
Terms and Conditions
Successful applicants are informed of the key terms and conditions of the intern programme during the interview
and follow up communications. They may accept or reject the offer at any time before formally accepting the
position. Unless there are exceptional circumstances, RAP3 will not modify the terms and conditions for
individuals, or assigned placements.
Once an intern accepts a place on the RAP3 intern programme, they sign a formal employment contract. These
are six month Fixed Term contracts in line with the Labour Act and standard RAP3 conditions.
Interns are paid a monthly Stipend plus allowances. Allowances cover living, travel and out of station costs. RAP3
also covers their accident insurance (injury / death in duty).
As with all RAP3 staff, interns are required to sign and obey the RAP3 Code of Conduct for anti-corruption and
behaviour.
Induction
All interns undergo a formal induction at the start of their employment. This introduces them to the key conditions
of their employment contract, HR administration requirements (timesheets etc), and the intern programme.
For engineering interns, the induction is incorporated within a longer technical training course covering all aspects
of Local Road Network (LRN) management and implementation as performed under RAP3. Engineering interns
must pass the LRN test before taking up their intern placement.
3.2.2. Roles and Responsibilities
The Intern Programme is an exposure placement rather than a formal development placement. Interns work
alongside other team members, to observe and learn from those they are working alongside.
Each intern is assigned a line manager, usually the senior person responsible for the team in which they have
been placed.
Revision date: 2nd November 2018
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Some work tasks may be assigned to interns, but responsibility for the work done remains with the line manager.
Interns have no formal responsibility or authority on the programme.
The line manager is responsible for providing the intern with opportunities to observe a range of work activities
and to gain an understanding of the work RAP3 does. They are also responsible for generally looking after the
development and wellbeing of the intern.
The intern is responsible for preparing their submissions for end of internship assessment.
Roles and responsibilities and a summary of performance assessment processes are included in the Intern Job
Description.
3.2.3. Performance Assessments
Interns are subject to two levels of performance assessment, the first an assessment by their line manager based
on how they handled their placement, the second a formal assessment based on a Final Report and a Presentation
to be given by the intern at the end of their internship.
Line Manager Assessments
The line manager is continually reviewing how the intern is handling their placement in terms of their active
engagement in and learning form observation of work activities; delivery of any tasks assigned to them; ability to
adapt to working in remote areas and living away from home; team work; and professional conduct.
At the mid-point and at the end of the intern placement, the line manager completes a placement assessment form
assessing the interns performance in terms of:
i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.

Has the Intern demonstrated a willingness to learn?
Has the Intern completed all assigned tasks to the very best of their ability?
Has the Intern demonstrated an interest in all aspects of the LRN or other component of RAP3?
Has the Intern demonstrated the engineering or other skills required to fulfil their assigned tasks?
Has the Intern demonstrated the ability to communicate effectively with all relevant stakeholders?
Has the Intern been willing to listen to, and learn from, feedback regarding their work?
Has the Intern behaved in a professional manner throughout their time working with RAP3?
Has the Intern developed professionally during the time they have been working with RAP3?
Has the Intern contributed positively to the overall ability of the team to deliver the LRN or other component
of the RAP3 programme?

The markings for the response to each question is awarded based on 100% Excellent, 85-95% Good, 60-80%
Acceptable, 55% Poor, <55% Unacceptable.
TMO Assessments
At the end of the intern placements, interns are required to submit a final report, using the template provided. The
report requires them to reflect on their experience in terms of:






Experience gained
Professional development
Skills gained / developed
Practical lessons learned
Challenges

The markings for the response to each question is awarded based on 100% Excellent, 85-95% Good, 60-80%
Acceptable, 55% Poor, <55% Unacceptable.
Interns are required to give a presentation and advised to cover the following topics



Roles and placements
Experiences to date
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Technical / Engineering or Management Challenges
Expectations of the Internship

A team from TMO comprising individuals from the relevant technical team and senior management is formed to
assess the intern’s end of internship presentation.
The presentation is assessed against the following criteria:
i.
ii.
iii.

Does the intern present information and communicate well (slides, language, explanations, succinct, within
time limit)?
Does the intern demonstrate sound knowledge of technical and management aspects of RAP3?
Does the intern look and behave like a professional?

The markings for the response to each question is awarded based on 100% Excellent, 85-95% Good, 60-80%
Acceptable, 55% Poor, <55% Unacceptable.
Final Performance Review
Scores from the TMO assessments, final reports, the line manager mid and end point assessments, the breadth
of experience and opportunities taken and, in the case of Engineering Interns, the LRN Engineering Exam result
are compiled to give the final performance review score. The weightings are Interns Final Report 40%, TMO
Assessment (Interns presentation) 50%, and Pre Interview (mid and end point assessments, breadth of experience
and, for engineering graduates only, exam result) 10%.
The Interns are then ranked according to their weighted overall score.

4. GRADUATE PROGRAMME
4.1.SELECTION PROCESS
4.1.1. Planning and preparation
Graduates are selected only from those that have been through the Intern Programme. There is no provision for
external applications or appointments directly onto the Graduate Programme.
A team from HR, relevant technical teams, and senior management will decide how many new places are available
on the Graduate Programme; places are generally limited.
4.1.2. Assessing Graduate Programme candidates
All Interns that have successfully completed their RAP3 Internship are eligible for the Graduate Programme,
subject to new places becoming available.
Places on the Graduate Programme are offered to the highest scoring Interns, working down the ranked list until
the available Graduates places are filled.
4.2.EMPLOYMENT CONDITIONS
4.2.1. Employment Contracts
Terms and Conditions
Interns are informed of the key terms and conditions of the graduate programme and, if offered a graduate
programme place, may accept or reject the offer at any time before formally accepting the position. Unless there
are exceptional circumstances, RAP3 will not modify the terms and conditions for individuals, or assigned
placements.
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Once an intern accepts a place on the RAP3 graduate programme, they sign a formal employment contract. These
are usually a one year Fixed Term contracts in line with the Labour Act and standard RAP3 conditions. Contracts
will be renewed annually based on satisfactory performance reviews, programme need and, for engineering
graduates, attainment of minimum pass score in the LRN Engineering Exam.
Graduates are paid a monthly salary plus allowances. Allowances cover living, travel and out of station costs.
RAP3 also covers their accident insurance (injury / death in duty).
As with all RAP3 staff, graduates are required to sign and obey the RAP3 Code of Conduct for anti-corruption and
behaviour.
4.2.2. Roles and Responsibilities
The Graduate Programme represents a significant step up from the internship programme and graduates are
expected to contribute to the delivery of the RAP3 programme with RAP3 providing support for their development.
The standard TOR for graduates summarises the main roles and responsibilities and the performance assessment
criteria, emphasising the graduates’ responsibility for their own participation and development:
 Contribute to the delivery of the RAP3 programme
o The graduate programme represents a significant step up from the internship programme and
the Graduate is expected to contribute to the delivery of the component of the RAP3 programme
to which they have been assigned.
o The Enterprise Graduate must carry out specific duties as assigned and which will be reviewed
and updated as necessary.
 Active participation and engagement in the RAP3 graduate programme, including CPD.
o The Graduate must fully adhere to the RAP3 graduate programme guidelines, the RAP3 CPD
guidelines, and
o The Graduate is fully responsible for their own participation in the graduate programme, and
must inform their mentor and supervisor of any support or assessment that they require
o The Graduate must work consistently towards the achievement of their Development Objectives
(DOs) plan, and must ensure that their mentor and supervisor are informed of their progress
There are four key parties to the graduate programme; the graduates themselves, their mentor, their supervisor
and the graduate programme administrator. Figure 2 summarises the relationships between these four parties.
In small technical teams, one person may cover more than one of these roles.
Figure 2: Relationships between parties involved in the Graduate Programme

Graduates
The graduates are responsible for driving their own training and development through an interest and commitment
to the works allocated to them. The graduates are expected to demonstrate a high level of enthusiasm,
commitment, drive and desire to continuously learn and improve their ability in engineering or management
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practice. The graduates are responsible for organising their regular reviews with their mentor (monthly, quarterly)
and supervisor (six monthly).
Mentors
Each graduate will be assigned a mentor for each placement, which is usually their line manager or an associated
senior technical officer. The mentor has overall responsibility for control, coordination and planning of the
graduate’s work assignments. Work assignments will ideally be those that best help the graduate to achieve their
DOs, but will also need to balance the delivery of RAP3 results targets and the types of work available in each
placement. The mentors monitor the graduate’s activities on a day to day basis, provide regular guidance, and
will conduct monthly (informal) and quarterly (formal) reviews of the graduate’s progress in relation to the DOs and
their general conduct (e.g. application of RAP3 policies and approaches, contribution to RAP3 objectives).
Supervisors
Supervisors are drawn from the more senior members of the relevant technical team and are not directly involved
in the graduate’s work. The Supervisor is assigned when each graduate starts the programme and will generally
keep the same Supervisor throughout their time at RAP, depending on availability of the Supervisor and the need
to rebalance graduates between available Supervisors.
The Supervisor is not directly involved in the graduate’s work, providing a more independent and objective
discussion and assessment of their performance achievements. The Supervisor is responsible for providing
overall guidance, support and direction for the graduate’s efforts both in RAP3 and to support their longer term
career ambitions.
The Supervisors will conduct a formal performance assessment of DO achievement every 6 months, based on
written DO Record submissions.
Graduate Programme Administrator
Different graduate programme Administrators may be selected for different technical teams. The Administrator
can also be selected from among the participating graduates.
The graduate programme Administrator is based in TMO and is responsible for overall management of the
programme. This includes:







facilitating coordination between graduates, mentors and supervisors
organising annual performance reviews
collating and analysing performance assessment scores
liaising with graduates to determine placement preferences
supporting placement selection process through data analysis
distributing key information relevant to the graduate programme to all graduates.

4.2.3. Placements
Graduate placements are expected to offer graduates experience across the full range of Development Objectives
in a 3 year period. The heads of the relevant technical teams are responsible for developing a placement strategy
that achieves this.
For the engineering graduates, this has been achieved through one year placements in New Construction districts,
Maintenance districts, or in the central Technical and Management Office, with the timing of transfers linked to the
annual project cycle.
For non-engineering graduates placements are usually, though not necessarily, in TMO and experience across
the full range of Development Objectives delivered through variation of assigned roles and responsibilities.
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The graduates that are nearing completion of the graduate programme will be given preference to fill placements
that will help them fill any remaining gaps in their Development Objectives. Those that have completed difficult
placements (e.g. Humla sites) will also be given preference.
4.2.4. Performance Assessments
A number of performance reviews and periodic assessments are used to monitor the performance of graduates
as summarised in Figure 3.
Figure 3: Summary of Graduate Performance Reviews

Monthly Reviews by Mentor
Graduates are required to prepare a six month plan in terms of their Development Objectives (DOs). At regular
intervals the graduates should informally review their progress with their mentors, in terms of this plan and their
achievement ratings. The graduates will need to demonstrate that they have achieved the required rating for each
Development Objective. Regular discourse regarding progress is important for graduates to gauge their
development and determine appropriate achievement ratings.
Quarterly Reviews by Mentor
The graduates will have quarterly meetings with their Mentors in order to agree on the claims of attainment for
each achievement rating. After agreeing on the claim of achievement, the current Personal Achievement Rating
should be ‘signed off’ and dated by the graduate and their Mentor. Regular and progressive assessment and signoff at A, K, E, or B levels provides valuable evidence of ongoing Mentor involvement in the graduate’s development.
6 Monthly Reviews by Supervisor
The graduates’ supervisors are required to complete graduate performance review every six months as per the
standard format. The supervisor’s performance review should support the graduates with the preparation of their
6 month Development Objective (DO) plans and to consider more broadly areas where they need to improve, or
where they require further support. DO Reports can be submitted to supervisors throughout the year as a graduate
feels they have been able to achieve the next achievement rating, but a formal review will be carried out roughly
every 6 months. For those on annual placements, these should ideally be timed to occur approximately half way
through and at the end of each placement. They should also be timed to occur a little in advance of the Annual
Performance Appraisal, so that the graduate’s latest achievements can be counted in the appraisal.
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The performance review should include a discussion on the graduate’s plans for the next six months and beyond,
taking into account the placement opportunities and constraints, the areas where the graduate needs to improve
or where further support is required.
Annual Performance Appraisal
Annual performance appraisals tend to take place just in advance of new placements being assigned, using the
scores from the appraisal to rank the graduates, prioritise preferences and determine the needs of graduates to
achieve all ten DOs.
The appraisal panel will be selected from supervisors and / or senior managers. The appraisal includes:





Annual Report submitted by graduates - marked by Supervisor
Presentation on the Graduate’s experience during the year – marked by appraisal panel
Latest DO achievement - as signed off by Supervisor
LRN test results (Engineers only)

At the end of each implementation year, all graduates will have to take part in an annual performance appraisal.
As part of the annual performance appraisal, the graduates will be required to present their experiences to a TMO
panel. The TMO panel will be selected from graduate programme supervisors and other RAP3 senior
management. The annual performance assessment will also include a TMO review of the graduates’ annual
reports along with all supporting documentation including, graduate performance ratings, achievement ratings
reviews, and CPD log book.
Graduate Annual Report
Graduates are required to submit an annual report, using the template provided. The report requires them to
reflect on their experience in terms of:







Experienced gained
Professional development
Skills gained / developed
Practical lessons learned
Challenges
Focus areas for further professional competency development over the next year

The markings for the response to each question is awarded based on 100% Excellent, 85-95% Good, 60-80%
Acceptable, 55% Poor, <55% Unacceptable.
Graduate Presentation
A team from TMO comprising supervisors and senior management is formed to assess the graduates annual
performance end of internship presentation.
Interns are required to give a presentation and advised to cover the following topics:





Roles and placement districts
Experiences to date
Technical / Engineering or Management Challenges
Expectations of the Graduate Programme

The presentation is assessed against the following criteria:
iv.
v.
vi.

Does the graduate present information and communicate well (slides, language, explanations, succinct,
within time limit)?
Does the graduate demonstrate sound knowledge of technical and management aspects of RAP3?
Does the graduate look and behave like a professional?

Revision date: 2nd November 2018

Page 15 of 22

Graduate Development Programme
Guidelines

The markings for the response to each question is awarded based on 100% Excellent, 85-95% Good, 60-80%
Acceptable, 55% Poor, <55% Unacceptable.

5. ASSISTANT ENGINEERS / OFFICERS
5.1.1. Selection Process
Assistant Engineers and Officer roles are offered only to graduates of the RAP3 Graduate Programme. There is
no provision for external applications or appointments directly to an assistant role.
Graduates that have completed minimum three years of service and met 70% or above across all 10 DOs are
eligible for promotion to Assistant Engineer / Officer.
The Assistant Engineer / Officer position is similar to that of graduate, but they are expected to take on more
responsibility and enter the main RAP3 salary scale.
5.1.2. Roles and Responsibilities
Graduates promoted to Assistant Engineer / Officer have, by attaining 70% across all 10 DOs, demonstrated that
they have necessary skills, knowledge and competencies to fulfil the assigned roles and are expected to
independently contribute to the delivery of the RAP3 programme.
The standard TOR for Assistant Engineers / Officers summarises the main roles and responsibilities and the
performance assessment criteria, emphasising the individuals’ responsibility for their own participation and
development:
 Contribute to the delivery of the RAP3 programme
o The Assistant Engineer / Officer is expected to contribute to the delivery of the component of the
RAP3 programme to which they have been assigned.
o The Assistant Engineer / Officer must carry out specific duties as assigned and which will be
reviewed and updated as necessary.
 Active participation and engagement in the RAP3 graduate programme, including CPD.
o The Assistant Engineer / Office must fully adhere to the RAP3 graduate programme guidelines,
the RAP3 CPD guidelines, and
o The Assistant Engineer / Office must continue to work consistently towards the achievement of
their Development Objectives (DOs) plan, and must ensure that their mentor and supervisor are
informed of their progress
5.1.3. Placements
Assistant Engineer / Officer placements are expected to offer experience across the full range of Development
Objectives. The heads of the relevant technical teams are responsible for developing a placement strategy
that achieves this.
The process of placement selection is the same as for Graduates placements and Assistant Engineers /
Officers will be given preference to fill placements that will help them fill attain 100% Development Objective
scores.
5.1.4. Performance Assessments
Assistant Engineers / Officers continue within the Graduate Programme structure and follow the same
performance assessment process as Graduates.

6. THE DEVELOPMENT OBJECTIVES
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6.1. SUMMARY OF THE TEN DEVELOPMENT OBJECTIVES
The objectives below are similar for engineering and non-engineering graduates, with the main differences being
in their application. The achievement of DOs will depend on the individual technical specialism of each graduate,
their job description and the activities in which they are engaged. The DOs are sufficiently general that they can
be applied to any discipline.
DO No.

Development Objective Description

1

Identify (engineering / business / management) problems and define possible solutions

2

Manage contractual issues

3

Understand and apply appropriate procedures to procure goods, works and / or services

4

Control budgets, tasks, data, people, resources

5

Bring about continuous improvement through quality management

6

Demonstrate personal and social skills and ability to communicate with others at all levels

7

Understand, apply and promote relevant codes of conduct

8

Manage and apply safe systems of work

9

Contribute to sustainable development through work activities

10

Manage your own Continuing Professional Development (CPD)

6.1.1. Achievement Ratings
The graduates’ achievement of their Development Objectives (DOs) will be graded based on the ‘Achievement
Ratings’ as shown in the table below:
Definition

Level of Demonstration

A

Appreciation

Graduate must appreciate why the DO is important
and why it is done.

1-2

K

Knowledge

Graduate must have a basic understanding and
knowledge of the DO and how it is achieved.

1-2

E

Experience

Graduate must have achieved the DO, or part of it,
working under supervision.

3-9

B

Ability

Graduate must have achieved the DO several times
in different situations, having the competence to
assist others and to work without supervision.

12-36

Achievement
Rating

Time Frame
(Months)

The graduates are required to demonstrate that they have achieved each of the achievement ratings for each of
their Development Objectives during regular review with their mentors. There is a standard format for documenting
the Achievement. The graduates will have to explain when, where, and how they have achieved each particular
DO and will have regular meetings with their mentors to agree on the claims of attainment.
6.2. SCORING ACHIEVEMENT OF DEVELOPMENT OBJECTIVES
Achievement of each Development Objective is measured in terms of Appreciation, Knowledge, Experience and
Ability. These in turn relate to the graduate’s progress towards being able to make independent judgements and
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decisions based on evidence found through their own analysis and their ability to present the case to defend their
judgement / decision.
Each DO achievement rating has been assigned a score up to 100% for Ability (B) to enable calculation of an
overall achievement score across the ten DOs. All ten DOs are given equal weighting in calculating the overall
achievement score.
The DO achievement ratings are summarised in Figure 3.
Figure 3: Summary of DO Achievement Levels

B 100%

E 50%
K 25%
A 10%
How this DO might affect
Decisions

What information is needed
before a Decision can be
made

Analysing information to
present a Decision to
seniors for approval

Independent judgements
and decisions (endorsed by
seniors)

7. CONTINUING PROFESSIONAL DEVELOPMENT (CPD)
Continuing Professional Development (CPD) is defined as the systematic maintenance, improvement, and
broadening of knowledge and skills, and the development of personal qualities, necessary for the execution of
professional and technical duties throughout working life of staff.
The RAP3 Continuing Professional Development (CPD) programme for graduates consists of two main
components; On the Job Training, and Self-Study. The full details of the RAP3 CPD Programme can be found in
the associated guidelines. The engineering graduates’ CPD programme also includes the Annual LRN
Engineering Course and Examination, The requirements for graduates under each component are outlined below.
ON THE JOB TRAINING
Graduates will build skills, knowledge, and competencies within the workplace and work environment and
graduates are expected to seek out opportunities to learn ‘on the job’, working with experienced colleagues and
observing and supporting programme activities.
All graduates must ensure that their practical experience is fully documented and must maintain a ‘Day Book’ as
well as their CPD log book (http://www.rapnepal.com/cpd-log-book).
SELF-STUDY
All graduates are entitled to 6 days of self-study per year. The graduates must coordinate with their line manager
when organising self-study activities and must ensure that the disruption to their day-to-day work activities is
limited. Full details of the RAP3 Self Study provision can be found in the in Human Resources Manual, section
10.4, summarised below:
6 days self-study must be completed annually by all staff.
All participants must ensure that they consult with their line manager regarding their plans for selfstudy and secure their line manager’s prior approval for the planned use of the self-study days.
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All details of self-study completed must be recorded in the CPD log book, including mechanism
for study, topics covered, and duration. Delivery of training sessions can also be included in the
self-study section of the log book.
On completion of self-study days, CPD programme participants must provide their line manager
with a summary of what they have learned and how they will apply this in their work before the
self-study days can be signed-off.
As part of the self-study component RAP3 will provide a CPD stipend, to all participants in the
CPD programme, of NRs 1,000 / day, up to a total of NRs 6,000. The CPD allowance must be
used to cover the costs associated with self-study, such as the purchase of books, attendance at
workshops or study tours, participation in e-learning courses, etc., and will be reimbursed on
presentation of receipts. The CPD stipend will be paid based on the number of self-study days
completed, i.e. if only 2 days of self-study are completed then only NRs 2,000 of the CPD stipend
can be paid out.
Prior approval is required from the RAP3 Programme Manager to cover all expense related with
the course.
ANNUAL LRN ENGINEERING COURSE (Engineering Graduates only)
All RAP3 engineers must pass the LRN Engineering Course exam each year and are entitled to 2 additional selfstudy days for revision or to attend refresher training. If an graduate engineer fails the exam they will have one
opportunity to re-sit. If they fail the re-sit they will be unable to continue with the RAP programme.
The LRN Engineering training materials can be found on the RAP 3 website http://www.rapnepal.com/lrnengineeringcourse-materials.

8. KEY DOCUMENTS
The following is a list of forms and templates used in the implementation of the Graduate Development
Programme. The forms can be found on the RAP3 server
G:\03.1_COMP1_LRN AME\16 Graduate Programme\Graduate Programme Update Sep 2018\Grad
Programme Update Sep 2018 Key Documents
8.1.FORMS FOR INTERN PROGRAMME
i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.
x.
xi.
xii.
xiii.
xiv.
xv.
xvi.
xvii.

Example Advert for interns
List of previously used essay titles
Example intern application screening record
Example intern essay marking sheet
Example intern ranking sheet for interview shortlist
Example intern interview assessment sheet
Example intern overall score and ranking sheet
Example intern placement preference ranking sheet
Example intern placement assignment sheet
Intern contract template
Example intern Job Description
Intern induction contents and typical schedule (for engineers and non-engineers)
Template intern performance assessment (line manager)
Template end of internship report
Example intern report marking sheet
Template end of internship presentation
Example intern presentation marking sheet
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xviii.

Example end of placement overall score and ranking

8.2.FORMS FOR GRADUATE PROGRAMME
i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.
x.
xi.
I.
II.
III.

Summary of Graduate Placements (location, role, mentor, supervisor).
Graduate contract template
Example graduate Job Description
DO Six Month Plan
Development Objectives (DO) Record (submission of evidence of DO achievement)
DO Personal Record of Achievement (summary of achievement against each DO)
Supervisor’s Performance Assessment (six monthly)
Format for graduate’s Annual Report
Suggested format for graduate’s Presentation to annual appraisal panel.
Example Graduate annual report marking sheet
Example Graduate presentation marking sheet
Example Annual Appraisal assessment overall score and ranking
Example CPD day book
Example CPD log book
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ANNEX A: DEVELOPMENT OBJECTIVES FOR GRADUATES
DO's
DO 1
Identify (engineering /
business / management)
problems and define
possible solutions
DO 2
Manage contractual
issues
DO 3
Apply appropriate
procedures for
procurement of goods,
works and / or services
DO 4
Control budgets, tasks,
data, people, and
resources
DO 5
Bring about continuous
improvement through
quality management

DO 6
Demonstrate personal
and social skills and
ability to communicate
with others at all levels

DO 7
Understand, apply and
promote relevant codes
of conduct

DO 8
Manage risks and apply
safe systems of work

Suggested Range of Activities
Identify engineering / business / management problems and define possible
solution. Apply and understand the limitations of established best practice as
defined by codes, standards and specifications. Make recommendations for
improvement to engineering / business / management solutions. Contribute to
the implementation of programme activities and monitor outputs and results,
suggest changes and make recommendation for improvement.
Assist in the preparation of contract documents. Assist in the negotiation
process with stakeholders to the contract and demonstrate a good
understanding of contractual obligations. Monitor fulfillment of contract
obligations. Review payment requests for work undertaken. Prepare and revise
risk matrixes for the project activities.
Understand role of PPMO, Read PPA and PPR, Apply appropriate procurement
procedures in line with IMC and DFID requirements.
Contribute to the preparation of planning and resourcing schedule. Contribute to
the preparation of method statements, budgets and workplan. Assist in setup
Information & Administration systems for Project Management. Collect, collate
and disseminate information. Supervise and monitor delivery of project
activities.
Contribute to the preparation and implementation management systems and
quality management plans. Monitor the quality of programme activities’
implementation and make recommendations for improvement. Foster strong
team working. Comply with programme guidelines & best practices, monitor
partners’ and suppliers compliance with the same. Recommend improvements
to quality assurance and control systems.
Prepare various written documentation including reports, letters, drawings,
briefing notes and communication materials. Make presentations on various
issues when required. Provide advice to technical and non-technical colleagues.
Contribute to meetings. Proactively use IT systems in the work place. Effectively
communicate difficult ideas / concepts to colleagues / staff at various levels.
Conduct discussions with team, clients and others in a professional manner and
consider the views of others.
Demonstrate knowledge and application, of IMC, DFID & RAP3 Codes of
Conduct, Behaviour & Ethics. Exhibit high ethical and professional behaviour at
all times. Assist in the delivery of trainings to supply chain partners on best
practices and relevant Codes of Conduct and Behaviour. Monitor supply chain
partners compliance. Demonstrate understanding of current developments and
issues affecting the engineering / business / management industry, and relevant
codes of conducts e.g. Nepal Engineering Council Code of Conduct.
Understand and correctly apply IMC Health & Safety procedures across various
activities and sites. Undertake Risk Assessments. Demonstrate knowledge of
hazards applicable to field of work. Apply risk management techniques.
Prepare and update method statements. Monitor and update project risk
matrices.
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DO 9
Contribute to
sustainable
development through
work activities

Understand and comply with relevant Nepali legislation and codes. Understand
how programme activities support Nepal’s attainment of SDGs. Understand
environmental, social and economic impact of implementing programme
activities.

DO 10
Manage your own
Continuing Professional
Development

Actively seek out learning activities, attend external and in-house training
sessions. Follow developments in engineering / business / management
industry. Maintain a record of all skills and experience acquired during job and
document CPD activities in log book. Self-monitor progress against DOs and
seek opportunities for progression.
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