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OFFICE MEMORANDUM

A conscious policy for the development of the human resources available to the Government 
has been sought to be evolved for meeting the challenges of development - social, economic 
and political. In this context, the Government constituted a Working Group to formulate a 
National Training Policy which, apart from identifying the objectives which training should 
meet, would help in balancing knowledge and skills with attitudinal changes wherever 
required.
2. The report of the Working Group on National Training Policy was processed in 
consultation with the various ministries/departments. After careful consideration of the 
Report the Government have now approved a comprehensive strategy for implementing the 
Training Policy. Detailed operational guidelines on various aspects of this strategy are given 
in the Annexure to this office memorandum.
3. These guidelines will supersede all the earlier guidelines on the subject with the exception 
of orders issued on ‘Training Allowances’.
4. Based on the guidelines thus issued and taking into account its own specific requirements, 
each ministry/department may issue necessary orders for implementing the training policy, 
with respect to the employees falling within their jurisdiction.

(R. RAMANI)
Joint Secretary to the Govt, of India

All Central Ministries/Departments.
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Annexure to O.M. No. 11014/17/93-Trg. dated 15.4.1996 

NATIONAL TRAINING POLICY: OPERATIONAL GUIDELINES

PREAMBLE

Governments have very significant role to play in the development process and 
promotion of appropriate conditions which would lend dynamism to the national effort. In 
a developing country like India both the Central Government and the State Governments 
would need to ensure that the administrative machinery is sensitive to the dynamics of 
development and responsive to the socio-economic aspirations of its citizens. A conscious 
policy for the development of human resource available to the Govemments would require 
to be fostered for meeting the challenges of development - social, economic and political. 
Training is one of the effective and tested tools for performance enhancement, as well as 
upgradation of knowledge and skills of the personnel. Organisational motivation and morale, 
as reflected in the attitudes and administrative culture, are rendered relevant and sharply 
focussed through effective training programmes. Sensitivity to emerging political and social 
concems, modemity in thinking and re-orientation of administrative systems would require 
specifically focussed training programmes to enable their diffiision throughout the 
administrative structure.

TRAINING OBJECTIVES

2. Training in Govemment shall strive to achieve the following objectives:

(a) Keeping up-to-date and enhancing professional knowledge and skills needed for 
better performance of individuals and organisations;

(b) Promoting better understanding of professional requirements as well as 
sensitisation to professional, socio-economic and political environment in which 
work is done; and

(c) Bringing about right attitudinal orientation.

TRAINING CONCERNS

3. Social and political ambience is subject to constant change. The Govemment machinery 
would have to a be continuously attuned to the changing needs. Training programmes for 
the Civil Services would, therefore, focus on:

(a) Responsiveness:

♦ to the challenging democratic needs and expectations of the citizens and 
organisational and technological developments.
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(b) Commitment:

♦ to democratic values and concept of partnership and participative decision 
making.

(c) Awareness:

♦ of technological, economic and social developments

(d) Infusion of scientific temper.

(e) Accountability:

♦ ta ensure high performance in every professional field and cost effective methods of 
delivery.

TRAINING FOR ALL

4.1 Training would be imparted to all rungs of the Civil Services starting from the lowest 
and cutting-edge to the highest in policy making.

4.2 For the purpose of appropriate training design, the Civil Services shall be divided into 
the following three levels:

(a) The lowest level functionaries, that is operative at the cutting edge, who are mostly 
members of the Group ‘D’ services and the lower stages of Group ‘C’ services;

(b) The supervisory levels and the middle management/administrative level; (they are 
mostly members of the Group ‘B’ services, but also shade off into higher stages 
of Group ‘C’ at one end and the lower stages of Group ‘A’ at the other); and

(c) Group ‘A’ services and All India Services comprising the administration/ 
management level.

4.3 Training programmes of functionaries at the cutting edge shall address themselves to 
functional skill and attitudinal orientation. For the middle level, training shall contribute to 
enhancement of professional knowledge, understanding and skill as also to widening 
professional outlook. For the higher Civil Services, besides offering stimuli for expansion 
of the mental horizon and attainment of professional excellence, training shall also 
endeavour to sharpen perception of inter-relatedness of issues. For the top levels of the 
higher Civil Services, training shall also be aimed at intellectually and professionally 
equipping the members for holding positions that involve policy analysis, strategic 
planning and policy formulation.



FRAMEWORK FOR TRAINING

5.1 All categories of Civil Servants shall receive:

(a) induction training at time of entry into service; and

(b) in-service training at suitable intervals in their career.

5.2 Attendance in training programmes shall be prescribed as a mandatory exercise with 
possible linkages with career progression.

5.3 For organised higher Civil Services, career span-specific training programmes in 
each progressive decade of service shall be imparted to provide scope for competence 
building.

5.4 In order to improve the effectiveness of personnel at different levels and different sectors, 
area specific short-term skill upgradation/sensilisation programmes shall invariably be 
formulated by Ministries and Departments and specifically targetted to personnel holding 
specific jobs.

5.5 At the time of movement of personnel from Group ‘D’ to Group ‘C’, Group ‘C’ to Group
‘B’ and Group ‘B’ to Group ‘A’, officers shall receive training for specific orientation and
competence building. For this purpose, a well-stmctured detailed programme and Action 
Plan shall be worked out by each Ministry/Department/Organisation.

5.6 Personnel i»ecruited to isolated posts and specialists shall receive training to improve 
their capabilities of general management outside their chosen area of specialisation.

5.7 The in-service training programme for Group ‘C’ & ‘D’ expected at the time of 
movement to a higher Group may be provided in situ or through distance learning methods.

5.8 Training programmes will be specifically designed to meet the requirements of the target 
group by the organisation in consultation with the institutions/consultants/experts.

5.9 Every organisation shall conduct preparatory exercises like analysis of its goals and 
objectives, training needs analysis, job analysis, etc. with a view to detemiining whether the 
training intervention needs to br- preceded, accompanied by or succeeded by one or more 
non-training interventions. Such an f'xercise wi)l also enable development of appropriate 
criteria for measuring individual organ?s îtional perfomiance, an essential pre-reqiusitc 
for the launching of an effec ti ve training programme.

5.10 As possession of the right attitude plays a pivotal role in improving the performance 
levels of individuals, by contributing to form.ation of commitment in them, training

(iv)



program m es a im ed  at creating self awareness as well as team building within the 

organisation shall be given utmost importance by every organisation.

POLICY FORMULATION AND COORDINATION

6.1 A  National T ra in ing  Council, headed by the M inister-in-Charge o f  Personnel shall be 

set up fo r  advising the G overnm ent on India o f  matters related to training policy, training 

design and  program m es as well as issues concerning their implementation.

6.2 T he  National Training Council shall be assisted by a high powered committee o f  

Directions, headed by Secretary (Personnel) in the Ministry o f  Personnel, Public Grievances 

and Pensions. This C om m ittee  shall generally oversee operationalisation o f  the Training 

Policy. It shall also ensure that Training Plans are actually drawn up by Cadre Controlling 

authorities, syllabi are prepared and proper planning o f  training activity takes place through 

preparation o f  Perspective  Plans, Annual Plans and Triennial Reviews.

NODAL AUTHORITY

7. All o rganisations will designate training managers at appropriate level to develop and 

coordinate  training program m es and monitor them. The Training M anager shall ensure an 

integrated approach to training with a view to improve overall performance o f  the 

organisation.

TRAINING INFRASTRUCTURE

8.1 Ali C adre  Contro lling  Authorities shall endeavour to develop suitable infrastaicture for 

induction and in-service training at the cutting edge and middle levels. Use o f  distance 

learning m ethods and in situ training shall be encouraged. Increasing use shall be made of  

N on-G overnm en t O rganisations o f  training of Civil Servants at lower levels.

8.2 T ra in ing  institutions, experts and resource persons shall be increasingly formed into a 

network fo r  flexi^pility in the use o f  human and material resources.

8.3 Tra in ing  institutions under the Government shall be permitted to diversify their 

training-related activities to cater to the increasing requirements o f  organisations and 

functional groups in and outside the Govem m ent so as to enable  them attain a large measure 

o f  self-reliance.

8.4 Utmo.st care shall be exercised in selecting trainers. Efforts shall be made for evolving 

systems fo r  identifying trainer- potential.
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8.5 Department of Personnel and Training shall set up a workable system for evaluation of 
training institutions, without impinging adversely upon their profe^ional autonomy.

8.6 Periodic opportunities for development of knowledge and skills in relevant areas shall 
be provided to trainers through training programmes in institutions of excellence.

8.7 A Trainer Staffing Scheme shall be operationalised, whereby Department of Personnel 
& Training shall maintain panels of trainers and potential trainers identified on the basis of 
scientific system

8.8 The concept of “once a trainer always a trainer” shall be developed under which expertise 
developed as a trainer shall be used even after he returns to his line department, either within 
the organisation or by allowing him to go as resource person to outside institutions.

8.9 With a view to promote harmony between participants, training events and trainers, a 
system for concurrent monitoring shall be operationalised. Similarly, with a view to avoid 
mismatch between organisational objectives and training objectives, comprehensive 
evaluatory exercises shall be undertaken after a time lag.

OVERSEAS TRAINING

9.1 Overseas training shall be entirely need-based and shall predominatly aim at drawing 
lessons from successful cross-country experiences. Only institutions which are reservoirs 
of knowledge and data-base on relevant experiences shall be used.

9.2 The practice of funding most of the overseas training programmes through multilateral 
aid schemes shall be continued. With a view to maximise gains from overseas training, 
adequate pre-training preparation and post-training follow-up shall be arranged.

IN HOUSE EXPERTISE

10.1 There will be a conscious attempt to draw on expertise and insight gained by Civil 
Servants in the course of their career. Involvement of Civil Servants in undertaking specific 
research and studies with a view to formulating new policy initiatives or evaluation of 
ongoing projects and programmes would be promoted and necessary facilities for study leave 
or sabbatical to enable Civil Servants to engage themselves in such tasks, identified and 
approved by competent authorities, would be provided.

10.2 Documentation of specific initiatives of Govemment and analysis of policies would be 
permitted by encouraging Civil Servants to take up such assignments at the specific instance 
of competent authorities.
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FUNDING

11. With a view to provide assured funding for training, each Department shall set apart 
1.5% of its salary budget which shall be used solely for the purpose of training and shall not 
be diverted for use elsewhere. This will be within the overall ceiling of the salary budget. 
Further, earmarking of funds to the extent of 1.5% of the salary budget may not lead to any 
increase in the salary budget of ministry/department.
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REPORT OF THE WORKING GROUP ON 
NATIONAL TRAINING POLICY

The Woricing Group was set-up in terms of O.M. of Department of Personnel and Training 
dated 22nd July, 1993, with a view to identify training objectives so as to balance knowledge 
and skills with required attituditional changes. The group consisted of following:-

Shri A.V. Ganesan Chairman1.

4.

5.

6 .

7.

9.

Shri B. Narasimhan 
E. O. & Addl. Secretary 
Deptt. of Personnel & Training

Dr. Francis Menezes 
Director 
T.MT.C., Pune

Dr. Abad Ahmad 
Executive Director 
MDI, Gurgaon

Shri A.R. Bandhopadhyay

Dr. N.C. Saxcna 
Director
LBSNAA, Mussoorie

Shri P. Mathai 
Chairman
Indian Coffee Board, Bangalore 
(Formerly Director-General, ATI, Mysore)

Smt. Kamla Choudhary

Shri R. Ramani
Joint Secretary (Training)
Deptt. of Personnel & Training

Member

Member

Member

Member

Member

Member

Member

Member-Secretary

The Working Group held 5 meetings. The Working Group also had i>iteraction with 
representatives of the State Governments and various Central Ministries, with a view lo 
elicit information on the current status on training arrangements, as also opinions of these 
organisations on their perception o ta  National Training Policy.

The Report of the Working Group has since been finalised and is placed below. The Woricing 
Group has also prepared a Draft Resolution on the National Training Policy which is 
presented as Volume II of this document. (Not included as part of the Report).
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INTRODUCTION

Historical Perspective

1. The civil service system in the country has gone through long evolution since its inception. 
Since Independence it has beconne far larger, more complex and versatile as a natural 
consequence of the assumption by the State of the pivotal responsibility for alround social 
and economic modernisation of the country. From its largely regulatory orientation before 
Independence, the civil service has become, over the decades of planned economic 
development, a complex system embodying capabilities and skills needed for development 
oriented tasks and responsibilities, in addition to the regulatory functions it has traditionally 
performed.

2. The rapidly changing professional environment for the civil services all over the world, 
reflecting rapid changes in the social, economic, technological and other aspects of life, has 
perceptibly and imperceptibly conditioned the civil service system in our country too. Still, 
however, there has been a commonly shared perception in the government and the citizenry 
that somehow there still exists a lag between the expectations of the society and the 
orientation of the civil service system.

3. This concern has led the Government of India and some State Govemments, to take up, 
from time to time, several exercises for going into the causes of this lag and to find remedial 
measures for removing it. The most notable and comprehensive of these initiatives was the 
work of the Administrative Reforms Commission in the late sixties and the early seventies. 
The Commission went into all broad aspects of moulding the administration, and therefore, 
the civil services, to the requirements of their responsibilities. Its recommendations on the 
subject of training the civil services specifically, were accepted by the Government and 
implemented substantially.

4. It is not so much the gap between these recommendations and their implementation that 
called for a fresh initiative for studying the training situation for the civil services, as the 
fact that the post-implementation environment, characterised by rapid changes in our 
society, called for another fresh look at the whole issue. This led to several other exercises 
being initiated by the Government of India, notable among them being the Economic 
Administration Reforms Commission (EARC) of the early eighties. The training objectives 
of the civil services, articulated from this exercise, as well as several other less 
comprehensive exercises, led to the designing and implementation of a fresh package of



training programmes with their focus on the responsiveness of the administration to the 
hopes and aspirations of the people.

5. However, the steps taken since the mid-1980s have predominantly covered the All India 
Services and several Group ‘A’ Central Services, but not so much the other Group ‘A’ 
Services, much less, other levels of the civil service system.

6. Apart from these practical, operational steps, much worlc has been done since the days of 
the A.R.C., to articulate a National Training Policy covering the training requirements of 
the whole gamut of public administration and public management. However, this has not 
led to the articulation of a clear and compact policy-package at one place; stilJ it is 
undisputable that underlying the training efforts of Govemment, the design of training 
programmes and their contents, there is perceivable the outlines of an emerging Training 
Policy.

7. Apart from beinga very importantcompoi\ei\tof ResourceDeve^opmeni, training 
is widely perceived as perhaps the most cost effective method of improving the effectiveness 
of the personnel in any organisation. Training has now acquired an added relevance for 
building up the necessary leadership and confidence among the Civil Servants to measure 
up to the expectations of the public in the context of rapid technological changes, as also the 
economic and political transformation taking place in the country, Govemment of India 
therefore now considers it desirable to have a document containing a formal declaration of 
its commitment to training and spelling out, in broad terms, the objectives, strategy, content 
and modalities to be followed in the field of training. Setting up of the Woricing Group on 
Formulation of National Training Policy is consequence of this concem.

Terms of Reference of the Working Group

8. The Department of Personnel and Training office memorandum, dated the 22nd July, 
1993 (Annexure A) spells out the broad terms of reference for the Working Group. In the 
main, they seek identification of the training objectives with a view to balancing knowledge 
and skill with required attitudinal changes, particularly in the context of the economic 
liberalisation now under way. Enhancing administrative capabilities through training as a 
tool is also to be aimed at. The working Group has been charged with the responsibility of 
preparing a document on National Training Policy embodying these objectives.

9. As for the coverage of personnel, the memorandum refers to ‘employees’ of 
Govemment. The Group has gone into the question of coverage. In the first place, a 
distinction has been made between the Civil Services on the one hand and the Public



Services on the other. The latter includes Government employees, employees of the 
local-self government system. Public Sector Undertakings and other quasi-govemmental 
organisations. Employees directly working under the Government, in our case both the 
central Government and the State Government, have been chosen as the subject matter 
of our study. They can be designated as the Civil Services. It may, however, be noted 
that a large proportion of Government employees, those whose emoluments are paid 
from the State Exchequer, are teachers. The report does not cover them.

10. The desirability, and for that matter even feasibility, of our preparing a common Training 
Policy for the entire gamut of the Civil Services has been considered. The group feels that 
if the policy guidelines are to apply more or less equally to all levels and functional segments 
of the Civil Services, they must be so general as to have little operational value. On the other 
hand, if each level or functional segment of the system is left free to devise training policies 
entirely in the light of its own perception, it will promote some kind of a free-for-all situation. 
The strategy that this report outlines provides for a common thread of training objectives 
that binds together all organisations, services and functional groups of the govemmential 
system. Yet they are left free to develop, according to their judgment, professional skills and 
competencies relevant to their respective functional area.

11. Some doubts have been expressed about the appropriateness of terming the outcome of 
our study as the National Training Policy. It is felt by some member? that since the proposed 
training is not meant for the entire population but only for the Civil Services, such a 
nomenclature may be misleading. Perhaps all doubts on this score can be set at rest if the 
outcome of our report is entitled National Training Policy for the Civil Services.

Methodology of the Report

12. The Working Group had a total of five sessions. On the basis of the deliberations of the 
first two sessions, a provisional set of issues was prepared for further study. A set of 
questionnaire was prepared by the Training Division of the Department of Personnel & 
Training embodying these issues and seeking to elicit information on the current status of 
training arrangements in the different Ministries, Departments and other organisations of 
the Government of India as well as the State Governments (Annexures ‘B’ & ‘C’). The 
opinions of these organisations were also sought for on questions like the desirability of a 
National Training Policy, the institutional arrangements for conducting training in the light 
of the policy and so on.



for appropriate response to emerging challenges. The emphasis of training should be on 
‘doing’ rather than ‘knowing’ only. Training must also achieve a synthesis between 
improvement of the individual ’ s competencies and promotion of organisational objectives. 
T raining should, in addition help build up high standards of integrity, character and probity 
in professional life.

4.2. Training should satisfactorily address itself to the following concerns:

(a) Responsiveness

♦ to the challenging democratic needs and expectations of the citizens and 
organisational and technological developments.

(b) Cbmmitment

♦ to democratic values and concept of partnership and participative decision making.

(c) Awareness

♦ of technological, economic and social developments,

(d) Infusion of scientific temper.

<e) Accountability

♦ to ensure high performance in every profession field and cost effective methods of 
delivery.

V. STRATEGY FOR TRAINING 

Two Pronged Strategy

5.1. Since the Civil Service System has been formed for the achievement of constitutionally 
defined goals of the State, training designs should address themselves to the training 
objectives and concerns for all strata of Civil Service in operational terms. Function-specific 
action oriented elements, to be built into a composite framework of training design, should 
complement these common objectives.

Three Tier Training Approach-

5.2. Training has to be organised for the entire range of Civil Service system, covering all 
levels from the lowest to the highest. Special attention needs to be paid to the Civil Servants 
at the cutting edge, who interface with the public at large and whose performance to a large 
extent, determines the perception of the common man about the Government functioning.



For the purpose of appropriate training design, the civil services may be divided into the 
following three levels:

1. The lowest level functionaries, that is operatives at the cutting edge, who are mostly 
members of the Group ‘D’ services and the lower stages for Group ‘C’ services.

2. The supervisory levels and the middle management/administrative level: (they are 
mostly members of the Group ‘B’ services, but also shade off into higher stages 
of Group ‘C’ at the one and the lower stages of Group ‘A’ at the other).

3. Group ‘A’ services and All India Services comprising the top administration/ 
management level.

5.3. These different levels may also include, for the purpose of training, the equivalent levels 
of the State Governments. Training programmes for the functionaries at the cutting edge 
level should put equal emphasis on functional skill and attitudinal orientation. For the middle 
level, training should contribute to enhancement of professional knowledge, understanding 
and skill, and at the same time promote widened professional oudook so as to prepare it for 
future tasks and responsibilities. For the third level, besides offering stim\ilii for expansion 
of the mental horizon and attainment of professional excellence, training should also sharpen 
perceptions in relation to muhi-dimensional linkages in policy formulation, development of 
capabilities in a changing socio-political and technological context, dynamism and 
innovation tempered with pragmatism.

5.4. The top-most layer of level three, constituted by officers of the levels of Joint Secretary 
to Secretary to the Government and the corresponding levels in the State Governments, 
should be intellectually and professionally equipped for holding positions that involve policy 
analysis, preparation of materials required for high policy making and alternative policy 
choices, strategic planning and a capacity to perceive and provide for the future trend of 
issues and events.

5.5. For alMevels training should aim at continuous attitudinal reorientation in changing 
organisational ambience so as to help the civil servants appreciate the imperatives of a 
democratic society, namely respect and concern for the citizen’s rights and recognition of 
community as the focal point of all public effort.

Significance of Pre-Training Tasks

5.6. A Training Program must be preceded by certain preparatory exercises. Identification 
of organisational Training Needs through in-house exercises but often involving outside 
training experts, is necessary. A TNA should be supplemented by job analysis for individual



functionaries, studying also linkages with lower, corresponding and superior levels. Areas 
requiring interventions other than training need to be dealt with as such.

Design of Training Programmes

5 J .  Having identified training as the right intervention the Training Programmes should be 
designed enlisting active participation of the organisation, the training institution. 
Consultants, experts and, if possible, the participants themselves. The training programme 
should not be too heavy. It should be stimulating enough but must leave time and opportunity 
for reflection.

5.8. Organisations and training institutions should try to ensure maximum effectiveness of 
training programmes by use of methods, techniques, and technologies of which there is a 
wide and expanding range available. There should be greater dependence on action-based 
training methods, that is to say, on-the-job training, particularly for the comparatively 
low-skill, low- knowledge-level functions; training in the field; action-research and so on. 
Where such direct action-orientation for training is not feasible, work-environment- 
simulating training methods like role-playing, games, and in-basket exercises may be used. 
Various audio-visual aids especially for distance le^ ing , should be extensively used with 
a view to reaching a larger clientele that cannot immediately be reached by more direct 
training methods. The class-room method and other methods involving person-to- person 
interaction on various for a will,, however, continue to occupy a leading position in the 
scheme of training, particularly for the higher levels of the civil service, whose training will 
aim at, among other elements, conceptualisation, intellectual pursuits with an academic 
orientation blended with practical concerns. Case and Incident studies are especially apt for 
a variety of training events and these should be properly designed and used for appropriate 
training events.

5.9. The selected government-run and autonomous training Institutions should be oriented 
to the training programmes for the civil services. Programme design must bear the stamp of 
being custom- made to achieve specific objectives of the organisation and the individuals 
or groups, as the case may be. The choice of method by training institutions should be 
dictated by characteristics of the trainee groups and their needs and not th^ internal priorities 
of the training institution.

5.10. Training Institutions and experts should form workable networks, which will ensure 
maximisation in the use of the human and material resources. Faculty exchange, visits and 
other forms of interaction between training institutionyin the country and abroad will ensure 
continuous renewal of expertise and professionalism for training institutions and training



experts. Strengthening of infrastructure, enlargement of_faculty and diversification of 
training equipments, also will be promoted by networking.

Monitoring and Evaluation of Training

5.11. To prevent training events from going off track, and to obviate lack of empathy 
between participants and training events and trainers, concurrent monitoring of training 
events and programmes should be made meticulously. Similarly to preclude any 
likely mismatch between organisational objectives and training objectives, 
comprehensive evaluatory exercises would have to be undertaken after a time lag, 
that is after the organisation has had an opportunity of putting to use the enhanced-skill 
and knowledge of trained personnel. Evaluation should be comprehensive and cover the 
whole range of related issues starting with pre-training steps, with a view to bringing 
about improvement in organisational and individual performance.

Periodicity of Training

5.12. Although a standard prescription is neither feasible nor desirable, the periodicity of 
training will be determined by the occurrence of changing in Job-competencies, apart from 
the wherewithal including financial constraints and infrastructural capacity, for the 
organised higher civil services, career span- specific comprehensive training programmes 
in each progressive decade of their service may be necessaiy. In addition, periodic short 
duration programmes for sensitisation in specific areas at intervals of 2 to 5 years would be 
desirable. For others, training must be arranged at the time major responsibility changes 
take place, usually at the time of inter-group promotions, and within group ‘C’ also at the 
time of promotiian to supervisory levels.

5.13. For all categories of Civil Servants, there must be an induction training, its duration 
being determined keeping in view the gap between required job-competencies and the actual 
competence of the new recruits.

5.14. The in-service training must follow a well formulated scheme rather dian an ad-hoc 
effort in response to situations.

VI. Attitudinal Transformation

6.1. Enhancement of knowledge leads to building up of confidence in individuals. Likewise, 
enhancement of skills contributes to improvement in competence of individuals. It is, 
however, the inculcation of the right attitudes which imbues the individual with a sense of 
commitment. Attitude plays a very crucial role in determining the actual performance levels.



Thus, despite availability of the best of knowledge and skills, the ability for delivery of the 
desired services nmy still be found wanting in individuals if they are not imbued with the 
appropriate attitudinal disposition.

6.2. Attitudes manifest themselves in the shape of behaviour of individuals. Formation of 
attitudes is a function of the environment and experiences of individuals. However, training- 
involving exercises aimed at self-awareness, exposure to new concepts, successful and clear 
delineation of recipient perceptions will make dents in attitudinal barriers. By way of direct 
training intervention, preparation and use of appropriate case studies highlighting role of 
attitude in the success & failure of civil servants and a judicious use of tools of organisational 
behaviour, are recommended.

Vn. Trainers

7.1. Trainers can righdy be considered the heart and soul of training function. Being a trainer 
demands certain special qualities. Because of the direct impact that a trainers makes on his 
trainees, he must be a person who is seen as successful in his line department and is imbued 
with a proper value system. In short, he should be fit for being looked upon as a role model 
by his tra ii^s.

7.2. It is considered possible to devise reasonably reliable and scientifically developed 
psychological tests to select potential trainers, having the desired qualities including the right 
value system. This exercise should be taken in hand.

7.3. The benefits of investment in the development of a civil servant as Trainer will be greater 
if the expertise of such person is still available even after he leaves the training institution 
and goes back to his line department. This can be done by using him as a resource person in 
a network of training Institutions. He may be detailed to look after the training of civil 
servants at the field level. Thus, ‘Trainer” may be used as a generic term. The concept of 
“once a trainer always a trainer” is likely to give an additional sense of importance to the 
person concerned.

7.4. Standards for trainers, both in quantitative and quali^tive terms and an effective 
monitoring and evaluation system must be evolved and be made operational.

Trainer Development

7.5. There musf .be a scheme for providing opportunities for upgradation of knowledge and 
skills in the Trainers. Attending training programmes in institutions of excellence for 
knowledge upgradation in relevant areas and attending specially designed Direct trainers
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Skills Programmes and Design of Training Programmes~^e suggested. There is also an 
expressed need for developing training modules in the area of Management of Training.

Incentives

7.6. Incentives, both in monetary & other terms need be considered to attract successful line 
managers with trainer potential to faculty positions in training institutions. Factors leading 
to reluctance in accepting such assignments, such as loss of job- satisfaction and sense of 
importance that usually accompanies line postings, and the loss of perks associated with 
most field jobs, must be duly acknowledged. Incentives like a graded training allowance 
whose quantum increases with each year successfully spent in the training institution, a 
preferential housing scheme, and assured admission for children in schools are a few 
illustrative possibilities.

7.7. The remuneration payable to visiting resource persons would have to be appropriately, 
determined to ensure the involvement of capable people, since this would provide 
importance and reasonable compensation for the effort put in by the resource person.

Trainer Staffing Scheme

7.8. It may be desirable and useful if DOP&T could maintain a panel of trainers & potential 
trainers selected on the basis of scientific psychological testing so that placement of 
empanelled personnel against training slots is brought about in a systematic manner.

VIII. Institutional Arrangements

8.1, There is need to set up and develop suitable infrastructure for induction and in-service 
training of Civil Service at the cutting-edge and middle levels. The discipline of effective 
distance learning must receive special attention for, use of this method alone will enable our 
Training Institutions to communicate effectively with the large numbers amongst the target 
groups. In-situ training must also find lion’s share while attending to this most important 
category of manpower in the Civil Service. Increased involvement of Non-Govemment 
Organisations for training at the cutting-edge of the Government is also recommended as 
desirable, feasible and cost effective. For the training of higher civil service, increasing use 
must also be made, of the excellent network of Training Institutes outside the government. 
Of course, there must be a continuing dynamic interaction of these institutions with various 
organs of the government so as to ensure the relevance of programmes offered by the former.
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8.2. The Department of Personnel and Training must also set up a workable system for 
evaluation of training institutions, without adversely impinging upon their professional 
autonomy.

Overseas Training

8.3. Overseas training must be entirely need based, and should predominantly aim at drawing 
lessons from successful cross- country experiences. The institutions must be carefully 
selected. Only institutions which are reservoirs of knowledge and data-base on relevant 
experiences need be used.

8.4. The existing practice of funding most of the overseas training programmes through 
multilateral/bilateral aid schemes should continue. Such training programmes must be 
preceded by in-depth briefing of participants on the expectations of the organisation. The 
participants must also take with them data and literature related to specified problem areas 
in the Indian context. On completion of training programme, there must be a comprehensive 
evaluation session, including a debriefing seminar, which must be accorded the highest 
priority, the top level administration being present. All trainees returning from long term 
courses must be used in Training Institutions-atleast a few of them through formal placement 
as faculty members-to ensure the multiplier effect.

Coordination in Training

8.5. There must be an institutionalised arrangement within each organisation for overseeing 
the training function as an integral part of the Personnel Management System. The concept 
of a 'Training Manager’, whose job will be to ensure an integrated approach to Training, 
has been suggested. The training Manager will be actively involved in the series of activities 
culminating in organisation of training programmes, such as analysis of training 
requirements, the design of the training programme, the selection of appropriate training 
institutions and evaluation of training. Most significantly, he will advise the top management 
about the kind of interventions, both training and non-training, required for overcoming 
specific problems of performance. The Training Manager will act as an interface between 
the Department/State and Training Institutions on one hand and between Department/State 
and DOP&T on the other.

National Training Council

8.6. There shall be a National Training Council headed by the Minister-in-charge of 
Personnel, Public Grievances & Pensions in the Government of India and consisting of the
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representatives of the State Government, administrativ^heads of major Ministries and other 
major functional organisations of the Government of India, major training institutions in and 
outside the Govemment, as well as reputed training consultants and experts. The Council 
will be responsible for advising the Govemment of India on matters related to training policy, 
training design, and programmes as well as issues concerning their implementation. It will 
prepare and up-date, from time to time, guidelines for organisations of Govemment and 
training institutions, for operationalising the National Training Policy. The Council shall be 
assisted by a high powered Coordination Committee of Directions headed by Secretary 
(Personnel). The Committee will generally oversee operationalisation of the Training Policy. 
It will ensure that training plans are actually drawn up by cadre controlling authorities, syllabi 
are prepared, and proper planning of trainmg activity takes place through preparation of 
Perspective Plans, Annual Action Plans and Triennial Reviews.

8.7. The elements contained in this training policy resolution are expected to provide 
guidance for the training dispensations of the State Governments as well. It is expected that 
every Stale Government also wil\ formulate alrammg policy along similar lines, and provide 
for training infrastructure for civil servants under the employ of the State Govemment.

Role of Department of Personnel and Training

8.8. There should be an apex organisation for coordinating the yarioT’.s activities involved 
in giving concrete shape to the training policy prescriptions and preparation of training

♦
programmes oriented to achieving the goals and objectives of the State. The Department of 
Personnel and Training of the Govemment of India, which in the present scheme of things, 
is the apex agency for preparing training policy and coordinating implementation of 
Govemment’s Training Programmes and other related responsibilities, including those for 
maintaining liaison with the State Governments, Training Institutions, experts, as well as 
academic institutions involved in training, should continue to be the apex agency in the new 
dispensation for training. It will coordinate training related work of the Central Govemment 
with similar work of the State Govemments. It will take initiative in networking training 
institutions and resources, develop a strong data base covering the entire spectmm of training 
activities and institutions, and act as a clearing house of training related information and 
data. It should coordinate the woiic of developing training performance criteria for various 
organisations and fields of specialisation in which Govemment is concemed. It will also 
examine the Practicability of acting as a centre for certification of training standards, relating 
to the w6rk of governmental, organisation. DOP&T will also service the Trainer Staffing 
Scheme.
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IX. Funding

9.1. Training is a vital instrument for human resource development. It is central to any 
scheme of action aimed to effective realisation of the goals and objectives of the State. 
Government is, therefore, committed to allocating money and training related resources to 
maximum feasible extent. Each department of Government and other major organisations 
like the attached office, as well as other organisation funded by the public exchequer, should 
set apart a suitable minimum percentage of its budgetary provision for training purposes, 
which may be determined by Department of Personnel and Training after a careful analysis 
of factors such as recommended periodicity of training, actual costs that have to be incurred 
for training of each category, the numbers involved and last but not the least, the existing 
funding levels so as to ensure realism in the targets. Pending such an exercise, the group 
recommends adoption of 5% of salary budget as the norm during the interim period. There 
will be a specific earmarking of this amount which should not be diverted to other purposes.

9.2. Training institutions should develop and implement high quality training programmes 
and diversify their training-related activities to cater to the increasing requirements of 
organisations and functional groups in and outside the government. This will enable them 
to tap resources available with the private sector business and industrial enterprises and 
thereby attain a larger measure of self-reliance.

X. Human Resource Development

10. Members of the Civil Service must be encouraged to take initiatives for their 
self-development. They should be encouraged to undertake activities like research and 
consultancy, if necessary, by availing study leave. With a view to instill greater practical 
bias and realism in the content of Training Programmes, the special expertise acquired over 
a period of time by certain members of the Civil Service must be put to use by involving 
them in the training programmes. A system should be developed whereby special expertise 
developed by Civil Servants in the course of certain assignrnents is properly documented 
soon after the end of their tenure on such posts, if necessary by posting them as Officers on 
Special Duty on extended tenure of upto 6 months with office facilities, on a selective basis.
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CHAPTER 1

TRAINING : A PART OF PERSONNEL 
MANAGEMENT SYSTEM

1.1. Training is a segment of Personnel Management system that strives to contribute to the 
overall goal of performance improvement. Training is organically linked to the other 
components of Personnel Management System, and can play a most significant role in 
optimisation of the performance of constituents of an organisation.

1.2. Performance is a derivative of knowledge and skills of the constituents, their motivation 
and morale as reflected through their attitudinal disposition and the way the environment 
under which they work impacts on them and their areas of work. Whereas increase in 
knowledge arguably imparts confidence, the skills contribute to enhancement of competency 
of individuals. Attitude primarily leads to commitment to job, resulting in enhanced 
client/customer satisfaction. As already stated environment plays a very important role in 
performance improvement. Absence of an appropriate environment can often act as a drag 
and the overall performance of the individual can consequently suffer in spite of knowledge 
and skills both being available.

1.3. With a view to enhance the performance parameters both at individual and 
organisational levels, it is imperative that appropriate attention is focused on all components 
of Personnel Management, starting with recmitment, placement, promotion, deputation 
outside the parent organisation, the system of performance evaluation, reward, penalty and 
administrative reforms. The Group therefore, feels that different facets of Personnel 
Management should be suitably addressed in order to devise an integrated and purposeful 
Personnel Management System of which training will be a crucial segment.

1.4. In most real life situations the change factors necessary for performance enhancement 
will be a mixed basket of issues that are amenable to training intervention and those requiring 
other than training intervention, including change of laws, rules, procedures, techniques and 
technology etc. Very often the process of organisational change or improvement has to begin 
with these latter factors, before training intervention can be expected to be meaningftil. For 
example, if the procedure for issue of a licence is complex, multi-stage, time consuming, 
and is riddled with ambiguities, then training of officials on how to issue license quickly can 
have no impact and may even become counter productive. The obvious starting point will 
be a simplification of procedure which may be accompanied by training on quicker issue of
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licence. Thus a rational sequencing of events, training oriented and others, is the essence 
of any serious exercise aimed at improving organisational performance. Needless to say, 
some events must precede, some may accompany and many others may have to follow the 
training event.

1.5. A Personnel Management System must strive for a dynamic approach to management 
strategy for effective delivery system. It must also equip the civil service to understand, 
appreciate and mange its own change. Training can play a pivotal role in realisation of this 
objective. Training can become a crucial means of making the Government instmment 
effective.

1.6. What is therefore, required is a coordinated approach to training, inter-weaving the 
training function with other components of Personnel Management System. Having so 
decided at a conceptual level operational mechanism need to be put in place. Nodal agencies 
need to be established to take care of these requirements, takitvg a holistic view ii\ the matter. 
The group feels the need for a functionary within each organisation, who may be designated 
as a Training Manager, whose job it will be to oversee and coordinate an integrated approach 
in the matter. More detailed discussion on this has been included in the chapter on 
“Institutional Arrangements for Training".

1.7. There is a paramount need to establish training as a demonstrably necessary, useful and 
result oriented intervention. Having done this, training must also be prescribed as a 
mandatory exercise with linkages with Personnel Management System in general and career 
progression in particular.

Relevance of IMacement in Training

1.8. It has been suggested that the fact that one may be doing a different kind of job every 
few years of one’s career, may render implausible any long term strategy for training the 
Civil Services. There is only a limited truth in this assertion. The Governmental System is 
really constituted by function-specific, organisational structures, let us say sub-systems, in 
which a sub-system is self-contained to a large degree, and enjoys considerable functional 
autonomy within certain defined limits. Most of the employees spencf their entire career 
within this sub- system. For example, the income tax or the customs or excise duty 
administering subsystem of the government has all the basic characteristics of afiinctionally 
specialised entity which can draw up a comprehensive training strategy reflecting both the 
imperatives of a common strategy to be prescribed for the whole Civil Service System and 
those posited by the organisational specificities of the sub-system concerned. Of course, 
there are also some woric-unit-based variations within the same organisation or sub-system.
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The most common variation is between the line and the staff. In any case, training is meant 
is promote flexibility, and not rigid pigeonholing within the organisation. Unless a job is 
heavily technical in nature, a fair deal of movement of personnel within the organization 
takes place from one work unit to another; and this fact does not necessarily detract from 
the quality of specialisation of the personnel concerned.

1.9. The group is conscious of the fact that formulation of an integrated Personnel 
Management policy is not an easy task, particularly in the current environment. The federal 
character of the polity imposes its own imperatives upon an administrative system in which 
a two- way traffic of personnel between the Central Government and the State Governments 
takes place. The career expectations of an individual are not always congruent to the 
organisation’s expectations, goals and objectives .The dictates of the organisational goals in 
charting a career progression path for the individual may be in conflict with the individual’s 
expectations.
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CHAPTER 2

OBJECTIVES OF TRAINING FOR 
THE CIVIL SERVICES

2.1. Training is a systematic process of developing professional knowledge, understanding 
and skill, both of individuals and groups that serve the organization,in our case, the 
governmental system.It also prepares them to anticipate, by the application of 
objective,scientific methods of analysis,- the future trends likely to arise in the organisation 
and the professional fields concerned and enables them to make appropriate response to 
challenges that may be posed by these trends.The focus of training is thus on action, of 
“doing” specified things, rather than merely acquiring knowledge about them.

2.2. Training should also stimulate and motivate trainees to widen their ttvenlal 
horizon,promote innovativeness,develop a scientific temper imbued with professional ethics 
which,for public servants,must include a respect and concern for the citizen and the client 
whose interest has been entrusted to him.

2.3. Training cannot have as its aini only the improvement of the individual and the 
group;it must blend this aim with the larger aim of promoting organizational 
objectives. The organization,which is the subject of the study,being the 
governmental system of the country (i.e.all the tiers of the polity), the organizational 
goals are incomparably larger, more complex and diverse in nature than those of any 
other organization.

2.4. For operational purposes, however, organising training for such a vast 
governmental system as ours may turn out to be less formidable a task than the above 
statement may indicate. Since the governmental system consists of building blocks, 
more or less functionally largely,-it is largely feasible to translate the large body of 
its complex and diverse goals into more of less discrete, performance-objectives 
achievable by each building block, that is department or other organization,or work 
unit of the Government.

Training Objectives

2.5. The Group has examined a number of expert formulations or the answer to the 
question,-what should training objectives be.Besides, in its interaction with officials of the 
Union and the State Governments as well as experts of training institutions,it has come across
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a number of suggestions on the subject.The following elemejits find place virtually in every 
suggested formulation:-

(a) Keeping up-do-date and enhancing professional knowledge and competence 
needed for better performance.

(b) Promoting better understanding of professional requirenients as well as 
.sensitization to professional, socio-economic and political environment in which
work is done.

(c) Up-dating and enhancing professional skill for improving actual performance of 
individuals and organisations.

(d) Bringing about right attitudinai orientation.

2.6. The Group proposes to treat these training objectives at two distinct yet conceptually 
related, levels:

1. Improving the Civil Service system as in instrument for effective realisation 
of the State's goals (as enshrined in the ConstU\ition,and the body of laws as 
well as policies of the government). In other words, the aim is the attainment 
of professional excellence by the Civil Services for achieving the state’s goals; 
and

2. Adapting this professionalism to the requirements of a particular set of objectives, 
embodied in the laws, policies and program^hes of the Government.

2.7. In other words, at the first level the emphasis is on professional competence to achieve 
the organizational goal in the generic sense of the term.In the second level,it is development 
of performance skills for achieving a specific set of objectives underlying the extant 
laws,policies and programmes of govemment.The importance of this second point can 
hardly be over-emphasized at a time when a radically redefined and sharply focused set of 
objectives are being projected by the Government for informing the working of the 
administration.

Concerns of Training Prog;rammes

2.8. Influenced by these changes in policy,training programmes for the Civil Services should 
be substantially conditioned-by the following concerns :-

(a) R^ponsiveness

♦ to the challenging democratic needs and expectations of the citizens and 
organisational and technological developments.
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(b) Commitment

♦ to democratic values and concept of partnership and participative decision making.

(c) Awareness

♦ of technological,economic and social developments.

(d) Infusion of scientific temper

(e) AccountabOity

♦ to ensure high performance in every professional field and cost effective methods of 
delivery,

2.9. These concerns are by no means exhaustively listed but can at best be considered 
illustrative in nature. What can be said more authoritatively is that not all of them will be 
relevant to every task, nor is there a standard formula for mixing different concerns in 
designing a training programme. Different levels of the civil services and different functional 
categories within the same level will n e ^  varying mixtures of the basic element of the 
training objectives, and the embodiment in the programme of various concerns cited above.
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TRAINING STRATEGY

Section-I 

Public Services or the Civil Services

CHAPTER 3

3.1. Before going to the formulation of a coherent training strategy, a few preliminary points 
may be sorted out. Should the Group’s recommendation cover the entire range of Ptiblic 
Services in the country or only the category called the Civil Services? In the current literature 
on the subject, the former usually denotes government employees, quasi-govemment 
employees as well as employees of local bodies. The latter term usually denotes the entire 
group personnel under the employ of the Govemmental System only, namely the Central 
Govemnvenl and the State Government (including Union Territoiy administration). The 
consensus of the Group is that while many of its recommendations are likely to have 
relevance to the entire gamut of the Public Services in the country, the group should focus 
on the Civil Services only.

3.2. Both the terms of reference and the trend of opinion of the mertibers of the Group, 
for that matter, of most other experts and officials consulted by it, overwhelmingly 
suggest coverage of the entire range of Civil Services. It has also clearly emerged that 
special attention needs to be paid to the Civil Servants at the cutting edge, who interface 
with the public at large and whose performance to a large extent determines the 
perception of the common man about the^govemment functioning. Admittedly it is a very 
large and difficult task. Any attempt at Civil Services in general runs the risk of rendering 
the exercise devoid of operationally meaningful recommendations. At the same time, not 
to attempt at defining some common ground, shareable by all levels and sections of the 
Civil Services, may amount to leaving the training field open, ‘free for all’ as it were, in 
which each organization or each section of the Civil Services goes its own way, leading 
to nowhere, each creating its own piece which does not form part of any coherent whole,

A Two-Pronged Training Strategy

3.3. The range of responsibilities carried and roles played by the Govemmental System in 
this country is enormous, highly complex and diverse. The federal character of the polity 
adds a very important dimension to this complexity and diversity. Since, however, this
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intricate machinery of Government is geared to attaining some well-set national goals, it is 
unavoidable to design a strategy of training for weaving a common thread that runs through 
the diversities of different levels of Govemment, organizations, groups and individuals. The 
Group, therefore, recommends a two-pronged training strategy which provides, first for a 
set of broad guidelines, commonly applicable to the entire gamut of Govemment 
organizations and personnel. Secondly, in so far as there are very important 
organization-specific and section-specific issues to be treated under training programmes, 
these will have to be treated in organization-specific and section-specific training 
arrangements.

Rotation as a Factor

3.4. We have already discussed the relevance of placement m training. The system of rotation 
is held by many to be a hurdle in the way of specialisation. The rotation that causes movement 
from one functional area to another is really confined to a very small group of the higher 
Civil Services personnel, notably members of the All India Services (mostly the IAS), and 
a very small number from different uni-fuhctional and technical services. They do not add 
up even to one percentage point of the total number of Civil Servants in the country. This 
small number constitutes the top managerial stratum. Their case stands on a somewhat 
different footing and will be taken up in a separate chapter of this report. The main point to 
note here is that the limited practice of rotation in the Civil Services does not place any 
serious obstacle to the p u rsu it.a  training strategy that must give a great deal of emphasis 
on functional specialisation, among other requirements.

Section-n

Designing A Coherent Training Strategy

3.5. A coherent Training Strategy has to take within its sweep a whole range of issues that 
arise before the actual launching of a training programme, those covered by the training 
programme and those that go much beyond the programme implementation stage.

Three-fold Categories of the Civil Service Personnel

3.6. Having resolved on Universal coverage of the Civil Services under trauiing, the Group 
would like to make the following three fold categorisation of the personnel concerned :-

(a) All operatives who woric on the ground level, have to directly interact with the 
common man, for rendering a variety of services and performing regulatory
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functions. They belong mostly to Group ‘D’ and partly to Group ‘C’ services and 
are known as the ‘cutting- edge’ of the administration. ~

(b) The supervisory level-and middle executive level. They are a whole range of 
technical as well as non-technical-, uni- functional personnel, who belong to the 
Group ‘B’ services and shade off into the higher stages of Group ‘C’ at one end 
and the lower stages of Group ‘A’ at the other.

(c) To executive-cum-management level. This is constituted mostly by the Group ‘A’ 
services comprising a whole range of non-technical, uni-functional services, 
scientific and technical services and the All India Services.

3.7. For training purposes, a further sub-division of the last mentioned level is desirable. The 
top-most layers of these services constitute the potential reservoir of the top management. 
They ought to be trained, among other subjects, in policy analysis, policy formulation, 
strategic planning, evaluation etc. Their training needs would be discussed in a separate 
chapter.

Training for Organisational Objectives

3.8. Before we address ourselves to the ‘nut-and-bolt’ issues of atraining strategy, an obvious 
point may be stressed, that training is meant for the achievement of certain objectives of the 
organization through the agency of its personnel. Within the imperatives of the foregoing 
considerations the suggested schematic pattem of the training strategy may be put down as 
follows.

Pre-Training Tasks

3.9. The first step is a comprehensive analysis of the govemment’s goals and objectives. 
These should be concretised into the objectives of a work-organization. For each such 
organization (or sub-system as termed earlier) an in-depth exercise ought to be made of the 
jobs that exist for achieving the organisational objectives and the tasks that each job entails. 
This exercise should inevitably focus on the organisational structure, its 
personnel,-technical, managerial and all others,-and assess if the structure and personnel are 
functionally in harmony with the organisajtional objectives, or if there is a mismatch. 
Similarly to be studies are the processes the organization employs in its work, -technological, 
technical, legal, administrative/managerial and so on.

Identification of Organisational Training Needs

3.10. The above exercise can be initiated only by the organization itself; for, as the saying 
goes, it is only the wearer who knows where the shoe pinches. But since the exercise has
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got to be oriented towards the formulation of training objectives, tliat is, to issues, and 
problems that lend themselves to being treated by the training-intervention, it may often be 
advisable to involve some training experts in the exercise. It must be comprehensive enough 
to cover all relevant technological, technical, managerial and other aspects of the 
organization’s working, so that it yields a complete picture of the strong points, that are 
harmonious with the objectives of the organization and the weak ones that need to be 
addressed by training or otherwise. From this exercise will emerge the specific problems 
that need to be treated by training intervention and non-training factors.

Job Analysis

3.11. A proper analysis of the jobs of individual functionaries (or groups of them when the 
work is essentially g oup-oriented) is the key to the identification of their training needs. 
This should be much more than a routine exercise. Every job has to be sliced into its specific 
task components that the job holder is expected to perform. The linkages with the lower, 
corresponding and superior levels, the actual processes to be followed, the time taken.for 
each process and the sequence to be followed, the ratio of uncertainly owing to factors 
beyond the organisation’s control-and such like other facts have got to be mapped out. 
Tedious, meticulous and time-consuming though the exercise is likely to be, it must 
nevertheless be an essential precondition for launching a meaningful training programme. 
Hasty work to get on with the job of training, to fulfill some torget set for the 
organization.-which is the bane of so many well-intentioned but ill-p^jp^ed for training 
exercises, will be infructuous. It will only repeat the past and create frustration. The Group, 
therefore, recommends a planed, step-by-step move towards the launching of a training 
programmes.

Rational Sequencing of Events

3.12. We have stated earlier that before attempting the training intervention to achieve a 
specified performance enhancement goal, it is necessary to effect a rational sequencing of 
event with a view to determine whether the training intervention needs to be preceded, 
accompanied by or succeeded by one or more non-training intervention.

Performance Measure

3.13. Such an exercise will also enable development of appropriate criteria for measuring 
individual and organisational performance, an essential prerequisite for the launching of an 
effective training programme. For the overwhelming mass of Civil Servants at the lower
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levels, pcrromiaiicc measures are quite easy and, perlbrniance is to a large extent 

cjuantifiable.

Seclioii-Ill 

Types of Training Proj*ramnics

3.14. TVainiiig Piograiniiies should be organised at the time o f induction into each 

eniploynicnl. 'The coiUcnl o f  nduetion training will be detern)ined by (he gap between 

expected job-conipetencies and actual com petence  level o f  the concerned Civil Servants. 

vSiniilarly there must l>e arranged in-service train,ing at suitable intervals in the carecr o feach  

Civil Servant.

3.15. Since the whole structure o f  the Civil Services has to be covered under the training 

umbrella a midti layer effort is desirable. It is alsi) necessary to cM ganise com petence  based 

training progranunes, aimed at attaituiient o f  specified com petence  level amongst the 

participants.

3.16. T rain ing program m es may be broadly categorised into four classes ;

1. T hose  addressed to identified special requirements o f  individuals;

2. Program m es aimed at sensitisation o f  participants to pre- identified concepts and 

areas; and

3. Advancetl p rogram m es geared to meet the requiremetits o f  enhanced 

skills /knowledge necessitated by significant changes in technology, policies etc., 

witli a view to ensure optim um  perform ance o f  sectoral programmes.

In so far as the technical personnel including those from non- o iganised services are 

concerned som e m anagem ent inputs at periodic intervals will also be necessaiy.

Pcriodicity

3.17. No standard prescription is practicable for the periodicity o f  in-service training for all 

the levels, and their constituent functional sections. It will be determ ined in the light o f  

factors like funds, availability o f  training expertise and infrastructure and the frequv'iicy at 

which the relevant techniques, technology, laws, procedures, work environm ent go through 

sub)stantial change. Special training program m es at the time o f  iiuijor responsibility
I

changes— prom otion from G roup ‘D ’ to Group ‘C ’, prom otion to supervisory levels; 

promotion from Group ‘C ’ to Group ‘B ’; and promotion from G roup ‘B ’ to Group 

‘A ’— could be considered. In addition, when very m ajor changes take place in the stm cture
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and processes o f  an organisation, such changes should be accom panied by a com prehensive 

training programme.

3 . 18. W e take note o f  the fact that for the IAS and certain  other functional categories o f  the 

h igher Civil Services, two-yearly or other short interval training plans geared towards 

periodic sensitisation in specific areas exist. It is desirable  to keep provision of  training for 

these categories more or less at this interval. For, they must first be exposed to the stimuli 

o f  the fast changing professional and external environm ent. It is only then that these can 

percolate through all the echelons o f  the Civil Servicc System. Insofar Jis the higher Civil 

Services are concerned, the sensitisation program m es referred to above must be reinforced 

by more com prehensive  training inputs at appropriate stages in the career.

3.19. For the organised higher Civil Services, where the career  advancem ent chart o f  most

o f  these constituents follows a more or less standard path, such refresher training could be 

prescribed as a service-span specific exercise. By way o f  illustration, those with service o f  

less than 10 years may need additional inputs for upgrading know ledge and skills relevant 

to ilieir funclional nicas. I ’hose in Ihc scnvov bvackct o f  scrvicc upto 20 years may need 

exposure to key m anagem ent concepts in the context o f  governm ent functioning. M em bers  

with longer service spans need to be provided opportunities for analysis o f  G overnm ent 

policy Vv'ith pujticular emphasis  on understanding the process of  policy formulation, 

accom panied by a study o f  related social, econom ic  political implications. T he Cadre 

Controlling Authorities should consider prescribing a direct linkage between such training 

aTid promotion. ,

3.20. Likewise, it is difficult to write down a standard prescription for duration o f  a  training 

programine. It will vary depending upon the nature o f  training needs and, o f  course, the 

o rganisa tion 's  pervasive concern for resource. Som e broad observations are how ever 

con^'idered desirable. For  the higher Civil Services, the existing scheine of  induction training 

including practical training, if  any, ranging from 18 months to 24 months is considered 

adequate. As regards the in-.service training, the duration o f  sensitisation program m es could 

be ideally about one week. The Group takes note o f  the fact that refresher courses for officers 

belonging to IAS run ove t  a period o f  3 weeks. Such a duration is considered just appropriate 

for refre,sher courses for o ther Cadres as well. T he  advanced p rogram m es will have to nin 

over a much longer period, usually ranging between 3 months to one year. It is also pertinent 

to observe that training is behavioural characteristfcs and attitudinal issues needs to be 

reasonably long, for these lend to respond to ‘s low -trea tm ent’.
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Scclioii-IV

Designing a Training Progranim e-Prescription of Training M ethods

3.21. In Scclion-II, we have outlined some ol lhe pre-lraining sleps requiicd Ibr launching 

a pro|)er training prograinme. Obviously, there are many other orgatiization-specific, 

situation-specific and even individual-specific issues that must also he attended. Once these 

pre-training issues have been taken care of, the ground has been prepared for moving on to 

the ne.xt step, namely, the designing o f a training program m e. Unlike the previous cxercise 

in which the main role is to be played by the organization for which training prograntm e is 

being designed, the actual designing o f  p rogram m e is largely the work o f  experts i.e. training 

institutions, training consultants, and functional experts. O nce  the ‘tra inable’ issues have 

been sorted out from other issues, it will often be seen that not all ‘t ram able’ issues need to 

l>e treated by fornial training progranunes, to be conducted by specialised training 

institutions. I 'h e  range o f  choice available is considerable  and is conditioned by .several 

factors, -available resources, tim^ and so on.

Several Training Settings ,

3.22. T he  training institution and the organization concerned can, by mutual consultation, 

work out a list o f  training events to take place in a variety o f  training settings. Som e o f  the 

events can be organized within the organization it.self, largely by its own staff, with the 

assistance o f  training experts. In certain situations, a core group o f  people, selected from 

various functional levels o f  the organization, can be trained together to catalyse the process 

o f  training within the organization. The selection of  candidates for training should keep in 

view the fact that individuals o f  different levels often constitute a whole integrated 

instrument for perform ing a task. It is advisable to train them together, l '̂or certain kinds of  

training, individual learning can be encouraged with the assistance and advice o f  experts.

Match between Training Objectives and Training Methods

3.23. By and large the nature of each training event dictates the specific method o f  training 

to be adopted ; but this is by no means rigid and invariable. There  is much r t '  rn for 

improvisation and adjustment.
I

Balance Organisation’s and Individual’s Expectations

3.24. T he  ob jectives o f  the work organization, say a departm ent o f  governm ent and its field 

formations (perform ing a certain type o f  work like collection of  direct taxes), may not fully 

answ er to the expectations o f  individual functionaries whose motivation Ibr training may be

27



somewhat different from the organisation’s. W hile  balancing the expectations o f  the 

organisation and the individuals the o rganisa tion’s needs must ordinarily over-ride the 

expectations o f  the individual.

3.25. Following from the above it the idea o f  involving, as far as possible, participants in 

designing the training program m e.

3.26. It is not the purpose o f  this report to suggest details o f  training design. For one think, 

there are expert training institutions, individual consultants  and so on, who are belter placed 

(o design a program m e tailored to the needs o f  a specific clientele. For another, and this 

follows from (he first, each program m e while anim ated by the broad principles applicable 

to all organisations o f  the governm ent across the board, m ust carry the stamp o f  having been 

designed to snil the specific requirements o f  the organization and the clientele. 7'he Clioup 

w'ould only like to suggest a few important relevant points.

'Frainins KvcMit in Step with the Learning Proccss

3.27. 'Praining events must be harnes.sed to the learning process. All too often training 

program m es ofler a rich collection o f  events', arranged haphazardly, vvilli the result that 

individual events fail to produce the desired learning effect upon the trainee; why, it often 

produces a certain disorientation in his mind.
!

3.28. In preparing the syllabus this issue o f  harm ony between the learning process and the 

training event must be kept in mind. The introduction of  the com plexity  o f  a theme, and for 

that matter, the entire program m e, should be synchronized with the learner’s rising 

receptivity to it, hopefully promoted by the previous training events in the programme.

Balanced Content '

3.29. A p rogram m e should not be too heavy so as to leave no time for the trainee to absorb 

the inputs. It w'ill create in his mind a feeling o f  being sw am ped by it. At the sam e time, it 

should not be so light as to stray him to distraction, thereby serving to convey the impression 

(hat the tia in ing program m e is a mere ritual and need not bo wasted too m uch time and 

thought on. In other words, the program m e should be stimulating enough, but must leave 

time and opportunity  for reflection.

List of Methods

3.30. A few observations about the methodology o f  the training program m e. The idea is not 

to offer an exhaustive li.st o f  methods and techniques applicable to training. Train ing 

institutions and experts will undoubtedly draw  specific items from the armoury in response
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to llic need oC the design. It is just to give an idea to the makers o f  training policy o f  tiie 

available range o f  choice that the following observations are being made

3.31. As staled earlier, there must be a match betw een a training event and the method applied 

to implemeni it. O fcourse ,  in doing this there is much room for permutalion anti con)bination 

o f  techniques available, improvisation and experim entation. The choice o f  methods and 

techniques will also be conditioned by the outcom e that any event seeks to produce. For 

example, if the desired outcom e is conceptualisation, the ideal methods to apply would he 

those that have a certain academic orientation; if the outcom e is sharpening of skill, there 

should be room for ‘doing a th ing’ and understanding the processes o f  doing it.

On-The-Job 'rraining

3.32. Tliis is specially useful when training program m es aims at im proving the skill o f  the 

performer. It is more relevant to the so-called cutting edge  level functii)naries w hose jobs 

do  not u.sually involve vei^ complex skills and techniques. 1'hey are large in num ber and 

perform more or le;ss routine tasks. The inability o f  the governm ent periodically  to train them 

in- service, has been largely due to their enorm ous size and the very large variety o f  tasks 

they perform. Yet their training is unavoidable and, on rellection, may turn out to be much 

less difficult and unattainable than is usually thought to be. If  a handful o f  functionaries is 

chosen from  each w ork ing  unit for being given special training for a short period of  time 

and then they are put back into their work unit to train their fellow workers, it will not place 

too heavy a burden upon the resources o f  the organisation, financial, material and human. 

It avoids the problems attendant to transfer from the job  to the training forum and from there 

back to the job. It wi!l a llow the normal work o f  the work unit to go on unintermpted. 

Unfortunately little such effort has been made in most governm ent organisations which do n ’t 

have technology orientation. Y et such training program m es for, say, the land revenue 

administration, the V LW s, the police and so on, can m ake  tremendously beneficial impact 

upon the efficiency o f  the govem m enta l system in the States.

3.33. On-the-.Fob training should be tried extensively in the short run, though it has certain 

limitations that can be overcom e only by supplemental, formal training to be conducted by 

specialised training institutions, it may not answ er the needs foratt i tudinal training, an issue 

that will be taken up  in a separate chapter o f  this report.

Training in the Field

3.34. T rain ing in the field has much in com m on with training o n - the - job ;  but there is a vital 

difference. It takes the trainee away from his own jobs, to a field in which a certain job.

29



mostly similar in nature, is done. Since this abstracts the trainee from his ow n jo b  

cnv;/onm enl conditioned by elements that may not have  relevancc to the training objectives 

but are distracting for him, it has the advantage o f  offering a-job-like environm ent in which 

systematic training can be imparted to the trainee. T he  trainee experiences all the essential 

elements o f  his job situation, and can relate practice with theory.

A clioii R esearch

3.35. It has nnich in com m on with training-in-field-action. Action research is really research 

based, intended to bring in the result o f  research to im proving action. Participation in action 

is accom panied and followed by intense analysis, m eticulous supervl’sion, evaluation o f  

fced-back and so on. Many innovative devices can be used to convert routine experiences 

iiilo learning opiKjrtunilics and create new, better, ways of  perform ing tasks. Its great merit 

is that tiic |iiacti(ioiKMs themselves are intimately involved in the reseaich on the probletns 

concerned and can contribute to their solution more directly than outsiders, who are involved 

in the research on similar problems, but not in actual implementation.
I

M cIImkKs o f Sim ulation

3..^6. riie above n»cntioned training methods involve participants in actual work in one form 

or the other. It may not be feasible always to organi.se training program m es with participation 

in action as its core element. These point to simulatory methods o f  training. Som e o f  them 

are >

(a) Role playing-It helps participants to ex(>eriencc what sonielhing sounds or feels 

like. This is particularly appropriate for behavioitral issues, allows the participant 

to perceive the view- points of  the person at the receiving end as well as the one 

at the giving end.

(b) In-basket exercise-It recreates a work-organisation-like environm ent and places 

participants in a variety o f  roles which they have to play or  encounter  in real life.

(c) G a m e s - l ’his too is essentially role play. The players briefly experience and 

practice different ways o f  dealing with a situation and their consequences.

3.37. T he  advantage o f  simulation is that they provide controlled experience o f  certain 

selected, highlighted, e lem ents o f  a com plex situation, not all o f  whose d inicnsions need be 

taken into account for training purposes.

3.38. 'riiere could be many variations on this general method. The essential point in all is 

that they allow heightened perception o f  selected issues, in controlled situations in which 

the extraneous factors (extraneous in terms o f  training need), inseparably mixed up in the
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real life silualion, do not impinge upon the training situation. These are especially useful for 

behavioural training,-iinparting skills for interpersonal relationship, social contact and so 

on.

Case Studies and Incident Studies

3.39. T hese  are based on real life situations; only that a slice o f  the real life is taken as a 

sam ple for training purposes. The trainee experiences the situation as though he has been 

involved in it. Preparation o f  case and incident studies needs a create deal o f  expertise; the 

data used must be brief, precise and pointed to training purposes. Thi:i is an exciting area for 

research by training nislitutions and experts.

Cluss-Kooni Methods

3.40. Certain melliods and techniques arc particularly suitable for enhancem enl t)f 

know ledge and conceptualisation; the traditional o f  them is the class room method. Its main 

shortcom ing is that it p resum es the trainer and the trainees to be on the sam e wave length. 

It tends to ignore the fact that participants follow their own pace in learning, have differetu 

backgrounds and, therefore, different degrees o f  receptivity to the same material being 

d ispensed through the c lass-room  method. Yet in many situations this time-tested method 

helps best in explain ing com plex concepts and ideas and can be a valuable incentive to 

individual learning.

Individual Learning

3.41. Its greatest advaiUage is that it permits each participant to dclcrm ine his own pace of  

learning, liven the trainer can regulate his pace to partic ipant’s individual re(|uiremenls. 

Wl\ere a training group consists o f  heterogeneous e lem ents in terms o f  their specialisation, 

background etc., individual training has m uch to com m end  itself as an effective method for 

pron)oting conceptualisation, understanding, and in certain situations even skill.

Seminars, Syndicates and Workshops

3.42. T hey  promote cross-fertilization o f  ideas am ong participants who com e from different 

p iofessional backgrounds, but have some com m on, underly ing perception and interest to 

bind them  together. They help clarify many hazy ideas, perceive the m ullidimensional nature 

o f  issues and prom ote a spirit o f  tolerance for o ther peop le’s ideas and view-point.^. They 

are an excellent method for promoting general understanding o f  broad issues, but may not 

be very suitable for improving functional skills.
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Distance Learning Method

3.43. K has im m ense  poten tia lities. T h e  range  o f  techno logy  ava ilab le  For it is 

cver-witliening. It requires  very little cen tra lised  in frastruc ture ,  can reach an im m ense ly  

larger c l ien te le  than possib ly  any o ther  m e th o d  can  do. M o s t  im portan t  o f  all, it a llow s 

the p ar t ic ipan t  to rem ain  on jo b  and learn at his ow n  pace . I t  how ever ,  lacks the persona l,  

hum an touch w hich is so badly  needed in m any t ra in ing  events ,  particu larly  those  re la ted  

to behav ioura l  issues.

3.44. The above listing is by no m eans exhaustive, nor is it that each method lends itself to 

application for only a specific performance objective.

3.45. M ost tra in ing  insti tu tions have bias for som e t ra in ing  m ethods  and techn iques.  T his 

is cond it ioned  by thclr  l ifc-history  as well as the ir  cu rren tly  ava ilab le  in frastructure  and 

expertise . 'Fhere is a tendency  on the part o f  m any tra in ing  Tnstitutions to ta ilo r  tra in ing 

designs to suit the ir  ava ilab le  expertise  and in frastruc ture .  T h is  is a g rave  error, for it 

am ounts  to the tail w agg ing  the dog, ra ther than o the r  w ay around . For this s tate o f  affair?; 

it is not thv̂  tra in ing  institution only w hich is to b lam e; very often  the govern m en t  

o rgan isa tion  too. R easons like physical p rox im ity  o f  the tra in ing  insti tu tion  to this 

o rgan isa tion , and m ore impoi'tantly, the prestige  a ttached  to the nam e o f  an institution, 

or its location in a com fortab le ,  a ttrac tive  place, tend to in fluence  cho ice  o f  institution. 

T his  must be avoided.

3.46. No training design is a finished blue-print; it is only an indicative map. It requires

periodic modification and refm em ent in the light o f  experience gained. I

rreparmion of Training Modules

3.47. A selection  o f  even ts  o f  a tra in ing p ro g ram m e  can  be fo rm ed  into b locks  or  m odules  

in which a few, usually  tw o or three, in te rre la ted  sub jec ts  arc treated  so that they 

consti tu te  a m ore  or  less se lf -con ta ined  package  a l low ing  the pa r t ic ipan ts  to concen tra te  

on them  w ithin  a g iven  time-fra>Tie. T he m odules  can be so p repared  that they prov ide  

inputs to the par t ic ipan ts  in a p rede te rm ined  o rde r  o f  co m plex ity ,  tho roughness ,  and 

in te rre la tedness .  T hey  allow  the partic ipan ts  sm oo th  transit ion  from  one m odule ,  a fter 

its inputs have sunk in, in its u nders tand ing  process , to  the next m odule .  'I'his is a 

poten tia lly  rich a rea  for research  in the prepara t ion  o f  cu rr icu lum . T he  ideas and skill? 

needed  for p e rfo rm ing  c lose ly  in terre la ted  tasks need  to be a rranged  toge the r  so that the 

inputs o f  one m odu le  can be a se lf-con ta ined  p ackage  fu lf i l l ing  a certa in  aspect o f  the 

tra in ing  objectives .

32



Section-V

Post-Training Steps Needed to be Taken

3.48. Pre-training cxcrciscs, llie training process and steps to be taken a lter the (raining, all 

form part o f  a continuuin. Hacli is indispensable in the schem e o f  things and must follow a 

well- ordered sequences. In this the organization, which has sent out its personnel to be 

trained, has a,very important role to play, h must do its hom e work before sending people 

for training and select suitable persons for training. It will not do merely to send som e people 

to com plete  the quota  (hat may have been given to it by a central training authority, whatever 

its name may be. In the schem e o f  things suggested in this report, a training |)rogramme is 

l o b e  cnsUMn-designed and, therefore, the organization’s Vdentirication of training needs must 

have gone into (lie ilesigning o f  the programme, once the trainees com e back after training, 

the organiza(ion must strive to put them in appropriate slots. Not everything that the trainee 

has imbibed may be immediately  applicable to the o rgan isa tion’s work system. But if the 

trainee com es back and finds that there is no scope w hat-so-ever for him  to apply, ov even 

experim ent with, has new ideas, skills and so forth, the resultant frustration and cynicism  

will not only disable him, but also others in the organization.

3.49. There may be som e problem  in placing in appropriate  slots newly- trained officials at 

the higher level o f  the Civil Services, an issue w e will d iscuss at som e length in the chapter 

on the higher Civil Services. But the G roup docs not see any insum iountable  difficulty in 

the way o f  putting newly trained functionaries to appropriate  slots within an uni-cfunctional 

organisation which has sent its trainees to a custom -designed  training program m e. The 

organization having been involved right from the beginning o f  the exercise should feel 

obliged for som e in-house action indicated by (raining.

3.50. In this task the training institution and the consultancy agency, if  any, also have a role 

to play. While designing a training programme; they may advise the organisation on the 

broad lines o f  action it cou ld  initiate so as to use its newly trained m anpow er. This will also 

have the effect o f  injecting a measure o f  realism  into the o rganization’s and the tra inees’ 

expectations from the p rogram m e.

3.51. As a m atter o f  fact, under an ideal schem e o f  things the organization should keep in 

touch with the trainee during the training program m e. Similarly  the training institution 

should also keep in touch with the trainees and the organization after the trainees are put to 

appropriate slots o f  the organi/.ations, when they go  back to work.
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3.52. Post-progranmie counselling by the training institution, conduct o f  refresher courses, 

maintaining o f  contacts through publication o f  newsletters or  periodicals in which the 

ex-trainees take pail, are some o f  the ways o f  ensuring contact between the organization, 

the ex-trainees and the training institution.

Section VI

C oncurrent-M onitoring and Evaluation |
i

3.53. A training program m e must have built-in procedure for concurrent monitorirtg o f  the 

t ra inees’ progress towards specified training objectives. This will have the familiar benefit 

o f  giving opporlunilics for mid-course correclion before a p rogram m e or any event o f  it goes 

off-the (rack. Concurrent monitoring accepts as fixed the training objectives o f  particular 

events and program m e. 'Fheir success or failure is to be measured in terms o f  these objectives.

3.54. Concejitually, evaluation should com e after the com pletion o f  the program m e, and 

preferably after a time-lag within which the effect o f  the program m e upon the perform ance 

of  the trainee and the organisation can be observed. An evaluatory exercise  has to go far 

beyond the immediate training objectives. It should judge  the effectiveness o f  a  program m es 

in achieving the objectives o f  the organization anti in improving the perform ance o f  its 

personnel. I'here is a logical connection betw een concurretU m onitoring and 

post-program m e evaluation. One cannot obviate the other.

3.55. A few ideas about organising evaluatory studies may by put dow n below. A 

com prehensive  exercise  in evaluation must involve all the parties concerned  in (he training 

and som e others too. T he  organization, the recipients o f  training, the training institution, the 

funding agency (in this case the governm ent or  an 'international agency) has each its own 

angle o f  vision for judg ing  the effectiveness o f  a training progranmie. H ow ever, the 

judgm ent o f  each by itself if likely to be partially valid. A  partial corrective may be given 

by the induction of  acadcm ic researchers.

3.56. The fonnal, routine evaluatory exercise done by,m any training institutions at the end 

o f  a p rogram ine are usually superficial, mechanical and contain very little insight. An 

excrcise in evaluation must take the training programme as a whole, the clim ate  o f  training, 

the methodology adopted, the effectiveness or otherwise o f  the program m e, ttie suitability 

and respon.«;ivencss o f  the participants, the impact o f  training upon the participant as an 

individual, upon his work in the organization, and upon the organizxition as a whole. Has the 

programme contributed significantly to the realization of  the organisational objectives? This is
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a vnlid poiul to be investigated. In such an exercise the organization’s active cooperation is 

indisjxinsable. After all, the efTectiveriCss of a programme on the ground can be judged only 

if the knowledge, 'skill, expertise impaited to the trainees are allowed to be applied or 

experimented with in the orgatiization. Cost- effectiveness must invariably be a point o f  iixiuiry.

3.57. Rvaluation o f  the effectiveness of  training upon the participaiU is primarily the 

responsibility o f  the organization, b u t  the assistance o f  the training institution or outside 

experts may be required.

3.58. The organization must also review its training objectives in the light o f  experiences 

gained from the earlier program m es. It may discover that its training objectives have been 

inadequately formulated or that they are either too large, imprecise and impracticable o f  

realisation through training, o r  that they do not focus on ihe viila\ tasks necdcii for ihc 

realisation o f  the organi.sation’s objectives.

3.59. A frequent exchange between the organization, its trained personnel and the |^raining 

institution Concerned may lead to regular and periodic, formal and infomial, evaluation followed 

by marginal adjustments. This will help keep training objectives aligned with changing needs.

1'he difficulties o f  a cost-benefit analysis 'are more deep-rooted than apparent on the surface.

3.60. F o r  realising the legitimate expectations from a program m e, a series o f  organisational 

changes," managerial, procedural etc. - may be required. T hese  may cost m oney. But then 

such uncertainties are innate in any such exercise. In practical life, perfect decisions are

rarely possible, one has to go by approximation, and form ing an approxim ate  judgm ent is
■ i ■

the primary responsibility o f  the policy m aker and resource provider. Hvaluation o f  the 

long-term effects o f  training in a changing situation calls for building up capabilities for 

strategic planning on the part o f  the policy maker, - to which we shall revert in the chapter 

on the higher Civil Services.
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CHAPTER 4

ROLE OF TRAINING IN ATTITUDINAL 
TRANSFORMATION

4.1. R cquiienients  related to the role o f  training in Attitudinal T ransfom iation should 

normally have formed part o f  the ‘Train ing S tra tegy’. However, the group considers that 

tackling the atfiludinal factors is an area which has not received due attention in the past and 

deserves to be looked at in a  more com prehensive  and purposeful manner.

4.2. I'he perform ance o f  Civil vServants, particularly those at the cutting edge is consistently 

perceived as sub-oplimal by the com m on man, usually because of  lack in terms o f  the 

appropriate attitudes. Responsiveness to the needs and sensitivities o f  the people and 

ensuring client satisfaction pre-supposes positive attitudinal disposition in the CiviJ Servant. 

Dcveloi^mcnt of  right attitudes in the Civil Service therefore, acquires a sense o f  importance 

aiul urgency.

4.3. We have stated earlier that enhancem ent o f  know ledge leads to building up o f  confidence 

in individuals. Likewise, enhancem ent o f  skills contributes to im provem ent iii com petence

1.1 them. Altitude can be said to contribute to formation o f  com m itm ent in the individual. 

Attitude, plays perhaps even a more pivotal role in im proving the actual perform ance levels 

o f  individuals. Thus in spite o f  availability o f  the best o f  know ledge and skills, the ability 

for delivery o f  desired .services may still be found wanting in individuals if they are not 

imbued with the appropriate attitudinal disposition. Possession o f  the right attitude, 

com bined with the appropriate know ledge and skills leads to enhanced cus tom er satisfaction.

4.4. A lthough altitude plays an extremely im portant role in contributing to the performance 

level o f  individuals, it is something which is not visible. W hat is seen is the behaviour, as 

conditioned by the attitude. W hat is also accepted is that the behaviour is conditioned in a 

large measure by the environm ent in which the individuals work. A bsence  o f  the right 

environm ent leads to behavioural aberrations.

4.5. W hile it may be possible to condition a person’s behaviour (at least temporarily) by 

non-training interventions like, say, better discipline and control, it is obvious that molding 

one s attitude is the best way lo ensure that behavioural patterns are not upset too much by 

changes in the w ork ing  environment. Attitude is also arguably the most difficult o f  the 

attributes to inculcate. T he  group has been constantly faced with the question w hether 

attitudes can be influenced by interventions including the training intervention. The group
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has com e to the conclusion that the war on the attitudinal front is, after all not a lost cause 

and it is possible to make an impact in the matter o f  m olding attitudes through practically 

feasible interventions.

Tu4,'kUng the Problem

4.6. T he group feels that conducting o f  self-awareness program m es can be an effective 

starling point in this direction. The group also feels that exposure  to new concepts, resulting 

in the general broadening o f  the mental horizon can also contribute to developm ent o f  right 

attitudes. Both these intervention can be attempted through training. T he group also 

considers that attitudes are to a great m easure de tenn ined  by h ow  an individual is treated by 

others in the organisation. Thus strategies aimed at effective team building within 

organisations can make a positive contribution towards attitudinal improvement.

4.7. W e would however, like to sound a note o f  caution. T he  interventions suggested, or any 

other intervention for that matter, need to be adm inistered in a very careful manner, for this 

is an area where inappropriate applications of an intervention m ay lead to negative impact 

on individuals.

4.8. W hereas  the organisational culture in which an individual functions detem iines  in son\e 

measure his own attitude, the am bience away from the w ork  place (at hom e) as also the kind 

o f  exposure  provided during the training program m e have a role to play. Since it is the nonnal 

tendency o f  human beings to have their role model and em ula te  them, it is necessary that 

appropriate  role models are m ade available, at least at the w ork  place and the place o f  

training.

Role of Training

4.9. It is imperative to have the right persons as trainers in institutional setting as aitio the 

work set situation. There is a need to ensure this at least during the first few years o f  the 

service o f  a civil servant as most o f  the attitudinal traits take shape during that period. It may 

also l)€ useful if the training institution could diligently prepare  case studies highlighting the 

im pact o f  attitudes o f  Civil Servants on the success or failure o f  G overnm ent P rogram m es. 

A  jud ic ious  use of  the tools o f  organisational behaviour m ay also be helpful.
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TRAINERS

5.1. Trainers are arguably the heart and soul o f  training function. Not eve i^body  is a potential 

trainer. At present, trainers are picked m ore  by accident than by choice. This trend needs not 

only to be arrested but reversed also. It is extremely important that a trainer acts as a  role 

model for the trainees. As such he should not only be a person seen as successful in his line 

dcparlmcnl but must also be a person imbued with a proper value system.

5.2. It is therefore, important to have the right persons selected as trainers l>ecause very 

sul>slanlial investment would have to be made in them for modeiiii}.’ them as effective 

trainers. I’sychologica! tests aie  widely used in the selectit)n process for a variety <̂ f 

functional fields. The defence services in India use them extensively for their recniitm ent 

and placement. It is considered within the realms o f  possibility to devise scientifically 

designed tests to measure the trainer potential in an individual. Such test n^ay also permit 

som e ini^exing of the vaUie system of the individual. Such a system needs to be developed, 

tested, stabilised and put to exhaustive use for developing a cadre o f  trainers in every 

organisation.

5.3. An oft-cited weakness o f  the existing system is that having developed considerable 

expertise in the m atter o f  imparting training, the trainer gets lost to the system  once he 

com pletes  his tenure in a training institution and goes to the line department. T he return o f  

a trainer to the field after a reasonable tenure in the training institution is inescapable so as 

to ensure that the person does not lose touch with the ground realities, thereby affecting the 

quality of  training. H ow ever, it needs to be ensured that the expertise acquired by a person 

while w orking as a faculty in a  training institution is not wasted even after his return to the 

parent department.

5.4. A person, once identified a trainer should therefore be used as a trainer even while he 

is posted in the field. This can be done in several ways. He can be used as resource person 

by a network o f  training institutions dealing with the areas o f  his expertise. He may be 

detailed to oversee the design and im plementation o f  induction and even in-service training 

o f  em ployees at the field level. He can even be u.sed as a Train ing M anager  (discussed in 

greater detail in chapter  on ‘Institutional Arrangem ents  for T ra in ing ’). A system o f  assigning 

a group o f  probationers to such trainers m ay be considered, their responsibility to the group 

being such that even in the case o f  transfer o f  a  trainer from one assignm ent to another at 

the field level, the group o f  probationers m ay also shift to his new place of  posting  with him.

CHAPTER 5
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I luis ‘'(Yaiiicr’ may be used as a generic term. The concept o f  ‘once a trainer a lways a tii 'sncr’ 

is likely to give an additional sense o f  importance to the person concerned.

5.5. In the present day scenario, a trainer is by and large left to h im self  to plan and organise 

the training program m e under his charge. Like any other field o f  human activity, it is 

necessary to evolve suitable standards for performance of  trainers. T he  standards may cover 

both the quantitative and qualitative aspects o f  the training p rogram m es actually conducted 

by the trainers while working as faculty m embers in institutional setting. In addition, the 

standards may also be set in respect o f  activities o f  trainers related to research and publication 

as well as consultancies. Needless to Siiy no standard can ever  be a ttained or ensured unless 

there is an effective monitoring and evaluation system. Such a system  needs to be set up in 

each training institution, enlisting active participation o f  the training institution, the user 

departm ent/organisation and subject experts/consultants.

Trainer Development

5.6. The trainer having been selected after a scientific testing o f  his trainer potential including 

appropriate value system, it could be presumed that no significant inputs are necessary for 

attitudinal improvements. It is however, necessary that suitable m echanism s are evolved by 

which a trainer is enabled to keep abreast o f  various changes in the field o f  his specialisation. 

T hus  inputs geared to update the knowledge and skills o f  suitable frequency may be 

necessary. In so far as the requirements for updating the know ledge are concerned, it may 

be desirable to depute trainers at suitable intervals to centres o f  excellence in areas o f  !heir 

concem . As regards the developm ent o f  skills, the group takes note o f  the fact that the 

D epartment o f  Personnel and Tra in ing  o f  the G overnm ent o f  India has already developed 

training packages dealing with Direct Trainers Skills and Design o f  training skills. I'he group 

would  also recom m end additional inputs to be arranged for developm ent o f  training modules 

fo r  inculcating skills in other areas such as m anagem ent o f  training.

Incentives

5.7. T he jo b  o f  the trainer needs to be given additional respectability as also increased 

im portance. T he reluctance o f  most o f  the successful field managers to w ork as T rainer is 

all too well known. It is indeed unreasonable  to expect a successful field m anager  to opt for 

an  assignm ent as a trainer in a formal faculty post in institutional setting, leaving behind the 

j o b  satisfaction, a sense o f  im portance and last but not the least the perks associated with 

m ost o f  the fields jobs. It is therefore, necessary that a  suitable schem e o f  incentives, both 

m onetary  and otherwise may be put in place for those prepared to work as faculty mem bers
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in the training institution. A graded training allowance, whereby the quan tum  o f  training 

allowance increases with each successful year  in the trainers role in a training institution, a 

preferential house a llotm ent schem e and assured admission for children in schools could be 

cited as a few o f  the possible incentives. T here  may also be a .schem e whereby preference 

is given to trainers for long tenn  training courses outside the country to enhance the 

know ledge o f  their subject. With the inherent multiplier effect, this would make overseas
 ̂ I

training more cost-effective. As regards use o f  resource persons in training institution, the 

group takes note o f  the widely held perception that the remuneration perm itted under the 

G overnm ent guidelines to such visiting resource person is grossly inadequate. T here  is a 

need for suitable enhancem ent in the quan tum  o f  such remuneratioii both with a view to 

impart additional respectability to the assignm ent o f  the resource person as also to attempt 

a com pensation  for the effort that has to be put in by the resource person for undertaking the 

assignm ent as a guest faculty.

T r a i n e r s  SU\fTing ScU cm c

5.8. As in m any other fields, it is desirable to have a panel o f  trainers prepared to take care 

o f  the requirements o f  various training institutions. The 'Fraining Division o f  Department o f  

Personnel and Training could play the coordinating role in this area, whereby a list o f  trainers 

o f  proven iiierit, as also potential trainers selected on the basis of  scientifically administered 

psychological tests, could  be maintained, and placem ent o f  em panelled  personnel against 

T ra iner’s slots effected in a systematic manner. . ‘ .
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c i i a i »t i<:r  6

TRAINING FOR THE HIGHER 
CIVIL SERVICES

Geiierfii A p p ro u c l i

6.1. In the foregoing chapters a general vStrategy lor training the Civil Survices across the 

levels has been outlined. W hile this will largely hold good for the higher Civil Services as 

well, certain specific characteristics o f  the latter require a separate treatm ent o f  training 

issues reWvanl to iheni. In certain im poilant respects, their orientation is qualitatively 

different from that o f  the o ther levels o f  the Civil Services in the country.

6.2. For the puipose  o f  discussing training arrangements for m em bers o f  the higher Civil 

Services, it seem s logical to divide them into two sub-levels. If  we take the group ‘A ’ and 

‘B ’ services as constituting the body o f  people who belong to the higher Civil Services, a 

rough and ready functional division will place an overw helm ing  majority of  them, may be, 

around 80%, to the level o f  executives and jun io r  managers/administrators. Most o f  them 

work within the limits o f  functional area or  organisation, virually for their entire career. 

They m ake important though imperceptible in the short-mn, contributions to sectoral policy 

formulation by creative interpretation o f  extant policy, laws, rules etc. In the course o f  their 

executive action and quas i- ju d ic ia l  decisions. T he adm inistra tive/m anagem ent fu:Ktions 

they perform are largely organisation-spccific  and rooted in specific organisational culture. 

A m ongst the rest, officials o f  unifunctional organisations both at Centre  and Slate levels 

perform adm inistra tive/m anageria l functions in their respective organisations. Their 

m anagem ent experience is founded upon thorough familiarity with the organisational 

culture and so on.

6.3. A small num ber in the higher Civil Services, may be no more than 1-2%, may be 

covered under the Central Staffing Schem e or otherwise, outside their parent organisations 

in which they have to play a larger m anagem ent role, rising above the cultural and functional 

orientation o f  their parent organisation.

6.4. T he three All India Services, particularly - the IAS, stand on a som ew hat different 

footing. G room ed  to perform ' general adm inistra tive/m anagem ent functions from quite 

early in their career, m em bers  o f  the IAS acquire g e n e ra l  in a n a g e i i ie i i t /a d m in is t r a t iv e  

c a p a b i l i t ie s  a n d  skills. But these are not usually founded upon any subject-specific
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expertise. Consequently , their training needs are somewhat difl'erent from those o f  the other 

categories mentioned above.

6 5. A thorough Training Needs Analysis (TNA) should be the staiiiug point for devising 

training p rogram m es for the higher Civil Services like all other levels, l^rom what has been 

stated earlier, it is clear that the training orientation for each o f  the functional categories 

mentioned above will have to vary within certain limits. The fact that scientific and technical 

experts m anning  the top positions o f  various technical and scientific o rganisations are also 

increasingly moving towards the senior m anagem ent positions, calls for a som ew hat 

different focus on their training programme.

6.6. 'I'hc G roup  has had the benefit o f  the report o f  the U N D P - ( lovcniinen t o f

u id ia -sponsored 'I ’NA, conducted in 1992-93 for the higher Civil Services in India. Limited 

to only a certain num ber o f  uni- functional services, besifJes the All India Services, and also 

partially based upon a small sample o f  officials, the report offer Valuable insights into the 

training needs of the h igher  Civil Services. A structured M anagem ent Excellence hw entory  

(M EI) in the shape o f  a;set o f  questionnaire elicited infom iation/opinion from the samples 

in regard to their training needs. Going by the numerical strength o f  response o f  the sample 

population, with regard to each item. 16 items belonging to two categories, namely 

m anagem ent functions and effectiveness characteristics, have been suggested  in the report 

for being the focus o f  training programmes. These  relate to issues of  leadership, coordination 

com m unication , inter-personal sensitivity, action orientation, strategic view forming, 

environm ental awareness, adaptive skills, flexibility tind so iv\. These findings broadly 

accord with the suggestions made by m em bers  o f  the Group and officials and experts o f  the 

Central Governm ent, the State G overnm ents and the training institutions with whom  the 

G roup has had the benefit o f  interacting. ,

6.7. It is not the purpose o f  this report to suggest a lis? o f  functions and characteristics to be 

covered under training program m es for any level o f  Civil Servants. But those mentioned 

above have been listed to indicate broadly the direction o f  orientation that training for the 

higher Civil vServices ought to aim at. It is, however, relevant to stress here that the highest 

level o f  the Civil Service system, consisting o f  persons drawn from different uni-functional, 

scientific, technical organisations/services in addition to the All India Services, for 

perform ing senior m anagem ent or administrative tasks need training to develop  professional 

ski"! or general m anagem ent ability across the departmental or organisational boundaries, 

without being constrained by the imperatives of  a particular speciality.
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6.8. Wc have so la r  trea ted  the queslion  o f  tra in ing  for the liighcr Civil S inv ices  a.s a 

s ingle , uiidif (e ren tia ted  stra tum . The idea is to crea te  by tra in ing  a huge, enough  pool

 ̂ from which  to draw  personnel for the topniost m anagem en t s tra tum  in G overiunen t .  (f 

a eu t-o l(  point has to he suggested  lor  a p repara lo ry  stra tum , it can possib ly  be placed 

at the  level of the D irec to r  to the G ov ern m en t  o f  India. Personne l o f  this level must be 

e xposed  to en v iro n m en t  and experience, th rough  tra in ing  and o therw ise ,  appropria te  for 

the ir  taking up h igher and qualita tively  d iffe ren t  responsib il i t ies  at the level o f  Joint 

S ecre tary  and upw ards.

6.9. It is in this group that long term investments need to be made. It is from amongst 

m em bers  o f  this group that a body o f  top level Civil Servants with a clear vision o f  the future 

o f  the country has  to be  carved oiU. Developm ent of  such a th in k - ta n k  constitutes a vital 

e lem ent i«̂  the proce.ss o f  nation building. Special training inputs- both in-country and 

overseas are necessary for this group.

6.10. The top-m ost m anagem ent stratum, constituted by the Joint Secretary to the Secretary 

levels, ought to be given intensive training in policy analysis, policy developm ent, forming 

o f strategic views and options, perspective planning etc. ' fhere  should be more inputs o f  

technical knowledge for managers drawn from non-technical streams, and inputs o f  

m anagem ent skill for those drawn from technical streams.

6.1 I. T he training o f  IAS officers has been discussed e lsewhere in this C hapter  in sonic 

detail. A m ongst the rest, the training of officers belonging to uni functional services needs 

to address itself to imperatives of  the specialised functioning, striving to expose the officers 

to new  concepts, trends and practices outside their organisation in the related areas. There 

is also a need for enhancem ent o f  ability to perceive and respond to the emergi.jg  needs 

likely to develop in the professionv.il field in the future. For those at the top levels, inputs on 

policy m aking, policy analysis, strategic p lanning and interrelations betw een the immediate 

professional environm ent and the national/global change in social, econom ic , political and 

technological spheres will also be neces.sary.

6.12. T rain ing requirements of officers form ing part o f  the Central S taffing Schem e are 

unique. Subject-specific  training in areas related to their sphere  o f  w orking will ':)e necessary 

for m em bers  o f  this group draw n from different services.

6.13. T he  kind o f  task  that the sen io r  m an ag em en t  perfo rm s, often involves a 

h e te ro g en eo u s  g roup  o f  partic ipan ts . T hey  m ust be im bued  with a scientif ic  tem per, 

w hich  p rom otes  abili ty  to analyze  facts and data, p erce ive  the causa l  re la tionsh ip  

b e tw een  data  and the conc lus ions  be ing  a rr ived  at. T h e  abili ty  to apprec ia te  and handle



techn ica l  d e ta i l s  o f  a l le rn a l iv c  p o l icy /m an ag em en t  op tions, fam ilia r i ty  with the 

informa ion techno logy , a sm atte r ing  o f  the num era l  sc iences and so on shou ld  find p lace  

in their  trt^.ining design.

6.14. In the training scenario  envisaged for the higher Civil Services, the specialised and 

subject-specific training will be coordinated by the departm ents  concerned. Training with 

general m ar.agoncn t inputs, involving participants d raw n from across departmental/ 

organisational boundaries will be organised by Departm ent o f  Personnel and Training. The 

group takes note o f  the fact that Department o f  Personnel and Training have schem es under 

openuion to tliis eflccl. 'I'here also exists a schem e whereby officers jo in ing  the Central 

M inistnes/DepaitmciUs at Under Secretary level are given a general induction training. A 

scheme for sensitisation o f  officers jo in ing in the Central S taffing Schem e at Joint Secretary 

level has also recently been put in place. The group recom m ends that these activities should 

be continued and further refined so as to make them entirely need specific.
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T r a in in g  fo r  I.A.S. O f i ice rs

6,15. The officers belonging to the Indian Adtiiinistrative Servicc occupy a unique position 

in the Civil Services. They have to discharge varied function at different stages o f  their 

career. W e have already stated that it is not the purpose o f  this report to go into the micro-level 

coverage under training program m es for any level o f  Civil Servants. The group lakes note 

o f  that fact that the training of  officers be longing to Indian A dm inistra tive Service has 

engaged the attention o f  the G overnm ent o f  several occasion in the past. In the recent past, 

there lu v c  been .wo high level com m ittees set-up by the G overnm ent to go into the structure 

and content o f  the training program m e for IAS Ofiicers. Broadly speaking, the existing 

scheme o f  training envisages a mandatory training exposure  to each officers belonging to
«

the servicc once in a block o f  two years. The training is usually in the shape o f  one week 

program m es attended by a mix ( f̂ officers from various States/Central G o vem m en t 

Departments, placed at different levels. This ensures a horizontal mix o f  participants drawn 

from different admitiislrative environments prevailing in different States, as also a vertical 

inlcgtai.ion of  participants workitig at various seniority levels. Each training program m e is 

usuaily focused to debate on one of  the predeterm ined list o f  specialisations. Apart from the 

one week program m es which contribute to exchange o f  experience as also sensitisation o f  

participants in specified areas, the training schem e also envisages Three  W eeks refresher 

courses at three different stages in the career  o f  each IAS officer. The schem e has been in 

operation for two blocks o f  1990-92 and 1992-94. From  al! available information the group



liiuls tliat no serious draw-backs have been reported. We therefore, recoiuniend that (he 

existing training scheme should be continued for som e more tim-3 . However, periodic review 

o f  cadre  training plans is npt only desirable but necessary also. W e expect that the 

governm ent will set up an expert com m ittee  at an appropriate stage in the future to go  into 

all aspects related with the cadre training plan for IAS officers.
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CHAPTKR 7

INSTITUTIONAL ARRANGEMENTS 
FOR TRAINING

Section - 1 
A llricf Overview of Existing Network

i

7.1. 'I'hc existing institutional network for training the higher Givil Services is fairly large 

and versatile. I liere are certain national level training institutions, primarily responsible for 

induction training to the higher Civil Services. I ’he most notable am ong them are the Lai 

Bahadur wShastri National A cadem y o f  Administration, M ussoorie, the National Police 

Academy, Hyderabad, etc. For most o f  the uni-functional services, there are sitniiar 

Cmvcvmnenv'vun insUUileslo piovidc induction level, professional training. These

are supplemented by additional inputs o f  training, being provided by certain expert, 

professi(Mial institutions.

7 .2 .1'or (he periodic, in-service training, a variety of ifistitutions have been established under 

the administrative contt ol o f  the Governm ent of  India and the State G overnm ents . To  this 

Categoi7  belongs the chain o f  Administrative Training Institutes (ATI), one in each State 

(more or less), acting as the apex institution for the State concerned. T he  ATIs a lso conduct 

induction training for various categories o f  officers o f  the State Governm ents.

7.3. There  are also other, expert, professional institutions taking part in training program m es
f

for the higher Civil Services, the foremost among them being the four l IM ’s at A hm edabad, 

Bengalore, Calcutta  and Lucknow , the Indian Institute o f  Public A dm inistra tion  (IIPA), 

New Delhi, and the Adm inistra tive S taff College o f  India, H yderabad etc.

7.4. An in -depth study o f  the adequacy or otherwise c f  training institutions for program m es 

tailorr:d to the strategy outlined in tiiis report needs to be made. Som e o f  the issues that such 

a study ought to cover are suggested below

(a) 'I'he capacity t)f the institution to accom m odatc  such training programmes.

(b) T he various disciplines that these institutions have or  can develop for such training 

programmes.

(c) Following from (b) above is the question o f  the speciaHsation, quality, and caliber 

of  the faculty.
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(d) T he physical infrastructure, the library, the conipuicr facilities, o ther aiitiio-visual 

training aids and so on.

(e) M ost important, possibly, is the ability and the willingness o f  the nistitution to 

interact with the governnicntal organizations conccrncd on a contnuiing  basis foi 

hel[)ing the organization fornuilate its training objectives, m ake training needs 

analysis, and ibr post-training interaction.

( 0  ' fh e ir  participation in a network o f  training institutions, faculties and (raining 

resources.

(g) T heir  links with field-level units o f  the governmental organization concerned.

1.5. What has been suggested in the foregoing paragraphs applies m ore or less equally to 

U’Amwg insVUiUions rinder the administrative control o f  the G overnm ent and other 

autonom ous training institutions. What is the ideal mix between the tw o categories of 

institutions that ensures quality, ex()erimental freedom innovativemiss and organi/.ational 

relevance o f  a training program m e? No rigid formula can be suggested for this, lixperience 

in different countries, including ours, seems to suggest that for training the higher levels 

o f  the Civil Services at any rate, au tonom ous institutions have an important role to play, 

provided ihey are equipped with research capability, have professional links with practicing 

administrators and managers and have developed a critical mass of  faculty endow ed  with 

the capabilities o f  problem-raising and problem -solving approaches pertaining to the sphere 

o f  public adm inistra tion/m anagem ent. A mixture  o f  the two types of  institution is likely to 

ensure the developm ent o f  multi-disciplinary faculty which is neither ensconced in the ivory 

tow er or purely theoretical pursuits nor lost in the nitty-gritty o f  daily administration.

7.6. T he induction o f  carcfully chosen public administrators and m anagers into the faculty 

will lend the m uch needed pragmatism to training designs. A ccording to our suggested 

schem e o f  things, even for the higher Civil Services the training p rogram m es should give 

considerable  attenrion to function- specific know ledge, expertise and skill. T he need for this 

has also been sharply focused in the training needs analysis o f  the UNDPaiKj the G overnm ent 

o f  India.

Training for the Cutting Edge

.7.7. The  foregoing discussion has largely focused on the institutional fram ework for training 

the higher Civil Services, although many suggestions made therein will have equal 

apphcability  to that fo r  o ther levels o f  the Civil Services too. T he G roup has not been able 

to  find m uch data  about the existing institutional a rrangem ents for the conduct o f  training 

program m es for the m iddle  level o f  the Civil Services. W hile  t is reasonably clear that for
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all o f  ihem there is som e induction level training, provision for  in-service training seems to 

be severely limited. It is an enorm ous task to organize periodic training program m es for all 

categories o f  the middle level. However, there cannot be tw o opinions about the need for 

m aking a start with purpose, well-planned, training arrangem ent for all o f  them. Even if  only 

a selective beginning is to be made, - it must cover categories o f  personnel who w ork directly 

through the so- called cutting-edge to influence and affect the citizen or the client, as the

case may bd. For example, the Police* the tax collecting agencies o f  the C entre  and the
i

State, officials o f  the Block administration, program m e administrators etc. have a claim to 

training on priority.

7.8. As for non-technical personnel, who will be in the priority list, their training programmes 

can be designed with much flexibility in the choice o f  training institutions as well as formal and 

non-formal methods of  training. W e are suggesting this rather loose arrangement for sometime 

to come as we are keenly aware of  the paucity of  funds, material and human resources necessary 

for satisfactory, coinprchcnsivc training programmes for the entire personnel. Involvement of  

cxpct t instiiiitions to the practicable extent should be solicited, for a certain measure of external 

stimuli is indispensable for breaking the cultural isolation and rigidity that characterise the 

ou(Ux)k and work style of officials in any closed or nearly closed system.

7.9. 'f lic probleiu with technical personnel is som ew hat more complicated . W hereas  many 

o f  the departm ents have reasonably good in- house training facilities for  their te c h n ic a l’ 

personnel, it is in the area o f  extra-organizational technical expertise for  updating  their skill 

and for spair ing  them  on to seeking new skills, new technology, w here  shortcom ings exist. 

The prob lem  does not pertain only to the availability o f  suitable training experts, but also 

to infrastructure, technology, the organisation’s preparedness and its strategic view o f  the 

future. T he G roup can only stress that such technical organizations must seriously address 

them selves  to  this question and related issues and try as best as they can to m ake a beginning 

with tra in ing program m es on the lines suggested.

7.10. T he  .^iieer size o f  the task o f  training the lowest level o f  the administration is 

m ind-boggling. Personnel at this level constitute around 96%  o f  the Civil Services in the 

G overnm en t o f  India; their share in the total num ber o f  em ployees under the State 

G overnm ents  is likely to be even higher. M any categories o f  them do not receive any formal, 

induction training, muchless in- service training. A nd yet to the overw helm ing  m asses o f  

people  they represent the State; it is through them  that the S ta te’s and m ore  immediately, 

the G o v em nien t  (o f  the d ay )’s im age is reflected.
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7.,11. It must how ever be noted that organizing training prograninics lor them is, in many 

ways, s im pler than is the case with me other levels. For most o f  them perlorm  low-skill, 

limited-knowleiJge and expertise-based, repetitive, routing duties, liven though the 

fast-changing environm ent calls for introduction o f  m ore complex, sophisticated skills and 

techniques into the sphere o f  administration and public m anagem ent, (.tk uig a practical view 

of things it may be said tha' these categories o f  personnel will face com paratively  simple 

and quite manageable  technological challenges in their work. Therefore, it is possible to 

organize their training program m es with a view to upgrading their skill, techniques, 

professional knowledge etc., without high investment on hum an resources and infrastmclure 

required for this purpose.

7.12. O n-the-job training and training through distance learning techniques for most o f  them 

have to be arranged even  Ihough \hese vrol be  Ihe best of methods conceivable  for the 

purpose. It should be possible to select a core group o f  personnel from each functional 

category or functional-territorial entity, to be trained first in an appropihite training 

institution or in collaboration with non-governmental organisations (N G O s). Thereafter 

they can be sent back to their work unit to train their peers and subordinates.

7.13. Within the limited resources available for training, it may be possible to introduce certain 

new skills that will coianbute  imrnen.sely to improving their efficiency and raising the level of 

citizen/customer satisfaction, l l i e  current experience with the introduction of  computer in the 

maintenance of land records in certain districts of the country, the railway icsci vation system in 

major cities e t c . , does point to the practicability and desirability of  wider application of new, 

affordable, technology by the cutting edge. The formal education that the entrants to the lowest 

level o f  jobs nowadays have, isconsiderab lyh igherthanw aslheca .se  10 or LS years ago. 'Phis 

is likely to-^nould them more easily to the neetls of the new technology aiul work- culture.

Evaliiutioii of Training Institution

7.14. T he training institutions have to be evaluated from time to time. Such an evaluatory 

exercise is advisedly undertaken by a multilateral group consisting  o f  the training instkution 

concerned, training experts and consultants, the client organisation and, last but not the least, 

the provider o f  funds to be represented, in most case, by the D epartm ent o f  Personnel and 

Training. W hile  on this subject, it m ay not be out o f  p lace to suggest that the evaluatory 

e x e i t i s e  should also focus, am ong  other issues, on build ing the internal structure and 

processes o f  the training institution in harmony with the requirem ents o f  training 

program m es in view. This is not to suggest that institutions should  be m ade to lose their 

distinctive character. T oo  ofteri (he training institutions’ preoccupation widi finding

49



additional resources keep their attention away from the possibiUlies of  this exercise without 

entailing any additional investment or expenditure.

Section - II

Overseas Training

7.15. The essence o f  dynam ic administration lies in innovation. There  have been tremendous 

advancem ents in various areas related to human resource developm ent in the recent years. 

Progress made by some countries in certain areas is bound to have been m ore  as compared 

to others. It is, therefore, necessary to expose Civil Servants at various levels to emerging 

trends and innovations put to practice with some degree o f  success e lsew here in the world. 

This can be achieved through training in relevant training institutions in other countries.

7.16. T he group can hardly over-emphases the need to ensure that overseas training is 

organised in an entirely need-based and objective-specific settings. It will be more useful 

if such training provides w indow s to successful experiences in similar areas in other 

countries. 1'he countries where the training could be organised or the institutions which could 

be used for the purpose is a matter o f  detail. It should suffice for the group  to stated that the 

venue o f  the training should normally be an institution which can act as reservoir of 

knowledge and database in the appropriate cross country experience. It is quite likely 

som etim es that adequate docum entation  and dissemination facilities do not exist in the 

country whose experience is proposed to be studied. In such case it often happened that an 

institution o f  excellence is available in a third country, with a specialised wealth of 

knowledge and inforination on the relevant experiences in the country o f  study. T he overseas 

training in such cases should obviously be anchored in such institutions.

7.17. T he group underlines the need for building capacity in the Personnel M anagement 

System  to prepare a body of top level Civil Servants with a clear vision o f  the future of  the 

country. Such a think tank is am ongst the most imf)ortant ingredients in the process o f  nation 

building. Substantial investments need to be m ade while building up  the think-tank. 

Train ing interventions necessary in this regard include exposure to new  concepts, trends 

and practices in the relevant fields elsewhere in the world. This can be provided by sending 

carefully selected prom ising Civil Servants for long term training programmes in 

internationally reputed institutions o f  excellence in other countries. T he group also 

recom m ends that the officers nominated for these programmes should be near the middle of 

second decade o f  their service.
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7.18. By its very nature overseas training is much more expensive than in-country training. 

T he  group also takes note o f  the fact that assistance has traditionally been available to the 

G overnm ent o f  India from various multi-lateral agencies or under bilateral aids schem es for 

training of their officers. The group feels that this practice should be continued. It is only 

in the case o f  sonie short-lcrm and iniinediate thrust areas o f  training that funding may be 

derived, from G ovem m ent resources.

7 . 19. The need for optimum utilisation o f  training opportunities outside the country  is even 

more than in the case o f  in-country training. It is, therefore, necessary that the trainees are 

properly briefed about the expectations o f  the organisation from the training program m e. 

T h e  trainees shoiild adequately prepare themselves, equipping them selves with relevant 

data and literature related to the.problem area in the Indian context. O n return from training 

there should be a comprehensive evaluation session, including a debriefing sem inar to be 

attended at ah appropriately high level. In the case o f  officers re turning from long-term 

training, there is' the added need for ensuring the multiplier effect. T h is  can be done by 

involving a trained officer in the training program m es e f  in-country tra in ing institutions. 

‘The group would even recom m end atleast some o f  such officers being formally  posted in 

the faculty positions in the training institutions.

Section - III 

Nodal Points and Coordinating Arrangements
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I.20. If  training is to improve organisational effectiveness, i t i s  necessary that institutional 

arrangem ents are set up within each organisation for overseeing the training function as an 

integral part o f  the Personnel M anagem ent System. For this purpose, each Departm ent 

can have an officer designated as “Training M anager” , whose jo b  it will be to ensure an 

jntegrated approach to training. The T raining M anager will be actively involved in various 

activities leading to organisation o f  training program m es, such as the analysis  o f  training 

requirem ents, the design of training program m e, the selection of  appropriate  training 

institutions and the evaluation o f  training. A bove all, the T rain ing M an ag er  will be the 

person w ho will advise the top m anagem ent o f  the organisation about the right kind o f  

in terventions (both training or non-training) required for overcom ing specific problem s o f  

perform ance. Needless to say, the T rain ing M anager will act as an interface betv/een the 

D epartment/State and the training institutions on the one hand and the D epartm ent/S ta te  and 

the M inistry  o f  Personnel on the other. It can hardly be over-em phasised that such a person



needs to be very carefully selected and trained properly before being assigned the job  of a 

Training M anager.

Roie of Department of Personnel and Training

7 .2 1. The D O P T  of the G overnm ent o f  India, which has the overall coordinating 

responsib ili ty  for Personne l  M anagem en t Policy  is conside red  has the obvious choicc 

for p lay ing  the role o f  coord ina tion  in the aic<» o f  tra in ing. This  D epartm en t should be 

responsib le  for m on ito r ing  and im plem enta t ion  o f  N ationa l  T ra in ing  Policy. T he total 

body o f  reco m m en d a t io n s  m ade in this report  will sevre  to w eave  a c o m m o n  thread of 

tra in ing ob jec tives  for the entire  Civil vServicc System . T he  rcconnnenda tion  also 

highlight the need for des ign ing  tra in ing p ro g ram m es  ta ilored  to the specific itics o f  a 

functional o rgan isa t ion , g roup  or a local s i tua tion  etc. T h is  w ould  call for an 

ovcr-a rch ing  coo rd in a t in g  body. The g roup  suggests  that a National T ra in ing  Council 

(N T C ) be consti tu ted  to perfo rm  the role o f  coord ina tion . T he  C ouncil  has to play a 

coo rd ina ting  role cu ll ing  across various b o undar ies .  U U im ately , su itable  working 

princip les  will have to be devised  by the C ouncil  in co llabo ra tion  with the organisations 

conccrtied.

7.22. H ie  Council should be constituted by the repre.senlalives o f  the Department of 

Persoiuicl, other Cadre Controlling authorities, Heads o f  m ajor functional organisations, 

training institutions and academ ic experts in various disciplines.

7.23. The Council will also act as a forum for cross-fertilization of  ideas leading to the 

framing o f  guidelines and their periodic revision in the light o f  feedback analysis. The group 

strongly rccom m cnds that the Stale G overnm ents must also be represented in the Council. 

In order to highlight the importance that training hopefully  will receive in the propose 

schem e of  things, it is desirable that the Council is headed by the M inister o f  Personnel may 

be !ne Hxecutive President of  the Council. Even though, the Council is lo be an Advisory 

Body, the group hopes that a healthy convention will develop over a period of  lime so that 

the recom m endations o f  the Council, m ade after detailed  consultation with various 

concerned agencies, shall be accepted as a m atter o f  course.

7.24. A suggested  s truc tu re  o f  the Council  is included in A nn cx u re  ‘D ’. T he  National 

' f ra in in g  C ouncil  m ay be assisted  by a high p o w ered  C o o rd ina tion  Com m ittee  of 

D irec tions headed  by S ecre ta ry  in the D ep a r tm en t  o f  P ersonne l .  Th is  C om m ittee  should 

meet at f ixed in tervals  o f  time. Apart from  genera lly  look ing  after  the im plem entation  

o f  the T ra in in g  Po licy , the p rim ary  ob jec t ive  o f  co o rd ina tion  a rrangem en ts  will be to 

ensure  that various cadre  con tro ll ing  au thorit ies  actually  d raw  up w orkab le  tra in ing  plans
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for all ca tego rie s  ol'slal Taiid syllabi and tra in ing designs are ac tua lly  prepared  as env isaged  

in th isdoc iin ien t.  T he  C o o rd in a t io n  C o m m it te e  will a lso  c a u s e  P e r s p e c t iv e  IMans to 

be d r a t t e d  a n d  e n s u re  T r ie n n ia l  R ev iew  o f  tra in in g .  T h e  C o o r d in a t io n  C o m n i i l t e e  

will fu r th e r  e n s u re  that the  A n n u a l  A c t io n  P lan  in the m a t te r  o f  t r a in in g  is d raw n  

up by e a c h  D e p a r tm e n t .

7.25. T h e  D ep ar tm en t  o f  Personnel and Tra in ing  shou ld  also bu ild  up  a co m p reh en s iv e

da ta  base pe r ta in ing  to tra in ing  institutions, their  activities, th e i r  capac it ies  and so on. 

It sh o u ld  m ake feedback analysis  o f  conducted  p rog ram m es, and g ive accessary  

suggest ions  in the light o f  gu idelines  o f  the C ouncil .  It may a lso  co o rd in a te  w ork  rela ting  

to faculty  exchange , faculty p lacem ent, p repara tion  o f  s tandards  o f  t ra in ing  at the 

national level, and liaise with the departm ents  and o ther  o rgan isa t ions  o f  G o v e rn m e n t  

so as to ensu re  that each organ isa t ion  gives tra in ing its app rop ria te  p lace  in the corpora te  

plan, budge ts  and p rovis ion  o f  personnel etc. T he  feasibility  o f  the T ra in in g  D ivis ion 

of  D O P T  se tting  up a professional cen tre  for certif ication  o f  t ra in ing  (in so far as it re la tes 

to the Civil S erv ices)  m ay also be considered . T he g roup  a lso  en v isag es  an im portan t 

role for D O P T  in the ne tw ork ing  o f  tra in ing institu tions and  tra in ing  resources  for 

d ev e lo p m en t  o f  tra in ing  materia ls .  '

Other Central Ministries/Departments

7.26. T here  is a need for setting up appropriate and effective arrangem ents for coordination 

o f  training in each department. W e have already dwelt upon the need for institution o f  

T ra in ing  M anagers. The Training M anager will interact with the training institutions and 

the D O F F  to enable  effective training activity ensuring an integrated approach to training. 

The T ra in ing  M anger  must be accorded primacy of place in the hierarchy o f  the Department. 

He m ust be an integral part o f  decision making top level team in the Department. Each 

departm ent must also ensure effective review m echanism  to ensure  that training it not 

reduced to a ritual. A Departmental Coordination Com m ittee  on T rain ing  may be set up in 

each D epartm ent, which will be serviced by the Training Manager, bu t will have important 

Top Level A dm inistra tors represented on it, so that training receives due importance in the 

Personnel M anagem ent Schem e o f  the Department. This Comm'ittee will oversee the 

preparation o f  training plans, syllabi and training designs. It will also be involved in 

preparation o f  Annual Action Plan for Training and the Perspective Plan and will conduct 

Triennial R ev iew  in the area o f  Training.
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Action Plans

7.27. With a view to operationalise the recom m endations contained in the Report, each 

M inistry /D epartm ent shall prepare Action Plans. The Action Plans shall be prepared 

separately co list out the short term, m edium  term and the long term actionable points. This 

exercise shall be com pleted  within a period o f  6 months from  the date o f  acceptance o f  this 

Report, and the progress in this regard shall be m onitored by the National Training 

Council/C om m ittee  o f  Directions.
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TRAINING IN THE STATES

8.1. G iven the federal s tnicture  o f  polity in this country , (he g roup  is conscious o f  the 

constrauits involved in adoption o f  this policy docum ent for s im ila r  applications in ihe 

States. .H o w e v e r ,  the  group feels enthused to co m m en d  to  the S tate  G overnm ents  the 

adoption o f  s im ilar  policy guidelines in respect o f  training function insofar as it relates to 

the em ployees o f  the State G overnm ents . T h e  Slate G overnm ents  m ay also consider setting 

up a Stale T rain ing C ouncil which will perform  functions analogous to the functions o f  the 

National T ra in ing  C ouncil and shall interae; with  the latter.

8.2. T he  S tate  G overnm ents  m ay consider adoption o f  objectives o f  T ra in ing  as set forth in 

Chapter 2, insofar as I raining ol Civil Servants in Ihe Stiile G overnm ents  is concerned . I 'lie 

training strategy, as outlined in C hapter  3 em body ing  iho extent o f  coverages under  the 

Training Policy, the th ree-tier approach, the im portance o f  pre-tra ining tasks, the types o f  

training p rogram m es, the essentials o f  designing training p rog ram m es and the significance 

of m onitoring and evaluating o f  training program m es is also co m m en d ed  for adoption by 

Ihe State G overnm ents . T he  G roup  further recom m ends that the role o f  tra in ing in attitudinal 

transformation as reflected in C hap ter  4  should  also receive due attention. Similarly , the 

Statfe G|,)vernments should accord  prim acy o f  p lace to the task o f  identifying, nurturing and 

long term  ulilisation o f  Trainers. W e expect that ou r  recom m endations related to  T rainer 

Development, Incentives to r  trainers and T ra in e rS ta f l ln g  Schem e  will receive due attention 

of the Slate G o vem m en ts .

8.3. In addition  to  setting up a  S late  T ra in ing  Council  in each State, w e  a lso  recom m end  the 

concept o f  Training M an ag e r  to  be accepted  so that training deve lops  as a part o f  an 

integrated personnel m anagem ent policy.

8.4. A s  regards the Institutional arrangem ents  fo r  training, the need fo r  s trengthening the 

network o f  T ra in ing  Institutions is even m ore pronounced  in the Stales. T he  Adm inistra tive 

Training Institutions in each  State m ust be declared  as the apex institution for training with 

responsibility o f  coordinating a n an g em en ts  with  all o ther  T ra in ing  Institutions, T he  State 

training m achinery  m ust reach  out to the  grass root levels o f  G overnm en t functionaries m 

the States. This  m ay involve  strengthening  o f  S tate  T ra in ing  Institutions in the field of  

distance learning methods. T here  is also a stated need  fo r  increasing the functional 

capabilities o f  the State T ra in ing  Institutions through increased use  o f  R esource  Persons 

with appropriate  expertise, particularly  those draw n from  am ongst  the working

CHAPTER 8
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pracMlioncrs within the Civil Services. The Stale Train ing Institutions have the additional 

responsibility in the whole spectrum ranging Irom sensitisation of  some categories of Civil 

Sei-vants to in-depth training of some others in various areas o f  immediate concern like 

democratic  decentralisation, and econom ic restructuring. This will be in addition to 

discharging the usual training functions in functional areas like irrigation, public works, 

health, education and delivery systems.

8.5. We are also confident that the State G overnm ents  will accept the need for ensuring 

adequate financial support to the training function, and shall work out an effective Scheme, 

on the lines suggested in C hapter  9, to keep training activity appropriately funded.
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FUNDING

9.1. Underlying our rccoinnicndations in this report is an anxiety that sullieient money and 

other resources needed for hmnching a package of desirable training progranniies for the 

Civil Services across the board, is difficult to provide. T he recom m endations have, 

tlierelbre, been tempered by a certain sense o f  uncertainty about the availability o f  training 

resources. Hven th<\sc watered down recom m endations may dem and expenditure  o f  money 

and resources which may remain inadequately available for quite some time. We have, 

therefore, suggested many second-best options in the report, for example, on-tl.e-job training 

for most categories o f  the lower levels o f  the Civil Services, to be supplem ented by infusion 

o f  som e oulside expeilise.

9.2. According to the report o f  the 4th Pay Com m ission  the num ber o f  staff in the 

em ploym ent o f  the Central G overnm ent was as under;

CHAPTER 9

Group A- 68, 000
G roup B- 80, 000
G roup C- i 22, 86, 800
Group D- 13, 30, 900

Total- 3 7 ,6 5 ,7 0 0

9.3, If we were to work for a broad objective of  a training periodicity t-f oncc in 5 year about 

20 percent o f  the above mentioned num ber (the num ber would actually have undergone some 

increase over the intervening period) will have to be trained every year. T he  cost o f  training 

varies widely depending upon the duration o f  training, the type o f  training, the m ethodology 

o f  training and the institute, if any, through which training is held. At an assum ed average 

o f  about Rs, 500/- for training o f  each individual on each occasion, a total o f  Rs. 38 crores 

will have to be provided every year for training o f  Central G overnm ent em ployees alone.

9.4. Since, however, a beginning m ust be m ade without any further delay, we would like 

to suggest that G overnm ent consider prescribing a m in im um  percentage o f  the budget o f  

every departm ent to be allocated to training programmes. Similarly, for every major 

organzation o f  Governm ent other than the department, - the so called attached offices - a 

s im ilar  provision should be made. This may be done after Department o f  Personnel and 

Training in the Governm ent o f  India conducts a careful analysis or relevant factors such as 

the recom m ended periodicity o f  training, actual costs that have to be incurred in conduct
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o f  training p rogram m es for each category o f  staff, the n um ber  o f  Civil Servants involved, 

and last b u t  not the least, the existing funding levels. T he funding norms may be graduality 

upgraded over a p epod  o f  time, each time follow ing the above m entioned cycle o f  analysis. 

Pending analysis by Department o f  Personnel and Training, the group recom m ends adoption 

o f  5%  o f the salary budget as a  norm  in this regard. It will be desirable that a separate budget 

head is opened  for this purposes as it has reportedly been done  by certain States,

9.5. On the question o f  w hether the budgetary provision should be under  the Plan head or 

the N on-Plan head, it is possible to take opposite views. H ow ever,  looking to the fact that 

Training is an investment in H um an Resource D evelopm ent, the group recom m ends that 

much o f  the training activity be funded from the plan budget. W hereas  improvement o f  

infrastructure should almost invariably be charged to Plan budget, direct expenditure on 

training should be funded from  a suitable mix o f  Non-Plan and Plan budget, the latter 

predominating.

9.6. T rain ing institutions will continue to have to depend heavily on external resources, that 

is those provided by the donor agencics, cVienl organisalioous nnil so  on. l iow evcr ,  it will 

be advisable for those U nder the administrative control o f  the G overnm ent to diversify 

training activity o f  high quality which may allow them to m arket their program m e in 

competition w ith non governm ent organisations, som ething the British training institutions 

have started doing with appreciable success. This m ay help them go a long way towards self 

reliance in the not so distant future.
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SOME OTHER ISSUES

Research and Consultancy

1 0 .1. T ra in in g  fo r  p u b l ic  rn a n a g e m c n l  and  the C iv i l  S e rv ic e s  c a l ls  fo r  a th o ro u g h  

o r ie n ta t io n  o f  the  sy s te m  o f  t ra in in g ,  m a te r ia ls  and  m e th o d s  u sed .  T h is  is b e c a u se  

even  a f te r  the  in je c t io n  o f  a h e a l th y  d o se  o f  te c h n iq u e s ,  m e th o d s  and  e v e n  c u l tu re  

o f  b u s in e ss  m a n a g e m e n t  in to  the  sp h e re  o f  p ub lic  m a n a g e m e n t ,  it is no t in te n d e d  to 

m a k e  the  la t te r  lose  its id en t i ty .  T h e re  is, th e re fo re ,  a la rg e  a re a  fo r  re se a rc h .  It is 

no t o u r  p u rp o se  to su g g e s t  w h a t  r e se a rc h  sh o u ld  be d o n e  by t r a in in g  in s t i tu t io n s  and 

o th e r  r e se a rc h  a g e n c ie s .  But r e f le c t in g  ce r ta in  m a jo r  c o n c e rn s  o f  the  C iv i l  S e rv ic e s  

to d a y ,  wc w o u ld  l ik e  lo  su g g e s t  as fo l lo w s  : W i lh o u l  U e lrac l ing  f ro m  the  im p o r ta n c e  

o f  th e o re t ic a l  r e se a rc h ,  (w h ic h  has  as h igh  a p lace  in the  sp h e re  o f  t r a in in g  as any 

o th e r  s u b je c ts )  it is s u g g e s te d  tha t  in the c o n te x t  o f  t r a in in g  fo r  the C iv i l  S e rv ic e s ,  

e m p h a s is  is c a l le d  fo r  on  a c t io n -o r ie n te d  re se a rc h ,  id e n t i f ic a t io n  o f  p ro b le m s ,  

a n a ly s in g  th em , s e a rc h in g  fo r  s o lu t io n s ,  te s t in g  th e i r  a p p l ic a b i l i ty  an d  e v a lu a t io n  

o f  the a p p l ic a t io n  o f  s o lu t io n s .
I

10.2. P re p a ra t io n  o f  m o d u le s  and  p a c k a g e s ,  o r ie n te d  to the  n e e d s  o f  a sp e c i f ic  

o rg a n is a t io n ,  a g ro u p  o f  t ra in e e s  o f  a level o f  t r a in e e s  e tc . .  C a s e  S tu d ie s  and 

In c id e n t  S tu d ie s ,  e v e r  in c re a s in g ly  be in g  used  in t r a in in g ,  o f fe r  h ig h ly  p o te n t  a reas
r*

for  r e se a rc h .  O n e  o f  the  m a jo r  c o n c e rn s  o f  the  r e s e a rc h e r s  s h o u ld  be  the  u se  o f  

o rg a n is a t io n -  sp e c if ic  m a te r ia ls  fo r  such  C a se  and  In c id e n t  S tu d ie s .  O rg a n is a t io n a l  

t ra in in g  n eed s  an a ly s is ,  p o s t  t r a in in g  ab so rp t io n  o f  the  t ra in ed  p e r s o n n e l  in to  the 

o rg a n is a t io n a l  m il ieu ,  th e i r  use  as c a ta ly s t  fo r  c h a n g e  in the  o rg a n isa t io n ,  

p re p a ra t io n  o f  s u i ta b le  m o d u le s  fo r  d is ta n c e  lea rn in g  by the  a p p l ic a t io n  o f  the  new ly  

d e v e lo p e d  te c h n o lo g y ,  sh o u ld  all be  su b je c t  m a t te rs  o f  re se a rc h .

10.3. Research Projects that involve practitioners in doing research have many advantages 

not shared by Projects carried out by professional researchers in so far as their solutions may 

be m ore user-friendly.

Human Resource Development

10.4. T he  G overnm ent m ust strive to encourage the Civil Servant to lake initiatives for their 

self-development. T he  training institutes must draw on the specialised expertise available 

within the Civil Services. T he importance of  such expertise should not be under- mined.

CH AFIER 10
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riic kind o f  expertise that has been acquired by many or the serving Civil Servants compares 

favourably with the best any where in the world. It should therfore be amongst the for most 

concerns or  the G overnm ent to ensure proper utilisation o f  such expertise for multiplier 

effect.
i

10.5. T he Civil Servant must be encouraged to undertake activities like research and 

consultancy, even if that necessitates sanction o f  study leave. W e would also recommend 

that the G overnm ent establishes a system for utilising the expertise  acquired by some o f  the 

senior civil servant during certain assignments by asking them to docum ent (he same in an 

authori(a(ive and appropriate luanner soon after their tenure on such assignments gets over. 

A concept o f  posting su( h officials as officer on Special Duty on an extended tenure of  up 

to 6 monllis, with facilities o f  office could be considered on a selective basis. This would 

call for prion lisa tion  of  areas o f  policy analysis and p rogram m e evaluation, so that such 

injiuts are provided in a sys!;'matic and need-based manner.
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ANNEXIJRE-A 
(Para H o f  Introduction)

'»TRrI
GOVERNMENT OF INDIA 

MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES AND PENSIONS 
^  JTf̂ TOT f%-»TFT 

DEPARTMENT OF PERSONNEL & TRAINING 

NEW DELHI

Block 11, 2nd Floor, C.G.O. Conipicx 
Lodi Road, New Delhi-110 (X)3

No. I lO \ 4 / l 7 m - T \ n > - U S l l )  Dated the 22nd  July, \993

O FFIC E MEMORANDUM

Sub jec t:  Com position of  the W orking Group on formation o f  a National Training Policy.

O ver the years, training has been identified as an investment in hum an resources in as much 
, ' i 

as the succe.-^sful implementation o f  Government policies with focus on developm ent

depends on tlie efficiency o f  its employees. Although the D epartm ent of Personnel and

Training Has been idenfitied as the nodal agency for catering to this need o f  the Governm ent,

there is no National Training Policy docum ent available so far. It is felt that such a docum ent

on training policy, apart from identifying the objectives which training should meet, would

help in balancing knowledge and skills with attitudinal changes w herever required. Thj.s is

particularly relevant in the context o f  the economic liberalisation now  under way. M o r e o v ‘r,

it can give a clear direction for using training as tool so as to enhance  administrative

capabilities.

With the above objectives in view the G overnm ent has constituted a W orking Group with 

the following composition

1. Shri A. V. Ganesan Chairman

2. Shri B. Nurasimhan * Member
E.O. & Addl. Secretary
Dcpll. of Personnel & Training
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3. Dr. Francis Mcnczcs 
Director,
T.M.T.C., Pune

4. Dr. Abaci Ahmad 
Executive Director,
MD!, Gurgaon

5. Shri A.R. Banclhopadhyay

6. Dr. N.C. Saxcna 
Director,
LBSNAA, Mussooric

7. Shri P. Mathai 
Director 
A'l’I, Mysore

8. Snit. Kainhi Choudhary

9. Shri R. Ramani
Joint Secretary (Training) 
Dcpt(. of Personnel & Training

Member

Member

Member

Member

Member

Member

Member-Secretarv

The W orking  Group will start functioning with immediate clfect and submit its report giving 

specific reccm nicndations regarding fonnulation o f  a National Train ing Policy within a 

period o f  six months.

I ’hc term s and conditions for the m embers, both from the G overnm ent and from  outside the 

Governm ent, are enclosed as Annexure-I

(R . K asiiyai*)
D irec to r  (Training) 

G overnm ent o f  India 
Tel.: 4361965

To

1.' All M em bers  o f  the W orking Group.
2. All Officers of 'lYaining Division, Department o f  Personnel and 'lYnining.
3. !\S to M OS(PP).
4. PS to Cabinet Secretary.
5. to Secretaiy (P).
6. FA (Home).



TERMS AND CONDITIONS FOR MEMBERS OF 
THE WORKING GROUP

Duration '

The Com m ittee  will endeavour to finalise its recom m endations as early as possible but 

within a total time span o f  six months,

Headquarter
I

The Headquarters o f  the C om m ittee  will be at New Delhi.

Office Accommodation

The Com m ittee  will be provided with a suitable officp A ccom m odation , with the facility o f  

a  telephone.

Journeys
I

The non-official M em bers shall be paid T A /D A  when required to undertake journeys in 

connection, with the working o f  the Com m ittee , including journeys  undertaken by outstation 

mem bers  to reach the H eadquarter o f  the Com m ittee  from their p lace o f  residence. T he Daily 

A llow ance will be payable at a flat rate o f  Rs. 150/- per day if the M em bers  stays in a hotel 

and Rs. 100/- per  day if  the members does not stay in a hotel irrespective o f  the classification 

o f  the city.

As regards Travelling Allowance, the M em bers  will norm ally  travel by 1st C lass or  A.C. 

Tw o-T ier  Sleeper. M em bers  may also travel by A ir-Conditioned C lass with the prior 

approval of  the M inistry o f  Personnel, Public Grievances and Pensions. Perm ission for air  

travel can be considered on merits by the Ministry in each individual case.

T he m em bers  from the Govern.ment wiH be governed by their norm al T A /D A  Rules.
■ i

Conveyance Allowance

Actual C onveyance  hire charges will be payable to M em bers  from outside the G overnm ent 

subject to a ceiling o f  Rs. 75/- per day irrespective o f  the classification o f  the city.

T he M em bers  from  the G overnm ent will be govem ed by their normal T A /D A  Rules.
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ANNEXURE-B
(Para 12 o f  Introduction)

Q U E S T IO N N A IR I£

GOVERNM ENT O F INDIA 
DEPARTM ENT OF PERSONNEL & TRAINING 

(TRAINIGN DIVISION)
W ORKSHOP ON “TRAINING POLICY— STATUS AND STRATEGIES”

ON JANUARY 14-15,1994

PA R T  A.
Q I : Details o f  No. o f  Civil Servants,

their training and periodicity o f  training.

Class
1

Scrvicc
1

No. of Civil Servants 
in the State

Type cf  Training Periodicity

Induction Inscrvicc Short
I'cnn

Long
'I'crm

1.

II.

j .

III.

)

If the space is inadequate kindly attach spearate sh eets o f  paper.
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Q 2 : W hether periodicity o f  inservice training as in above is adhered to ( Yes/No)?

If yes, specify average num ber o f  times on officer/official is sent on traniing.

i f  not, give bottlenecks realised in not doing so.

Q 3 ; i:>oes the State Governm ent ensure that all Civil Servants untlergo inservice 
training? '

II yes, specify m echanism  to ensure that

If not, give reasons.
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Nature o f  inservice training imparted to Civil Servants
Q 4 :

Class Scrvice

II.

III.

* SS - Subjcct Specific 
RR - Refresher Training 

MG'F - Management Training

Periodicity

Short Term Long I'erm

SS RR MGT SS RR MGT

If tho: space is inadequate'kindly attach spearate sheets o f  paper.
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Q 5 : Do the various department o f  State GoverniTient prepare S ta ff  D evelopm ent Plans

(Yes/No)?

If yes, give broad principles on the basis o f  which such plans  are prepared.

PA R T  B.
Q 6 : Details o f  Training Institute(s) organisational Status and type o f  Training

conducted :

Name of histitutc 
in the State

Location Organisation Status

Govi. Dcpit. Autonomous

Type of training conducted and 
its Periodicity

Induction Inscrvicc

ST LT
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Q 7 : Details o f  the program m es conducted and num ber of participants.

Name of 
Institute in 
the Slate

Avg. No. of courses 
conductcd in a year

Short Term Long Term

Avg. No. of centrally 
sponsored courses 

conductcd in a year

Short Term Long Term

Average No. of 
Participants per course 

per year

Short Term Long Term
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Q 8 ; Infrastructure

Name of Institute in 
llic wStntc

Buikliug

Yes No

Mostcl

Yes No

Library

Yes No

Compulcr

Yes No

Kcsitlcncc 
lor Stale 

Members

Yes No

Q 9 : Details o f  M odern Instructional amenities available. (Institute-Wise)

N am e o f  Institute 
P  in the State '

If sp ace is inadequate kindly attach separate sh eets o f  paper.
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Q 10 : Details o f  sources o f  Funding and Annual Budget.

Name of 
Institute in 
the Stale

Source of 
Funding Institute 

Acti\ ities

Detail of Annual Budget of the Instituc (Anit. in Rs.)

1991-92 1992-93 1993-94

Plan Non Plan Plan Non Plan Plan Non Plan

Q Details o f  the Fee charges from the Participants. 

(Including Boarding/Lodging)

N am e o f  Institute 
in the State

Details

If space is inadequate kindly attach separate sheets o f  paper.
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Q 1 2 :  S taff  Strength

Name oflnsjlilutc 
ill ihc Slute

SialT slrength

Teaching

Pcrinancnl Dcputation is l

Non-teaching

Q 13 : W hat is the pohcy o f  Slate G overnm ent regarding p lacem ent o f  Civil Servants in

the training institutes ?

(Specify selection procedure, if any, followed)

Q 14 : What is the average tenure o f  faculty on deputation with the training institute?

Q 15 : Is there a career progression system, for perm anent faculty o f  training

ijistitutes?

If yes, give (ictails.



P A R T
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Q 16 ; Does (lie State Governnient offer any incentive, o ther than deputation allowance, 

to the Civil Servants deputed with training institutes? If  yes, give details.

Q 17 : Does the State G overnm ent has a system  regard ing  faculty developm ent for

training institutes?

If yes, give details.

Q  1H -. l l iw c  iustvtutcs o f  the State established any inter-se linkages? If  yes,

specify m echanism  thereof.

Q 1 9 :  Has the State G overnm ent or any o f  its training institutes undertaken any

international project (UNDPAVorld Bank) for  training o f  Civil Servants?  If  yes, 

give details

Q  20 Is there a State Policy o f  Training for Civil Servants?  If yes, give main ieauires 

thereof



Q  21 : Do you think than there is a need to formulate a National Train ing Policy? It yes,

give reasons.

73

Q 22 : W hat role does the Stale G overnm ent..envisage for itself  and the Central Govt,

under a National Training Policy?

Q 23 : A ny o ther  inl’orniatio '. which the St^te G overnm ent may like to specily.

Q 24 ; Suggestions, if any

If space  is inadequate kindly attach separate sheets of  paper.

D a te :  Signature
Place; (Designated Officer o f  State

Govt, not below the rank of  
Joint Secretary
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ANNEXIJRE-C
(Para 12 o f  Introduction)

QUi:STIONNAIRE

1. Details o f  num ber  of  servants, their training and period o f  training (if  space is 

inadequate, please atfache separate sheet)

Group Scrvice only 
Rcgulrar 

employees

No. of total officials 
in the Ministry/
. PcparUnent

Type of Periodicity 
Training

Tech;' Noh-
Tcch.

Short (erm less 
thnn 7 ilays

Long Term 
7 (lays Sc more

A.

B.

1
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W hether periodicity o f  in-service training us in above is adhered to ( YHS/NO)? 

IF yes, specil’y average num ber o f  times an officer/official is sent on training.

3. Does your Department have training phuis for s taff  developm ent (Y liS /N O )?

If yes, please give broad principles on the basis o f  which such plans are prepared.

4. DetaiLs o f  training institute(s), their organisational status and type o f  training

conducted, under your Ministry/Deptt.

Name (>1 
Institute

Local it)ii Status of Instt.

Dcpannicntal Autononvoiis

Type of training coiKluctcd and its 
periodicity

huluction Short'i'crin f.Dng'I’crp)
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Details o f  prograinmes conducted and num ber o f  participants

Name oC Iiislilutc Average numlicr of courscs 
coiiductcd in a year

Short Term Long Term

Average number of pardcipanls 
per course per year ,

Short Term Long Term
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6 . I n I'rasl nicu ral 1 < ac i I i I ics



/N

7. Details of soiircc of  funding anti annual budget
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8. (a) Docs your Minislrv/DcparUiicnl Iin|)leinciU (lie 'rrainiiig All‘>waiicc guidelines

issued vide D O P 'rO M  No. 17012/2/86-Trg. dated 3 1.0.^.1987 and 09.07.19927

(b) I lad any el loiLs l)een made lo .screen the laenlty broiiglil on deputation as per these
guidelines?

is there a career progression system lor permanent faculty ol training instts.? IT 
yes, give details.

\i). Does your Ministry/Department has a system regarding faculty developm ent 

training institutes? If yes, give details: i? .

Mas (he Ministry/I)e|)artmenl o r ‘any ol its training institutes uiulei taken any 

institutional jmdJccIs (DNDlVWorld Hatik) for training of Civi l  Servants?

12. Are you av,/are o f  the Plati and Non-Plan Program m es being offered by D O l ^ ?

13. Do these programmes m eet your training needs?

14, Do you find gaps or areas of  overlapping in the progranunes?  If yes, plea.se give

ha lf  page brief.
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15. ' What is your assessment of the results achieved from the trainmg offered by 
DOPT? (attach half page brief).

16. As a Head of the Depaitn^t what would be your expectations from the outcome 
of training? (attach half page brief).

17. What is your desired role of DOPT in the training of manpower in 
Ministries/Department

18. Do you think there is a need to formulate a National Training Policy? If yes, please
give reasons.

19. What do you think are the essentials of a National Training Policy, its guiding 
principles, scope in terms of coverage of personnel and content? (half page brief).



n

20 Do you feel there is a necessity of linking training with tte  following 

Performance Management 

Career Management 

Recruitment and Staffing 

Accountability 

Quality Service

21. Any other information which the Ministry/Department would like to specify.



AN N EXU RED
(Para. 7.24 c f Report)

SUGGESTED STRUCTURE OF NATIONAL TRAINING COUNCIL
President
Secretary (Personnel)
Establishment Officer 
Joint Secretary (Trg)
One Representative from Ministry of Finance 
One Representative from Planning Commission

Other Central Government Departments etc

Eight Representatives by rotation from amongst;
Ministry of Human Resource Development 
Department of Posts 
Department of Telecommunications 
Ministry of Railways 
Ministry of Defence 
Ministry of Home Affairs 
Ministry of Welfare 
Ministry of Rural Development 
Ministry of Urban Development 
Ministry of Agriculture 
Ministry of Health 
Ministry of Labour 
Ministry of Power
Ministry of Information and Broadcasting 
Ministry of Commerce

Training Institutions

Eight Representatives by rotation from :

LABSN A A
Four State Training Institutions in four regions by rotation 
ASCI
Two IIMs by rotation 
MPA 
NIPFP 
N K D

' II I I

State Governments D09703

Four Representatives from State Government one each from four regions

Others

Three eminent experts in the area of graining ;r lal 1 jstitu^e of Educational
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ad Administration.
;• S ■ A urobindo Marfi,

w ( ila-110016 <7703


