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TENTATIVE SCHEDULE  
CBPR CORE INCUBATING GROUP [CIG] 

MEETING 
 

HARYANA INSTITUTE OF PUBLIC ADMINISTRATION, 
GURGAON 

1 DECEMBER 2006 
 

 
 

FRIDAY  3-00-3.10PM  Welcome and Registration 
1 DECEMBER 

3.10- 3.20PM CBPR Core Incubating Group [CIG] 
Chairman’s Opening Remarks 

 
3.20- 3.30PM CIG, HIPA: Journey from Shimla to Bhopal 

and beyond-Some Prospects 
 
3.30- 4.15PM Four ATI’s Pilot District Experiences 
 RCVPN AAM Bhopal 
 ATI, Kolkata 
 AIM, Chennai 
 YASHADA, Pune 
 
4.15- 6.30PM CIG Members Discussion Hour 
 
 5.30-6.30PM PILOT Districts Challenges    
 
7.00-8.00 PM Break 
 
8.00-9.00 PM Dinner 

�

�

�

�

�

�
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Annexure II 

List of Actual participants  
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LIST OF PARTICIPANTS 
 CBPR CORE GROUP MEETING 

December 1st, 2006 
 

Sr.
No. 

Name & Designation Tel No. 
Office 

Tel. No. 
Residence 

Mobile Email Address 

1 Ms. Jyotsna Hirmukhe, 
Assistant Professor, YASHDA,  
Pune 

   hjyotsna@ rediffmail.com 
jyomalhar@yahoo.com.in. 

2 Sh. Ram Pole, 
Assistant Professor, YASHDA, 
Pune 

    

3 Sh. Vineet Pandey, 
Director, (Training), DoPT,   
New Delhi 

011-
26107960 

011-
26121044 

9313805526 vineet.pandey@nic.in  

4 Sh.Jerome Minz, 
Under Secretary(Training), DoPT, 
Old JNU Campus,  
New Delhi 

011-
26107957/ 
26109049 
Ext. 27 

011-
26195052 

9810848176 minz@nic.in  

5 Sh. Saleem Haque 
Director, 
DoPT, Government of India,  
New Delhi. 

24624722 26949061  shaque@nic.in 

6 Sh. D. Durga Prasad, 
Adam Smith International, 
1, Jai Singh Road, New Delhi 

41502291 -- 9323252295 durga.prasad@admsmithinternat
ional.com 

7 Sh.Sudipto Sengupta, 
Adam Smith International, 
1, Jai Singh Road, 
 New Delhi 

41502291 -- 9910377719 sudipto.sengupta@admsmithinte
rnationa.com 

8 Sh. Inder Jeet  Mittal, 
Senior Principal Private Secretary, 
Ministry of Earth Science, Block 
12, CGO Complex, Lodhi Road,  
New Delhi. 

  9899731303 ijmittal@nic.in 

9 Mrs. Leena Johri, IAS, 
Additional Director,    
UP Academy of Admn. & Mgt., 
Lucknow 

  9335212100 imdpucc@yahoo.co.in 

10 Dr. G.Prasanna Kumar, IAS, 
Director General, 
Haryana Institute of Public Admn.,   
76 Sector 18,  
Gurgaon 
 

0124-
2340413 

0124-
2305592 

9818445330 gkumarp@hotmail.com 

11 Ms. Kumudini Sharma, 
Nodal Officer,  
RCVPNAA, 
 Bhopal 

   kushal246@yahoo.com 

12 Sh. R. Ram Mohan, 
Faculty Member, 
Institute of Management in Govt. 
Vikas Bhawan, P.O., 
Thriuvanthapuram 

0471-
2304229/6
08 

0471-
2452341 

0938721254
9 

sreevaraham@hotmail.com. 
rmrtvm@yahoo.com 
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13 Dr. J. George, 
Prof. & Head, 
Faculty of Economics and 
Development Planning, 
Haryana Institute of Public 
Administration,  
 Gurgaon 

0124-
2343088 

011-
27662531 

-- jgfedp@vsnl.net  

14 Dr. Suresh Misra, 
Professor & Head, 
Faculty of Public Administration 
Haryana Institute of Public Admn.  
Gurgaon 

0124-
2345780 

0124-
26134455 

9312413955 drsureshmishra@hotmail.com 

15 Sh. Baijnath, 
Faculty of Computer Science, 
Haryana Institute of Public 
Administration, 
 Gurgaon 

0124-
2340412 

0124-
2347143 

-- baijnathlodha@hotmail.com 

16 Ms Manveen Kaur, 
Assistant Professor, 
Rural Development 
Haryana Institute of Public Admn., 
Gurgaon 

0124-
2340690/ 
691 

0124-
2621348 

9811938168 hipatraining@rediffmail.com 
manveen19@rediffmail.com  

17 Ms. Rachana Gupta, 
Assistant Professor, 
Behavioural Science, 
Haryana Institute of Public 
Administration,  
 Gurgaon 

0124-
2340690/ 
691 

 9810882811 rg153@rediffmail.com 

18 Sh. Devender Singh, 
Programmer, 
Haryana Institute of Public 
Administration, 
 Gurgaon 

0124-
2340690/ 
691 

 9891664972 devsingh22hipa@yahoo.co.in 
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Annexure III 

CBPR Update Consisting Sh.S.Venkatesan’s 
Suggestions  
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From Prof. J. George, HIPA, Gurgaon (Date 14 Nov, 2 006) 
 
CBPR initiative of DOPT has made significant forward movement in the past 
few months. A quick recap is being done below to accelerate the forward 
movement towards firm deliverables of the Pilot District  
Initiatives. 
 
A. Constitution by DOPT (18 July 2006) of a Core Group of Nodal Officers from 
select ATI to steer the national initiative: 
 
1. Sh. Vineet Pandey, Director (Training)     Chairman 
2. Sh. M.P.Sethi, Ex-MCR HRD Hyd.             Member  
3. Dr. R. Ram Mohan, IMG, Thiruvananthapuram Member 
4. Prof J. George, HIPA Gurgaon                    Member 
5. Prof. Suresh Misra, HIPA, Gurgaon                      Member 
6. Dr. Arabinda Ghosh, ATI, Kolkata                           Member 
7. Sh. N. Palaniappan, AIM, Chennai                         Member 
8. Dr. Kumudini Sharma, RCVPNAA, Bhopal             Member 
9. Ms. Meeta Rajeev Lochan, YASHADA, Pune         Member 
 
B. Constitution of a Dedicated Incubating Team on CBPR at HIPA  Gurgaon on 
29.9.06 
 
Prof. J. George (Convenor) 
Prof. Suresh Misra  Member 
Sh. Baij Nath       Member 
Dr. Manveen Kaur, FTC, Member 
Ms. Rachna Gupta    Member 
Sh. Devendar Singh  Member 
 
C. Dedicated Team constituted at RCVPNAA, Bhopal  
Dr. Kumudini Sharma (Nodal Officer)(Kindly provide the e-mail address 
of your Dedicated team) 
Dr. H.M. Mishra 
Dr. Rajiv Shukla 
Dr. Arun K. Singh 
Ms. Sushma Gokhale 
Sh. L.K. Dwivedi 
Sh. Rajib R. Sinha  
 
D. ATI, Kolkata, Chennai and YASHADA will soon constitute a dedicated team 
for the Pilot 
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E. Bhopal workshop identified sectors and districts for the Pilot. Please see the 
Proceedings of the Bhopal workshop, page 18 for details. Comments and 
suggestions are invited from the group members. 
 
F. Prof. Misra and I attended the Master Trainers/Registered User's workshop 
in Chennai during 9-10 November 2006.Other members of Core group present 
at the workshop were Dr. R. Ram Mohan, Sh. S. Venkatesh as special invitee. 
Of course Sh. Ajay Sawhney, JS along with Sh. Vineet Pandey, Chairman of 
the core group facilitated such interactions with a wider body of professional 
trainers.  
 

However, a couple of significant points to be noted are follows: 

 
(1) Rajasthan has trained all elected members of PRIs in the state within 75 
days of their election. 
 
(2) One day in the month could be dedicated as the "Learning At Work Day" in 
the Pilot districts. This day could be utilized to brainstorm the CBPR TNA and 
other operating processes. Since we are targeting the central and centrally 
sponsored schemes for poverty reduction, I think, this "Monthly Learning Day" 
will be a very useful tool to try out in the Pilot districts. 
 
(3) The training by design as practiced in the defence services and the 
Railways is yet another model that is worth investigating and exploring for 
adaptation in the Pilot.  
 
(4) Capacity Building is pivoted on the human resources. Is it not opportune for 
us to get into a better understanding about the HR in the Indian subcontinent? 
The Behavioral science literature explicitly talks about the "individual self" in the 
western hemisphere and the "familial self" in the Asian hemisphere and 
context. While in terms of the capacity building techniques and toolkit we are 
necessarily using the "individual self" based approach. The misfit is reflected in 
the performance as an outcome. The disconnect has to be explored from this 
fundamental platform. Perhaps, the core/dedicated group can explore on this 
theme a little more for as better understanding.  
Please do join with your comments and postings. 
 

From: Sh. S. Venkatesan, Consultant EX-DOPT (Date 2 5 Nov, 2006) 

I take the liberty of making certain observations.  
  
I had the fortune of carrying out an "Impact Assessment Study" of Intensive 
Training in Satara District (Maharashtra) and the Documentation of the UNDP 
Project on "Strengthening of State ATIs in India". 
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The above efforts indicated that there were many areas which could easily be 
replicated in future Projects like the DfID Project on CBPR. Some of them are:  

-   'Implementation' arrangements and 'mechanism' to complete the 
various activities within a specified time frame. 

-     The concept of 'Systematic Approach to Training (SAT)' and the 
underlying principles of 'National Training Policy (NTP)' 

-    The various TNA approaches made under the UNDP Project. 
Probably, for the first time, 14 States carried out TNA exercises. 

-    Availability of developed and validated training modules. 46 modules 
were prepared, out of which, 18 are under distance learning mode. 
Again. Modules and audio-visual aids prepared (including training 
films) for district training by the seven State ATIs are available.  

  
When the Model on training under the CBPR Programme is complete and 
ready, flexibility may be provided to the State ATIs to use it to meet the local 
requirements. Since the target group is 'front line service delivery personnel' 
(cutting edge and lower level) lot of innovative training methods have to be 
resorted to make the training an enjoyable one and easy to learn. Optimum use 
of visual and audio-visual aids (especially films) has to be made. The exercises 
and examples have to be suitable to local customs and exposure. Finally, the 
inputs have to be in local language(s).The approach adopted by the State ATIs 
for Distict Training varied from State to State. And, all the States achieved 
success in their efforts- which was undertaken for the first time in the country.  
  
There could be a common pool of training packages but the extent and the ways 
in which the same are utilized in their training efforts may vary from State to 
State and District to District. This is more so when we try to achieve 'Demand-
led' and 'Trainee-centered' approach.  
  
For TNA process, Yashada-Pune had simplified it. For its Intensive District 
Training, it adopted 4-step approach and carried out TNA for each category of 
staff ( i.e., Cadre). Such simplified approach to TNA may be considered by the 
Core Group. 

  
 
From: Ajay Sawhney, IAS, Joint Secretary (Traning) 
                                                                                                   (Date 28 Nov, 
2006) 
 
Thanks for your observations and suggestions-they are most relevant and timely 
and I’m sure the DfID project will benefit from your advice. 

	

�
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Annexure IV 

CIG Discussion Note 
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Discussion Note 
 
 
 
The concept and purpose of the Core Group 
 
The Capacity Building for Poverty Reduction (CBPR) programme has training as 
a critical input in capacity building initiatives. Access to basic services – health 
and education for example—by the poor is accepted as the most important pre-
condition for poverty reduction. Hence, quality and quantity of service delivery to 
the poor would to a large extent determine the effectiveness of any poverty 
reduction programme. Service delivery is significantly influenced by the critical 
attributes-knowledge, skills and attitudes-of the front - line service delivery 
personnel. It is in this context that training is critical component of the CBPR. 
 
In order to incorporate the centrality of service delivery in the training agenda of 
the governmental training systems the workshop on Training for Service delivery 
was organised at HPIPA, Shimla on 22-23 June 2006 by the DoPT, GoI.In this 
workshop attended by the representatives from ATIs from many states, the 
experiences, expectations and concerns regarding training for service delivery 
were shared and discussed. The workshop participants suggested the direction 
which the agenda for training for service delivery can take: 
 

�� For the immediate term it was suggested that successful innovations in 
the training arena be developed into replicable models through a 
systematic process. This would have the benefit of maintaining continuity 
with earlier successful efforts while providing usable training modules for 
use in the near term. One such model which was consensually agreed 
upon was what has come to be known as the SATARA model. This model 
consists of a set of pedagogical tools and training techniques that address 
all the three critical attributes of any job at the front – line. 

 
�� For the medium to long term it was suggested that a core group drawn 

from ATIs be formed for developing and assist DoPT in implementing a 
plan to build the training capacity of ATIs. 

 
While the suggestion pertaining to the SATARA model is being elaborated for 
implementation separately, this note seeks to develop on the formation of the 
core group and identification of its main tasks. It is expected that this note will 
help bring in focus to the discussion with HIPA. 
 
Rationale and possible agenda for the Core Group 
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The CBPR programme envisages a collaborative and mutually productive 
relationship with Central ministries, states and external stakeholders of the 
MoP. As most of the service delivery related originate and get extinguished at 
the state or local government level, much of the effort for capacity building 
has to be initiated by these levels. Accordingly, it is necessary for the DoPT  
(as a department of MoP) to develop collaborative relationships with the state 
ATIs to further the training agenda of CBPR programme. Secondly, for 
training front – line service delivery personnel it is necessary to have a 
training infrastructure, which can meet the large demand. In other words, 
building training capacity is an essential pre-requisite. While action has 
already been initiated in this direction under the UNDP project, there appear 
to be gaps in the training system, which need to be filled. The workshop 
participants brought this aspect out in their discussions. A specific 
presentation for building the capacity of a training institute was made by the 
HDRI of AP.The rationale for setting a core group emerged from the aforesaid 
considerations. 
 
The core group would have to be from the ATIs across the country and be 
nationally centred at one of them to provide some kind of form to it. HIPA was 
suggested as a possible center due its physical proximity to DoPT. 
 
The main purpose of the core group would be to provide support to the DoPT 
in developing initiatives relevant at the state level in the context of training for 
service delivery. Specifically the core group, given its intimate knowledge of 
the training systems at the state level, would: 
 

�� Identify the nature of interventions required to enhance the enhance 
the training capacity of the ATIs. 

 
�� Consolidate the various training needs of various levels of personnel of 

the governments at various levels. 
 

�� Assist the DoPT in developing a training agenda for the government 
during the eleventh plan period with specific focus on service delivery 
for the poor. 

 
�� Develop training programmes in programme formulation, 

implementation and evaluation. This is on the agenda of the CBPR. 
 
These are some of the tasks that the core group can take up. These are more 
in the nature of possibilities. The discussions with HIPA can begin with this 
and move forward. 
 

 
      

 

24 



+������������!"����������"��%���&� �������
�

 

�  

 
 
 
 

�

�

�

�

�

�

�

�

�

�

�

�

	

Annexure V 

CIG Host Institute (HIPA) Presentation 
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Haryana Institute of Public Administration, 
Gurgaon

1-2 December 2006
http://groups.yahoo.com/group/doptcbpr
http://hipa.nic.in/
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darpg.nic.in/arpg-website/ReformInitiatives/cbpr.pd f 

  
 
 
 

����������	
��
���
�������

� Vineet Pandey, CHAIRMAN

� MP Sethi
� RRam Mohan
� N Palaniappan
� Arabinda Ghosh
� Kumudini Sharma
� Meeta Rajivlochan
� Leena Johri
� Saleem Haque
� S Venkatesan
� RK Sharma
� IJMittal
� J George
� Suresh Misra

� JM 

� Dedicated HIPA Team
� J. George
� Suresh Misra
� Baij Nath
� Manveen Kaur
� Rachna Gupta
� Devender Singh

�
�
�
�
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� While preparing the training package, the concerned  faculty will review 

the existing modules if any, make necessary changes  so as to include the 
job chart, the K-S-A components, methodologies to b e adopted and the 
poverty alleviation and service delivery focus (bot h urban and rural). The 
language of the training package to be prepared wil l be English. The 
training package to be prepared by the faculty will  include-

� Training Module :  This will guide the trainers in detail as to how to
conduct the training programme. The subject details , teaching 
methodologies and skills to be imparted should be e xplained elaborately 
to enable the trainer to conduct the training progr amme after going 
through the module.

� Reading Material:  This will serve as a guide and a  ready reckoner to the 
employee of the particular cadre. The educational b ackground and
mindset of the employee should be kept in mind whil e preparing the 
Reading Material. Also, the reading can be made joy ful by incorporating 
various activities like stories, songs, puzzles, cr osswords, games etc.

� Any other material like films, booklets, material r equired for conducting 
various activities etc.

 
 
 
 
 

���
����"�
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If we know…

� The trainee
� Profile
� Which sector
� Nature of service

� Participatory ( extension)
� OTC service-delivery

� Individual/vertical 
� Level (s) in the organisation
� Nature of work of the trainee(s)

� Technical aspects
� Citizen-interface

� Objective of training
� Inform
� Re-orient
� Enhance capability

� Scope of training( Work space/Life 
space)

� What will the person be trained 
in?

� Work Space
� Knowledge
� Skills
� Attitude

� Life Space
� Yoga
� Health concerns
� Personnel finance

� Scale of training
� Geographical
� Number of people

We should be able to  prescribe/explore 
strategically…

� Entry issues
� Infrastructure

� Physical
� Centralised
� Localised

� Training material
� Pedagogy/Andragogy

� Delivery mode
� Direct 
� Distance

� Type
� Experiential
� Vicarious

� Tools—developed locally 
(innovative) or adaptation of existing 
ones

� Games
� Role plays

� Language of communication
� Content

� Technical
� Behavioural 

� Trainer/ Capacity Builder
� Specialist
� Internally developed

� Training environment
� Venue—point of focus
� Residential vs. day scholar
� Other facilities

� Costs
� By cost-heads
� Costing in terms of per person 

cost
� Break even analysis

•Training Evaluation               
•Training Impact

•Individual
•Organisational
•Service user

•Training Needs Analysis               
•Training Log Frame

•Individual
•Organisational
•Service user
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Learning Domain

Feeling Thinking Acting

Learning to Sense Learning to Observe Learning to Ada pt

Learning to Emphasize     Learning to Assess Learnin g to Change

Learning to Care Learning to Reflect Learning to 
Transform

Learning to Learn
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Participatory

Approaches
And Methods

E

B                  C
A

()'�*	*��
)*�	�!*�)*+ ,�

Interactive Learning       Institutional 

Environment D     Support and 

Context 

F
G

 
 
 
 
 

*�-��.�����

� Document all actions

� Cost estimates to be documented 
� PLA/PRA for a rapid TNA 
� Summarize any follow up action 

items required of you

�
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Annexure VI 

Presentation made by YASHADA 
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“CAPACITY BUILDING FOR 
POVERTY REDUCTION” 

SPONSERED BY DFID & DoPT

�
�
�

AIM

• TO TRAIN THE PERSONNEL FOR 
IMPROVING THE QUALITY OF 
SERVICE DELIVERY SYSTEMS OF 
SELECTED SECTORS.

�
�
�
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KEY ISSUES

• TO DEVELOP A REPLICABLE MODEL 
BY TESTING PILOT PROJECTS

• TO TRAIN FRONT LINE SERVICE 
DELIVERY PERSONNEL 

�
�
�
�
�

BPL Survey

• The total number of BPL families in Pune district 
are near about 1,22,000.

• Out of these 5% families have been surveyed as 
these are the external stakeholders of the selected 
departments 

• The outcome of the survey has been taken into 
consideration while identifying the training needs 
of the departments.

• The representative samples from various cadres 
have also been interviewed to identify their 
training needs in order to provide better services to 
the people.

�
�
�
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Training Strategies 

• YASHADA has identified two major sectors for 
implementation of the CBPR Pilot project.

• The personnel directly dealing with the people 
below poverty line are identified.

• These cadres include Talathi, Circle Officers, 
Gram Sevak, Block Development Officers and 
Extension Officers.

• These cadres shall be trained in the beginning and 
the training shall be extended to all the remaining 
cadres in due course of time.

�
�
�
�
�

CORE GROUP

• Shri Sanjay Bhatia, IAS, Additional Director General 

• Smt. MeetaRajiv Lochan,IAS, Dy.Director General 
• Smt. V. Radha, IAS, Dy.Director General 
• Smt Jyotsna Hirmukhe, Nodal officer
• Shri Nawnath Gaikwad, R.O. ATI

• Shri Ram Pole, R.A. ATI

�
�
�
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IDENTIFIED SECTORS FOR M AHARSHTRA

1.Regulatory Sector-Revenue
2. Development Sector- Rural Development

SELECTED DISTRICT-
PUNE 

�
�
�
�
�
�

Support from the district

• The District Collector Pune and the Chief 
Executive Officer, Zilla Parishad, Pune are 
extremely supportive to this project.

• They have provided all the administrative support 
to the implementation of the project.

• The Collector and CEO have given valuable 
inputs towards the creation of the training material 
specially oriented to capacity building for 
POVERTY REDUCTION.

�
�
�
�
�
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Why Revenue and Zilla Parishad

• Personnel from these departments  work 
directly in the field dealing with the poor.

• These departments implement the poverty 
reduction schemes of the Government 

• The Talathis, Gramsevaks, BDOs, Clerks 
working at the grassroots level shall form 
the immediate target group from training.

• Training these personnel will help in 
achieving the objective of the CBPR Project

�
�
�
�
�

INFORM ATION PROVIDED BY ZP, 
COLLECTORATE PUNE

TOTAL NUM BER OF PERSONNEL IN ALL THE 
CADRES/ TARGET GROUP

• ZILLA PARISHAD-5509
• COLLECTORATE-1079

�
�
�
�
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TRAINING PLAN

CompletedDesigning of audio visual content

Separate plan attachedTraining for remaining personnel from 
ZP and Collectorate 

6

14-18 Nov 2006
VIIT, Baramati 

Training for Clerks(240) and Peons 
(215)in Pune Collectorate  (455)

4

CompletedStandardization Training Modules3

CompletedTNA  assessment  of ZP, Collectorate, 
Pune

2

CompletedIdentification of the cadres to be trained1

RemarksActivitySr.no

�
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Activities Completed 

• Meeting with Collector and Chief Executive 
Officer, ZP, Pune 

• Training Needs Assessment for Pune District       
( Identification of Job Charts, Gap areas, 
Training Needs/Non Training interventions)

• Identification of Trainers from the respective 
departments 

• Preparation of Training Modules and Audio 
Visual Aids 

�
�
�
�
�

Team of Trainers 

• A dedicated team of trained and expert trainers has been 
identified by YASHADA. 

• These trainers have successfully implemented district 
level training programmes for the same cadres in 
SATARA district under the Jagruti project designed to 
improve the citizen interface of government.

• The team of the trainers is led by the experienced 
faculty of YASHADA. 

�
�
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Content of Course 
• Yoga
• Attitude
• Accounts
• Office Management 
• Establishment 
• Laws 
• Poverty- Urban and Rural
� Government schemes on poverty alleviation 
� Action plan of the district on poverty reduction 
� Best Practices
� Humanitarian angle towards poverty reduction

�
�
�
�
�

Content of Course

• Gaonbhet Yojana i.e. Revenue Village Visit 
Scheme 

• An innovative scheme effectively implemented by 
District Collectorate Pune 

• Public Grievances heard and settle at village level 

• Creation of Gaon Samiti
• Regular visit of revenue officers 

• Implementation of 

�
�
�
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15 December 
2006

313BDO
Extension 
Officers

Rural 
Development

1

Proposed Date 
for 
commencement 
of training

Estimated 
No

FunctionarySectorSr 
No

ACTION PLAN FOR PROPOSED 
TRAINING 

�
�
�
�
�

ACTION PLAN FOR PROPOSED 
TRAINING

20 December 
2006

244Kendra-pramukhRural 
Development

2

Proposed Date 
for 
commencemen
t of training

Estimated NoFunctionarySectorSr.
No

�
�
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ACTION PLAN FOR PROPOSED 
TRAINING

25 Dec 2006 
onwards

4552Dy CEO 
BDO
Section 
Officers

Rural 
Development 

3

Proposed 
Date for 
commence
ment of 
training

Estimated 
no.

FunctionarySectorSr
.n
o

�
� �

�
�
�

ACTION PLAN FOR PRAPOSED 
TRAINING

Extension 
Officers
OSD
Agri Officer
Medical 
Officers
Engineers

Contd..

Proposed 
Date for 
commenceme
nt of training

Estimated noFunctionarySectorSr.
no

�
�
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25 Dec 2006 
onwards
in batches of 
40 each

839Circle 
Officers, 
Talathis, 
Awwal
Karkun, 
Clerk,Peon,

Regulatory 
Sector
(Revenue)

4

Proposed 
Date for 
commence
ment of 
training

Estimated noFunctionarySectorSr.
no

ACTION PLAN FOR PRAPOSED 
TRAINING

�
�
�

�

Thanks

�
�
�
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Annexure VII 
Presentation from ATI West Bengal 
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Sub-Division No of Blocks

Bongaon 3

Barasat 7

Barrackpore 2

Basirhat 10

Bidhan Nagar 0

Total 22

 
 
 
 
 

3
8

86 9
7 38

48
6

18
72

19
2

5

92
8

33

14
6

12
8

10
6

Animal Resource
Development

Health & Family
Welfare

Social We lfare

Group wise Distribution of Employees

A B C D
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259

5211

413

Animal
Resource

Development

Health &
Family

Welfare

Social Welfare

Total Employees

 
 
 
 
 

ACTIVITIES

� Meeting conducted with District Magistrate, 

Sabhadhipati (Chairperson), Zilla Parishad, North 
24 Parganas, Chief Medical Officer Health and 
District Animal Resource Development Officer

� Selected 2 (two) Development Blocks as Pilot.

� Collected job chart of Health Worker Male/ 
Female

� Initiated SWOT Analysis at selected block for 
Health and Family Welfare & Animal Resource 
Development Department.
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ACTIVITIES

� We need to organise brainstorming sessions to 

identify performance issues i.e areas for new 

initiatives.

� We need to make the responsibility mapping.

� Identification of the stake holders.

� Process of developing questionnaire to identify 

the individual training needs based on the existing 

job/ task and proposed job and task.
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Annexure VIII 
Presentation by UP Academy (Leena Johri) 
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The U.P.A.A.M  had successfully completed the 
UNDP assisted project “Strengthening of state ATI “in 
The Uttar Pradesh State

 
 
 
 

To reorient the government employees to become responsive and 
citizen centric.

To cultivate a positive problem-solving approach, proactive ness and 
better work ethics in government employees .

To inculcate leadership and team building qualities in supervisory staff.

To motivate the government employees and also expose them to the
success   stories of their colleagues.

To provide a forum through which the feedback mechanism is created 
between the grass-root level officials and those involved in policy making 
so that administrative reforms address the delivery problems existing at 
the field level. 

To facilitate attitudinal and behavioral changes to enhance personal and 
professional growth to fit-in to the changing organizational need.

The Aims & Objectives of the  programme was
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The large number of officials were to be trained.

The target group was also highly heterogeneous in terms of age, 
responsibilities and nature of duties.

Availability of large number of trainers 

Availability of participants for each course.

The duration of the course will be of different duration for different level 
of employees.

Availability of Master trainers.

Availability of infrastructure, location, facilities etc

The Methodology of the programme was designed after 
taking care of following risk factor

 
 
 
 

Since each batch consists of employees drawn from different 
offices and categories, the risk of interpersonal conflicts in a
training situation was very high 

TNA was carried out at district level.

After TNA various course module and course contents were 
designed for various level

Such as for the Gazetted officer , for Non-Gazetted officer, for 
drivers, for sweepers, for other class IV functionaries.

First of all Gazetted officers & master trainers were  trained
This Master Trainer carried out the training on the district
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Training of Trainers Programme :

The Master Trainers were developed in the 
Academy on the following Subject .

•Disciplinary Proceeding Matters

•Office anf Financial Management

•Human Resource Development and Techniques of 
Management.

As per the findings of TNA a course book 
Kaushalam was prepared by the Academy with the help of 
faculty as mentioned earlier and used in the training of Master 
Trainers. 

 
 
 
 

The Course Module For Class III and Above contains 
following input

1. Leadership and communication
2. Stress Management
3. Time Management
4. Team Building & Motivation
5. Government Servant Conduct Rules
6. Promotion Policy, Screening Rules & Reservation Policy
7. Recording of entries and self-appraisal
8. Procedure for disciplinary proceedings
9. Store Purchase Rules
10. Loan and advances
11. GPF Advances
12. Post retirement benefits – Appointment on compassionate grounds
13. Contempt of court

Institutions like Lion and Rotary Clubs along with personnel from 
government hospitals were engaged to carry out a ge neral health chek-
ups .  
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Course Contents for- Drivers include

Etiquette & Manners

Personality development

Attitudinal Change

Vehicle Maintenance and emergency repair.

GO regarding Vehicle /record keeping

Road/driving signs

Service Conditions

Entries in the service rules

Personal loan /Advances/GPF/Seniority/Savings

Stress Management

Health awareness and medical check-up

A general health chek-ups by Institutions like Lion  and Rotary Clubs and in 
Government Hospitals.

 
 
 
 

Course Contents for – Peon include
Etiquette & Manners

Personality development

Public Dealing.

How to talk on telephones

How to handle emergency situation.

House Keeping of Office.

Service Conditions

Entries in the service rules

Personal loan /Advances/GPF/Seniority/Savings

Stress Management

Health awareness and medical check-ups

Personal health and hygiene

Basic knowledge of  electrical work

A general health chek-ups by Institutions like Lion and Rotary Clubs and in 
Government Hospitals 
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Course Contents for – Sweepers focused on

Etiquette & Manners

Personality development

Public Dealing.

How to handle emergency situation.

Service Conditions

Entries in the service rules

Personal loan /Advances/GPF/Seniority/Savings

Stress Management

Personal health and hygiene

Low cost sanitation and waste management

A general health chek-ups by Institutions like Lion  and Rotary Clubs and in 
Government Hospitals 

 
 
 
 

The outcome of the Training Was

As per the feed back received it was as such as::

Time period should be extended with respect to the topics such as  Time 
Management, Communication, Motivation etc.”

Such trainings should be organized in all districts of the State.

Every government employee should be imparted training at least once in 
his tenure”

Experience based illustrations may also be included in reading material.

A refresher course may be conducted after some time
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The Impact Analysis of the Programme

A formal impact analysis of this programme was 
undertaken by an independent management agency named as 
Integrated Management Group. 

The Agency was expected to examine and assess perceived 
usefulness and applicability of the programme and impact of 
this training on customer, such as common citizen. 

The Agency carried this analysis taking a sample size 
of almost 400 trainees and common citizens with adopting the 
methodology of random sampling with structured 
questionnaires. 

 
 
 
 

The Highlight of the impact analysis report is 
such –

The training has created a new confidence in the employees  
and established credibility within the government.

Mind-set of the employees has been changed significantly.

Momentum needs to be taken advantage and follow-up 
actions should also be taken.
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The observation of the Agency for impact analysis i s as such –

Big programme effectively and planned and executed.

Effectiveness of the training is a result of hard team work of 
Master Trainers and of Academy.

Competency level of the trainers is the critical aspect. 

Training must include time for experience sharing

More focus should be attached to personality development 
programme during training.

Heads of Department should carry out the follow-up training 
under their domain for their departmental employees.

 
 
 
 

The academy would like to be associated  for undertaking the similar 
programme with special emphasis on poverty elimination. 

The academy would like to carry out some focused programme on 
specific module developed during earlier project specially on 
Administrative and Financial Management and H.R.D.related issues
such as stress management, communication and leadership.

Academy would like to develop to DLM for the above topics with 
financial support from DOPT/UNDP.
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Annexure IX 
List of DoPT Master CDs available at HIPA  
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List of DOPT CDs available at HIPA, Gurgaon 

 
 

 

Sr No. Name of Module 
  
1 Course on Human Development HDRC, UNDP 
2 Multimedia CD Presentation on Office Procedures and Service Rules 
3 Distance learning module on Reservation in services for SC/ST/OBC 
4 Personality Development (N-DLM) IMG-Thiruvananthapuram 
5 Distance learning module on Values in Administration 
6 DLM module Citizen’s Charter 
7 Training module on Public Private Partnerships for Infrastructure 

Development 
8 Combating Corruption 
9 Non-Distance learning module on Pension and Pensionary Benefits 
10 Globalization, WTO and New Trade Regime (Non-DLM) 
11 Ek Nai Roshani Aqua Culture film 
12 Training module on disaster Management (In Non-Distance learning mode) 
13 Development of Training Course module under Participatory Administration 

and collective decision making  
14 Corporate Financial Management (Non- DLM) 
15 Role of NGOS in Govt.& civil Society (Non- DLM) 
16 Project Management (Non-DLM) 
17 City / Urban Management 
18 Value Added Tax in Government 
19 Training module Public Relations  
20 Economic Reforms (Non-DLM module) 
21 DLM- Project MGT IMG, Vikas Bhavan, Trivandrum 
22 Management of STATE Finance AASC-G 
23 Course on Personal Development 
24 Infrastructure Deregulation-Teri 
25 Urban Transport development Training module under UNDP Project 
26 Distance Training Course on Office Management (DLM Module) 
27 Distance Training Module on Managing Organization Change 
28 DLM on Freedom of Information Act 2002 
29 Gender / Empowerment of women CDLM-Module 
30 EPS-English 
31 Decentralised Planning (DLM) 
32 Non- Distance Learning Module on Human Rights 
33 E-Governance and Information Management (IT) 
34 Contracting NM-DLM 
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35 Management of Change Non-DLM module under UNDP Project 
36 Module of Negotiation & Conflict Resolution Film Clips 
37 Principle Centered Negotiation & Conflict Resolution for Public Officers 
38 Module on Negotiation  
39 Decentralised Planning 
40 Principle Centered Negotiation & Conflict Resolution File Clips Negotiator, 

Bandit Queen 
41 Participatory Administration & Collective decision (DLM)  
42 Training Module Gender Issues  
43 Administrative Law Training IMPAJ 
44 Office Procedure Assam 
45 DLM Protection and Promotion of Human Rights 
46 Reform Initiative in ADM’N 
47 TQM-DLM Package 
48 Disciplinary Proceedings (DLM) 
49 E-Governance  
50 TNA Tool Kit 
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Annexure X 
Strengthening the State ATIs 
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Sl. 
No.�

Modules� Resource 
Persons �

1� Management of Change� Resource Person�

2� Decentralised Planning (DLM)� Resource Person�

3� Decentralised Planning (Non DLM) � Resource Person�

4�
Gender Issues 
   Reading Material 
   Training Module�

Resource Person�

5� VAT in Government� Resource Person�
6� Contracting N-DLM� Resource Person�
7� Economic Reforms N-DLM� Resource Person�
8� Reservation in Service (DLM)� Resource Person�
9� Combating Corruption (N-DLM)� Resource Person�

10� Pension & Pensionery Benefits (N-DLM)� Resource Person�

11� Citizen Charter (DLM)� Resource Person�
12� Infrastructure Deregulation (N-DLM)� Resource Person�
13� Project Management (DLM)� Resource Person�

14� Office Procedure & Service Rules (DLM)� Resource Person�

15� Public Private Part. For Infrastructure 
Development�

Resource Person�

16� Values in Administration� Smt. Vinod 
Jindal�

17� Management of State Finances-Assam (N-
DLM)�

Resource Person�

18� Office Management-A.P.(DLM)� Resource Person�

19� Personality Development (N-DLM)� Resource Person�

20� City-Urban Management (N-DLM)� Resource Person�

21� Corporate Finance Management (N-DLM)� Resource Person�

22� Gender/Empowerment of Women (DLM)� Resource Person�

23� Public Relations (N-DLM)� Resource Person�
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24� Reform Initiatives in Administration (N-
DLM)�

Resource Person�

25� Administrative Law (N-DLM)� Resource Person�

26� Participatory Administration and Collective 
Decision Making (N-DLM)�

Resource Person�

27� Participatory Administration and Collective 
Decision Making (DLM)�

Resource Person�

 
 
         Note:   DLM - Distance Learning Module 
        Non-DLM - Non Distance Learning Module 
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