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PREFACE

The Central Beard for Workers Education, since its
inception in 1858, has been organizing a variety of training
programmes for the workforce in organized, unorganized and
rural sectors. Guidelines and instructions are being issued from
time to time with regard to norms to be followed in organizing the
programrmes, expenditure Pattern, number of participants, target
groups ete. The Board having its wide netwark throughout the
length and breadth of the country, such guidelines/instructions
are also aimed at ensuring uniformity in the procedures being
adopted. However, it has been observed that many variations do
take place. Some of the reasons for the variations are lack of
clarity in understanding the  meanings/concepts, differing
interpretations by the field oficers, diverss field conditions and so
on.

After a number of interactions with officers at various fora, it
was decided to bring out a manual, comprehensive in nature, with
all related aspects in it so that uniformity in practices is achisved.

The manual has been prepared after a great deal of
deliberations by the Group of Officers involved in the preparation
and also interactions/discussions with other officers in
knowing/understanding the field situations leading to differing
interpretations and practices. The manual, besides giving basic
guidelines/instructions, has incorporated all aspecis inrespect of
all training programmes of the Board leaving almost no scope for
variations.

The publication of this manual is a maiden attempt and tha
efforts put in by the team members in making this task successfu
are commendable. Particularly, the contribution of Shri K.S.
Artimugam, Deputy Diractor {Eduecation) who coordinated the
wholework, Shri M. Joseph, Zonal Director (South) and the team
ieader Shri P A, Abdul Salam, Regional Director, Aliahabad
deserve awaord of appraciation.

| hope that this manual will be helpful to all Education
Officers and Regional Directors and also to other Officers/staff of
iz Board in maintaining uniformily in conducting the training
progranmimes.

V. PARAMESWARAN
Director,

Clentral Board for Waorkers Education,
May - 2004 NAGPUR
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The purpose of the nianuai is -

To systernatme and prowde gu:deimes of CBWE programmes

Ta ensure quality and cc:-ntlnuous 1mprovement in ail the CBWE'
programmes. :

To provide clarity on relevant points related to various aspects of
the programmes.

To promote and maintain uniformity in place of preifailin'g divérgerit
practices in certain aspects of organizing and cunductmg
programmes in the Regional Directorates.




At Regional Direcmrétes.-f”
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_.Trammg of Trainers

Persgna[rty Developmen‘r F’rograrnme

; 'RefresherCoursrasfa—rTramers

Joint Education Programmes

 Seff Generation of Fund Programmea

Need Based Sammars o
Programmes.on Werkers Partlupatmn m Management
Quailtyof Life Programmes S :
Labour Welfare and Development Prngrammes

RAP's and Consmenhzat:en Cam;:us '_: .

‘Spema[ Semmars | :

(Note - The above programmes can be mrgamzed at the Heglapalf{--'._'

Directorates to utilize the ciass roeom wharever pcrss:ble)
- AtUnits- ' '

o

® NP O R WP -

@ ;

Unit LevElCIa&ses . :
Funetional Adult Literacy Ciasses
Joint Education F’ragrammes__ S
Need Based Seminars - o
Plant Level F"r@grammes 1 day)

- Quality of Life Programmes
- Self Generatmn of Fund Prcgrammes

Programmes on Worke rs Partrmpatgm in Maﬂagement ;
LabourWelfare and Devp apment F‘rﬂgrammes

At Infnrrnal Sector Pomts-

Hurai Awareness Gamps (2 l&y}

.. Conscie nnzatmn Gam ps (4 Day} for Ruraif Unﬂrgamzedf Weaker

: Sections - : i
"Specaali-}emmars (2 Das.t} _ : :
L.abour Walfare and E}everog:xmem ngrammas ( Day}

__u;':frnuwgfﬁ%



Preparatmn and aiiocatacn sef?argetq

In the preparatuon rpf targetb the Hegronal Dwecrorat-:—' lS gwen

i 'freedom to chonse from amorlag the prescrlbed programmes wh-;:h _

are su ttable to their local condltions ar:d matchmg with manweeks of .-

- the avaﬂable EdUCcﬂlGﬂ Of‘scers

'The target proposal for each Reglonai D*rPctoraie for the fotiowmg :

. year should be dtsr;,ussed and finalized in the EQs meetmg and the
“same should be sent to the Head force for approvai mefore ?‘rh_-

March avery year

‘The designated authority at Head Office after verrfy ing the proposal :

and satisfied that the progr_am_mes are in conformity to the

- prescribed pattern and the manweeks avallable in accordance o
~ the number of E.Os present in Regional Dlrectcrate will send the

approval to the Flegmna] D:recterate so ac to rear::h it before 2bth

~_March everyyear,

- Aiiocat!an GfTargets ts;» Ed ucaimn forcera :
.

Soan after recewmg the Head Oﬁlce approval for the ‘rargcr the_‘
Regional Dlreutor shoula convene a meeting of E.Os and based on

the d|scus:,|0ra and consensus in ’rhe meeting, he / she sﬁould then
 allotindividual targets to all Ed ucahon Officers equitably.

Regional _Drrector_shourd ass_tgrr individual targets for the fb].loerr_g__

“year, in writing to all E.Os of the Regional Directorate before 31st
_";:',:Marr:h gvery year to enable them to conduct the programmes from
 1stAprilonwards, :

- -iOther Instructlons =

.l 'ﬂjl_-'

L5

-'AI! organlzed secror prag rammes shall be copduc ted m team

1) As far as pOSSIble team comblnatron of E Os should chanqe fran.-

__ programme to programme SO tha' every one wm gpt a Chance 1o
-,-work with each other A

'Funcﬂonal area al!ocaﬂon {s] E C) shou!d ba resirrcted to rural'

”.'-':"programmes only In the case of organized sector programmes
the purpose of area allocatrm to E.Os shall be restricted to

: contact wark and pr@pagatmﬁ of CBWE sr:heme Programmes in







- mus h'd_l,d' monthly meefing of RD and

a The meetmg shall be f;a!ied “Prografﬂme Review and M@mm“.. e
_' ' "-Meeﬂng{PHMMJ"' R e e
B The meetmg wmtranaactm. :"um gfmefunowmg fOU“tE‘mS“ o
A Rewewoffargetaﬁdach"'verneﬂttllidate BalE e
oo Impac:t and QUalny'aSQéots nf p’ﬂgfﬁﬁ‘mes Cﬂmuc{e“ n th“ -
. review month. : v s
..'_Z-C% Atlazment 0+ progra _esf' __fc:ufr'eﬂt ﬁonth to LOS eq.;stahly
q Snrttng aumfworkproblemsandieam-ferfnatlen L i
e Regscr'a[ Director will b e _bef:}rho}qu thamae*lng ancj ﬂo."l.-f" -
~ provide an environment C}f openness élrid spirit of aCCUmmOEh“G” me o
o ':ﬁcrts should be madp _ .'ali the Ds aﬂa pre%m in *he- j'::
mon’rhlyfnee’ﬂng e .




P

: Dtrrat“;bh*, 4;5.59?5- FUIitime 5 o S . Méﬁw'éeke}erl'l_otfed .“__ 15 |
Grgamemg norms,_ o - eereuen R
1 .
e .Drrectorates where they Couid maintain at seast 5 ULCS in thei_'__'jj'
preoedmg ‘year or where 1he scope is there to start ULCs_-_,_,f.

- Allocation of TOT shoulo be strrcrly linked with the porentratrry of _
Unit Level Classes. :

TOT should be proposed ano conduoted only in those Reglonal._'_.i;:

| 'Trammg Needs to be rdentmed by the E.C. in- charge before.

dee.gnmg the programme

. The programme should be demgned arrd planned by the E 0 rr't-f' o
-oharge in consullat}on with the A.D and other E.Os of the_"’;.: -

F{egrona[ Dlrectorate at ieast ong month inadvance.

__'The Hegronal Drrectorate may conduot the TOT at 1ooar|onsf-f;._'

outsrde the Center, if hefshe 18 oohwnced that such programmeais
ﬂeoessary to give due coverage to certain industry / industries or

'Iooatron arrer _cbtaining prior approuai of the respective Zonal
Dweotor as TA & DA m the officers are involved if such
'programmes. are oonduoted outsrde As far as oo:,erb!e TOT

~ should be oonduoted at the Fiegronaa Directorate in view of

-.efteorrve utilization of ciass room facilities. : e
The E.O.in- Charge will be overall responsible for all the achwiree-'f :

-pertamlng to the course. i. e. eorrespoodence with *‘ranagement Al

nion officials, registration of trainee, maintaining altenclenge

'orgamelng tour Iood[wsﬂs rehevrng orderetc.

Targ et Group
6.

e

The pertro:pants oah be enrolrecl from those mdu;ﬂry i rnduotrreeﬂ;i’f;

e where ULC! scould be conducted. g
o The parhcroants for the orogramme shall generalh,r be eponeored-.

' '-'respeorweumr e G -
The part:olpants whoae expenses are not bome by-*
menaoementbutreleased b; them oan aiso be enrolleo




Ceuree Focus &TrmeTehle
- 8.

A

BT

Ceurse focus eheuie be on develo;::mg trammg aﬂd“
preeentetren skills and to prewde neceeeary knew!eclge rr‘rpwe'

to enable course pearirerpants to cenduct ULCS eifeetrvely rrr
e _therrrespectrve umts Ra G e

A0, 'Study material should be prc:-wded to make the ereqramme
-~ more fecueer.i and eﬁectwe e

Detailed time table for the ennre eeurse penod cevermg the
-whole syllabus should be prepared by the E.Q. in-charge in
consultation with the RD and other EOS. before the
-'cemmeneernentofeeurse _ : o :
Tour is included in the 45 days perred of TDT for a perred of 7"'_

days covering 2000 kms (To &Fro)
In a day 8 seeeren 2 E Oe havete be mvolved

No of partrcrpants

14,

Mrnrmum 156 and Mexrmum SU pertrerpanis Can be enreﬁed for
the course. e ;

GueStSpeakers

L 15

Experts in the freids of Trace Umon Manegement and Labour
Laws should be mvrted g

The panel of guesi speakers 10 be fmellzed by the E.C. in-

charge in consultation with the RD and E.Os before

commencing the programme and letters have o be addreseed'

: .-well in advance. Last minute arrangement of guest talks haveie' '
 be avmded :
E*xpendrture Pattern

1? la guee’r speaker is giving talk on- drfferent toprcs m drfferent

= _seesn:ms then ihe payment should be pard eccerdmgly In ne' :
~ case more than two paymente should be mad‘e to the same

persc—n inthe same programme.

18,

_Subsrstence Aliowanee to be pard to parircrpants of prrvate ;

o :_eeeror cemrng from areas beyend 8 kms at Nt:m rasidential
_Regional Drrectera’tes ancl are not in reeerpt of any. aliewanee’ :

- other than refease 'nrrre wages fre'n herr empleyers set the

= fellewmg rabes—' S e o - |




20,

v

AClass Gity Rs. 150/ pm

B Class City Rs. 140/-pm

;oo CClass City Rs. 1 30/ pm
19,

Hostel ' Subsidy;-Board's 'contribuﬁ'tjn towards boardmg-
charges (at Residential Regional Dlrectorate) 15 Rs.. 150:‘- per.
month. : 2 et

Board's contribution towards Educational Tour to p—artu:ipants;-
from private sector for whom no contribution has been paid by
the employer will be Rs.275/- per head. :
L.ocal Conveyance charge to trainees coming from beyond 8
kms to the Regional Directorate to aﬁend trarmng classes is@
Rs. 30/~ pm (sub;ectto actual if !ess) '

Examination:

22.

Examination should cbhéiét of:
Written examination - 3 hours duration, 100 marks out of which |

- 60 marks for objective type questions with multiple choice and_

40 marks for descriptive type. Pass mark 40. S
Demonstration class sboutd be of 30 minutes with makaum
marks of 50. Pass mark 20 : ' '

Viva voce maximum marks 50. F*éiss mark 20.

' Ascessmcnt team should conmst of RD and 2 EOs for ,_
derronstraimn andea :

fa candldate is abaem for rhe examlnahon and gwes sufficient

reason for his absence, then he/she can be provided another
opportunity to appear for a special examination to be conducted
within 3 months afterthe completmn of the course.

Dlstrlbutlon of Manweeks

24.

EO in-charge should get 25% of manweeks ailotted for TOT 3§
and the rest of the manweeks. should be distnbuiec:l to E.O in- _' -
charge and other E.O involved in the programme

proportionately to the, hours of engagmg session by each '

Concjusmn & Followup :

2:3

Feedback on effectiveness of the programme should be taken '
- from candidates, - . :







Duration:21daysfuliime ~ Manweeksallotted- 8

Orgamsing norms:

1.

The programme shou!d be desngned and p!anned by the B 0
in-charge in consultation with the R. D and other E.Os at least
one month in advance. - |

Training Needs to be identified by the £ O in- charge before
designing the programme, o

The Regional Directorate may conduct the PDP in iocatlon-

outside the center, if he/she is convinced that such programme
is necessary to give due coverage to certain industry f:fﬁ'
industries or location. However, this may be discouraged in view
of effective utilization of the Regional Directorate's classroom

~ facilities. Whenever programmes are conducted at outstations

prior approval from the Zonal Director concerned has to be
obtained, . e
PDP can be conducted for unorganised sector workers ﬁ
sponsored by trade unions or other agencies. 3
The E.O. in-charge will be overall responsible for all the
activities pertaining to the course. i.e. correspondence with |

~ management, union officials, registration of trainee, |

maintaining attendance, organising tour, local visit, reltewngf’_;
order, guesttalk, etc. :

Target Group

8.

Z.

Parﬁcspants for the pregramme shall generaily be sponsored by
the Trade Unions / Management and reieased by the |

- management of the respective unit.

Pariicipants spensored by any other agenc:es (Govt ; Non-_'.__-?
Gowvt.) can alsobe enrolled. . i B |

- Coursé Fociis & TimeTable

The course focus should be on develcpmg all reund personality
and leadership skills among the participants. 1
Study material should be provided o make the pfogramme,_
more focused and effective. o




.1D

De,taﬂed tame table for the entlre course perrcd ccvermc the,,: "
whc'e syllabus sheuid be prepared by the E.Q. in- charge in
':censultatlen with the RO and EQs befcre’the cem'nencemem c‘i
-course. ;

No of partlc;paeta

11.'

Minimum ef15and Maxrmumcfaﬂparrrcmanrecan beenrcirecl S

Expendature Pattern:

12

If a queat speaker is giving talk on drfferent toprce in dlfferent, Sl

sessions then the payment should be paid accordingly nno

~ case more than two paymerrts should be made tc the aame'

e 'pereenmthe same prcgramme o .
o 130 Subsistence Allowance 10 be paid to the partrmpants of prwate.
o secter coming from areas ‘beyond 08 km at non readentral_'-'

'_i Heglcnal Drrectcrates and nct in recerpt of any arlcwance other ;

; than releaee time: wagcs frem the|r emp]cyers at the fe!lcwrr'c .

rates

% .A Class City Hs 150;‘ prn

14.

.'-Q.B Class Clty Rs. 1 401- pm

C Class Clty Rs. 130£-pm ;
Hostel Subsidy - Board's contribution towards ‘bcardmg_._

charges (at Residential Regiona! Directorate) @ Hs. 150!- per o

month pertraines.

_Lccal Conveyance charge to trainees coming from beycnd 8; .

- kms to the Regional Directorate to attend tralnlng ciasses @

| :Fls SOJ—pm {subject toactual, ifless).

Examlnatlon

16

Nc exammatmn for PDP.But me m|n|rnum attendance of 90“0 is
ccm pulsc«ryfcrrhe euccessful ccmpletlon cf rhe ceurse

=strlbutlen of Manweeke

: 3': 1?

EO in- charge sheuld get 12 5% manweek extra frcm rhe e
; -'-Tranweeks allotted for PDP and rest of the manweeks should be

L jdlstrlbuted among ! the E O in- charge and other E.Osinvolved i in

.'.the pregramme proporticnatety te the heurs of eﬂgagmgz- :
- seselc:-n b'y' each. : - :

:i '|-l-_\_. r'\‘._*.- _. /1 - " o X l' T b 317 . r" 2 3
[ 'eﬁ;m R e y i e
£ 3%&? o R R ; RSB ‘Fﬁ&‘?&%uﬂﬁ§ e <




Cﬂncwsmn & Foltuwup

13 Feedback on effectweness of the programme should be taken
frorn candldales o o

'-'Fonns andVouchers _ |
g Farms arfd\#oucha rs asexi suhg




Duration: 1 week (Full Tlme) ; Manﬁéeks allotted - 3

o Orgamﬁang NOrms ;

1

The pmgramme shou[d be demgned and pianned by the E.C.

in-charge in consultation with the R.D and other E Os at least

one monthin aﬂvance

;,:Tralnmg needs ta be |dent:hed by the E 0. m charge before '_
-deagnmg the programme as faras poss1 ible.

‘Participants to be drawn from crganlzatlms where ULC's are
- gonducted on regular bams or where there is scope for startmg
- ULCs. : :

The E. O in- c:harge w1|l be respenssble. for overall achwhes 2

-.','pertammg to the course. e, correspandence with
- management, worker trainer, registration of worker tramers

maintaining a1tendance relrewng Drder guesttalks etc.

_Target Group:

Oﬁ!y those tramers who have canducted at leastone ULCin the '
precedmgthree years intheir respective units.

-"3,.'.'-'Course Focus & TimeTable

":_:- 6.

To equip, refresh and update worker trainers with current
knowledge and new training techniques. :

~ Study material should be provided to make the programme 3 
more focus oriented and effective. : -
"Deialled time table for the entire course perlod c:overmg the
_jiwhole sy!labus should be prepared by the E. Q. in-charge in

. ‘consultation with the RD and EOs before the commen_cement.of
- pourse.

_ No. af partzcipams

9

20 to 30.

Expenﬁitura Pattern:

10 Study MEIET‘IE| should be prcwsded to make the programme;_'

‘more focused and effec:tive

19
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F’ayment of TA and DA ta those tralnsrs who are not pa:d TA/

by the management - 2nd Class Rail / Bus fare and dauly

allowances atrates SpECIfIBd by CBWE can be pald '
Examination : '

3
12. No examination for this course. But the minimum attendance of

- 95% is compulsory for the sucéessiul comple‘trdn nf the course,
Dlsiributuon of Manweeks : . - __ﬁ
13. E.Qin-charge will get 1 -manweéﬁ_'én'd’t'ﬁé“r'eét will be distributed
~among the E:O. in-charge ‘and other E.Os involved in the
prcrgramme propornonately to ma hours fo engagmg session by
o eaeh A e o

Conclusmn & Followup

14. Feedback on effectiveness of the prcgramme should be taken:
- fromcandidates. : : :

15 Certificateto be gwen on Iastc:!ayof course-_- e i
Forms and Vouchers

16. Formsand Vouchers 'a.'s'existing.




EI Training Programmes Unit Level Frogremmee -
Duration : 1 day (FullTime) Manweeks allotted - 0.5
~ Duration : 2 days (Full Time) Manweeks allotted - 1.0
Duration : 3 days (Full Time) Manweeks allotted - 1.5

Grgamemg norms::

‘]_. _The programme ehould be desugned and planned bythe E.O.in-
_charge in ceneultat[en W|th Management / Trade Umon in their
respectivearea.
- 2. Training needs to be [dEﬂtIfled by the E. O |n charge before
' * designing the programme.

3. The E.Q. in-charge is overall responsibie for all the activities
pertaining to the course. i.e. correspondence with
management, getting demand draft and final report of the
programme, Guest Talk, etc. :

4. 2E.Ostobe engaged to conduct the programme trrespectwe ef
the number of guest speake rs involved.

5. The stataonery should be prewded by the Regional Directorate

: to the participants If the management is not supplying the same.
(e.g. Pad, Pen, Folder, etc.).
TargetGroup
- B.  Anyindustry / organization / agency willing to take our services
' on payment of fees.
7. Programme can be organizedin Heglonal Directorate aiso
Course focus &Time table:
o Asperneed ofthetargetgroup ,
fis 9. Study Material should be pr-::swded to make the programme
more focus orignted and effective.
" 10. Detailed time table to be prepared by the E.Q. in-charge in

_consultation with Management before the commencement of
course. -

No ef parilc:panfe and Mede of Payment of cou rsefee:

. Upto of 20 participants @ Rs. 5000;’- and Rs. 200!- extra per
parnemant for1 day SGF

'| 5 :
e i R L‘\:Q%-‘E% 15?%*




42,
15
14,

15.

16.

17.

-Upto of 20 parhmpants @ Hs GGOG,’- and Rs. 25&! extra psr
participant for 2 day SGF.

'Upto of 20 parttcnpams @ Rs. 7000/- and Rs. 300;- extra per
_pammpantfor 3days SG F.

If the number of partlcapants s less than 20 the maxumum fees

to be paid remains the same as stipulated.

The Demand Draft should be..drawn in favour of "The Director,
Centra_ii Board fnr Workers Education, Nagpur" payable atf'-
Nagpur and the same should be received by Regional Directmf*’
andforwardedtothe Head Office. .
The ongmai receapt of Demand Draﬂ will be sent by Head Offlce

to the concerned organization.

The respective Regional Directorate can issue a provisional

invoice in the prescribed format to the Management, if

demanded.

Guest Speakers:

18. Expertsinfield of concerned topics should be invited.

19.

" Incentive : :
Incentive remuneration of Rs. 500/- shall be paid to the E.O. In-

20.

o1,

6 Guest Talks for 3-Day SGF may be arranged

charge of the programme (However the total amount o(
incentive recelved shall not exceed Rs. 5000/- mayear)

An incentive of Rs. 250/- per programme can be paid to the

Regional Director and the totai mcentwe thus receivedin a year
shall not exceed Rs. 5000/ :

Examination:

22. No examlnatnon forlhls course
‘Distribution of Manweeks : -

23. Programme will be accounted in the name of E.Q in- chargeand

manweeks will be distributed among the E.O in-charge and
E.Os involved in the programme proporhonately‘lo the hours of
sessions engaged by each

=16

1
Two Guest Talkfor 1 Day SGF; 4 Guest Talks for 2-Day SGF;and

: .:1'







Duration: 2 days (Full Time) Manw‘e‘eks allotted - 1.0
Organising norms : : ;

1.

The programme should be designed and planned by the E. D
in-charge in consultation with Management / Trade Union /
Other Agencies in their respective area. :

2. Training needs to be identified by the E.O. in-charge befcz-ra
designing the programme as far as possible.

3. The E.O. in-charge Is overall responsmle for all the amwmas
pertaining to the course. i.e. correspondence with
management, trade union, and other agencies for the
programme, Guest talk, etc, '

4. 2E.Ostobeengaged to conduct the programme.

5. Programme canbe organized in Regional Directorate also.

Target Group:
6. Anyindustry / organization / agency willing to take our services

aspertheir needs.

Course focus &Time table :

£
8.

Asper need of the target group.

Study material should be prowded to make the programme
more focused and effective. _ et it
Detailed Time table to be prepared by the E.O. in-charge in
consultation with Management/Trade Union before the
commencement of course. S

No.of participants :
~10. 2010 30.
Guest Speakers :

11. Number of Guest Speakers : NIL
Examination :

12. No exammatmn for this course
Distribution of Manweeks

13. The programme will be accounted against E.Q in-charge and

18




| Siahbecks ' be. dicbbitad e the. EOs: inohs
proportionately tothe hours of sessmns engaged by each.
ity Conclusmn & Followup

14. Feedback on effectiveness of the programme shou!d be taken
frcnm candldates :

15, Certlflcates can be :ssued for pamcnpahon in the programme
_Forms and Vnu@ers g
~ 16. Formsand Vouchers as exlsting
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Duration : 2 days (Full Time) Manweeks allotted - 1
: - 3 days (FullTime)  Manweeks aflotted- 1.5
Orgamsmg norms :

1.

The pmgramme should be demgned and plannecl by the E. 0 in-
charge in consultation with Management / Trade Union / Other
Agencies in their respective area. -

2. Training needs to be identified by the E.O. in-charge before
designing the programme.

3. The E.O. incharge is overall respcnsmle for all the actwmes 1
pertaining to the course. i.e. correspondence with |
management, trade union, and other agencies for the
programme, guest talk, etc. |

4. 2E.Ostobeengaged toconduct the programme.

5. Programme can be organized in Regional Directorate also.

Target Group:
6. Managementand/orTrade Unions willing to take our servrces :
Course focus & Time table : : S

7. To promote participative culture and conducwe work
environment.

8. Study Material should be provided to make the programme

~ more focused and effective. S

9. Detailed Time table to be prepared by the E.O. in-charge in

consultation u.uth Management before the commencsmem of
course. ; :

No.of participants :
10. 201030
- Guest Speakers :

_ 11. Numberof guest speakers NIL
Examination : | :
12. Noexamination for this cou (se.
Distribution of Manweeks: : i
| 13. The programme will be accounted agamst E. 0 m-—charge and

20




manweeks dlstnbuted proportlonately among ‘the E Bs e
involved io the hours of sessions engaged by each. ' :
Conclusion & Followup :. o

14. Feedback on eﬂechvsness of the programme should be taken
from candidates.

L 1&; Cartlﬁcate tobe issued for part:clpatlon in the programme
Forrns and Vouchers

1 6 Forrns and Vauchers as emsting




Duration : 1 day (FuilTlme} Manweeks allotted- 0.5
Organising Norms - A oeih . Kottt
1.

The workers trained long back are unaware about the lates:

developments that have taken place sinde the introduction -I:'

the New Economic and Industrial Policy of the Government of
India. el o YA i e e

In view of the changmg scenario in the mdustrlai f:eld it is
imperative to keep the workers who were trained long back in
the Unit Level Classes, in touch with the latest developments in
the labour field to improve their functional efficiency. '

The Board therefore started One Day Programme at Plant Level
forthose employees who have been trained some time back.

The Education Officer has to be in contact with the
establishment where the need arises to conduct the
programmes and fix up in consultation with managements and
trade unions. The dates have to be finalized to the mutual
convenience. Need based themes have to be selected for
discussion to refresh, reorient the workers.

The number of trainees, teaching hours and schedule have to
be. asper the gmdeimas Spemfled inrelated programme.

 Study Material -

6. Standard study malerial has to be given to the trainees as they
are already trained and need upgradatlon of their information
and knowledge.




 Duration : 2 days (Full Time) ~ Manweeks allotted - 1.0
Duration '4daye-(Fu||Time)-  Manweeksallotied-2.0

Organisingnorms: : o
1

A detalled eurvey in runmng form shou!d be prepared by the

o E. O.in charge in coneultat|on wlth Managementt Trade Union/
~ Other Agenores and submitted to Regional Dtrector welf in

ao‘vanoe along W|th the tentatwe listof 40 pa rtlotpante

2. The E.O.in- charge is overall responsible. for allthe actwmes
- pertaining ‘to the course. i.e. correepondence with
: -m'ania:ge'm'ent trade union, and other agencres for the
~ programme, arrangementofguestialk, ete.
3. 2E.Osneedtobe engaged to conduct the programme in case
of4 days program me if neoessaryF : ;
4. Programme can be organlzed inthe Heglonal D|reotorate also.
TargetGroup .
9. This programme is for couples - ie. employee wrth hlerher
~ spouse. The same couple should attend the programme from
; _ beginning tili end. S
_-EiT This programme may be conduoted Iﬂ any

_industry/organization/agency willing to taKe our serwoee as per
_their needs, : '

Coursefocus &Time table

8.

. Toenhance the Quality of Life of participants. o
Detailed Time table to be prepared by the E.O. in- -charge well in -
~advance and a copy tobe eubmltted tothe Reglo nat Drreotor

No.of partlcupants

9.

Maximum strength of 40 participants. (20 oouplee)' '

10, Participants mentloned in the tentative list muet be present in

the programme and new names can be added to tentative listi in
plaoe of absentees. : :




Guest Speakers

11. Experts from flelds of Famlfy F'iar:mng, Heaith ar:-d Hyglene
. HIV/AIDS, Behavioural Science, Family Counselling etc., ma
be invited. ' '

Attendance

a) Attendance onall the days is compuisory for both husband and
3 wife for receiving the payment. : _ 1
b) The payment will be made only to those participants to whom
payment is nct made by maﬁagement for attsndmg the
_programme. e : S '

¢) For receiving the payment the literate participant have to sign
their name in full and for illiterate participant’s left -thurﬁb
impression (Both Male and Female) must be embossed in the
~voucher. ]

d) Incase of thumb impression in the voucher the concerned E.O.
in-charge should write "LTI" and write the name of the

participant beside the thumb JmpreSSIOH c-f the concerned
‘participant. '
- Examination:
_ 12. Naoexamination for this course.
Distribution of Manweeks :

13, The programme of both 2 & 4 days will be accounted in the
name of E.O in-charge and manweeks will be distributed
among E.O in-charge and other E.Os involved in the
‘programme proportionate to the hours of sessions engaged by

: . gach., -

Conclusion & Followup :

14, Feedback on effectiveness of the programme shcmld be taken
from candidates.
15. No Certificate.

Forms andVouchers :
~ 16. FormsandVouchers as existing.




Part-time Unit Level Classes 45 days  Manweeks allotted - 0.10

Full-time Unit Level Classes 3 weeks Manweeks allotted - 0.10

Part-time Unit Level Classes 1 month - Manweeks allotted - 0.10

Full-time Weekend Unit Level Classes  Manweeks allotted - 0.10
(9 Weekend Days) : : s

Orgamsmg norms:

1. The programme should be designed and planned by the Worker
Trainer in-charge in consultation with the management and
Trade Union and obtain prior permission from respective
_ Regional Directorate in the prescribed format .
2. The E.O. in-charge of the respective ULC must lnspect the
programme at leastonce a momh
Target Group:
3. Anyindustry/organization where worker tramers are pre-sent
Course focus & Time table :
4. Asperneed of the target group and prescnbed syl1abus
No. of participants :
5. 20to30.
Duration andTimings :
6. Timingas per management/Trade union's convenience.
7. Part-time Unit Level Classes (45 days) - 1 hour per day for 5
days aweek.
8. Fuli-time Unit Level Classes (3 weeks) - minimum 5 training
hours per day for 5 days a week, :
9. Pa{t time Unit Level Classes (1 month] 1 hour per day for '5
: days a week. : :
10. Full-time Weekend Unit Level Classes (9 Weekenci Days} 5

hours per weekend day

.4 days Study Tour to a distance of not more than
1000 kms. (to & fro) is included in the respective ULCs. More
than this limit can be allowed if the managements are willing.




Expendlture Pattern for allu LCs

a) Honorarium to Trainer : (to be pald by F{eglonal Directorate on
- submission . of artendanc_e shest and final report in the
_ prescribed format):

__ 1st5|xbatches Rs. 1501-permonth |
____Tth ba1ch0nwards Hs. 200;’ permonth

d) '_'TA and DA to be paid to Ehe worker trainer accompanying the
ULC trainees on the study tour will be 2nd Class train / bus fare =

- and Gaily allowance @ Rs.25/- per day on submission of TA bill
tothe Hegronal Dlrect-::urate afterthe smdv tour, if not paid bythe

'managemen’r
. Fm’ 45 Da*_-,rs ULCs {Part Tlme} 2 Iocal visits @ Rs. 12# per head.
No local visits are allowed for cthercategones of ULCs.
Examination : _
12. Noexamination for thié Course.
Dlstributlon of Manweeks :
' 13 E Qi |n charge will getentsre manweeks
Conclusuon &Fcliowup &
14. Feedback on eifectweness of the programme should be taken
from candidates.
Forms andVouchers :

15. Forms and Vouchers as existing.




Duration: 6 months (Part Time) ' Manwseks allotied- 0.10

~Organising norms:
S The programme should be designed and planned by the Worker
Trainer in-charge in consultation with the management and

Trade Union and obtain prior permission from respective
Regional Directorate in the prescribed format.

2. TheE.O.in-charge of the respective FALC must inspect at least
twice.

TargetGroup: _
3. Anyindustry/organization where worker frainers are pfesent.
Course focus &Time table: ;
4. Asperneedofthetargetgroup and prescribed syallabus
No. of participants :
5. 2010 30.
Duration and Timings :
6. Aspermanagementand trade union convenience,
7. Part-iime FALC (6 mchths) - 1 hour per day for 5 days a week.
. Expenditure Pattern : |

8. Honorarium to Trainer - Each session of _FALC to be considered
as two ULC for computing the honorarium. (as applicable to
ULCs.) e

9. LocalVisit:4 (four) @ Rs. 12/- per head per visit to be paid to the
participants towards transportation charges.
Examination :
10. No examination for this course.
Distribution of Manweeks :
1. E.Q in~chafge will get entire manweeks. '
Conclusnon & Followup :

12. EO m-charge; ‘-J".rbrkerTeacher should co[lect the Feedback on
effectiveness of the programme.




- Forms and Vouchers :
- 14.Forms and Vouchers as existing.




_ DL.ratipn Edays; (Fu|lT|me} B M’énwEeks.'aflcﬁe'd':f 0'-:?’_.:5, S
Orgams:ngnorms Reld R e e
 the assistance of Rurai vp!untper {Fi V) m prescrlbed fprmat ' :
and to be submitted along with the uantatwe list of 40
participants to Regmnalﬂlrectur | e o

The Survey should be conducted by the Educatlon Gﬁlcer WIth.:

R.A.Ps should be condu"*tea‘ i Ihe 5ﬂ|ected prCk

‘New Rural Vplunteers as tar as ppsmble shpuld be_

encouraged.

Within a period of6 mon‘ths H A F' shpuld npt be repea+ed in the
same village. i : : :

Norms for seiecting New ﬂurai\:’ol.mteer
A) Basic qpahﬁcaﬂon mth passed

B} Must be rpady to, work voluntarily and have apt:tude in spmat i

WOrkK.

A person voluntarily w;shmg to extend hs; services as a Rural

Volunteer can be utilized by Regmnal Dlrectorate as and when

the Regional Directorate cpndupts R. A P B before
conductmg the programme the asplrrng Fi V shpuld submn o
Regioral D:rﬂctpraie mfprmatipn statmg hlS qualiflcattpn =
experience in social work, permape“st addrﬂss afehg with an

- application stating his readiness to extend ser\, ice voiuntarlly as' .
per the norms of CBWE. S s

The appllparlon should be approved by E O |n charge and .
: Regmnal D|rector :

i3 "a‘lgnature of R. V. is required Dnly on paymcnt voucher of hIS
3 -_'her honoranum and not in any pther fprms Rura!’_“\!olunteer
fneed npt malmam any reglster henppforh and E D/ Fl D should
.;noi puts|gn pr1 any other papers of B, V L

Sewlce of H V. t@ be taken fpr organizing the programme and
his presenpe is cpmpulspry on both the days :




10. No assistance of other E.O.in R A P
11. The E.O. m—charge is overall respons:ble for all the activities
pertammg tothe programme. :
12. Complete postal address of each participant should be written
- with details such as father's/ mother's / husband's name, name
of village, Post Office /Block / Mandal / District, Pin Code.
- (Address should be specific and total to identify the participant),
13-”_The'|:i'-rbiﬁosed venue address and route particulars should be
~attached along Wim Temporary Advance Form.
14. The p—ayment should be made in the presence of any sig nificant
- person of that village or dignitary as far as possible.

15. Only Smgfe fc-rm and voucher required in R.A.P. Dupllcates are
" notnecessary.

Target Group:

16.-._.Landie=ss labour. Agricultural workers & marginal farmers,
fisheries labour. rural artisans. forest f@bour, educated
- unemployed in rural areas, tribal Iabour. plantation workers,
others.

17. Agegroup- 18to45years

18. Any segment of population in the prescnbed age group in the
selected Block. : :
- 19. One parnc;pant from one fam;iy {chse) to be admitted as
participant so as to cover all the commumty of that village as far
as possible..
_ Course focus &Time table :
20 Creatfon of awareness oi labour- related matters like Minimum
;—""Wagees Equal F{emmuneratton Act, Child Labour, creatmg
awareness of social evils, Family Budget etc., formation of self-
~ help groups, self motivation, creation of harmonious relations
~among : people / workers / employers/ Govt. and others
concerned from whom caoperafmn is required. i.e. creation of
- scctawecanormcfcultural awareness 1o increase the standard of
_'lmng quality of life, enable part:c;pants to became more
_ responsible citizens. o ;

- 30




e L . i o st b e et Crsimta

21. Time table should be prepared in advance and subjects must
contain topics mentioned in survey report and other tnp:cs
given by headquarters from tlme to tlml

‘No. of participants : =
22. Maximum 40 participanis.
23. 40% of participants of tentative list must be present 1o conduct

the programme and new names added to tentarlve list shculd
be mentioned separateiy Ty L G T

Attendance ; :
a) Attendance onboththe days is compulsaly. -

b) For receiving the payment the literate parﬂcapant have to sﬂgn
their name in full and for illiterate partlcipants left thumb
impression {both male and femaie) must be put on the voucher.
If the signature is not clear, it is to be fa!ﬁowed with thumb
impression of the pammpant

c) Incase ofthumbimpression in the voucher, the concerned E.C.
in-charge should write "LTI" and write the name of the
participant beside the thumb impression of the concemed‘i
participant.

-24. Honorarium to Rurai Volunteer Rs. 500/-.
Examination : :
- 25. Noexamination for this course.
Distribution of Manweeks:
26. E.Oin-charge will get entire manweeks.
Cunclusion & Followup :
- 27. Oncompletion of the RAP report has tobe submlt'ted by E. O m
cuhe F’mforma : e i
: 28 Feedback on eﬂectweness of the programme should be taken :
' from candldates :

- 29 Followup strategy to be evo!ved as per Head Quafter s d&rectrve
frorn tsmet@ ime. s B

3-"::' 30 No Cernfica e-." :_- ;
Forms and Vouchers

. Existing Forms and Vou&e;s: to continue.




Duration : 2 days (Full Time) ~ Manwaeks alidtted - 1
Duration: 4 days (Full Time) - Manweeks allotted- 2
Non—Hesrdentlal - SRR TR

ﬁrgamsmg NOrMmSs :

' This programme s for ooupree ie usband and hls wits. Tha

same spouses will atierld the programme throug hout,

The Survey should be conduc,ted in presorlbed format afong- \
with the tema’twe ||st of 40 participants by the E. 0 in- charge in

~consultation wit th N.G.O or QOrganising ageney- end the same
~should be submltted to Hegsonai D|reotor

i F’rogrammes should be conduoted in all the dietrlots to coverthe' :
~ area of Regional Drreotorate .

_No assistance of other EOC in 2 days Qualrty of Llfe '

programme

In case of 4 days Quality of Life programme assrstenoe of RV

may be taken wherever necessary.

: The E.Q. incharge is overall responSrbre for all the activities
: -_pertalmng tothe programme Banner must be dlspleyed as far
_ aspossible. o S |

._Complete pos’rai address of each parnorpant should be wrltten :
'_W|th details such as father's f mother's / husband's name, name

' - of village / house number, Post Office, BIookaandair’Dlstriot :

Pin Code. (Address should be speomo and total to identrfy the
:’-i'i'__"lpartiolpant) ; S :

: -.'_The proposed venue address and route parllouiars ehould be o
o attachedalongwith Temporary Advance Form. :
.-:-:_The payment should be made in presence of anjr sagnlﬁodnt'
. f:-i'person ofthathaoe or dlgmtary asfaraspossible.

20

@nfy smgle form and _voucher required in Quehty of Lﬁe-_

4 "."Programmes bo1h2 & 4days No duphoetee
Target Group : i :

‘H

The age of spouees (hu sband & hIS wn‘e) 18 to 45 y’ears




- 12. Any segment of population in the prescribed age group of the
area. ' o - :
Course focus &Time table
13. Toenhance the Ouairly of Life of pammpants

14. Detailed Time tabie to be prepared by the E.O in-charge well in

: advance anda copy to be submitted tothe F—Iegtona! Director.
No of participants :
16. Maxrmum strength of 40 participants. (20 ccupies]
16. 40% of participants of tentative list must be present to conduct
me programme and new names added t6 tentative list should
- bementioned separately in place of absentees. -
Attendance :
a) Attendance on all the days is compulsory fcr both 1he same
Husband and Wife for receiving the payment.
b) For receiving the payment the literate participant haVe to sign

~their name - in full and for illiterate participant’s left thumb

impression (both male and female) must be embossed in the
voucher.

c) Incase of thumb impression in the voucher, the concerned E.O.

in-charge should write "LTI" and write the name of the
: participant beside the thumb 1mpressmn -:}f the par‘nclpam
concerned. e -
Examination:

17. Noexamination for this course.
Distribution of Manweeks :
18. E.Oin-charge will get entire manweeks.

Concius;on & Foilowup

19. Feedback on effectiveness of the programme should be taken

frc:-m candidates.
20. Followup as per Head Quarter’s dtrecﬂons

21. NoCertificate.
Forms and Vouchers

22. Forms and Vouchersas exlstmg




Duration : 2 days (Full Time)  Manweeks allotted - 1

Organ;slng norms :

'The Survey sheu[d be conducted m the prescmbed fermat used,'- i
for RAP by the E. o m—charge in consultation with N.G.Oor
Orgemsmg agency and submﬂ the same te the F{eglonel' e

; Direcier aiong with the tentatIVe list of 40 pertlclpants

Programmes eheuld be conducted in all the dlstrlcts ,r area of-_-_ f:_l._;-f;'_
Heglonal Dlrecterate G

No asmstance of other E O in Spema] Seminars.

-The B0 in- charge s eVeraH responsible for all the aetwmes'_"

pertammg to the programme Banner must be displayed as far

as peselble

5 '_'Cemplete postal address of each participant should be wrltten'_ |

‘with detaus such as father s/ mothers/ husband's name, name
of wtlagefheuse number Post Office, Block / Mandal / District, -
- Pin Code. (Address should be specific and total to ldemlfy the' i

- ',pammpant)

- '.Ta_fget

o

'.'The propesed venue address and route particulars sheuld be_ . .
,attached along w;th the Temporary Advance Form. L

_ -jThe payment sheulci be made In the presence of any ssgmfrcam .:_'_,f-f
; 'perseﬂ ofthat D ace era G!gnlta ry asfaraspossible. o :
Only single form, and voucher reqmred in Special Seminars. No .

"'dupltcales B '

Group

- Age group 18 o 45 yeera

10 Ar
. area undereaeheategory o v o
;One partucnpant from one famuy (Hause) so as to fac:lﬂaie.' o
-_ceverage ofaltthe communrty of thatw Ilage esfar as peesabie
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Course focus & Time table : _
12. Creation of Social / Economic / Cultural awareness to increase

the standard of living, Quality of Life and enabling participants to.
become more responsible citizens.

-13. In the case of Labour Welfare and Development. Pmrgramme -

' creating awarsness of Labour Welfare Funds, Welfare
Schemes and motwataan for action to get the beneﬁts by group
efforts, o |

~14. Time table should be prepared before hand and subjects must
~ contain topics mentioned in survey report and other topics given
by headquarters from time to time.

No.of participants : : e
15. Maximum strength 0f40 partlcrpants :
16. 40% of pammpants of tentatwe list must be present to conduct
the programme and new names added to tentative list should be

~ mentioned separately.
Attendance:

a) Attendance on beth the days is compulsory.

b) For recewing the payment literate participant have to srgn thew
name in full and for iiliterate participant’s left thumb 1mpress10n_.__ :
(both male and female) must be put in the voucher. If the
signature is not clear, it is to be followed with thumb impression
ofthe part:cipant : - '

c) Incase ofthumbi mpressnon in the vouchar the concerned EO:
should write "LTI" and write the name of the participant beside
the thumb |mpresslon ofthe partlctpant concerned. :

17. Service of casual labour can be utilized for serving drinking -
~ water, cleaning, floor arrangements, etc. on beth the days @ Rs.
50/-per day. ' 2 '
18. Service of RV can be utlilzed wheraver necessary and
~ honorarium be paid. : - :
Examination :

- 19. Noexamination for this course.
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_-.Distr_lbuttun of'Manweeks

. 14200 EQin-charge will getc-:-ntlfe""'anweek
: .-c:mc:lusmn & Fallowup :

.2'.1_..-_ ;EG in- chazge should taka-.feedﬁack on’ eff'
jjf.'pragfammefmmwnmd&ea o
2 ."'?"Fmiawura sfraiegy o be evalved as per-
1'.'5"-.d1rer31|vesfrom tlrﬁe t-:: tamﬂ e P
23 No Cert;f;ca*e - .' e
. Forms and‘vouchers. : .
2& The exrsimg Forms and v-:auchers w:li contin ue:_-, _

vénéés:.. of the




Diration: 4 days (Full Time) Manweeks allotted - 2
Organising norms: '

1

: ﬁ:--j-ij.

_1-1.

The Survey shOu!d be conducted by the E 0. in-charge in
consultation with N .G.0, Organising agency or Rural Volunteer
and reportin runnmg form should be submitted to the Heglona
Directorate al ong with a tentative list of 40 part:mpants
Programmes should be conducted in the entire rural as well as
in urban / semi- urban areas catering to both heterageneous
and homogenous group of workers for unorganized and weaker
section.

Rural Conscientization prcgramme should be conducterf onlyln
the adopted block / mandal.

Assmtance of Rural Volunteer is dlsc'eticnéry In unorgamzed
andweakersectmnprogrammes o

The E.Q. in-charge is overall responsible for all the activities
pertaining t@; the programme. Banner must be displayed as far
as possible.

Complete postal address of each participants should be written
wlth detail's such as father's / mother's / husband's name, name
of village / house number, Post Office, Block / Mandal / District,
Pin Code (Address should be specific and total to |den!|fy the
participant).

The proposed venue, address and route particulars should be
attached along with the Temporary Advance Form. -
The payment should be made in the presence of any's_'rgniﬁcant
person of that place or dignitary as faras poswbie . ;
Only smgie form and voucher required in all. four days :
conscientization programme. ; ¥
Theconsc:ientlzatron programme has to be remdemlal li it could 3
not be done, sufficient justification should be given. ;
The conscientization prog ramme should not be repeated within
agap of Bmonths inthe same wllagefplace :

Target Group:

"!2

Age group 1 8 fo 45 years
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13. In case of rural conscientization programme any segment of
population where a change intervention is needed including the
“selected participants in R.A.Ps within the selected block or the
~ mandal can be the participants. ~ s
14, One participant from one family (House) so as to facilitate the
 coverage all the community of that village / place as far as
~ possible. L
15.. 'Target gmups for unorganlzed sector will conSIst of workers
engaged in Handioom, Powerloom, Kham & Rural Industries,
- Small Scale Industries, Industrial Estate, _:_Handlcr,aﬂs,
Sericulture, Coir Industries, Beedi Industries, Salt Workers,
Health Workers, Rag Pickers, Cine Workers, Ship Breaking
- Workers and other similar groups of workers,
16. Targetgroupforweaker secticn will consist OTWOmenWorKers
_ Child Labour, Young Workers, Handicapped Workers, Civic and
- Sanitation Workers, Construction Workers, Head Load
Workers, Rickshaw Drivers, Stone Quarry Workers and other
similar groups of workers.
Course focus &Time table :
17. First two days should cover the topics as in case of RAPPs
~ {refer RAP, item 20). Next two days, concentration should be on
specific problems of the village. finding solutions through the
participants themselves, motivation for formation of self-help
groups and follow up by the seif—help groups for bringing more
awareness and overall improvement.
18. Time table should be prepared in advarice and subjects must
" contain topics mentioned in survey report and other topics
given byheadquartersfromtlmeto time. :
No. ofpartic:pants
19, Maximum 40 participants.
20 40% of participants of tentative list must be present fo conduct
- the programme and new names ‘added to tentatwe list should
be merntioned separateiy
Guest Speakers :
21. Numberof GuestSpeakers -4, : =
22. Experts from fields of Labour Welfare, Family F'Iann!ng Health
and Hygiene, HIV/AIDS, E_Jr;:-r:tcn'sb Teachers__, etc. may be invited.




Attendance :
a8 ﬁattendance onall ihe days s compulsory.

b) For receiving the payment the literate pariicrpants have to sign
their names in full and for illiterate participant’s left thumb
impression (both male and female) must be put in the voucher.
If the signature is not clear, it is to be foﬂo'wed w’ith thurnb
impression ofthe participant. :

¢} Incase of thumb impressicn in the voucher the ccncemed g o

- should write "LT1" and write the name of the participant beside
- the thumb impression of the participant concerneﬂ
~ 23. Service of casual fabour can be utilized fcr serwng drmkmg
water, cleaning, fioor arrangements, etc. on all the d—ays
@ Rs. 50/- perday.
24. Honorarium io Rural Volunteer (if service availed) is
Rs. 1000/~ ;
- Examination :
25. No examination for this course.
Distribution of Manweeks :
26. E.Qin-charge will get entire manweeks.
Conclusion & Followup :

27. E.O incharge should take feedback on sffectiveness. of the

_ programme from candidates. _

28. Follow up strategy to be evoived as per Head Quarter’s
directives from tirne to time. :

29. NoCertificate.

Forms and Vuuchers s
30. The ext'sung Fonns&nd ‘v‘ouchers wilt eontmue
Note:- = ; ;

i. The HAP is cmnductad for generating awareness among
partrcapants The Conscientization Camp is organized with a
view to start the process of self approach and empowerment :
Therefore in addition to providing information and awareness in
the beginning of Conscientization Camp. by the end of the
programme conceried empowerment process should be
initiated by formation of Self Help Groups. The unigueness. of
‘Conscientization programme must be understood and
implemented, : - : e




i

iv.

Guest speakers should be selected with care and have to be
well versed in the field of discussion. A Register should be
maintained at the Regional Directorate with full detaiis of
speakers like name, address, position, topic, date, amount paid
etc. This Register should have entries of all the programmes.

: ,The voucherform also shc-uld have these detalls

Programmes can be residential dependmg_ upon f;eld '

- requirements. : i
~ Timings may be flexible keepmg in view the field condmons :md

requirements but a mmimum of5 hours axc!udmgtea funch etc.

is necessary
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