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Introduction

The Royal Government of Bhutan continues to prioritize youth employment, skills
development, and workforce preparedness through various interventions implemented under
the Youth Engagement and Livelihood Program (YELP). The YELP Guideline 2024 primarily
focuses on supporting youth who fall under the NEET category (Not in Employment, Education,
or Training) through employment facilitation, internships, skilling, and livelihood initiatives.

However, it has been observed that a significant number of Bhutanese students remain
unengaged during school and academic vacation periods, particularly after completion of
examinations and between academic semesters. During such periods, students often lack
opportunities for practical workplace exposure, professional development, and meaningful
engagement.

Recognizing this need, the Department of Employment and Entrepreneurship (DoEE) under
the Ministry of Industry, Commerce and Employment hereby introduces Student Internship
Support (SIS) under the Internship Support component of YELP Guideline 2024.

The SIS program is designed as a structured temporary engagement initiative to provide
students with supervised workplace exposure during academic breaks while also promoting
employability skills, professional ethics, work readiness, and career awareness.

This Standard Operating Procedure (SOP) establishes the operational framework,
implementation procedures, institutional responsibilities, monitoring mechanisms, and
accountability measures for effective implementation of the SIS program.

1. Purpose of the SOP

The purpose of this SOP is to:

* provide clear operational procedures for implementation of the SIS program;

- establish transparent and standardized processes for application, verification, approval,
placement, monitoring, and payment;

* ensure proper coordination among the Department, educational institutions, and host
employers;

» prevent duplication of internship support and financial assistance;

* ensure accountability and proper utilization of public resources; and

- facilitate equitable access to internship opportunities for eligible Bhutanese students.

s



Standard Operating Procedure for Student Internship Support | Department of Employment and Entrepreneurship, MolCE

2. Policy and Legal Basis

This SOP shall be implemented in accordance with:

L]

Labour and Employment Act of Bhutan;

National Employment Policy;

Youth Engagement and Livelihood program (YELP) Guideline 2024; and

relevant executive orders/circulars, notifications, and directives issued by the Ministry

3. Scope

This SOP shall apply to:

the Department of Employment and Entrepreneurship (DoEE);

Regional Office of Industry, Commerce and Industry (ROICE)

participating ministries, agencies, corporations, CSOs, and other host organizations;
schools, technical training institutes, colleges, and universities;

program implementing officials; and

all eligible student beneficiaries under the SIS program.

4. Objectives of the SIS program

The SIS program shall pursue the following objectives:

To provide students with practical workplace exposure and help develop communication
skills, teamwork, punctuality, discipline, professionalism, and work ethics.

To ensure students remain meaningfully engaged during academic breaks through
structured and supervised internship opportunities.

To bridge the gap between academic learning and practical industry experience by
exposing students to real work environments.

To help students gain a better understanding of workplace expectations, occupational
requirements, and future career pathways.

To promote stronger partnerships between educational institutions and employers for
youth development and workforce preparedness.

L



Standard Operating Procedure for Student Internship Support | Department of Employment and Entrepreneurship, MolCE

5. Duration

The internship duration ranges from 1 month to 3 months and shall depend on:

» availability of budget;
* host organization’s requirements;
» duration of academic break;

Any extension beyond the initially approved period shall require a written recommendation
request from the host organization. Under no circumstances shall support exceed six months.

6. Eligibility Criteria

Applicants shall fulfill the following criteria:

* Must be a Bhutanese citizen.
* Must be 15 to 29 years of age.
* Must be currently enrolled in:
— schools;
— technical and vocational education and training institutes;
— colleges or universities recognized by competent authorities.

7. Internship Timing

The internship shall be undertaken strictly during:

» semester breaks;
» vacation periods; or
« officially recognized academic breaks.

8. Mandatory Verification and Non-Duplication Mechanism

To prevent duplication of benefits and ensure proper utilization of government resources, the
implementing agency/ Department shall conduct mandatory verification prior to approval of
any applicant.
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8.1 Institutional Confirmation
The applicant shall submit an official letter to the Department/ROICE issued by the respective
school, training institute, college, or university confirming that:

» the student is currently enrolled;

 the internship is being undertaken during academic break; and

+ the student is not receiving internship stipend, salary, allowance, scholarship internship
payment, or any form of financial support from the institution.

' 8.2 Departmental/ROICE Verification
The DoEE shall:

 verify the documents submitted by the applicants
* request additional documentation where necessary; and
* maintain records for audit and accountability purposes.

' 8.3 False Declaration
Any applicant found submitting false information or concealing financial support arrangements
shall:

* be immediately disqualified;

» refund any support already disbursed; and

* be barred from future program participation.

9. Roles and Responsibilities

9.1 Department of Employment and Entrepreneurship (DoEE)
The Department/ROICE shall:

+ Seek one-time approval from the Chief Labour Administrator for implementing this

program involving persons below 18 years of age.

+ administer and coordinate the program;

e announce internship opportunities;

+ review and approve applications;

+ verify applicant eligibility;

* ensure compliance with non-duplication provisions;

+ facilitate placement processes;

* process stipend disbursement;

* maintain program records;
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» conduct monitoring and evaluation; and
* prepare periodic implementation reports.

9.2 Host Organizations
Host organizations shall:

» provide safe and conducive working environments;

» assign meaningful internship responsibilities;

» orient interns on workplace rules and ethics;

* supervise intern performance and attendance;

« assign a mentor to provide coaching and guidance;

* submit attendance and evaluation reports; and

* immediately report disciplinary issues and discontinuation cases.

* not place or engage interns in any work prohibited under Chapter Il, Section 9(e) of
the Labour and Employment Act of Bhutan 2007."

9.3 Educational Institutions
Educational institutions shall:

e issue verification letters;

+ confirm academic break schedules, where necessary;

« cooperate during verification exercises; and

 support coordination with the Department/ROICE when required.

| 9.4 Candidates
Interns shall:

* maintain professional conduct;

» comply with workplace rules and regulations;
* maintain regular attendance and punctuality;
» complete assigned responsibilities;

* submit required reports/documents; and

! Chapter Il, Section 9, Sub-section (e) states that employers shall not assign work which, by its nature or the
circumstances in which it is carried out, is likely to harm the health, safety or morals of a child including: (i) work
which exposes a child to physical, psychological or sexual abuse; (ii) work underground, under water, at
dangerous heights or in confined spaces; (iii) work with dangerous machinery, equipment or tools, or which
involves the manual handling or transport of heavy loads; or (iv) work in an unhealthy environment that may
expose the child to hazardous substances, agents or processes, or to temperatures, noise levels, or vibrations
damaging to his or her health. (Labour and Employment Act 2007)
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« immediately inform the host organizaiton or Department/ROICE in case of withdrawal
or discontinuation.

10. Application Procedures

| Step 1: Submission of Application
Applicants shall submit:

» completed application form;
* CID copy (if not issued, CID number will suffice)
» student ID or enrollment proof;
» curriculum vitae (CV), if applicable;
* institutional verification letter; and
'+ Undertaking form in case the school/management is not able to issue the verification
letter

* any other documents required by the Department.

Step 3: Screening and Verification
The Department/ROICE shall:
* review applications;
» verify documents;
» confirm non-duplication compliance; and
» assess suitability for placement.

Step 4: Approval and Placement
Approved applicants shall:

* sign internship agreement or undertaking;
* undergo orientation; and
» receive official placement order.

11. Payment of Allowance

Monthly stipend of Nu. 6,000 shall be paid per candidate as per YELP Guideline 2024 and is
subject to:

» verified attendance;
* submission of required reports/documents.
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12. Monitoring and Evaluation

The DoEE/ROICE shall conduct
» periodic physical monitoring visits;
» telephone verification;
* employer consultations;
« attendance verification; and
* intern feedback assessments.

The monitoring and evaluation shall be conducted as per the Annexure VIl of the YELP
Guideline 2024.

13. Termination of Internship

Internship support may be terminated under the following circumstances:

* misconduct or indiscipline;

* repeated absenteeism;

* breach of workplace rules;

» submission of false information;

* voluntary withdrawal; or

* request from host organization with valid justification.

14. Grievance Redressal Mechanism

Any grievance related to:

» selection;

* payment;

» workplace treatment;

* harassment;

e discrimination; or

* administrative decisions
may be submitted in writing to the Department for review and appropriate action.The DoEE
shall examine and resolve grievances in a fair and timely manner.

The Ministry shall periodically assess the program or as and when required.
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15. Certification

The Department shall, upon the candidate’s request, issue a Certificate of Participation or a
Certificate of Completion, as applicable.

16. Effective Date

This SOP shall come into effect upon approval by the competent authority under the Ministry
of Industry, Commerce and Employment.

17. Approval

Approved by

Uhh

(Kunzang Lhamu)
Director General
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