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RESERVE BANK OF IIiDIA
BYCULLA
BOMBAY

Date :

Dr. I.G. Patel,
Governor,
Reserve Bank of India,

Bombay

Dear Sir,

I have great pleasure in submitting the Report of the
Working Group constituted to review clerical training in the
Reserve Bank,

Since the creation of the Zonal Training Centres at
Bombay, Calcutta, New Delhi and Madras in 1963 for providin=z
training to the clerical staff of the Bank, except making
marginal modifications now and then in the course contents and
duration of the courses, no significant review was made so far
to identify the training needs of the non-officer staff of the
Bank (or even the officer staff for that matter) and evolve
appropriate training strategy and specifications to suit the
training needs, Sir, it is due to your wisdom and vision and
the dynamism of the ex-Executive Director, Dr., A.K. Banerji,
that this Working Group was constituted in November 1978 %along
with the Working Group to review the training needs of officer
staff) to review the training needs of the clerical staff of the
Bank. The members of the Working Group and myself deemed it a
great privilege to take up this assignment. On behalf of the
members of the Group and on my own behalf I would like to place
on record our sincere gratitude to the Bank for the confidence
reposed in us for this important assignment, which has been an
interesting, educative and rewarding experience to us,

I would also like to record here my deep appreciation
of the untiring efforts and valuable contributions made with
rare distinction by the other members of the Group, Shri P.Y.
Padhye and Shri S. Gurumurthy, who have borne this heavy burden
in addition to their already heavy normal day-to-day work.

Shri Padhye, a member of the Group, has recorded a
separate note on the question of payment of honorarium to the
guest speakers deputed from the departments, which is at
Annexure XVII to the Report.

It is hoped that the recommendations made in the Report
would be found useful in organising the training of the clerical
and other categories of non-officer staff in a more effective
manner, '

Yours faithfully,

0.T.M. Nambiar
CK. Chairman.
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CHAPTER-=-1

INTRODUCTION

The standards of efficiency and the overall performance
of any organisation depend, -mong other factqrs, to a conside-
rable extent on the quality of its personnel. The value of
quality personnel is all the more impcrtant in the case of a
premier central banking institution like the Reserve Bank of
India in view of a variety of statutory functions the Bank has
to poxform In the nation's economic, monetery, cx2?it and
financial sphercs. The Bank has,a policy of recruitment
oriented towards attracting the cream of talents to its service.
However, even diamonds require to be processed, refined, cut
and polished. In an essentially service organisation, output
cannot be measured in a tangible form. Onc yard stick of
measuring the efficiency of the institution may be the
sattsfaction of the Bank's constituents and the consequent
improvement in the image of the Bank in the eyes of the public,
in achieving which an efficient work-force make their part of
fhe contributicn. Troining of the Baxk's personnel has a
crucial role to play in ensuring this quality and bringing
apout improvements therein.

1.2 Acquiring and developing of knowledge and skills by
individuals and_their application in the work situation are
potent factors cont?ibuting to the promotion gf desirable
changes in the efficiency of the organisation, These factors

can be mobilised by catalysing latent potentialities in human
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resources through training, by creating in the individuals an
awareness and urge to participate in their own small dbut
significant way, in the achievement of the objectives of

the insvituwtion, Ine exteunv to which the training eiforts

can succeed in this regerd, no doubt, will depend on other
factors which.have a bearing on staff motivation. Nevertheless,
training has to be viewed as an investment in the development of
the work-force that will pay rich dividends in the long »un in
the form of improvements in the efficiency of the organisation
provided the organlsatlonal culture is growth orlented. The
need to achieve greater efflclency is very esséhtlal in 2
service organisation like the Bank, In developlng ard developcd
countries, training has come to be recognised as an effective
means to provide against the risk of obsolescence in practices
and procedures brought about by technological innovatvions and
changes, the pace of which is constantly on the increase.
Training and organisa?ional growth and development are thus
closcly inter-related. Trai.ing mey not be 2 cure fer all
organisational problems, but, it is certainly not a waste of
time. Training can even act as a self-motivating factor and
can induce sustaincd self-generating development of the staff,

Training in Reserve Bank of India

1.5 . TFor tue first two decades of the Bang's existence,
although much emphasis was placed on the recruitment of staff

with good academic background and potential, 1little could be



done in the direction of systematic training of the :=taff.
Tne first significant step in the direction of providing
institutiona’ training to officers of the Reserve Bank as
well as to cificers of the commercial and co-operative banks
of the country was the establishment of the Bankers Training
College in Bombay in 1954, This was followed by the zetting
up <f the Reserve Bank of India Staff Training Collegec at
il.dras in 253 (re-named as the Reserve Bank Staff Cuilege

in October 1976) for the Bank's junior level officers and
éubsequently the Co-operative Bankers Training Collecge at
Pune in 1969 (re-named as the College of fAgricultural Banking
in 1975) which took over from the Bankers Training College the
conducting of courses axclusively on agricultural finuunce for
the Bapk's Officers and the officials of +the State, Central
apd Primary co-operative banks.

1.4 About the same time as the establishing of the Staff
Training College at Madras, the void in the matter cf an
Institution l set-up for providing training to the cl-riecnl
staff of the Bank was sought to be overcome by the crcation
of Zonal Traiging Centres in 1963 2t Bombay, Calcutta, Madras
and New Delhi, Prior to this, no formal arrangement for the
training of the non-officer staff was in existence and employees
were practically left to fend for themselves on the job and
any knowledge and skill that they acquilred was largely the

result of guidance from some of the superiors or through a



p.rocess of relf-effort based on trial and error with the work
of the seats to which the employees were posted. In the
<bseice of any regular trairning scheme for these employees
very few or c¢hem had even a_broad idea of the workinz of all
the departments of the Bank. The training centres thus took
over the task of imparting theoretical training to batches of
new recruits to the clerical cadre and other senior clerks.
““mce then ~ertain adhoc reviews of the training fzcilitices
were made from time to time. However, in the light of the
¢xperience gained in conducting the various troining courses
in the last 15 years for the clerical staff, it was felt that
in view of enlargement of the Bank's personnel and the growing
compiéxity of the Bank's functions and operations, there was
on urgent necessity for reviewing~the existing training
facilities to develop their functional competence as well as
rclational ckills,

Sraining Review

*.5 The :snpecintment of thhe Working Group to reviasw the
clerical treining in the Bank, arose from this realisation

of "the need for an objective and imaginative review of the
existing training facilities provided to the officers and other
staff", which_has becen engaging the attention of the Bank for
sometime past, Two study groups = one for the officer staff
«nd the other for the clerical staff - were constifuted by

the Gowvernor in November 1978 to - critically appraise the entire



range of treining facilities available to the above categories

of the Bank's personnel,

The composition of the two

Grouns was cdecided as under :-

(a) For ofricer staff :

Dr, V.R, Cirvante,

Shri G.P. Bhave,

Dr, K.X. Mukerjee,

(b) For clerical staff :

Shri 0.%,M, Nambiar,

Shri P.7., Padhye,

ohri S ™arnurth-,

Principal,
Bankers Training Collcge,
Bombeay.

Principal,

College of dgricultural
Banking,

Pune.

Principal,
Reserve Bank Staff College,
Madras.

Manager,
Reserve Bank of India,
Byculla,
Bombay.

Deputy Chief Accountent,
Departnent of accounts
and Expenditure,

Central Office,

Bombay,

Scnior Instruetor,
Zona. Lreining Centire,
Reserve Bank of India,
Byculla,

Bombay,

Working

Chairman

Menbers

Chairman

Members

1.6 The two Groups were required to maintain close liaison

with each other and function under the general guidance of the

Executive Director/Deputy Governor in charge of training. The

secretarial assistance to the Clerical Training Revicw Group

was to be provided by the Zonel Treininz Centre, Byculla,
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1.7 The terms of reference for the Group to revi:w

clerical training werc :-

1. Reviewing the training rctivity of the Bank at the
Clerical /Coin-Note Examiners' level, presently confined
to the Zonal Training Centres.

2. Reviewinz the worlkting of the Training Centres and also
sugesting departmental traeining etc. as an integral
part of the totzl training function at thc Cleri-~-1l/
Coin-Note Examiners' level,

3. More specifically, the Group was assigned tasks in the
undernoted areas having duc regard to the existing and
emerging trends during the next 5 years in the field of
training.

(i) Number and types of the courses conductcd at the
Zonal Training Centres;:
(ii) Ccurse contents; in particular, the need for
introducing menacement inputs such as concapts
~" intor-ncreonal relationshir and behavioural
science cte.
(iii) Teachinz methodologys;
(iv) 4vailable infrastructure, including accomnvdation,
libr~ry frcilities etcg
(v) Need for more Zonal Training Centres to clcar the

back=log of untrained staff;
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(vi) Departmentol/on-the-job training - its
enrichment; and
(vii) Post-training eveluation.
148 In r:gard to the course contents, it has beea visualised
thet apart from laying stress on deve.oping functionzl
competence, the need to develop ;elational skills ~nong the
glerical staff cannot be ignored. The ncecessity to rnprove
~-mmaunicat? -~ abrilities at every level, and inter-...concl
relations among the different hierarchical levels in the Bank
has, therefore, assumed urgency. 4t present in wvarious
progranmes at the Zonzl Training Centres, no special cffort is
nade to deveclop the clerical staff in this direction. In order
to overcome this deficiency and lacuna, the Group wzs required
to consider what behavioural inputs could be intro@uced in the
training courses run by the Zonal Training Centres. In
determining the course contents in this regard, however, it is
necessary to exercise great care, bearing in mind the important
objective *l:ot this rart of the training would be rcacuired to
be conducted "with the least possible loss in trensmission as
well as loss due to the workt atmosphere within the Eank".
Since as per the existing system of recruitment ond promotion,
a great majority of the officer cadre at the base level
(over 92%) is drawn by promotion from within the Bauk, the
clerical training courses will have to be closely coordinated

with the tr~ining programmes for officers, with matching



inputs in varying doses, so as to form a sort of "= trz2ining
grid" or a ladder for the clerical and officer staff, in this
area (among others) in particular, to ensurc mexinun
wvilizatiou and application of the skills acquired, .a the
real work situation., The two Groups h:d therefore naintained
close liaison between then,

1.9 It was also deccided in this context that outside
specialists in the field of Manazement Science and Pr-ctice
(Behavioural aspects) may be consulted by the two Groups
jointly for seeking advice and for enablinz then to vose the
related perspective questions and to find out practicable
sglutions.

1.10 The two Groups had a preliminary meceting on the 13th
November 1978. The members of the two Groups were introduced
to the Governmor by the then Executive Director in charge of
Praining (Dr. A.K. Banerji). The Governor emphasised the
importance of the work taken in hand and mentioned 72 particular
that while determining training needs of the cleric:.l staff,
not only their gxisting requirenent but also the long-tern
requirements to groom them to shoulder higher responsibilities
in the orgrnisation may be kept in view. Trzining should aim'
at improving the level of both present and future_performance.
Iurther, training inputs may be so devised as to creave in tue
employees a sense of belonging to the organisation anl a scnse

of social purpose, such as in the direction of corporate/



national objectives, obligations to the members_gf the public,
i@proved services to the Bank's constituents ctc.

1.11 In thc context of th: Review, Executive Director
nowever, cautioned about a constraint which had to be borne in
nind viz., that training facilities ccanot necessarily expand
linearly with expansion of staff strength of fhe Bank. The
training of clericeal staff who constitute the largest component
n¥ the Bank's personnel, therefore denands more imariwative
thinking and action. The earlier we take effective steps to
develop this large manpower at the base level, the better it
will be for the future of the Bank and its image as a corporate
entity, incidenteally ensuring the developmental regquirements

of the individual employees.

Methodology adopted for the study

1.12 Mde: the terms of appointment, the Study Groip was
required to visit some offices/departments and have discussions
with Departmental Heads/officers/employees of any Office, as
deemed necessary. The Group had alsc the authority to oco-opt
any oﬁficer of the Bank, for assistance in any areas of the
Study. The Group thus enjoyed enough discretion in devising
its programmes, procedure and modus operandi for conducting the
Study, In the context of the Group's tasks, the views and
suggestions from a cross-section of Bank's officers of wvarious
Departments/Offices, trainers of various training establishments

of the 3ank and a cross-section of past trainees end officers
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in Grades '.4i' and 'B' (viz., those directly involved at the
point of contact with the clerical staff) were solicited, The
viewc were considered valuatle as an aid in determiaing the
training needs and identifying the related problens, the
directions in which improvements in the existing; facilities
may be desirable, the new areas which can be brought under the
purview of training c¢tec., in order tc nmeke training nore
mganingfgl and purposive.

1.13 Accordingly, the Group visited the following Jentral
Office departments and held discussions with the Heads of
d?partments and others.

1. Chief Manager and other Senior Officers of the

Departnent of Adninistration and Personnel. -
2. Managemeﬁt Services Division.
3. Chief Accountant and other Officers of the Department
of Acqounts and Expenditure.

4. Inspection Departnent.

T: Exchan_c¢ Conirol Depertnent,

6. Department of Banking Operaticns & Developuent

7: Agricultural Credit Department.

83 Industrial Finance Department.

9. Economic Department.
10. Department of Statistics.,

1.14 The Group also visited the Agricultural Refinance &

Development Cornoraticn and Deposit Insurance & Credit
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Guarantee Corporation and held discussions with the Maneazing

Director and the Genercl Manager respectively of these

Associate Institutions of t-2 Bank and their officers.

ie15 While visiting the offices/departments/training

establishments of the Bank at Bombay, Calcutta, New Delhi,

Madras and Pune, discussions were held with the uniernoted

persons either individually or in groups.

1.
2.

5.

Manager and Heads of Departments.

Cross-section of officers in Grades 'ALA' & 'B' viz,
those involved at the point of contact with the
clerical and other non-officer staff.

4 cross=section of past trainees of the clerical cadre
who had attended various courses at the respective
Zonal Training Centres.

Faculty nembers of all the four Zonal Training Centres,
studying in the process, the infrastructural facilities
available at the centres,

Frincipal and faculty meibers of the College of
fgricultural Banking, Pune, stud&ing in the process

the audio-visual aids used/developed at the college

and the infrastructural facilities obtaining therein.
Principal and faculty nmembers of the Reserve Bank Staff
gollege, Madras, studying in the process, the infrastru-

ctural facilities available at the college.
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7. The Staff Quarters at some of the centres werc also
visited for ascertaining the type of facilities provided
to the outstation trainces in the flats reserved for then.

8. All the faculty menbers of the four Zona2l Training Centres
who had participatecd in the Faculty Development Prograime
held at Bankers Trcining College in December 1978 were
net in 2 joint sessicn to discuss comnon problems of
Zonal Trainin; Centres and specific issues relating to

) clerical trzining.

1.16 To facilitate the discussions at all the above offices/

departments/training cstablishnents, both in Bembay and at other

centres, a detailed questionnaire (Lnnexure I) was sent in
advance to then together with stotements giving dctoils of the
training prograrmes presently conducted at the Zonal Training

Centres, thc ccurse contents, the teaoching aids/methods used

etc., to enable then to discuss the various aspects with a

cross-section of officers and staff in their respcctive

offices., fs rog-rils ~ther offices of thc Bank which were not
visited, the same questionnaire and statement® were also
forwarded to them to enable then to discuss =nd communicate
their sugzestions to the Group, The offices responded
epthusiastically and offered constructive suggestions.

1.17 The sugzcstions made by the various batches of the

trainees in the valedictory sessions at the Zonal Training

gentres over the last one year, have also been tcken into

consider~tion.
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1.18 During the visits to the above places, opportunity

was also availed of to visit the undernoted training

establishments of some of the commerciazl banks for discussions

with Principals cad Faculty Members and to have first hand
idea about the infrastructural facilities there an? to know

of their experiencc of conducting vgrious types of courses

fgr non=-officer staff in perticular.

1. United Commercial Bank Staff Colleze, Calcutta -

' Discussions with Shri B.L. Roongta, Principal.
2, United Bank of India Staff Training College, Calcutta -
_ Discussions with Shri S.¢G. Aaich,_Principal.

3. Allahabad Bank Staff'College, Calcutta -
Discussions with Prof, G.R. Deckshit, Principal.

4, Central Bank of India Staff Trainingz Centrc,iiew Delhi -
Discussions with Smt. R, Rajpal, Faculty Menber with
specialisation in Behavioural Science.

5. Central Bank of India Staff Training Ccntre, Madras -
fﬁscussions with Shri V.1, Kameshwaran, Faculty Leader
regarding programnes and audio-visual aids developed by him.

6., Bank of Maharashtra Staff Trainins College, Punc -
Discussions with Shri R,G, Mijar and other faculty menbers.

7. Visit to Bank of India Training Centre, Madrgs -

To attend a chFing of local Trainers' Forun.
8, Visit to Sir Pochkheanawala Bankers Training College

(of Central Bank & Dena Bank), Bombay, to attend an



-: 14 : -

exhibition of audio-visual aids and for attending
the local Bankers Trainers'! Forum meeting.
1.19 The two Groups jointly consulted the following
speciglists in the areas of management subjcets/behavioural
sciengé and training,
1, Shri Sharu Rangnckar
(Formerly Chairnan of Searle (India) Ltd.)
2. Shri N. Vaghul, Executive Director of -
Central Bank of India
(Formerly Director of N,I.B.M.)
3, Shri S.R. Mohondas, specialist in the area of
Industrial Relations and Personnel Mznajenent,
4. Shri 4.V, Deshmane (Former Director, M.S.D.,
Reserve Bank of India)
5. Dr. Y.B. Damle, Director,
Managenment Services Department,

Reserve Bank of India, Bcmbay,

I I eI K K Ko R
4**********
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ZONAT, TRAINING CENTRES AND EXISTING COURSES

Schenes for clerical treining in an institutional set-up

cormicnecd in august 1963 with the establishment of four Zonal

Trainiag Ceutres with jurisdictions originally as under:

(i) Zonal Training Centre, -
Byculla, 3Bonbay.

(ii) Zonal Training Centre, -
Calcutta.

(iii) Zomal Training Centre, -
Madras.

(iv) Zonal Training Centre, -

for the staff of Bombay,
thmedabad and Indore QOffices

for the staff of Calcutta,
Gauhati, Patna, Bhubaneswar
and Nagpur Offices.

for the staff of Madras,
Bangalore, Hyderabod and
Trivendrun Offices.

for the staff of New Delhi,

New Delhi. Lucknow, Kanpur and
Jaipur Offices,
2,2 A fifth Zonal Training Centre was opened at Nagpur in

June 1964 when the need arose for a separate training establi-

shment for the staff working in Nagpur, Hydrabad, Indore and

Bhopal. Consequent upon this, the
these five centres was modified as

Zonal Training Centre, Byculla, -
Bombuy.

Zonal Training Centre, Calcutta

Zonal Training Centre, Madras -

Zonal Treininzg Ccntre, New Delhi

Zonal Training Centre, Nagpur

¢ivision of offices zmong
under:

for the staff of Bombay and
Lhmedebad Offices.

for the staff of Calcutta,
Gauhati, Patnoc and -
Bhubaneswar Offices,

for tne staff of Madras,
Banzalore and Trivandrun
Offices,

for the staff of New IT:zlhi,
Lucknow, Kanpur and Jaipur
Offices.

for the staff of Nagpur,
Indore and Hydercbad Offices.



-: 16 : -

2.3 The Zonal Training Centre at Nagpur was closcd down in
March 1968 as that office could not feed the Training Centre
with adequate trainees and the offices linked to this Zonal
Praining Centre were attached to other Zonal Training Ccntres.
The Zonal Training Centrc at Calcutta also rcmained closcd
tcmporafily from May 1968 to dugust 1973 owing to acutc staff
position in the offices scrved by it.
2.4 Initially, thq Zonal Training Centres werc conductiag
two types of courses.
(I) & course of 6 wecks' duration for Clerks viz.

(i) for new entrants, i,e. Clerks Grade II, as also

Economic/Statistical 4ssistants,

(ii) for Clerks Grade II with less than five years of
scrvice (relaxation regarding *five-yecar' criterion
beinz madc in the case of offices like Calcutta where
there had not been any large scale recruitnent) with
a view to clecaring the back-log of untrained staff.

Thg aims and objccete of the training coursc for the newly
recrulted staff were to introduce them to the institution,

to explain to them the main features of the working of the Bank,
its place in the banking system and the economy of the country,
?he.role of the clerical staff in the total structure, their
conditions of work and the nature of work they wecre likely to
perform. The same typec of training was provideq to the

trainees with less than 5 years of service also.
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(II) 4 course of 12 weeks' duration for Senior Clerks/
issistents giving a detziled coverage (i.e. intecnsive as

well as extensive) of the functions and working of the

General Side and Specialised Departments.

The training for Clerks Grade I and hLssistents was intended

to widen their general backzround ané also to inprove their
knowledge of rules and procedures and techniques followed

by the different Departments of the Bank and thereby to
ipprove their chances of promotion,

2.5 Thus, until 1975, two separate courses were being
conducted, one for Clerks Grade II new entrants and those
with less than 5 years of service ~1d the other for senior
Clerks Grade I/4issistants, It was experienced that conducting
a prolonged course of 12 weeks' duration without having

regard to whether the staff were drawn from the General Side
or Specialised Departments, did not meet the objective fully
owing to loss in absorptiqn of subjects not of immediate
relevance to the ftrainees. 1In the process, there was also
avoidable wastage of training capacity and resources., Moreover,
in the scheme of things that existed then, there was no system
for training the Coin/Note Examiners in the Zonal Trainingzg
Centres. It was only following the introduction of the common
cadre of Clerks Grade 1I/Coin-Note Examiners Grade II in 1972
that conscious efforts were made tq nmect the inadequacy of

training for Cash Department Staff., Prior to this there wos
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provision for a 3 weeks' training in thce Cash Departoent

(first two wecks for going througzh the Issue Department Manual
and other relevant instructl.ns =nd the third weck for
p;actical training in the Ncte Exemination Scctions including
actual examinaticd of notes at reduced quota initially). This
arranzement, particularly the theoretieal self-lecarning during
the first two weeks of posting in the Cash Departrient, left
much to be desired, os without proper guidance anl supervisiocn,
the exerci;e proved futile,

Reviews and Revisions

2.6 a4 review of the training arrangements for the elerica
staff was therefore uncdertaken in 1974. Thereaftcr in 1975,
as a first step, the duration of both these courses wes
reduced as under:

(i) from €é to 4 wecks in respect of the coursc for Clerks-cun-
Coin/Note Examiners Grade II. Since 1977, one week was
added again for cxtensive coverage of the fuactioning
~2f Cach Do timent And the duration ~f the course w-s
increased to five weeks. 4Accordingly, it was decided that
all new recruits including those to be initially posted
to the Cash Iepaoritnent nay be deputed to the newly devised
Integrated Induction Course of 5 wecks' duration. 4s
stated above, one week in this prograrme is devoted
specifically to cover the study of thc Issue Department

in general and the functioning of the Cash Departnent in
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detail, In view of this, the newly trained staff of this
programme who are posted to the Cash Department for the
first time are given onli7 one week's practical training in

note examination.

(ii)from 12 weeks, in stages, to 8 weeks in respect of the

2,7
the

course for Clerks Grade I. Later in 1976, the practice of
bringing together the senior clerical staff with different
backgrounds or lengths of service and varying experiernce
for the same training programme was‘done away with and the
composite course for them was replaced from then onwards
by detailed training in two separate streams of 6 weeks'
duration each - one meant for senior clerical staff drawn
from the General Side Departments and the other for the
gsenior clerical staff drawn from the Specialised
Departments.

Further, in terms of the agreement between the Bank and

All India Reserve Bank Frployees' Association in the

context of the intwoduction of ccmtined seniority scheme and

intermobility for clerical staff and promotion to the officer

cadre based on the qualifying written examination, the Bank

also introduced at the Zonal Training Centres as an annual

feature, special preparatory courses for eligible candidates

taking these examinations conducted by the Reserve Bank of

India Services Boad.

zRBl

IR

CRA5A

RABI LIBRA
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2.8 In order that the trainees of each programme form a

homogenous group and the training becomes need-based as far

as possible, the Zonal Trairing Centres at present conduct the

undernoted training programmes by suitable rotation according

to necessity.

Particulars of
the Course

Integrated Induction_

Course for Clerks Gr.II/

Coin-Note Examiners Gr.II

(a) For those who are
newly recruited and
those who have not
completed one year
of service in the
Bank.

(b) For those who have
completed more than
one year but less
than 5 years of:

service in the Bank.

Duration

Separate
channels
of 5
weeks

each

Course Objectives

To introduce the trainees
to the institution and to
explain to them the main
features of the banking
system of the country,

the terms and conditions

of service and the neture
of the work they are likely
to perform. The whole idea
is that the employees
should not find themselves
at sea, as it were, when
posted to their respective
departments and that they
are capable of understand-
ing the significance in

the whole schenie of things
of the work that they are

called upon to undertake
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Duration

Course Objectives

from time to time, Since
the employees are from
the common cadre of
Clerks-cum-Coin/Note
Examiners, the greater
emphasis of the course is
on the Issue and Cash
Departments as they are
expected to be posted in
the Cash Department in
the early part of their
career.

A separate channel is
run er the employees who
have completed 1 year in
the Banlk but with less
than five years of service,
to clezr the back-log of
clerical staff who have
not undergone any

training.



Particulars of Duration
the Course -
Special Course for

Clerks Grade I/II

(service usually

ranging between 7

and 20 years in the

Bank)

(a) For staff Separate
attached to E Course
Group I (General of 6
Side Departments) weeks

(b) For staff each
¢ "“tached to
Groups IT & III |
(Specialised
Departments) {

Preparatory training 12

course for Clerks working

Grade I, Assistants, days

Stenographcrs etc.

Course Objectives

The Course is intended to
widen their general back-
zround and understanding
of the intricacies of the
functions and working of
departments and thersby
to equip them for
shouldering higher
responsibilities in due
course,

An intensive course with
special emphasis on the
working of the General
Side Departments.

An intensive course with
srecial emphasis on
functions and working of
DBOD, I¥D, DNBC, DICGC,

ACD, aRDC, ete.

The object of this capsule
course conducted between
June and September is to

provide an opportunity to
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Particulars of the Duration Course Objectives
Course _

appearing fcr the prospective candidates to
promotion cronivotion get their douvois clarified
for empanelment to the through discussion

cadre of Staff Oificers oriented sessions spread
Grade 'A! over 12 days jzer batch,

on Reserve Bank of India
Act and functions and
workiqg of Reserve Bank of
India,
2.9 Before introducing any new type of courses on a regular
basis, or whenever a review of any course takes place, trials
are carried out in the Zonal Training Centre at Byculla, by
runmming pilot courses on experimental basis. Based on the
experience gained, such courses are introduced subsequently
after necessary nodifications at the other Zonal Training
Centres, While the Zonal Training Centre, Byculla camc to be
provided wius fucilities for running 3 chainels at & iime in
view of the larger number of Offices/Central Office Departments/
employees falling under its training jurisdiction, the other
three training centres have been conducting only one course
at a time.
2,10 Apart from conducting the normal as well as the
Preparatory Courses, the Instructors of the Zonal Training

Centres have since June 1978 been also entrusted with the
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responsibility of holding regular guidance sessions for the
directly recruited Staff Officers Grade 'A' & 'B' during the
pericd of their probation. The number of such Stal” Officers
for whom guidance sessions were held by the Zonal Training
Centres since 1978 is given‘below.

Year ZT7C,Byculla ZTC,Calcutta ZTC,New Delhi ZTC,Madras

1978 83 y 28 25 10

2. M From the particulars of courses given above, it will be
seen thgt the clerical staff and Assistants of Economic/
Statistics Lepartments were rot being sent for the 6 week
special coufses for senior clerks, Only recently, Central
Office have started allotting a seat each to the clerical
staff of the Economic/Statistics Departments in the two
Special Courses.

Utilisation of the_existing training capacity

2.12 From the inception of the Zonal Training Centres in

1963 till the end of 1978 in all a total number of 11,622
emnloyees ir the clericel etc., cadres (excluding 4,555 covered
in the preparatory courses) had been trained in the wvarious
courses conducted by all the Training Centres., As agoinst the
present strength of 8,875 clerical staff as on 30th September
1978, 4,977 clerical staff (2,228 Clerks Grade II and 2,749
Clerks Grade I) have not attended any training courses. The
positidn of staff recruited in the clerical cadre and the total

number of clerical staff in Grades I & II trained in the last



3 years is given below

1976
1977
1978
2,13

Fresh recruitment Staff trained by Addition to

2.T.C.(Clerks Gr,I  back-log
and Grade II) ;

841 775 66
780 680 100
858 818 40

The above position indicates that the total clerical

sivaff trained (excluding preparatory courses) during these
i

three years was less than even the number of fresh reéruits

in these years, Thus, there has been a net addition to the

back=log of untrained staff, each year.,

2.14

There are several reasons for this increasing back-log

of untrained staff in the various Zonal Training Centres viz.,

(1) The long duration of the existing courses

(ii) Setting apart of 2 to 3 months for coaching senior

clerical staff for appearing in examination for
promotion as Staff Officer Grade 'A'. In these
propﬁrato?y courses {each ccurse being for 12 working
days) which run continuously without any break, the
Zonal Training Centres had trained 776, 720 and 1,200
Clerks in 1976, 1977 and 1978 respectively. This cuts
into the normal training capacity of the Zonal. Training

Centres particularly of the largest Zonal Training

Centre at Byculla.
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(iii) Under utilisation of existing training capacity in the
Zonal Training Centres. In the Zonal Training Centre,
attached to New Delhi Office for example, in 1976 and
1977 only 1 and 3 regular courses were conducted against
their full capacity to run 7 courses in a year qfter
allowing 8 weeks for preparatory courses. The closure
of the Zonal Training Centre at Nagpur and the non-
functioning of the Zonal Training Ceatrc at Cilcutta
for over five years glso'peed to be mentioned here
since the spare capacity could perhaps have been
utilised to clear the heavy back-log at other centres.

(iv) Even in regard to the actual courses run by various
Zonal Training Centres the number of trainees deputed
by the offices attached to some of the Zonal Training
Centres was far less than the trainees quota allotted
to then, as_evident from the statement furnished in
Annexure IT,

2.15 With the present s&t up of Zonal Training Centres =2nd

existing duration of courses, even if optimum utilisation of

training facilities is attempted, only a meximum of 6 %o 7

regular courses (i.e. other than preparatory) can be conducted

in each of the Zonal Training Centres at Calcutta, New Delhi

and Madras in a year (excluding 8 weeks provided for preparato;y

courses). In Zonal Training Centre, Bombay (where 3 channels can

be conducted at a time), a maximum of 15 to 18 courses can be
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conducted during a year (excluding 12 weeks provided for
preparatory courses). Thus on an average, in all the Zonal
Traiping Centres together, about 35 courses can be conducted per
year, From the present trend of recruitment to the common
cadre, which is around 800 per annum, the recruitment in the
near future is likely to register an increase to around 1000
or more per year., Thus the existing training set-up with an
cztimum oapacity to train 1000 trainees per year wiii be
sufficient only to conduct the 5 week induction courses

for the new recrgits, leaving very little scope for training
the senior clerical staff, under the prevalling training
sghemes.

2.16 The number of trainees handled in the preparatory
courses since 1976 by the different Zonel Training Centres

is given below,

Year 2TC Byculla ZTC Calcutta ZTC New ZTC Tctal
» Delhi Madras
1976 559 106 24 66 825
1977 516 53 66 86 721
1978 533 251 131 285 1200
1608 410 291 437 276

2.17 At a time when the Zonal Training Centres have not
been in a position to train all the clerical staff even in
the regular training courses, the preparatory courses have

by themselves utilised over 20% of the training capacity in
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terms of the training time lost by the Zonal Training Centres
by being deprived of the regular programmes., This has largely
been instrumental in building up the back-log in respect of
normal training, over the years., At the time of launching the
preparatory courses and taking over the additional tiaining
burden of such magnitude, no thought seemns to have been given
to the matter whether the existing training capacities/
focilities »f the Zonal Training Centres are adequatc to cope
with the additional load and what measures should be taken to
deal with the back-log of regular training that will be
generated.

Drawbacks of the existing arrangements

2.18 The existing regular training programmes (othcr
than preparatory) suffer from certain deficiencies =md have

also created serious problems in the area of training. Somne

of these are discussed below:
(i) Swelling back-log of trainees in the clerical cadre,
whicin is assuming; insurmountable proportions.

(ii) The induction course has become a nisnomer as the
course does not come at the time of appointment of
an employee in the Bank but any time upto 5 years
of service in the organisation.

(iii) Training is not utility oriented (i.e. not relevant
to immediate posting). Overdose of comprehensive

training at the induction level has been founld to be



(iv)

(v)
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wastage of training-resources (both hunan and material)
in the case of new=-comers posted to the Cash Department
because the knowledge in regard to the subjects/areas
of training which are not of direct relevance to thenm
immediately, is soon forgotten and lost.

This has been the feeling even with regard to the
specialised courses to some extent, since covering too
many departments in a long duration courses of 6 weeks
also ﬁés the same results as above, because the trainees
at best remain attached to one department and that toc
for a considerable period after the training progranne,
Long duration of courses of 5 weeks apd 6 weeks 1is not
in keeping with the training world's current trends and
tried out methods of providing short duration training
courses.

B§cause of the practical_difficulties involvee in the
actual operation of the combined geniority scheme and
int;f«popility that results in a churning of coaff
postings 8plitting up of the courses at the senior
clerical level into specialised courses for clerical
staff drawn from the operational departments and the
specialised departments on the assumption that the
staff so trained will continue in that particular group
of departmen?s for which they have been trained, hgs

not worked according to expectaticns in actual practice.
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(vi) Though in theory the existing training scheme in the
Bank provides for the following training progrommes
totalling 17 weeks during the entirc span of clerical
career, in actual practice, majority of the employees
do not gct opportunity tc undergo training in nore
than 1 course (either the 5 weeck or & week course)

prior to the Preparatory Ccurse.

Indqction Course - 5 weeks

Special Course for Operational
Departments ~ 6 weeks

Special Course for Specialised
Departmen ts - 6 weeks

Total ¢ 17 weeks

(vii) A significant omission from the scope of both inductiocn
and subsequent trainings.is the cadre of Assistants of
vari -us départments. In the early years of Zonal
Training Centre, the Central Office Assistants other
thar those of Economic and Statistics Deparfmenfs used
to be deputed for the senior courses., Subsequently,
when the Stgff College at Madras started conducting a
variety of courses, the Assistants were being deputed
there fqr 'Generzal Course' and 'Inspection Oriented
Course'. However with the re-designation of the
'General Course' into the 'Staff'Officers' Development

Programme in 1975, the practice of deputing Assistants
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to the Staff College for training was discont¢nqed.

Now they neither have the Induction nor the oSpecial
Courses at the Zonal Training Centre, but only attend
the preparatory courses along with other eligible
clerical etc. staff, The Assistants of Econonic and
Statistics Departments who are rcquired to do the base
work for research oriented and special studies in these
departments do not have any training_opportuﬂity
although their needs are spccialised,

The current training schemes only take care of training
of fhe staff recruited to the common cadre and no
training except the opportunity to learn by trial and
error ‘on-the-job' exists for other categories of
staff, There are a variety of other categories of
Class III employees in the Bank for whom also training
is relevent and essential in the interest of creating

a better understanding and awareness in thew: about the
organisation in which they are working so &3 to inculcate
in them a sense of belonging to the organisation and

to enable them to work with involvement in the overall
interest of the institution. At present not even any
initiation or induction training is provided to
employees of the non-clerical cadres. Some of these
categories of staff are, typists/stenographers,
telephone operators, tellers, machine section employces,

etc.
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The existing courses run in the Zonal Training Centres
are totally deficient in the coverage of bchavioural
aspects or effort to build up relational skills, Only

a pssing reference about the norms of employee behaviour
is made while covering topics like concduct and discipline
under Reserve Bank cf India (Staff) Regulations or in
the context of discussing customer service flowing fron
the topic of banker-customer relationship and *their
mutual obligations. In & service corgenisation, the
staff should be made to understand and realise the
importance of each individual's work which, though
routine, is in its own way, quite important from the
point of view of the total organisational effort and
how every individual has a role of play in enabling

the organisatiqn to serve the constituents and the
society better.

Following the theoretical inputs and congnitive learning
in the Training Centres no facilities exist in the
departments to provide an opportunity to the employee
to reinforce his learning and relate it to skill
oriented applications on the job at least in <the core
areas, This is also to some measure responsirle for

the loss of the training effort,

There is no linkage of the clericzl training with the

types and nature of training programmnes conducted for
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officers in the three training colleges of the Bank., 4s
a result, training provided in the Zonal Training Centre
becomes a watertight compartment from the tr=ining
courses conducted by the Bank's Staff College in
particular when it comes to the functional courses on
the Bank's departments., Besides, teing an unrealistic
situation, this resglts in avoidable wastage, duplication
and overlapping in coverage of functional topics. Therc
is a need to rectify this and facilitate the building up
of a training ladder or grid, taking the totality of the
clerical and officer training programmes intc account.
2,19 Various measures that could be considered to mitigate
the problems and the optimum set of solutions therefor are

discussed in Chapter 4.

R LR S
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CHALAPTERS-3

PRESENT AND EMERGING TRENDS AND FACTORS INFLUENCIIG
TRAINING NEEDS OF NON~OFFICER STAFF IN THE BANK

Apart from the nature of the funcitions and working of
the Bonk, tT:re arc sevetal other factors o2»2 trends that
influence determination of the traininz needs of the staff in
the Bank and the training strategy to be adopted. .Some of
these salient trends and factors are discussed hereunder:

Role of Trazininz and Responsibility for Treining

3.2 Training, as has been stated earlier, is an investment
in.?he development of the work fozrce. Over a period of time,
successive doses of meaningful training could equip an employee
and aid him in the development of his total personality as an
individual and enable him to shoulder higher responsibilities
in due course with greater awareness anq confidence, irrespec-
tive of whether the end-results are discernible or not,
immediately. No doubt effort to %pprove one's personality has
basically to come from the individﬁal‘himself, However, an
institution where the indiv’dual is employed\cgnzto come
extent create a suitable climate and providelthe necessary
motivation for this. One of the ways of doing so would be
through training, but this again is not the pfimary objective
of training. It is often said that bringing about change in
behaviour is extremely difficult and that the best, o training
can induce only a marginal improvement., In the process of
training, if partial success is achieved in bringing about

even 2 marginal improvement in the personality of an individual,
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it can be considered a rewarding experience both from the
individual employee's point of view as well as from that of

the Pank, Exposure to training with a rational content of
behavioural inputs will certainly help an individual to under-
take self-intfospection and crcate in him an awareness about
his own whims and idiocyncracies. If an individual perceives
training as an aid for imprcvement of his personality and
ccreer prospects, it will motivate him and enlist his whole
hearted involvement and cooperation. If this is set as a goal,
it will lead to a better awareness of the responsibilities.
Thus, training could ultimately motivate the staff not only
with an inclinaticn to optimise their efficiency and output

but also help in turn in promoting a desirable organisational
climate.

3.3 No doubt, the success of this effort depends also on
many other factors which may be extraneous to training facility,
such as self-motivation of the trainee, motivation by the
trainer, the culturce of the institution, its personacl peclicies,
the orgaonisational climate, social environment snd sc on. It
therefore, becomes necessary simultaneously to make earpest
efforts atleast within the Bank to creatc a supporting climate
that will not only be conducive to the appreciation of t;aining
iq its proper perspective but also contriﬁute to its success.
3.4 Thg first step in this direction would be to give

training the priority it deserves, commencing from the highest
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level in the Bank, for training cannot achieve much if it is
viewed mepely as a ritual to be undergone at periodical
intervals, The constitution of the Review Groups to study the
training facilities in the Bank in its entire gaﬁut is in itself
a good augury. Training activities should continue %o receive
positive commitment, support and involvement at all levels both
in the training establishments as well as on the job in the
departments. The Bank, its training establishments and the
trainees have all to be collaborating partners in the training
efﬁorts.

Recruitment and Promotion Policy

3.5 The present recruitment policy in respect of the base
level of white collared jobs in the Bank is to inducv graduates
in the organisation under the common cadre of Clerks-cum-Coin/
Note Examiners. .By virtue of the important and premier position
that the Bank_occupies among the financial and bgnking institu-~
tions of the country and the fact that the service conditionms
in the Insticution are fairly attractive, the Bank Is able to
draw the cream of talents from among the graduates as well as
post-graduatgs of various academic disciplines into the
organisation., This quality inflow is also maintained since
thousands of eligible candidates compete for a few hundred
vacancies that arise in the Bank every year and the norms of

the recruitment standards prescribed ensure the selection of

the fittest among the applicants., In effect, high calibre
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persons get selected for very routine and monotonous jobs,

3.6 The combined seniority scheme envisages that all new
recrnits should initially be posted to the Cash Dera:tment and
gradually moved to other departments in ccurse of time. The
promotions within the clerical cadre take place on the basis of
seniority and over a period of time. For these who by virtue
of seniority become eligible to take the qualifying examination
f:r promoticz to the officer cadre, the opportunity comes as a
good opening for further self-development. However, even here,
there have been disparities owing to differences in the staff
strength at different centres, the uneven rate of expansion of
departments/offices at various centres etc. As a result and as
?he combined seniority at clerical level is operative on a
centre-wise basis, employees with mich shorter length of service
in the newly opened smaller offices in particular have stood to
benefit from the loczl promotional Opportunities wher: compared
to their colleagues in older and larger offices. This has not
orly create? imbalances in promotional ~pp-~rtunitiec cmong
offices, but has also affected the age composition cI staff
qualifying for promotion in different offices, This to a great
extent, has also been a cause fgr frustration among the employees
working in older/bigger offices,

3.7 Under the promotion policy currently followed, a
?edeeming feature from the employees' point of view which

counters frustration to some extent is that over 92% of the
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entrents to the officer cadre are from within the Baniz., In view
of this policy, from the long-term point of view, the post-
recrvitment calibre of the clerical cadre has also to be
maintained and improved as they are the main feeding source to
the officer cadre. Training has a vital role to play in this.

Larger Induction of Lady Employees at the base level of
the Combined Cadre

3.8 Under the present sys?em of open recruitment of employees
in the common cadre through competitive tests, a significant
trend is thot more and_more ladies are qualifying, partigularly
at centres like Bombay, Madras, Trivandrum and Bangalore, The
percentage of female employees has sharply risen at the base
level in the last few years and this trend is likely to continue.
In many instances those lady employees who are not carcerists

and who'have got used to the routine of the Cash Dcpartment with
the advantagg of generally being able to leave officc early, may
given the choice, like to continue in the Cash Department, which
enables them to devqie more time to their home and farily
commitments, As = consequence, in the next five years, this
trend is likely to crcate an operational problem for the Bank

in the matter of sending remittances of treasure for accompany-
ing which lady employees may not be suitable for several reasons,
At a time whcn the volume of notes ig circulation is increasing
by leaps and bounds and has already crossed the Rs.11,000 crores

mark and the Bank's fesponsibility of arranging more and mote
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inward and outward trecasure remittances increases, ‘hc Bank will
soon bc faced with a scrious problem of not beinz able to find
enough number-of expericnceq male employees trained for the job
0l accoumpatiyling remittances., Pressure in this regard is already
being felt in some offices.

Attitude and expectations of the new generation of employces

3.9 The cnployees being recruited belong to the goneration
that has been born and brought up in an atmosphere of frcedom
in the post--indpendence era which has secn lot of political
Influence, agitations, times of shortages of essenticl
commodities, rise in their prices, general inflationary trend
in the economy, increasing population and unemploymens,
over-crowded urbap living chditions with hagzards of environmen-
tal pollution etec. The psychology of the new entrants of today
is not the same as it was say, a eouple of decades ago. The
younger gencration of recruits, though intell;gent, better
informed and competent, is also more militant, All these
fattcrs have been contributing to shaping the attitudes and
expectgtions of the younger generation of employces who
distinctly differ in their concept of discipline, authority,
etec. when compared to those who were born in the
pre~-independence era.

7410 The p.oofile of the new entrants in the Reserve Bank
[resents before one a picture of well-qualified and intelligent

but restless youths coming mainly from middle-class ard lower
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middle-class families, and having high expectations and ambition
to rise quickly either in the Bank or elsewherc and as such they
cre far more prone to frustration than persons of thc older
generation. There is, thus, a marked difference betwecen the
outlooks of the new recruits and those occupying the nanagerial

positions today.

Ngture of the job and work situation

2o As cloted earlier, in view of the combined scuiority
scheme in operation in the Bank which envisages an initial
posting in the Cash Decpartment, the new entrants with 2 profile
described above find the job in the Bank in general and the Cash
Department in particulor very routine, monotonous, uninspiring
-and a disgusting drudgery. Even the working environment in the
Cash Department, apart from the nature of the work, is such that
it can dempen the enthusiasm of even the most zealouc individual,
Soon the new entrants realise that the job does not wmatvch their
qgalifications and expectations and begin to feel disillusioned.
512 With +the introduction of combined seniority scheme at the
level of Coin[Note Examiners and clerical staff since 1972, a
point for concern and future development is that in o few years
“ime, even the posts at senior levels of Coin/Note Exeminers
Crade I and above in the Cash Department will have to be filled
up by those very employges, who had joined the Bank in the
earlier batches of the combined cadre. Accordingly, it will be

wrong to sunpose as is the prevalent belief among the staff,
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that an employee who joins the Bank in the combined cadre, and
is posted to the Cash Department initially will have to work
there only for the first few years and that once he is transfe-
rred from that department, he will not be required to ever sece
apother posting to the Cash Department.

3,13 These are factors for which the solutions lie in the
realms of policy, outside the sphere of training, No amount of
avtitudinal training by itself can prove effective in
neutralising or countering such retrograde influences which are
so strong.

Organisation as perceived by the employee

3,14 In view of the circumstances explained above, even an
employee 's unfortunate perception about the Bank quickly gets
further t2inte? and vitiated because of the following faetors.
3.15_ Acqording to the present promotion policy in regard to
the clerical staff, promotion is primarily by seniority and
nerit does not oount'for this purpose atleast in the initial
stages of *: carcer, If at all merit comes to be Taoognised,
it is only 2t the point of promotion to the foicer ~ndre., The
employee also gets disheartened by and reconciled to the fact
that in the scheme of things prevailing, as no recognition is
likely to bc given for outstanding work, he hardly nced strive
to attain optimum efficiency. This wrongly ercates an impression
in the minds of the fresh employecs that the managencat is

indifferent to the employces, conservative and that tic entire
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a?mosphere is attuned to a rule and procedure dominated system.
3.16 Even opportunity for promotion to the officer cadre is
not often looked upon with much enthusiasm because the promotion
prings only additional resPonsibilities without either authority
or benefits commensurate w@th them, In many.cases'promotion
brings no monetary benefit, Rather, it becomes neczssary to
protect even the existing emoluments, Besides, ther=s is also
the hardship of undergoing transfers as an officer :nd an
apprehension that officers are exposed to greater risks and
uncertainties, All these reasons render promotion an
gnattractive propositign particularly to an employec who has
c?ossed the middle age.

3,17 The employees, ow%ng to the nature of the worl~ situation
and the type of formal and indifferent relationship with their
superiors in the hierarchy often feel let-down and _cft-out in

a manner where they are hardly mentally prcpared to ;dentify
thgmselves with the organisational objectives and rurposc. In
such a demctivating atmosphere the employec quickly loses any
sense of belonging to the organisation with the feeling that the
institution is impersonal and does not take care of the employees,
In this state of helplessness and frustration, when “he employee
looks for a shoulder to rest on, he finds that the trade unions
offer him a broad shoulder. The unions have been abl: to make
him feel_that they are more helpful and alive to his needs than

the Bank, It will not, therefore, be surprising'if an employee
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feels a greater sensc of allegiance, belonging and coimitment
tq the union.

3,18 The profile of senior clerks in most cases is more
disturbing because they are accustomed to the routince style of
working for a longer duration and as such lose initiative in
office work. The sensce of frustration and disillusicnment in
this caldre, particularly in offices where promcticneal
~zportunitics have been minimal and infrequent tends vo make
the employees almost cynical. In an effort to derivc cgo
satisfaction and scarch for avenues of self-actualisation, the
employees are driven to seek recognitiqn through either trade
unions or outsidz bodies (cultural, social etec.)

Expansion of Offices/Departments and shifting of Offices/
Departments Irom one centre to another.

3,19 qur a period of time, the number of offices hes
incrcasc?, Some of the sub-offices have bcen convertel into
full-fledged offices under the independent administrative
charge of Managers., The treud is likely to continue since the
napk has decided to open more sub-offices when warranted by
ingreased work load and regi:nal development, Apart {from
factors like ¢vcr increasing quantum of notes in circulation
which brings about an all-round enlargement in the arza of
menagement of currency system, the work with regard l. the
country's currency management itself is golng to see substantial
increase with the opening of more number of currency chests and

small coin depots with the branches of nationalised banks., The
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Government also expects that the inspection machinery of the
Reserve Bank has to be augmented and strengthencd to zicet” the
addi+*ional burden of conducting statutory inspectiovins in respect
of Commercial, 6ooperatrve and'Regional Rurel Banks and also
increase the frequency/periodicity of inspcctions, The Bank

has also becen asked to conduct on priority basis = frcsh revicw
of the existing arrangements for rural credit. Even assuming
tnat it wili be difficglt to foresee any de~linking of any

nmajor departments, etc, as had ﬁappened in the case cof Industrial
Development Bank of India and Unit Trust of India, it will not
be unsafe to assume that there is not likely to6 be any drastic
redgctign in the staff strength of the organisation in the yecars
to come, It has been a well recognised phenomenon that in the
absence of specific norms o¥ yaréstick to mcasure thce optimun
employec level in service brganisations, the question as to what
should be the optimum manpower requirements for banking
institutions has lergecly remained unanswered, undéfined and
ackulsus, o nu:bQ; oI enployccs an@ thcir_productizity cannot
therefore be satisfactorily corclated., The current trend of
steady increase in_the nunber of employees in the Banlz is
however likely to continuc in future also because measures like
nechanisation and computerisation on any significant scale hes
perhaps to be ruled out in view of various ramificaticns, Based
on this trend, it can be expected thet the number of employees

to be trained at all levels will also register a substantial
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increase in addition to the existing back-log.

3.20  Moreover, there is also a strong feeling that certain
centres have tended to overgrow in size with conseguences like
disparity in emplgyment/promotional opportunities among different
offices, besides creating problems like constraints of
accomnodation both for office as well as residential purposes,
The Bank is also currently engaged in examining the used for

and possibility of shifting departments from more c~~_zsted to
less congested/new areas,

Switehover to Hindl in the Bank's working

3.21 In keeping with the Government policy of intrccucing Hinmli
in the day to day working of the Government Departmenvs and
public sector organisations, the Bank is also pursuiang a phased
programne of introducing increased use of Hindi in the Benk's
working. This is likely to create a new pattern of working in
Phe Bank at least in most of the centres in the near future say,
5 to 10 years which would envisage fresh areas and new methods
of training through the medium of Hindi in the yecars to come,
3.22 Some of the factors and trends discussed above will
influence the objectives, techniqueg and methodology of training.
Others will influence the infrastructural facilities and
requirements ip terms of training centres, quality and quantity_

of faculty etc, which have been examined in subsequent chapters.

96363 K W %%
4**********



CHALAPTER-4

DETERMINATION OF TRAINING NEEDS AND STRATEGY

The evolution of clerical training ihethc Zaxr.., . the
defieiencies in the existing training system, phe present and
future trends having a bearing on training ete., have been
discussed in detail in Chapters & and 3 . 1In this background,
the determination of the training needs of the clerical staff
and working out a suiteble training strategy becomes an
futricate aud complex exercise, In discharging the ifunction ol
safeguarding and promoting the national economic interest and
priorities and rendering service to socicty, it is imperative
that continued operational efficiency and improvenent in the
quality and quantity of services of the Bank should be ensured.
In this context, development of a variety of skills (Innovative,
Human Relations, Leadership, Decision Making, Anclytical,
Communication etc.) in the officials of the Bank assumes great
significance, At the non-officer level in particular, Humen
Relations, Communicqtion and to some extent even Innovative
syills shoulld be inculcated an? cultivatoed,

4,2 There 1is no denying the fact that clerical troining in
thg Bank has remained uneven, with a heavy back-log largely
because gf absence of manpower planning and suitable supportive
training., A4s a result, proper utilisation of manpower through
appropriate training and placement has not alwayg been feasible.
Since training was also not matched with specific neecds of

departments, training function has largely remained an isolated
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omnibus activity from the beginning.

4.3 Needless to emphasise that training should anow be viewed
in isolation but has to be treated as an integral part of the
bank's organ¢sational process and planned personnel policies aad
linked with recruitment, carcer planning, appraisal, promotion
and devclopment of staff ete, 4 change is, thercfore, needed in
?he existing approach to training which is nostly based on the
criterion of availability of the employee for treinf-z; but ir
the Bank, under the existing type of combincd seniority schene
and the free intermobility based merely on considerations of
seniority and convenience,_a planncd policy of career developmen”
fgr the cleivical cadre is considerably hindered.

4.4 Another training strategy that is normelly adopted by anv
organisation is to time training in such a way that sn return
from training the trainces will be provided an cpporiunity to
make use of the traiqing and apply their newly acquired
knowlecdge ernd skills, The trained personncl will then be able
to perform *the Job with a gicater sense of involvement and also
have job sctisfaction, This will call for detailced carecr path
planning and designing of suitable courses. The sclection of
appropriate trainees for these courses would also assime
relevance in such a set—up. In other words, the responsibility
tor career planning comes first which unfortunatgly nas not been
given any serious thought in the context of the combineC

seniority scheme for the clerical staff presently i operation



-3 48 : -

and the freec Inter-mobility which thwarts planned placement for

individual employees.

New Traininz Strategy

4.5

Against tThis background any new training stiavegy hao,

therefore, ©o be based on certain assumptions as under:

(1)

(i1)

(iii)

(iv)

(v)

the coxisting recruitment policy in respect of the base
level of the common cadre in the Bank is not likely to
chence in the necar futurec.

the base level common cadre in the Bank will continue to
provide over 92% of the entrants into the officer cadre.
within the qxisting limitations, attenpts would be made
atleast to carry-out exercises of some wquable systen
of career planning and determination of career paths in
respect of the common cadre staff, as early as possible.
knowledge imparted through the Training Centrcs and the
gcquiring of relevant skills on the job have to be
conzlementary, - The depgrtmental training has to be put
on 2 systematic fooling, Due emphasis will have to be
placed on 'on-the=-job' training, planning of rotation of
staff with regard to assignménts and departments as a
part of overall development of individucl employees,
since classroom treaining is only a poption of the

entire developmental phase and effort,

categories of non-officer staff, other than those

belonging to the common cadre, for whom no training



opportunities exist at present will be brought within

the purview of training.
4.6 In the case of training for clerical staff in the Bank
the priority has hitherto been in the area_of duparting hiiowiGuw
and developing job skills in a limite’ way., In addition, the
priorities in this regard require re-orienvation to provide
facilities for the formation and development of healthy
attitudes in the individuals, so as to be reflected in efficient
service to the Bank's constituents., For, afterall, the society
will ultimately judge the utility of the Bank by its performance
as a service organisaticn.
4.7 In the sphere Qf customer service, the timc token for
items of werk like encashment of cheques, acceptance of
Government chalans, handling of Government reccipts and
paygents, providing of adequate exchange facilities and disposal
of claims cases in Issue Department, processing of treave. cascs
in Exchange Control Dgpartment etc. would be the barometer oX
the Bank's efficiency. Present performsnce and customer service
standards would need improvanent. Besides the 'Staff Suggestion
Schene'! administe;ed by the Managoment Services Department, <he
Training Centrcs can also hclp in inculcating amnong the
employegs a spirit of inquiry and thc importance of %nnovative
methods, For instance, the intricacies of exchange contro. auc
foreign exchange transactions are not clear to a large number

(a mystery to most) of the clerical staff (or even officers,
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for that matter) in this department and the position is often
worsened further as & result of frequent revisions in the
instructions and frcqueﬁt cl..nges in the inqumboncy of various
important desks on account of free mobility. Considcrable
inconvenience can, thercfore? be caused to those having
dgalings with the department.
4.8 The non=-officer cadre (particularly Clerks and Coin/Note
Exanincrs) constitutes over 50% of thc staff strength in the
Bank and ié directly involved in important operations in the
Bank, hinging mainly on a colloéal volune of manually done
glerical and accounting work at important positicons such as
counters, Cash Department, Exchange Contpol Depertment, Public
Debt Office, 4annuity Deposit Section ete. The clerical staff
also. come in contact with members of public and other
constituents having dealings with the Bank.
4,9 To meet all these situations, the objectives and
priorities of clericel training will converge on -
(i) cognitivec lenrning for gaining knowle?ze in new arcas ard
improving existing knowledge in the relevant arcas;
(ii) systematic 'on-the-job' training to acquire and develop
skills in work performance; and
(iii) attitudinal development of the individual end promotion
of relational, comnunication and to some extent

innovative skills.
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These will to 2 great extent ensure meeting the riultipurpose
objectives over a periqd of time,-of developihg and inproving
skills, promoting cfficiency, confidence and potcntial to
shoulder higher responsibilities in ?he Bank and developing
healthy attitudes in the individuals, Incidentally, training
may also help in minimising risks and mi;takes in job
performance and in the Benk's operations. Developing
appropriate attitudes (at 211 levels) will tend tc prenote the
"will to work" with a sense of involvement, job satisfaction,
sense of belonging to the organisation and scnse of social
purpose, besides ensuring improved inter-personal relations and
cormunication and also better adjustment of the individual
employee to & desirable environment., Assuming that on an
average_it takes bctween 10 to 12 ycars of service for an
employee, who cnters the common c2dre at the base level, to
become eligible for anpearing in the examination for promotiag
to the officer cadre, it woculd be .desirablc to design the
undernoted pattern of trainiag courses for the non-officer staff
in class III in_thc B;nk, viz.

(i) Inluction ocourses;

(ii) Puncti-acl courses followed by on~thce-job

trq&ning; and

(iii) Preparatory courses (as at present).
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(i) Induction Courses
4.10 The present induction course cannot be rcolly called an
inducticn course. Any induction course, should invariably be at
the point of_entry into thg Bank, i.e. before actunl posting to
a departnent, This basic course should ain at familiarising the
new entrant Qith the institution s5 thnt he fcels "at hone" on
his posting apd gets an overall perspective of the Bank's role
and functions, This trainingz should help him to understan the
working environment, the nature of work he would be expected to
do and such other maetters as woul? heln to cre~te in him a scnse
of belonging to the Bank and sense of social purpose, Since the
enployee in the common cadre would be posted to the Cash
Departnent, the course may be utilise? to cover also the
theofetical and practical aspects of that departmcent's work
which could be of immediate relevance to hinm. Only a brief idea
of the functions and working of the various other departments
need be given so thot the significance of the totality of the
organisation and the Bonk's functions, does not remain hi“?en
from the employee nor is lost sight of by him. This will have
to be immediately followed by on-the-job training in the Cash
Department for a periold of one weck. The participants In the
in@uction coursce from centres whe:g therc is no Cash Depertment,
such as Bhopal, Incdore, Cochin etc., could be rglieved fronm the
Zonal Training Centrc as soon as part I of the course is

conmpletc, part II being the Cash Department component which is
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not relevant to them and their short induction course could be
supplemented by on-the=-job training immedintely after they are

pcsted to the respective departments,

Phasingﬁof Recruitment :

4.11 In case participation of a new entrant in the induction
course has to be ensured ot the point of his appointment, the
appointments from the common cadre waiting list for a particular
year will have to be so> phased that groups of new cntrants from
the panel are appointed in one lot at regular intervals,
preferably at quartcerly intcrvals, say, for instance, on 1st
January, 1st April, 1st July and 1st October cvery ycar., This
would facilitatc the smooth planning and running of the inductim
training programmcs and provide a regular flow of properly
inducted staff to the Cash etc, departmcntst This phasing of
the appointments should be feasible if the common cadrc staff
are first posted in the Cash Department,'vacancies in the other
departments being filled up by drawing common cadrec staff fronm
the Cash Department according to seniority, and adequnte
training rcserves are created in the Cash Department.
Incidentally, the Cash Departnent is a department which can
absorb any number of rescrves because of the ever increasing
volume of work in conncction with disposal of soiled notes and
Bank coull very well take advantage of this position to
centralise the training rescerves in the Cash Department so that

appointments can be made in a phased manner. 4s regards the
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snaller centres likg Bhopal, Indore, Cochin, cte, not having a
Cash Department, vacancies could be anticipated well in advance
or k¢pt unfilled till the candidates are‘exposed to the
induction progranmne,

Inducticn for other categories of non-officer staff :

4,12 Having regard to the basic aims and objectives of
induction courscs, there is no reason why non-clerical staff,
such as typists, telerhone qpcrators etc. shoul?l be deniel the
benefit of proper induction. This 1s discussed later on in
detail,

(ii) Treining in specific operational and functional arcas

4,13 To satisfy the requirement that training should be
relevant tc immediate work situation, all the staff irrespective
of whether they are Grade II or Grade I or Assistants, either at
the time of entry into a new department or as soon as possible
after they are postel to a new departnent, should be deputed to
the training establishment for an intensive traiging progronme
with some practicrl bias, relating to that particular dep~rtment's
or allied department's work. These condensed courses could be
of shortcr durati?n say, about 2 to 3 wecks and nmay bec orzeniscd
as under in respect of the following group of departments/crcas:
(1) Banking Department
(including staff/cstablishment
section/estate department) - 2Y2 weeks

(ii) Issue Department - 142 weecks



(iii) Exchange Control Department - 1Y2 wecks
(iv) DBOD, DNBC, DICGC, IFD - 2 wecks
(v) ACD, ARDC - 2 weoks

ylth Tne present systen of recruitment at the base level in a
combined cadre of Coin/Wote Examiner/Clerk Groic II and posting
in the Cash Department initially (after exposing the candidates
Fo an induction programmc as recommen’c” above) and with the
centralisation of a major part of the training reserves in the
Cash Department (as recommended in this report), it should be
feasible to properly_plan and time these intensive short
duration functional courses, after anticipating the vacancies
arising in the various departments due to retirements, lgteral
nobility, promotions from the base level, expansion, ete. and
plcking up the required number of Coin/Note Excminers/Clerks
belonging to the combined cadre from the Cash Departments of the
respective centres, If the number of candidateg on thc basis of
anticipated vacancies from the offices usually catcred to by a
Zonal Training Centre is no? adegquate for a particular course,
candidates from offices under the jurisdiction cf osther Zonal
?rain;ng Centres can be drawvm and a combined capsule coursc
conducted at one of the Zonal Training Centres selected for
this purpose. In Bombay becausc of Central Office departments
there may not be any Qifficulty in getting adequate number for
a particular capsule course, but at other centres difficulties

nay arise in forming a group of adequate strength for a capsule
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course because of the snall number of vacencics usuelly arising
in branch offices, In such situetions, instecad of conducting
the courses zone-wlse, cach course can be centralised at one of
the Zonal Training Centres, the various courses being evenly
distributed ameng the centres so as to avoid under-utilisation
of the training facilities at the various centres.

In regar? to Econonic Department/Department of Statistics
proposals are discusse? sepdrately.

Behavioural aspects

4,14 45 already discusscd, all the courses presently conducted
for the clericnl staff are functional and somewhat omnibus/
general in nature., The role played by inter-personal relations
and attitudes of individual enployees towards work, pecoplc with
whon they work and the Bank's customers have & zgreat bearing on
the quality as well as the quantity of work perfornance.
However, the courses dcsigned in the past have almost lcft out
these behavioural aspects, In view of the »profile of the
candidates belonzing to the new generaticn of the post-indenend-
ence era joining the Bank, the necd for their proper orientation
in these areas is acutely felt. It will, therefore, be desirable
that the training courses should devote some time to the
attitudinal aspects,; group behaviour, custcmer service,
rationale of the role responsibility of the individual,
significance of thc purpose of the job performed, significance

of the human resources at allhlevels, the purpose of discipline
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systen, importénce of time management, thc role of trade unions,
gtc. Accordingly, these areas nay be included in all the above
courses, viz., induction as well as the condensed functional
courses for specific departments, with different emphasis after
the induction course, as by the time an enployee reaches such a
stage, he would have gained sufficient experience in the Bank
and would be familiar with the work situation. For the senior
émployees, conflict situations could be discussed in &n objective
manner with the aid of coses prepared on live situations in the
Bank, Even if the behavioural aspects with slight variations
get repeated in the various courses, it would not have any
adverse effect, but would help in reinforcement since all
enployeas will not ngcessarily be attending all the courses but
a maximun of_3 to 4 courscs over a span of 12 years depending
upon how quickly they are able to qualify for promotion to
officers' grade, which position will vary from office to office
and from emplcyee to employee., Further, in the context of the
acceler=ted pnce of changes all round, in vzlues and styles of
life, methods and conditions of work, etec., such exposure at
intervals of 3 to 4 years would not tend to be repetitive but
can be actually expected to be beneficial,

On-the-job Training

4.15 Through performance of routine jobs of different
varieties in different dcpartments over a period of time under

the guidance of other colleagues and superiors, an employee of
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even average ability has the opportunity of improving his
functional cefficiency. In the process he also_improves his
speed and accuracy an? gains confidence in discharginz his
duties., In the context of increasing volume and variety of work
the existing arrangenents are proving progressively inadequate
and it has become necessary to cdevise a conscious and organised
system for providinz on-thec-job traininz in thé departnents.

The respective dcpartments/secctions and the officers will, no
doubt, continug tc have a pivotal and constructive role tc play
in this effort., Some departments like Agricultural Credit
Department, Econonic Department etc, have alrcady evolved their
own internal systen of secticnal training to sult their
requircnents end such initiative has to be encouraged,
strengthened and inprovel. These aspects of on~the-job training
are discussed in detoil in Chepter No.9

(iii) Preparatory Course

4,16 A special feature of this course is that it is of

a2

Imediate relcvance 213" Jdirect usc to the troinecs eligibhlc *o
tdke the qualifyiny examination for promotion tc the officer
cadre. Naturally, the trainces participate in this course with
a nuch greater sensc of seriousness, comnitment and expcctation
of all the courses., The dcgree of self-motivation of the
trainees in this course is the highest. Incidentally, this is

one course that gives an employee a fairly gecol ilca of the

totality of the Bank's functions and working, besides explaining
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the intricacies cf thec provisions of the Reserve Bank of India
act 1934 in minutc deteoils.

4.17 As is known, this course is decsiznced an? concducted on the
basis of the agreement with the Employecs' isscciation anéd no
changes are suggested therein.

4,18 & person wh~ joins the common cadre takes about 10 to 12
yecars on an avera-e to qualify as an officer in the Bank. (In
newly set-up cfficcs, this pcriod is, however lesscr). Tho
placenent and rctaticn of the individual employce should be so
planned that ordinarily he is required to work for not more than
3 to 4 years on an average in a major departnent. In suchk a
situation, the employee besides attending the induction course
at the point of recruitment will have the oppo:tunity of
attending about 3 of the condensed functicnal courses at
intervals of 3 to 4 yecars before taking part in preparatory
course for appearing in the quelifying exanination for promotion
as an officecr. This would provide sufficient and meaninzful
troining opp?rtunitics~to an individuzl employce in the ortire
span of his clerical career, sincc even in ths nmost ilcal
situation it may not be feasible for any orgeuisaticon to troin
its staff in 211 the arcas of its functioning tco sccure a dcsree
o? thorouzhness, expertise and all round pcerfcction.

4,19 The comparative position of the total duratirn of the
treining span under the existiﬁg and the proposel systems of

institutional clerical trainin: comprising vari»>us types of
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courses is given below.

Existins Cohurscs

Integrated Induction

Coursc ~ 5 wceks
Special Course for

Operational

Departnents - 6 weceks
S cial Coursc for

Specialiscd

Departments - 6 wccks

Total ¢ 17 wecks

Preparatory Coursc - 2 wecks

Grend Total : 19 weeks

4.20

courses taken tosether (excluding

require only 11%¥2 weclks during the entire spa

Proncsci Courscs

Iructiczn Oourse - 2 weeks
Functi.n2l Courscs
Banking Department - 2Y2 wecks
Issuc Department - 1342 wecks
E.C.D. - 1Y2 weceks
DBOD ctc,
Deportnents - 2 wecks
ACD/ARDC - 2 wecks
Total : 11Y2 wocks
Preparatory Course - 2 weelzs
Grand Total ;EQE-QESQQ

It will bc observed from the above that the proposca

preparatcry courscs) will

aof elcrical

career averaging 10 to 12 yenrs, as against 17 weeks under the

cxisting crringcninis.

Inis by itscelf woulld create sufficauent

’

spare training capacity in the existing Traininz Ccntres to

facilitate training of o much larger number of @ployees

from saving in terms of rescurces.

4,21

and qualifies as a

By the timc an employec completes the preparatory

apart

Steff Officer, in most casces he also

similtaneously completes at lcast Part I of thc Institute cf

Bankers Exeonination,

Thus at the stagc of entry into the
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officer cadre, an cmployee is usually a qualified, well-trained
and experienced individual in the age group ranging from 25 to
40 in different cffices, dep:ndinz on local seniority,

Training Grid

4,22 The scheme of the proposed clerical training consisting
of the induction course and the various condensed functional
courses supplenente? by systematic on-the-job taining, followed
nltinately by the preparatory course will take care of the cntis
range of traininz requiremcnts in knowledge, skills and
attitudes, at the clerical level prior to the induction of an
employee into the officer-cadre, thus laying cdown the foundation
of a training ladder or grid covering further arcas of functioml
and devclopmental training, with different emphasis, for 2
officer staff at the Rescrye Bank . Staff’ College, Bankers
Training College anc College of fhgricultural Banking.
Recommendations with regard to the training rcquirements at the
supervisory level and above, are being nade by'the Working Group
for officer tr-oinin: {(unlcr Vr. V.R, Cirvante). However, in
@csigning the contents of the proposed clerical training courses
care has been taken to see (in consultation with the other
Working Group) that as far as possible, unnecessary overlapping
and duplication is avoided in the coverage by the Zcnal TPraining

Centres and the Reserve Bank of India Staff College.
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Back-1lo7 :

4,23. Therc is a2 large number of Clerks Grade II, who were
eligihle to take the present induction course, but have not had
the benefit thereof due to vearious reasons, including inadcqucte
trgining capacity at the Zonal Training Centres, This back=-log
includes also employces belonging to the combined cadre who have
becen posted directly to departments other than Cash Department,
Elthouzh the proposed induction course has been designed co meet
the requirement of new-entrants, it would be nccessary to cdepute
these employees also to the induction course bcfore they are
posted to the Cash Department as the course dcals with the
working of the Cash Department, This problem is likely t> arisc
mainly in Bombay where the number of new recruits posted to Cash
Department initially has hithertc been nuch less than those
posted to other depqrtments. Other employees who could not be
deputed to the incduction course can straightway be deputel to
the proposed condensed functional courses. They may be given
p?iority for partici-ating in the aprnroprinte functional csurses.
4.24 Sinilarly thosc employees in the caldre of Clerks Gracde I/
issistants etc., who have not receiveld the benefit of either of
the 6 week trainin: programmes currently held at Zonal Treining
Centres, may be given priority for being deputel to the proposed
functional courses.

4.25 The need fcr exposure to Management inputs in respect of

these employees belonzinz to the existing back-log will be taken
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carec of by such inputs to be included in the condensed functional

courscs as well,

Trairing for other categoric
4.26  As discussed in Chapter 2, no institutional training
focilities exist for categories of non~officer staff (other than

Coin/Note Examiners belonzins to the conmon cadre amd clerical

staff of the Bank). The nctable categories are -
i) 4ssistants .f Economic Department and Department ui
Stetistics.

ii) Coin/Note Exeniners and Tellers of Cash Department, who du
not belong to the common cadre and as such do not cone
under the purview of the combined seniority scheme.

iii) Typists
iv) Telephone Operators
v) CEmployees of the Machine Section in thec Department
of Statistics, Bonmbay,

Yi) Assistant Caretakecrs/Caretakers.

4,27 Fron the - ~int f view -f bBuilling up -~ sense of

belonging to the orgonisation and a sense of involvement in the
otherwise routine ané monotonous types of jobs and to develop
appropriate attituces and to familiarise them with the
organiéation, it is esscential that no new appnintee in the Bank
is left out of the scope of an induetion progrcmnme, Accordingly,
the 2-weeck induction prograrme has been so designed as to cover

in the first week only subjeets relating to _Jeneral
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familiarisation, overview of the orzanisaticn, custoner scervice
and other behavioural scicnce aspceets, followel by the Cash
Departmnent componcnt in the #ceomd woeck, 4All the new recruits of
the above categories can be exposes to an induction course
corresponding to the first week syllabus of the necw induction
course, In the case of Stenographers end typists, further
special short duration courses of a day or two can be conducted
on areas of time managenent, avoidance of wastase of stationery,
their role significance, etc. Similarly short duration courses
in the case of Telephone Operators, can be conducted enphasising
the importance of patience, Board manners and politeness to
callers, connecting then to the concerned departmnent and
generally developing helpful attitude ete. Coin/Note Execniners
who do not belong to the combined cadre, form the core staff of
the Cash Department from whom the higher Class III posts like
Group Supervisors and Tellers in the department arc filled up

at present. They are actually left to fend for themselves
without any sort of trninins, institutional or on-the-job, till
they ultimately get their promotion as 4ssistant Treasurers.
This is not desirable as they also should be affcrde?
opportunities to develop and equip themsclves adequately to
discharge their assigned duties efficiently. & crash programme
could be arranged to cxpose this class of enployees to sone
institutional trsining. The programme could be of short

duration of about 9 working Aays with part II and the behavioural
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science inputs of part I of the syllabus of the proposed
induction course =2s the course contents, Some sort of refresher
course could bec cénsidered even for the staff belonging to the
combined cadre at centres like Calcutta, Madras and New Delhi,
whose normal stay in the Cash Depertment, bcfore they arc
transferred to other departments depending upon vacancies, is
generally for an unduly long period of 8 to 10 years, so that
the staff will have the opportunity of getting exposed to
institutional treining at reguler intervals, In thc casc of
Tellers who are prospective Assistant Treasurers, they cean be
exposed to a modified course somewhat similer to the one
presently conducted for Assistant Treesurers at the Reserve Bank
Staff College., In the case of issistants of the Economic
Departrment and Department of Statistics, who are academically
well qualified suitable technical courses in consultation with
the respective departments may be designed in addition to their
own departmental treining.

4,28 Even as regards subordinate staff, the need for their
proper induction in the Bank cannot be ignored. However,
practicesvin the matter of thecir recruitment vary from office

to office. Also employees working on e part-time basis are
taken into the cadre of peons/mazdoors. In view of the practical
difficultics in orgzaenising any formel class-room training ior
them, we may have to think of suitable alternative arrangenent.,
In Chapter 9 it has been proposed that we should have in ceach

office/departnent a training officer to look after the
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departmental on-the-job treining. The newly recruited peons/
negdoors could be sent to this officer in convenlent botches

fgr a couplec of days of familiarisation sessions.

4,29 It is also necessary to expose the subordinate staff to
behavioural aspects, which may help to develop grecter dignity’
of labour, sense of responsibility gnd create a fecling that
they are also cared for by the Bank, This nay have to be done,
if necessary, in simple regicnal language, by consulting experts
in the field of psycholdgy, in 1-day/2-Cay workshops organised

at suitable intervals.

FHIH ¥ N KKK
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CHAPTERS=S5
TRAINING SPECIFICATION

Heving identified the broad arcas of training necds for
the non-officer staff in the Bank in aspects such as knowlecdge,
skills, attitudes etc., and the different courses recquired for
then at various stazes, we have now to determinc suitable
training specifications viz, training designs, nethods and aiis
to be usel for aiding the desired strategy. Thesc aspects arc
dealt with in this Chapter and Tad-thc next,

Training Desipn

5.2 Taking all thc relevant factors into consideration, thc
appropriate training stratezy will have to be built around the
following two propositions.
(i) Introduction of a variety of condensced courses of short
duration of immediate relevance to thc trainees and
(ii) Augmentation of the training facilitics rcguired, like
nore training channels/centres and better infrastructural
support.
5.3 4s already proposced in the previous Chapter the following
condensel progrannes of shert duretion may be concucted at the
vqrious Zonal Training Centres.
1. Induction Course -2 wocks (General induction
1 week + Issuc and
Cash Department
1 waek).

2. DBAD, DNBC,DICGC,,
I¥D ctc, -2 weeks



-3 68 3 =

5. 4CD, LRDT - 2 wecks
4. Exchangc Control Depth- 172 weeks (9 working days)
5. Issue Department - 1Y2 weeks (9 working Jays)
6. Banking Department

(Inclulin~ DAD/PAD,

PDO, Securities

Denartnent and

General administra-

tion Scctions) - 242 wecks
5.4 It will bc seen that the proposed pattern of the training
courses 1is somewhat diffefent from the existing arranzenents,
At present the in‘luctiocn course is a sort of intesrated ccurse
with an over?ose of functional knowledze pertaining to various
departnients of the Bank, most of which are not of immediate
relevance to & new recruit who belonzgs to the combined ca’rc and
has accordingly to spend his/her carly part of the career in the
Cash Departmcnt. To such a new entrant, detailed knmowledge
about other departments will become relevant cnly at the timc of
his/her initial posting in thcse departments after his/her tenure
in the Cash Decpartment. In the proposed inducticn course since
the initial posting of the new recruit is to be in the Cash
Departnent, special emphasis has been jiven on the functions and
workin~ of the Cash Department in particular and the Issue
Department in seneral. At the same tine, in view of the
importance of organisational comnitment, relational skills,
customer service, etec,, suitable inputs pertaining to thesc
arcas havc also bcen proposed. 4accordingly, the syllabus for

the induction course has becn suitably modified and the course
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duration propocscd to be rcluced tc 2 wecks by shedding detidils
not quite relevont at the psint of entry.

5.5 In the proposed pattern, in accorlance with thc strotesy
thot training shouls be direct, immediate ancd rclevent, the
existing functiocnal courses have becen furthcer divided to serve
the needs of specific departments, to facilitatc training of
staff for a perticular departnent at the time of their entry
into or as scon 2s possidle after they zre pasted o 2 neow
department, 4s rczards the course contents of the proposca
condensed functicnal courses, no substantial changces in the
syllabi of the existing snecial courses, relating to functional
areas, have bgcn sugzested as the coverage on these aspeets in
the existinz ccurscs is considered to be adeqﬁate. However, in
accorcance with the proposed troining stratezy suitable
behavioural inputs have been proposel.

5.6 The detnils of the syllabi/course contcents for the
various proposcil courses have been tentatively francad
accordinsly after teking into considcratisn the syllati/e-ursc
contonts of the existing coursces, thc now 2n'! enerzin~ needs,
etc. and in consultation with the concernc? faculty menmbers an?
officers and heads of the various departnents. Valuable
suggestions received from the various officcs, past trainecs,
etc. have also becn taken into consideration. The behavioural
oonponcnts of the various courses have becen drawn up in

consultation with eminent Managcemcnt experts. The syllabi are
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given in dnnexures IITI to VIII. These have been Zrawn up in
cqnsultation with thc respective departments.

57 For the smooth working of the new stratezy, which 1is
built arcund a variety of short-tecrm courscs, thore has toc bve 2
departure from the existing practice of conductinj; the ccurscs
at the Zonal Training Centres on an ad-hoc hasis, Depending on
the capacity of the individual Zonal Trainin: Centres (i.e. the
nunber of channels provided, the numnbcr of trainees that coa te
handled etc.) it would be necessary to chalk out sufficiently
in advance an annual plan of training programines to bc conducted
at Zonal Troaining Centres. This may be ldone nore aprropriatcly
by the Trzining Division in Central Office by prescribing
suitable troinin inventory returns for individual offices as
reconnendcd in Chgpter 12. As state? in that Chapter this will
call for a close coorrdination between nan=power planning,
training and placenme1t at various offices., 4Adjustments can be

made if necessary, on the basis of half-yearly reviews.

T;aining Copocity

5.8 In programning the courses, a gap of atleast 3 days on
an average may be given between 2 courses for attending tc
miscellaneous items of work like cocurse reports, adjustments in
time tables etc. Taking intc account the total duration of
11Y2 weeks for the above 6 programmes and about 3 weeks in all
for the gaps between two individual pregrennes, it.will be

possible to conduct about 6 courses in 16 weeks per channel,
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Lfter providing 8 weeks per year for conducting preparatory
courses, 44 weeks would be available in a year for conducting
the regular trcining courses. Thus, durins a year about 16
prosrammes can be concucte? in each channel an? if the nunber

of trainees continues to be 30 (as per the existing practice)

in each programme, a total number of 480 trainees can he trained
in one channel in each o»f the Zonal Training Centres at

New Delhi, Calcutta a2nd Madras. Thus, in these 3 Zonal Training
Centres we can train a total number of 480 x 3 = 1440 trainees
per year.

5.9 -In Bonbay Zonal Training Centre, where the numbver of Staﬁ
to be trained in preparatory courses is normally 500 to 550
(acoording to the trend in the last 3 years) we can leave

12 weeks for these courses in each of the 3 channels (Boabay
Zonal Trainin:; Centre has an existing cepracity of runnins 3
channels at a time). On the basis detailed above, 15 prograrmes
can be ccnducted per channel cduring the year. Thus, in Zonal
Training Centre, Bombay 3 x 15 x 30 = 1350 trainecs can Bbc
trained in regular progremmnes during a year. Therefore, it can
be projected thet with the proposed procramnes and teking =
trainee capacity of 30 trainees for each prosramme, a maxinun
nunber of 1440 + 1350 = 2790 trainees can be trained Adurinz the
year in all the 4 Zonal Training Centres with the existing

capacity.
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5,10 The annual intzke of the new entrants in the combined
cadre is expected to be about 1000 on an all-India basis, With
a view to ensuring that the new entrants are given induction
training at the point of entry in accordoance with the proposed
training strategy, it will be necessary tc reserve a training
capacity of about 1000 tr=inees per year for conducting inductim
programnes., This will leave us with =2 capacity of about 1790
for conductinz functional courses, It shcul?, however, e borne
in mind here that recruitment is made in a ccmmon cadre of Coin/
Note Exaominer/Clerk Grade II and these common cadre candi?lates
are initially posted to the Cash Department, Aisplacing «n equal
number from the Cash Department for being posted to other
functional departments, Therefore, if the annual intake of new
entrants in the conbined cedre is expected to Dbe about 1000,
about 700 to 800 combined cadre staff will have to be tronsferrad
out of the Cash Department for being posted to various other
departments Cepending upon the vaoancies in those departments,
assuning thot of the 1000 new entrants,; socme 200 to 300 woul? he
against additional vacancies in the Cash Depertment itself ct
¢ifferent centres.on account of opening of adlitional Note
Examination Secticns, or against additional vacancies at

centres where Cash Departnent is not in existence, like
Trivandrum, Cochin, Bhopal, Indore etc. Consequently, out of
the available training capacity, about 700 tc 800 seats will

have to be reserved for exposing the staff released from the
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Cash Department to the various ccndensed courses depending upon
the department to which they are to be posted.

5.11  This will leave us with a capacity of about 1090 =

(2790 - 1000 =~ 700) seats for exposing to condensed functional
courses those staff who are due for lateral movement from one
department to another and alsc those who have not hald any
training opportunity so far, In this context it may be relevant
to state that as per the latest available statistics (1978)
there are 4977 emnployees consisting of 2228 Clerks Grade II and
2749 Clerks Grade I who have not had any training opportunity

so far, It is, therefore, clear that the existinz training
capacity is not at all adequate to satisfy the training needs

of new recruits and those staff due for lateral movement fronm
one departnent to another from time to time and also to tackle
the existing huge back-log. In the circumstances it is sugzestad
that the treining captcity may be suitably augmented by
increasing the number of channels at the existing centres and
also opening new centres, With the shiftin- of the Machirs
Section of the Statistics Department from the Byculla Office to
the Garment House, adequate space coull be made available in the
Byculla Office premises to start one more chammel., Although
handling of more than three channels a2t a treining centre may
meke the training establichment scmewhat unwieldy, this
additional channel at Byculla is proposed considering the

aveilability of space and the huge back-log at Bombay alone
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(1783 out of the total’back-log of 4977). 4s soon as the
back-log is cleared this channel could be closed. Similarly,

at Calcutta considerable space is available at the Zonal
Training Centre for accrmmodating at least two more channels,

In addition it is suggested that at least two additional training
centres may be opened with immediste effect one at Nagpur and
other at Hyderabad where there are possibilities of having
sufficient space for setting up training centres. In the former
office it is informally understood that there is scope for
carving out about 1500 sq.ft. space on the first floor of the
main building, while in the case of the latter since the office
has recently moved into the spacious new buil@ing, there should
not be any difficulty in getting adequate space for the purpose,
either in the main building or in the annexe building. Besides,
both the contres have locational advantages. The training
centre at Hydérabad, particularly could be utilised to organise
training programmes for the staff of Hyderabad Office as also
smaller offices like Trivandrum, Cochin and 3hubaneswar, and
also_tage over some of the back-log of the Madras and Bangalore
cfficcs, Training centre at liagour can orgcnise the training
programmes for the staff of Yagpur, Jaipur, Bhopal, Indore and
thmedabzd offices_and_also help in clearing the back-log of
Delhi and Bombay cffices. With the proposed additional channels
and centres, it would be possible to provide training facilities

for an additional number of about 3240 annually at the rate of
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18 programmes per channel in a year (Byqulla - 540 + Calcutta -~
1080 + Nagpur - 540 + Hyderabad - 1080). The additicnal channels
and centres could.be closed down as soon as the back-log is
cleared., It would, however, be desirable to develop the centre
at Hyderabad in view of the space constraint at the lMadras and
Delhi centres., The break-up of the untrained staff is given
below : -

Bombay

1,783

ihmedabad - Nagpur <
Indore - Jaipur 246 + 149 + 7 + 238 = 640

New Delhi - Kanpur &
Lucknow - Chandigarh =
Bhopal - Jammu 511 + 147 + 27 + 16 + 11 = 712

Calcutta - Patna -
Bhubaneswar - Gauhati 603 + 184 + 77 + 100 = 964

Madras - Bangalore -

Privandrum - Cochin -

Hyderabad 350 + 282 + 46 + 55 + 145 = 878

5.12 In deputing employees for training in the proposed
condensed functional courses, 1t is recommended that the
untreined employecs may be given priority over those who hnd
some training either in the gxisting induction programmes or
the relevant 6-week special course. Similarly the employees
who are eligible for being empanelled in. the cadre of Staff
Officers Grade 'A' and have already attended preparatory course,
need not be included in the proposed functional courses as they
will be getting'further training opportunity as and when they

become officers., Broadly speaking, it is estimated that the
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group that would need to receive training priority will consist
of Clerks Grade II/Grade I with service ranging between 5 and
19 years.

5.13 It may also be added that under the proposed training
strategy, the training effort is almost directly sought to be
linked with the "recurring training needs" arising on account of
rotation of an employce from one department/group of departments
to another. In this sense, it may not be very logical to refer
to any "back-log of trainees" as such, as at present. In other
words, the need for training an employee should be considgred to
hgve arisen only %f and when he moves to a new department.

5.14  For the success of the scheme of functional courses,
sufficient trzining reserves will have to be created at each
office, so as to ensure full utilisation of training capecity
without affecting the smooth functioning of the department. 1In
this connection recommendations given in Chapters 4 and 9 of
this Report may please be seen.

5.15 Faculty will not only have to be strengthened but thre
members of the faculty should be in a position to handle any
fgnctional area,

5.16 4t present the training capacity of each channel is

30 trainees per batch. This has been the strength fixed since
the introduction of training in the Bank and has been working
satisfactorily in the context of the long-duration courses,

overwhelming relionce on lecture-method, the types of courses,
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the back-log of untrained staff etc., However, in the context of
the proposed training strategy, the trainee-strength per batch
ncedsto be reviewed. For coanducting the condensed short-term
courses effectively, class-room sessions will have to be not
only discussion-oriented but also supplemented by suitable
hand-outs/other study material; also greater recourse to modern
teaching aies like overhead projector, slides, films, flip
cherts, etc., will be inevitable., &1l these call for a compact
group of say, not more than 20 trainees per batch, so that
meaningful discussions are possible and the trainees receive
adequate personel attention. The Bank,may, therefore, aim at
suitably reducing the training capacity of each channel, as a

long term objective,

W HHeHe e KX
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CHAPTERS=6G6

TRAINING METHODOLOGY AND AIDS

Effectiveness of both the training strategy and the actual
training programmes may get -nhanced or hampered depending,
among other things, on the tresining methods and aids employed in
conducting the training courses. There are a variety of training
methods which can be suitably built into a2 trcining programme
and a number of modern and sophisticated training aids and tools
are also available_for facilitating the process of lcarning and
enhancing the effectiveness of the progrommes, The choice of
methods will, however, depend upon certain training facilities,
trainer's capacity, prejudices and preferences, number of
participants and also the design of the programme, The mere
availability of aids and tools should not also be taken to mean
that each_and every_training programme would afford scope for
their use, DMechanical use of these aids, without relevance to
the requirements of a particular programme, may smack of
'gimmickry'. A proper selection and blenling of the different
training metheds ~m7 nids to mateh the requirements of a tr~ining
programme in the 1ight of the course contents and duration, is
of utmost importanqe. This calls for ability =ond ingenuity on
the part of the faculty members.
6,2 The methods and aids currently in usc in the clerical
training programmes at the Zonal Training Centres are detailed

below g -



1. Lectures

2. Group discussions

37 Review sessions/question-answer sessions
4, Trainec talks

5. Practical exercises

6. Written tests

7. "Model Benk" exercises

8. Visitsto operational departments

9. Charts

10. Snecimen books/registers, returns and
other forms,

11, Films
6.3 There is’at present a substantizl reliance on the 'lzectue
method' and the remaining aids/methods are only supplemental.
'Trainee talks'! form a part of the curricwlum in every programme,
so as to help the cmployees to overcome initial comnunication
barriers and develop self-confidence for public speaking on a
sgbject of relevance to bankiang and econonics,
6.4 By and large the lecture method, supported by discussions,
charts,'practioal exercises and visits, etc, met the requirements
of the clerical training adequately, as these courses were
essentially evolved for the purpose of widening the cognitive
knowledge and improving promotional chances., Besides, reliaance
on the traditional lecture method was inevitable in the absence

of any exposure of the faculty members to the modern training
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methodology. However, a fresh look at the various methods and
2ids needs to be tcken to identify the ones that would meet the
rgquirements of the proposed condensed courscs of short duration,

Fecture method

6.5 Despite the prescent day criticism against this method, it
will have to continuc as the mainstay in the clerical training
programmes, Steps nmay, however, be taken to suitably train the
faculty members so that they will develop_the ability to make
the lectures more effective and absorbing. The Instructor should
endeavour tq make the session a two way traffic by encouraging
discussions. To break the monotony as also to minimise loss in
transmission, such lectﬁres could be combined with illustrative
charts, graphs and diagrams where relevant; Live cases could
also be discussed in the course of the talks for exposing the
trainees to typicel situations and problems., The faculty membeis
should not present the profile of a dominant, authoritative,
ocmniscient person but that of a facilitator; this would draw the
troinees out iantc o frge ané frenk discussion of the subjeet
without any inhibition. In the short duration courses, the
lectures will have to be necessarily supplcmented by appropriate
backgroupd reading/study material and could, therefore, be made
more discussion-oriented.

Group Discussions

6.6 Discussion method, no doubt, is an effective method of

training. This method, however, presupposes that the
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participants have sone background knowledge of the working of
the department to which the particular ﬁrogramme pertains and
wil; rlso rcquire provision ¢f adequate study material notes,
ete, to the partiqipants in a@vance and preparation on their
part beﬁore they come for discussion. Group discussions have
been included in the designs of the existing courses but it has
been the experiencg that most of the trainees do not pgrticipate
in the discussions. 4s the short duration functional coursecs
recommended are for employces to be posted to a new department,
such group discussions may not be fully participative and may,
therefore, prove to be not effective. Moreover, the present
class room facilities will not be adequate, as for group
discussions, the participants will have to be broken up into
smaller groups. The purpose would be served if free discuseions

by the participants are encouraged by the faculty during the

regular sessions.

Case Studies

6.7 In gencral; the case studics have not boozn made use oF in
the training courses conducted at the Zonal Training Centres,
Letual cases and incidents in operational as well as human
relations areas can be effectively used in ?he proposed condensed
courses by developing case material for discussions in the class
rocm to help the participants to develop an objective attitude

towards problems and also, to some extent, inculcate

problem=solving ékills.
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Tests/Practical Exercises/Model Bank

6.8 The number of tests conducted at weekly intervals in the
exlsting long-Cduration cours:s are largely essay-tvpe examinatims
which tend to be more like memory tests. They do not either
facilitate learning or provide satisfactory measure of the
learning that has taken place. We have accordingly recommended
in Chapter 8 that such tests may be dispensed with, Practical
cxeratans without heing evaluated, but followed by discussions,
can however be designed on certain aspects to facilitate
learning. For better understanding of the operational departnats,
it may be worthwhile tc develop simulation excreises with a
'Dummy Bank'! (Model Bank), as is being done, though in a linmited
way, in the Zonal Training Centrec at Madras at present.

}rogrammed Instructions

6.9 The development of programmed instructions will
facilitate self learning by participants, Well prepared texts
will have the adventage of individualising the simultaneous
training of many pariticipants in certain slkills, The essence of
such 2 programme is that it takes the Trainer's place in several
important and time consuming respects, Individuals can also
work through suqh programmes in their own time as well as at
their own spced., 4Littempts may be made to develop such programmed
instructions in some of the intricate procedural areas,

initially in consultation with experts in this arca. 4ssistance

of N.I.B.M. could be sought in this behalf,



Traince Talks

6.10 A8 stated earlicr in this chapter, these 15 minute talks
were introduced with a view to giving some elementary training

%0 tne emplLoyees in the art of public speaking on a subject of
their choice in the arca of banking, cconomics, ectc. The
proposed short-duration courses, however, may not pernit holding
of these lecturettes, which require nearly 8 sessions per course.

Use of Audio-Visual/Visual 4Aids

6.11 The modern audio-visual or visual aids considerably
facilitate the learning process and it is essential that every
training centre is equipned with audio-visuel aids, and the
faculty members trained thoroughly in the use of these aids., It
is considered that the folloWing audio~visual/visual aids should
be available at every Zonal Training Centre :-

i) Glass boards :

At present, except in the Zonal Training Centre at
Byculla, there are very ordinary wooden black bqards in the
Zonal Training Centres. These need to be replaced by good
quality glass-boards with grembackgrouni of the type in use in
Zonal Training Centre, Byculla for better visual impact.

1i) Flannel/Magnetic boards :

Visual impact of teaching points can be heightened by
preseniing uem on sitrips displayed on flannel/magnetic boards.
Preparation of such strips helps the faculty mcmbers to

structure the talks.



jii) Prestosign/Prestograph Display Boards :

These boards can be advantageously uséd for presenting
various statistical data in an effective 2nd elegant way. These
are boards with perforation in which letters, figures and symbols
can be fitted and readily removed when desired. The use of such
boards will provide the most convenient mechanism for prompt and
efficient shuffling of prominent data. The provision of such a
board-in each class room will add to the teaching aile of the

faculty.

iv) Overhead Projector (CHP)

The advantages of the OHP are too well~known to need any
discussion here. In the context of the short duration courses,
use of OHP will help save considerable time which would otherwise
be required for writing on black-board. A4 number of Indian makes
of OHP in moderate price range are presently available. There

is also no difficulty in obtaining celluloid sheets for maxing
slides.

v) Audio-Visval Cell

The use of modern Audio-Visual aids in Zonal Training
Centres as proposed above would require {a) intensive
pre-training to ihe faculty members in the use of the various
Mudio-Visual aids; and (b) creation of a Cell, on a centralised
02818 , for preparaveon of the charté, slidgs, transperencies,
etc. under expert guidance of a specialist, This is suggested

because preparation of Audio-Visual material needs lot of
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imagination; it must be artistic and attractive enough to arouse
interest and create an effective visuwal impact, which alcne can
facilitate retention, The : xpertise being developed in College
of Agricultural Banking in the sphere of audio-visuals could be
profitably shared by the Zonal Trsinir g Centres also,
vi) Films :

Two films viz., one on Reserve Bank of India and another
cn Bank of Pangland, are bpeing shown to the trainees of 2ll
programmes at present and are generally appreciated by them,
The film on Bank of England, though important and having
excellent commentary on traditionel central banking functions,
is not intelligible enough to most of the trainees because of
the heavy western accent with which the trainees - especially
from mofussil centres - are not familiar., Also in the context
of the functions presently performed by the Reserve Bank of
India, the film has only historical wvalue., Therefore, this film
need not be shown at Zonal Training Centres. Even as regards
the cmnibus film on R-serve Bank of India, it would be
worthwhile to bring out the revised film (under contemplation)
in both English and Hindi versions iu view of the increasing
importance of Hindi.

It may also be considered whether we could bring out
short rilms in spec;fic operational areas of say, Issue and
Banking Departmernts., Such films will, to a great extent,

obviate the need for visits to these departments for practical
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training. However, in view of the high cost in making films,

and the difficulties in revising them at frequent intervals of
time. meking of films may b. confined to those operational areas/
aspects which are not likely to change materially for
sufficiently long period of time.

For courses on agricultural Credit Department/Agricultural
Refinance and Development Corporation, it will be useful if
rrints of thn velewant films on rural crecit, cc-spocrativis otz
are supplied to all Zcnal Training Centres.

The Zonal Training Centres deo not have any film
projector and presently resort to borrowing the same from either
Bankers Training College/Staff College or outside Institutions/
banks. This arrangement will not be workable as the films_will
have to be exhibited more often and also in greater number, It
will, therefore, be necessary to provide each Zonal Training
Centre with one & mm/16 mm projector, a white portable scrcen
and other ancilliary equipment.

Stndy matenial

6,12 The present workload on the Instructors, Zonal Training
Centre being too heavy and as op;rational departments have not
been able to help in bringing out suitable dossiers on the
working of various departments or functions of the Bank due to
various practical difiiculties, prenaration of the right type

of study material assumes crucial importence. Such naterial

vould support and supplement the lcarning at the Training Centre



- : B7 : =

and help to reinforce the theoretical or cognitive lkmowledge
acquired in the course when the trainees returr to the departments.
The departmental manuals thcmselves are not often up-to-date and
very limited copies are available for ready reference.
Preparation of small handouts explaining thc various aspzcts of
the different functions performed by the Bapk will be of great
a;sistance.

£.1% In the cortext of the proposcd short duraticn eorrocn
such study material is absolutely essential, as lot of tinc that
is currently devoted to matters which do not necd to be
explained/clerified in detail could be saved and the training
time utilised more effectively to restricted areas where

detailed explanation, clarification or supplementary information
is necessary for proper understanding of the subject/procedure
by the participants. Study material is likely to be all the

nore useful in the training programmes reclating to specialised
Departments like Department of Banking Operations and Developnment/
Indus srial Finonece Deportment, Agricultural Credit Department/
Agricultgral Refinance and Devel opment Corporation etec. Even

in respect of operational departments, such as Banking and Issues
suitable material necds to be developed in the form of short
handouts and flow charts, to explain in detail the various
aspects of the procedures in the departments.

6.14 Instructors should have sufficient spare vime to prepare

the study material and to have it up~dated from time %c time,
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Updating has become very important as frequent changes arc
taking place. Also the treining establishments should be placed
on the free mailing list fo: all the publications brought out by
Reserve Bank of India.

Library

6.15 The annual grant of Rs,350/- for purchase of books for
the Zonal Training Centre library is too meagre considering the
nreveiling prices of good/standard books., Librory being on
important aid and supplement to the class-~room learning has to
be adeugately developed in the Zonal Training Centres.

6.16 Besides an initial grant of Rs.5,000/- to augment the
existing stpck of books, a recurring annual grant of Rs.2,000/-
nay be made,

6,17 A large number of books have become outdated. Whenever
possible, these may be substituted by the latcst editions. The
oléer volunes in such cases could be writtean cff. 4 suitable
procedure for disposal of such written off volumecs nmay be
evolved by Dopartment oFf ldeccovnts and Exponditure after
considering the pros and cons since the Banking Department
Manual is silent on this point ané the librarians of Bankers
Training College and Economic Degpartment who vere informally
consulted, were also not aware whether any procedure has been
prescribed and have not, therefére, taken up disposal of such

0ld and useless editions.
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6.18 To preserve the books in the Zonal Training Centre
libraries in good condition, these may be got bound periodically
and t, minimise damage., the Hooks may be provided with
t;ansparent cellophane jackets,

6.19 The Zonal Training Centre library should also have at
least one Daily Newspaper in English/Hindi and one Financial
daily, at least 2 couple of Indian financizl periodicals besides
general magazines of literary/educationsl value like Reader's
Digest, Illustrated Weekly, Dharmayug, Sarika (Hindi) etc.

More copies of the programmed learning texts developed by the
NIBM on various Banking subjects should be stocked., At present,

the Zonal Training Centres have only 'display copies’.

**********7
4**********



CHAPTER -7

FACULTY FOR THE ZONAL TRAINING CENTRES

Strength of Faculity

In the beginning, ecach of the four Zonal Trcining Centres
had only one Instructor and training was confined to Clerks
Grade II - new entrants or those with 1less than 5 years' service.
The assistance of Personnel Officer and other departmental
officers was made available to the Instructor. These arrangements
did not, however, work satisfactorily. With the introduction of
the 12-week comprechensive course for Clerks Grade I an additional
Instructor was posted to each of the Zonal Training Centres.
There was to be only one course at a time at these centres.
With the opening of additional channels at the Zonal Training
Centre, Byculla, the faculty strength was gradually increased
to 3,5 apd 6. 4t other centres, the strength remained at 2 till
recently. In early 1978, it was decided to assign to the Zonal
Trgining Centres_a new role of frequently neeting the cirect
recruits in the cadres of Staff Officers Grade '4A' and Grade 'B!
on training and holling training sassions for them as part ~f
their on-the-job training progremnme., In view of the large number
of such officers on training the various departments of the Bank
at different centrcs and as it was not possible for the existing
stpength of the faculty to absorb this adlitional work load, the
faculty strength was'augmented to 7 at Byculla and to 3 at each
of the other centres., Even so there has been considerable

work=load (in terms of number of class-room sessions) on the
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Instructors attached to the Zonal Training Centres as compared

to their counterparts in other training instituticns of the Bank
or other banks/organisations. Besides, the Instructors in the
Zonal Training Centre are saddled with non-acadenic (adminigtra-
tive, etc,) duties which acd to the pressure of work.

7.2 It is now more or less an accepted fact that in any
training activity, the class-room sessions required to be handled
by an Instructor should be not more than 2 hours a day, because
it is essential that the teaching faculty should have enough
spare time to prepare their talks, teaching material/handouts,
ete, and continually update their own knowledge and data, This
will be all the more necessary now because (a) there are frequent
changes in the policies and procedures of which the Instructor
mst keep himself abreast; and (b) use of modern teaching methods
and audio-visual aids, would demand lot of advence preparation,
Thg faculty strength should accordingly be revicwed and

increased suitably, whercec necessary, in the 1lizht of the above
as also the ad?itionnl channels recomnmended in Chapter 5 so as

to ensure that no Instructor is required to handle more than

2 sessions, on an average, per day.

Creation of Administration Wing

1.3 Practically, no secretarial assistance is provided to the
Zonal Training Centres at present. Only one typist and a peon
are posted to the Zonal Training Centre. In the proposed

training arrangements with quicker turnover of courses, it will



be absolutely essential to provide each Zonal Training Centre
with one Staff Officer Grade 'A"a Clerk-cum-Librarian, to look
after administrative and otrer miscellaneous items of worﬁ
including maintenance of records, library, correspondence with
departments/other institutions, etc. and a Stenographer Grade II
and'a Duftry, in addition to the existing complement of staff,
viz, 1 typist and 1 peon. At Byculla in view of the large number
of channels being run, the complement of staff may be on =
sui?ably larger scale, For exhibiting the films, one or two
electricians-cum-mazdoors may be given training in the operation
of the projectors and required to work as Projectionist, for
which payment of special allowance may be necessary. Similar
arrangements exist in the Staff College, Madras, A separate
Gestetner machine may be provided for the exclusive use of Zonal

Training Centre as this will facilitate preparation of handouts

and other study material.

Sglection and Development of Faculty

1.4 Apart from incrcasing the numcriccol strength of the
faculty at Zonal Training Centres as stated above, what is more
important is the sclection of the right-type of Officers for the
assignment and their grooming, both of which do not seem to have
received the attention they deserve. As things stand, on account
of the patent and substantial disparities in work-load as also
opportunities for self-development available to the Instructors

posted to the Zonal Training Centres vis-a-vis those posted to
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Staff College, Bankers Training College or College of Agricultu-
ral Banking, there is a degree of reluctance among the officers
empanelled as Instructors to take up the assignment in Zonal
Training Centres. This needs to be corrected by equalisation of
opportunities, quantum of work-load and other facilities, to the
extent possible, in all the training institutions of the Bank,

A system of rotation of the faculty from Zonal Training'Centres
tg otlcr colleges and vice versa may also be considcred,

7.5 The present eligibility criteria and method of selection
of officers for the training assignment also call for review,
For instance, it may not be necessary to insist on very high
academic qualifiqations, which tend to restrict the field for
proper selection, A second class graduate/post-graduate, with
or without CAIIB, but having thorough knowledge of departmental
work should be adequate for the purpose. More than the academic
qualification, what is more important is that (2) the officer
should have a good image in the organisational departments not
omly as a knowledgecablc and competent officer bhut also as o
person who maintains good relations with his superiors,
golleagues and subofdinates; and (b) he should be able to
cgmmunicate effectively, and.possess aptitude for teaching.

7.6 The present method of selection by interview by the
Services Board may not be adequate to bring out a person's
suitabllity on the two counts referred to above. A beﬁtgr

course would be to entrust this work to an internal Selection
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Committee, consisting of the Deputy Governor/Executive Director,
Manager (Training) and the Principals of the Staff College,
Bankers Training College end College of Agricultural Banking.

We are suggesting this, as by the time an officer becomes
eligible for selection to the post of Instructor, he would have
undergone training in one or more of the three Colleges of the
Bank and the Principals could assess his suitability for the
teaching assignment in due course, For this purpose, it will >c
necessary to advise the Principals of the Colleges to spot out
such of the trainec-officers, as would shape well in a teaching
agsignment.

7.7 At present, practically no attention is paid to groom a
new Instructor, posted to Zonal Training Centre, into -the
teaching profession, except that a period of one month is given
to understudy and prepare his own notes/teaching material. It
is essential that an Instructor should know about the psychology
of learning and that teaching is, in effect, learning how people
learn, Apart from his professionz2l competence, his behaviour in
different training situations is also of utmost importance.\
Effectiveness of the interaction and creation of favourable
climate for learning through personal understanding and trust
between the'trainer and the trainee depend on the behaviour of
the trainer, The Instructor should also be well-conversant with
the use of modern audio-visual aids as also the new methods of

teaching, like role-play, case studies, etc., There is thus an
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imperative need for giving intensive training to the Instructors
at the time of their induction into the training establishment
or as soon thereafter as pocsible. The Instructors should also
be encouraged to participate in the Trainers' Forum, Case
Workshops and other like activities organised by NIBM, etc. It
will be worthwhile to hold an annual conference of the Instructars,
at which eminent psychologists/management or training experts
may be invited to address the participants. The conduct of the
condensed short courses would also require that all the
Instructors should equip themselves with sound knowledge of the
working of different departments so as to be able to handle any

departmental subject,

Ggest faculty

7.8 The reliance on departmental or outside speakers for talks
in Zonal Training Centres has, over the years, been reduced
considerably, with the progressive strengthening of the Zonal
Training Centre faculty. It may, however, not be desirable to
totally eliminate outside sjyeakers, for the following two

reasons -

(i) The benefit of the high expertise possessed by some
of the departmental officers/outside experts on account of their
vast experience/knowledge in an operational area/specialised
field should be made available to the participants; and

(ii) association cf capable senior officers, especially

from Central Office departments, with the training courses would



-2 96 : ~

boost the morale of both the Instructors and the trainees and
also provide an opportunity to the stzaff for inﬁormal communica-
tion with the senior officers from Central Office.

7.9 The guidelines for deputation of dcpartmental officers
for handling sessions at the Bank's training establishments have
been issued by Central Office from time to time, the last one
being given in their circular Tng.No.SBO/G.1-78/79 cated 22nd
August 1978. It may be stated that the ceiling of Rs.500/-

per annum as honorarium fixed in thce above circular might work
as a disincentive to departmental officers coming forward-to.»
give talks, once the limit is reached and to that extent, the
purpose in introducing the honorarium itself may get dcfeated.
As alrea@y explained carlier, for being effective and useful as
an Instructor, an officer must have not only professional
competence, but also ability to effectively communicate and
create a favourable climate for learning. If these qualities
which 2re essential for making the session purposeful are looked
for in »fficers ir the department, the fiecld would be rathcr
narrow for the departmental-in-cha;ge for selecting the right
type of officer for the assignment., The present ceiling may,
therefore, adversely affect thc interest of the trainees. The
position in this regard may be reviewed and ¢hc-cciling on
@onorarium'removed, to restore the status quo ante. In this
connection a separate note prepared by Shri P.Y. Padhye, .ac~*-™

neribcr of the woriiing xroupy is ziven ia J‘nnexure XVII.



Tenure of Faculty

7.170 In the absence of suitable opportunities for growth or
promotional opportunities in the teaching line the experiment

of creating core faculty in Bankers Training College has not
proved to be quite successful, It would, therefore, be
desirable that the faculty should have a fixed tenure qf
assignment ranging bectween 3 and 5 years as at present. For'*
naintaining continuity, however, not more than ¥3 of the members

should be withdrawn at a timec.

F WKW W
4**********



CHAPTER=~S8

EVALUATICN OF TRAINING

In this chepter an attempt has been made to discuss one
of tho vaffling end somewhat oontroversiasl aspects of training,
namely the system of evaluating the training. Any training
programme, however well it may be run, would turn out to be a
futile exercise if it fails to substantially achieve the
objectives it intended to serve, It is, therefore, necessary to
have some sort of a system of evaluating the training, getting
timely feedback so that a continual review of the training
programmes is rendered possible with a view to taking corrective
measures in time., It must, at the same time, be conceded that
there is no single yardstick to measure whether a training
programme has been a total success or not and whether it has
achieved all its objectives., This is because the effectiveness
qf training depends on many other extraneous factors, e.g. the
calibre of the trainee, motivation to the trainece for making

use of the learning on-the-jcb, the ability of the organisation

(@)

tg preovifc the tr-incc an opportunity to utilis~ the newly
acqqired knowledge and skills when he returns to the organisation,
etc.

8.2 The basic objectives of training programmes being to help
the participants to acquire knowledge and develop job skills and
also to facilitate a change in their attitude and work behaviour,

any system of evaluation of the training progrommes will have to

be broadly to assess = (i) the extent to which the trainee has
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benefited by the programme, (ii) the quelity and usefulness of
the programme and (iii) the extent to which the training has
improved the performance of the employee on-the=job and brought
about a change in his attitude and work behaviour. Since all
tra@ning programmes aim at imparting knowledge in regard to
practices and procedures and helping the trainees to develop

job skills, the extent of learning achieved and skills acquired
is gencrelly asscssed through periodical practical exercises,
written tests, etc., while assessment in regard to the quality
and uscfulness of the programme, its objectives, scope, content,
methodology, time allocation, etc, is generally made on the basis
of the reactions and views of the participants. The usual mcthod
employed by most of the training institutions to get such
feedback from the participents is to prescribe a guestionnaire
which the trainces arc asked to completc usually at the
conclusion of their training and the replies given by then are
discussed with them in the valedictory session. The feedback so
received is giver duc consideration while making reviews of the
training programme. But the most baffling part of the evaluation
is the assessment of how far the trainee has been able to meke
use of the knowledge and skills acquired from the treining
institution on the job after he goes back to the department and
how effective the training programme has been in not only
bringing about ~ change in the work behaviour of the employee

but also sustaining this change over a period of time and
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acting, in the process, as a catalyst to influence the attitule
and behaviour of his colleaguese.

Existinz systenm

8.3 As far as the clerical staff are concerned, the present
systen of evaluation consists of only assessing how far the
trainees have benefited by the course and how useful and
cffective the course has been from the point of view of the
traeinees, «8 a part of the treining programme, the trainees of
the various regular training courses conducted at the Zonal
Training Centres (other than the preparatory course) are
assessed on the basis of various tests conducted in the course

of training as given below :-

(a) Induction Courses for Clerks Gr.II Total Marks
i) Written tests on various
subjects taught .o .o oo 400
ii) Trainee talks .o .o .o .. 100

(») Svcoini Courzos for Clerkxs Grl.I/IT

i) Written tests on vorious
subjects taught .. .. .. 400

ii) Treince talks .o .o .o .o 100

iii) Group discussions on topics
of common interest .o - oo 100

Total : 600
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On the basis of the marks sccured in the written tests, trainec
talks and group discussions, the trainecs arce placed in the

order of merit. The trainevs securing the first and second ranks
in each course are awarded prizes in the form of books (of the
value of Rs,50/- and Rs.30/- respectively for Integrated
Induction Courses, and Rs,75/- and Rs,50/- respectively for
Specialised Cou;ses). The system of evaluation of trainees also
provides for 2 confidential report to be recorded on every
trainee and sent to the parent department for being placed in
the trginee's personal file, The report, in the form shown in
MAnexure X1, is recorded after the training is concluded on the
basis of the performance of the trainees in the tests indicated
above., Besides what has becn mentioned avdove, the Instructor of
the Zonal Training Centre also undertakes mid-term appraisal of
the trainees who are found to be not taking sufficient interest,
by having periodical mcetings and discussions witb them as
suggested in Training Division Endorsement Tng.No.52/2,1-77/78
datea 5th July 1977

8.4 To what extent the troining programme was effective is
known f;om the trainees themselves at the time of the valedictory
session, 4As a part of the valedictory session, the trainees are
asked to give their impressions of the training course and to
offer their suggestions for improving the utility of the training,
The various_suggcstions made by successive batches of trainees

of various courses are referred to the Training Division,
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Central Office, 2long with the comments of the Zonal Training
Centre. These suggestions are teken into account by the Training
Divisinom =2t the tire of reviewinz the vorious courses., After a
course is concluded, the Zonal Tr=ining Ccntres also send
'course-end reports' on each training course to the Training
Division., The report, inter alia, gives the statistical
information such as total number of talks given by the Faculty
attached to thc Zonel Tralning Centre as well as by the visiting
speakers drawn from other departments, the allocation of time
among the various items and general observations of the Zonal
Training Centre in regard to the performance of the trainees of
that course. The formats in which the various course-end reports
arc prepared are given in Annexures IX, X & XI

Sugzestions

8,5 In regard to evaluation of trainecs so as to assess the
extent to which the training programme has increased their
knowledge and skills, opinion is somewhat divided., While somne
are oI the opinion that tests in the course of a training
programne will create some sort of psychological barrier to

free learning and taking initiative, there is another view that
properly administered c¢xercises and tests followed by discussions
and proper counsqlling will increase the level of learning of
the participants, However, it is our vigw that under the
proposed pat?ern of training programmes consisting of short

duration functional courses, there is not much of a scope for



conducting tests to evaluate the performence of the trainees in
the training courses. It is also felt that such written tests
and cvaluation of the traincas tend to inhibit the trainees from
developing a free and close relationship with the trainers apd
often vitiate the relationship among thae trainees themselves,
Instead of cxplorinz new methods, the trainees will hold
themselves back and shrink frcm taking the_risks of learning,
which is not conducive to the training process. It mey be addcd
that such tests/cvaluation has becn discontinued in the Staff
College, Madras and is not in existence for the Central Banking
Courses at Bankers Training College, Bombay,., 4nother method
which is currently being employed by our Staff College, Madras
is to get a comprehensive questionnaire filled up by the
participants at the beginning as well as af‘the end of the
programme and then compare the marks obtained by them for their
answers in the two questionnaires. Considering that the clerical
staff under the proposed pattern of training programmes will be
exporad to short 2uration cuarses when they enter the Bank or
when they are posted to a new department, this method of
assessment nay not serve much of a purpose in their case., It is,
therefore, recccrmended that the system of evaluating the
individual trainecs may be done away with. In our view
discontinuance ci lests would not abate interest of the trainegs
in the training progranmes so long as the programmes have direct

relevance to them, On the other hand, the treinees could be
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expected to participate more freely in the programme as the
tensions associated with the tests, assessment, ranking etc,

will not be obsessing their minds. For condensed functional
courses, suitable practical exercises on specific aspects could
be designed to facilitate learning anc to relate théqry with
experience. _There need not be any evaluation of the performance
of the participants on thcse exercises, but the cxercises should
o followed by Ciscussions and counsclling. In keeping with the
above recommcndation to do away with the trainee-evaluation, it
is also recommended that no confidential reports on individual
trainces may be recorded by the Traiming centres as at present.
Besides, under the proposed short-duration courses, trainees
will be spending too short a period in the Zonal Training Centre
to permit of any proper, objective assessment. &t the conclusion
of the course, each trainec may be given a 'participation
certificate', a copy of which may be filed in his service file.
8.6 In order to assess the effectiveness and usefulness of
the training roesvomnme e t9 bring about improvements we are
suggesting o questionnaire to be completed by the treinees on
the lines obtaining at other training centres. To elicit free
and uninhibited reactions from the participants it would be
advisable to permit them to keep anonymity and completg the
questionnaire without giving their names or signetures. The
replies given by the trainees could be discussed in the class

by the Instructors on the concluding dey and the summary of the
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discussions could be forwarded by the Zonal Training Centres

to the Training Division soon after the cenclusion of the coursc,
The form of thc proposcd questionnaire is given in Annexure XII,
Course=-end reports may continue to be sent to the Praining
Division in the forms given in Annexures IX, X & XI for the
induction, cgndensed functional and preparatory courses
rgspectively.

S.7 As rezar”s the asscssment in regard to the improvement

as a result of the training in the work pcerformance and work
behaviour of the cmployees in the department, it is doubtful
whether it is practicable to attempt any thing effective and
worthwhile, because, as already explained earlier, the
effectiveness of training depends on a number of cextraneous
factors., Besidcs, the benefits of training are subtle and not
easily perccptible. It is only after sufficient passage of time
when o nunber of employecs in various cadres have undergone
appropriatc training courscs that the bengficial results of such
training efforte otart showing themsclves. In the case of junior
officers, our Staff College, Madras has 2 system of obtaining a
feed-back from the dcpartments six nmonthes after the traince
reports back from the training instituticn for duty, througzh
questionnaires to be conpleted by the ex-trainee as well as by
the departmental-in-charge. This method of feed-back, however,
is found to be not very effective in as much as the answers to

the questions tend to be unrealistic and often exaggerated and
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the difference in the quality cf the performance of the employeec
before and after the treaining is very often not at all perceptible
becarse of the rcutine naturc of most of the jobs. This
difficulty will be all the more pronounced in the case of
non-officer s?aff. Thcrefore, this sort of assessing the
training effectiveness is beset with numcrous protlems and
practical difficulties, If, however, our proposal contained in
Chhapver 9 1o nuve Training Officers is accepted, these Training
Officgrs, whose job it will be to keep a constant track of the
development and progress of the employcecs during their
on-the-job trcining immediately after the institutional training
and even when they are working at regular desks, will be in a
position to provide useful feed-back to the Training Centres
informally as well as through well designed questionnaires
completed by them periodically, say half-yearly. The system of
evaluation of traihing has to be considered as an ongoing
activity to be built into the pattern of treining programmes,
ar? tor this guldehie crignnisoticosl zudport will have to be

provided,

FEH o F I e
4**********



THAPTERS-09

ON THE JOB TRAINING

In order to optimise the benefits of institutional
training, there is the nced for a proper integration of the
institutionel training with placement and on-the-job training,
Institutipnal treining and on-the-job training are complementary
in nature. The instituticnal training imparted to the staff in
the Zonal Training Centres should, accordingly, be followed by a
well~planned ocnd crstenatic 'on-the-job' departmental traianing
programme, as othcrwise the training will not be complete and
advantages of the class-room training may not be fully utilised,
With the focus of the new training strategy on the direct and
immediate relevance to the needs of the trsinees, a systemati-
cally planned departmental training in continuation of the
institutional training will go a long way to help the employees
to reinforce the knowledge acquired during the institutional
training and alsc to acquire skills or improve the skills
already acquirecd, in carrying out the departmental work.

Present nosition

9.2 In the present scheme, except in the case of new recruits
posted to the Cash Department, there is nc satisfactory
arrangement for imparting on-the=job training to employees posted
to various dopa;tments on conpletion of their training mathe Zonal
Training Centre, Certain departments like Aagricultural Credit
Department and the Department of Statistics have, at their own

initiative, devised some arrangements for departmental training
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for new hands posted to their departments. In other departments,
the staff are posted to the dealing desks straightaway -wilthout
any practical training in rczard to the job to be done at these
desks, They are lert completely to fend for themselves, so to
say, and consequently during the first few days they are likely
to make more mistakes in their work or takc longer time in
completing the assigned task, thereby hampering the smooth
fonectionine of the section/department. This is a common
phenomenon particularly in operational departments, 4Another
phenomenon noticed because of the lack of a systematic
on-the-=job training scheme is that the staff working at certain
important desks in the section/department for a fairly long time
acquire proficiency in the work in good measure and tend to
become indispenseble to the section/department for want of
sufficiently trained pecrsonnel to take their place. In the
process, the departments find it difficult to implement the

'job rotation' scheme,

Need for systermr~tic arranzeuents

9.3 In order to overcome such difficulties, it is essential
that evéry department/office should have systematic arrangements
suited to their own necds and requirements for affording
ton-the~job? troining to new entrants. TFor this purpose, it

may be necessary to sanction sufficient training reserve posts
to each major department/office, so that the department/office

nay lidentify core desks and train the new entrants on such core
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desks, If the present policy of recruitment in a combined cadre
of Coin-Note Exaniner/Clerk Grade II and their initial posting
in the Cash Department is followed strictly,.vacancies in other
departments will be normally filled up only by drawing the
required number from the Cash Department and exposing them to
the relevant condensed functional course., In such a oase the
question of providing traininzg reserves t5 departments other
vian vhe Casgh Department will not arise. While staff to be
transferred out of the Cash Department and posted to another
department are undergoing training the relevant condensed course
in the Zonal Training Centre and also while they are on
on=the_job training, thereafter, in the concerned department,
they could be\treated as supernunerary against the training
reserves senctioned to the Cash Department of the office/branch,
Hewever, a small nunber of training reserves will be necessary
for departments other than the Cash Department also to the
extent of the average number to be transfefred on account of
later2] mobility,. On-the-job training to the new entrants can
be provided by keeping them on a supernumerary basis for about

2 weeks and rotating them to work on the core desks under the
guldance of the staff posted at those desks on regular basis and
under the overall supervision and constant guidance of an officer.
The regular incumbent will show the actual routine and explain
to the new entrant the various stages of the work, the éhecks

and counter-checks, if any, that are required to be exercised.
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This process will be carefully and constantly supervised by the
officer entrusted with the responsibility of the departmental
trairing, who will whenever necessary hold training sessions and
desk courses for the trainees to make their on-the-job training
more effective. The new entrants will he able to pick up the
work quickly on account of the theoretical background provided
to them already bty the Zonal Training Centres in the recent past
or imwmediately bifore the posting. Once the department has a
few well-trained persons; replacements will be easier and
lateral mobility can be arranged more systematically without
causing any dislocation to the work%ng of any department. A
well organised and systematic on-the-job training will go a long
way to increase the effectiveness of the condggsed functional
courses, However, such a prcgramme can be successful

only if its implementation is ecarried out methodically and
scrupulously.

Preparation of Job Cards/Flow Charts

9,4 Lrother requirement for successful implomentation of the

on-the-job training scheme is preparation of Job Cards, Progra-

mmed lecarning texts and Flow Charts., Job Cards may be prepared

for each important desk in a section/department, Descripticn of
the job may be given in the card in such a way that the various

steps involved in doing the work are indicated in a simple

manner in the order in which they are performed.
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Posting of Training Officers

9.5 For the successful implementation of the scheme of
on=-thc=job training, a consi-nt track will have to be kept on
the development and progress of the persons during their
departmental training and even thereafter, The new entrants
will have to be givcn\proper guidance and instructions about the
work assigned po them so that they will understand thé practices
wid procedvrcs, It will also have to be ensurced with the help
of training cards and such records that all the employees get
all-round training in the department in about 3 to 4 years after
which they will be due for transfer out of the department. The
departmental in-charge or even an officer designated by him for
the purpose out of the normal strength, with the usual pressure
of work in the department, will not be in a position to do any
justice if all these.functions are entrusted to him in addition
to his normal dutics. The tendency would be to leave the
trainces mainly to the guidance of their experienced colleagues,

~ullonece 2nd instructions from the officer

]

after some initicl
concerned, The new cntrants will also be hesitant to approach
their immediate superior for clarificntions and guidance as they
would always find him busy and preoccupied. A4lthough this
arrangement may look adequate and also economical, in the long
run it may prove costly as it suffers from a number of drawbacks
and limitations : (i) it takes a long time for the employee to

acquire mastery over his work, (ii) he is likely to pick up some
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of the defective and wrong practices of his colleagues, (iii) all
colleagues cor even the immediate superior may not have the
abili*y to impart the knowlc 'ge effectively, and (iv) the
colleagues and supericrs may not have the time and patience to
give guidance to the new hand, burdened as they are with their
own work, nor will they be in that frame of mind so necessary

for training., In view of this it is recommended that each
cffice/tranch on? sach of the major central office depa.imants
may be sanctioned the post of a Training Officer in Grade B or G,
who can take charge of the on-the-job training of the office/
branch/department and also perform all the allied functions.
Perhaps, for bigger offices/branches, at least two Training
Officers may be necessary, one for the General Side Departments
apd another for the Specialised Departments.

9.6 In this connection a reference is invited to Central
Office letter Staff No,14246/23(a)=77/78 dated 218t June 1978

in terms of which an additional post of Instructor was sanctioned

foo conmluveting training

to Z~n-l Trainin;_C:rtgoc 3yculi:..
sessions for directly recruited officers in zrades A and B who
are on training in the various departments in Bombay. & similar
post has been sanctioned tc each of the other three Zonal
Training Centres also for the same purpose. This arrangement,
however, has not been wortinz satisfactorily especially in

Bombay as the dcpartments are spread over in different buildings

and the number of directly recruited officers is very large.
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These posts may be combined with the proposed Training Officers!
posts and the Training Officers entrusted with a wider responsi-
bility of Lanmin- after the on-the-job training of officers as
wgll as clerical staff,

9.7 As already mentioned earlier, for successful implenenta-
tion of the on=the-=job training scheme, job cards/flow charts
for each desk are very neccessary, Althoush instructions in this
regard are already there, nothing worthwhile has been done in
this direction in any of the offices/departments. With the
creation of Training Officers' posts and manning them with
hand-picked competent officers, this very important work of
preparing and continually up-dating job cards could also De
entrusted to then.

9.8 They could also be entrusted with the work of maintaining
suitable reccrds in each department to keep a constant track on
the rotation of each emplcyee from desk to desk so that job
rotation can be effected systematically and scicntifically.

9.9  Whorever thore sre Zonal Iralning Ccntres, thesc Iraining
Officers cen also keep a liaison with the Training Centres and
provide a sort of gcenerel feed back to the centres and also
serve as visiting faculty, whenever required,

9,10 It has to be reeclised that proper on-the=job training
leads to the building up of a permancnt and highly useful asset
to the institution which will pay -high dividends in the long run
by way of better output and improved internal working.

¥ I He I W W%
4**********



CHAPTERS-10

INFRASTRUCTURAL FACILITIES, ETC, AT ZONAL TRAINING CENTRE

Unlike other training cstablishments of the Bank, the
Zonal Training Centres have been set up more on the pattern of
"additional departments™ at the 4 centres rather than as training
institutions. Consequéntly, all that has becn done is to find
out sufficient floor space in the office prenises itself to
provide for class-room accommodation for seating 30 to 35 persons
and a room for the Instructor(s)., This has, in some Zonal
Training Centres, placed severe constraints even on provision
of basic teachin;_amenities like good seating/class-room
arrangenents, bldck-boards, fans,lighting arrangements, library,
etc, Apart from causing considerable inconvenilence to both the
trainees and the Instructors, this pattern of setting up Zonal
Traiping Centres has done considerable demage to the cause of
the clerical training as Zonal Training Centres have come to be
ﬁcrccived as "second-rate" training institutions by members of
staff and officers selected to maﬁ the faculty_positions. It
has been olren?y ctate? in Chapter 7 that officers empanelled
for faculty positions are generally reluctant to accept posting
at the Zonal Training Centres. The setting up of Zonal_Training
Centres on departmental pattern has also placed severe constraint
on having recourse to modern teaching methods and hence Zonal
Trgining Centres have been functioning only on outmoded lines,
1042 It is essential that this state of affaira is not allowed

to continue and that the arrangements/facilities at the Zonal
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Traininz Centres are brought on par with othe; conmparable
training institutions in the banking industry, The long-term
goal in this rcs-? ghoul? be te run Zeonal Troining Centrces as
residential institutions like Staff Colleze, Banlkers Training
College etc.,, so that the Centres will have proper gcademic
atmosphere and environment so conducive to ‘learning. The
possibility of taking_buildings on lecase basis for this purpose
as an alternative to constructing our own'buildings, which is a
time consuming process, could be explored, In the meantime, it
is necessary to copsider what improvements could be made in the
existing infras?ructural facil@ties so as to facilitate learning
in a more conduevive atmosphere., Our recommendations in this
regard are contained in the following paragraphs.

Seating arranzements

10.3 The present seating.arrangements are suited for tragitional
lecture-method_of teaching., With greater reliance on discussions
and nodern teaching aids} th> arrangements will have to be

sui tably modified, For better visual impact and greater
eye-contact, a semi-circular or 'U' shape arrangement of seats

is preferable. In the Zonal Training Centre at Madras/New Delhi,
perhaps this nay not be possible if they are to function in the
existing rooms, /is stated im Chapter 5 it would .also be
necessary in the vlong run to reduce the number of trainees

per channel to 20,



Acoustic treatment

10.4 Ls the class-roons are in the office premises, in busy
busincss localities, thcre is considereble disturbance on account
of noise all around duc to passing vehicles, pedestrians, etc,
especially in Zonal Training Centres at Bombay, Calcutta and
Madras, In New Delhi, the disturbance is on account of the
nembers of staff visiting canteen, diSpensgry, etc. in the
neighbourhood of the Zonal Training Centre. I% is; therefore,
necessary to have the class-room inspected for considering
whether these disturbances, as also echqing, could be reduced/
eliminated by proper acoustic treatment,

Desk plates

10.5 Arranzements may also be made for display of name-plates

of the trainees on their respective desks. For this purpose, we
may purchase 30 to 35 sets of prestonom desk_plates per chennel,
with sufficient quantity of P.V.C. alphabets.

Supp?y of folders etc.

10.6 At present, tralnees at the Zonal Training Centres are
provided with a note book and a ball-point pen, We may supply
the trainees with a plastic folder and a medium-sized pad
(instea? of an exercise book) eath, especially as under the
proposel troining strategy traineés will have to be ﬁurnished
with a number of handouts and other reading material,

Library and Reading facilities

10. 7 The need for enlarging the library facilities, purchase
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of financial.journals/weeklies, etec. has becen alrezdy stressed
in Chapter 6. Suitable arrangenents such a8 wooden stends for
placine the 72ily newsrapers/financial journzls, ete., a snzall
reading roon with tap}es and chairs for reading the library
books, nagazines, ctc, neel to be mgde. Suitable record roon
facility for preserving old periodicals/magazines for reference/
research purposes should also be available to the centre.

Supply of copies of 'Functions & Workinz of R,B.I.' etc.

10.8 4t the stage of induction of a new enployee into the
organisation, he/she is anxious to know as nuch as possible about
the organisation. 1In the present 5-week Integrated Induction
Programne, we issue copies of Functions & Working of Rese;ve

Bank of India to trainees for reference during the course.
However, under the proposed shcrt duration course, there will
hardly be any tine for the trainees to apply themselves to the
reading of this bock, especially as the courses are not
residential, It is desirabl> to bring out a suitable small
booklet giving the new entrants a fairly good idea of the working
of the various departments of the Bank and other related matters.
A number of banks have brought out such publications. Pending
this, we may supply a copy of the Functions & Working of Reserve
Bank of India to every new entrant free of charge.

10.9 A8 for other functional courses, we may bring out small
panphlets egplaining briefly the functions of the respective

departments, For instance, fAgricultural Refinance and
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Development Corporation/Industrizl Developnent Bank or India had
published small pamphlets on the functicns and working of their
oraonienaticns.  Tichanse Control Depa;tment had published 'An'
outline of Exchange Ccntrol in India', The preparaticn of such
pamphlets/booklets may be taken up in earnest and copies thereof
supplied to trainees at the conclusicn of the relevant course.

Servinsg of Tea/Coffee

10.10 At present, trainees have to visit the staff canteen or
depend upon the canteen boys who visit various depar?ments?
including Zonal_Training Centrgs, for supply of tea/ocoffee,
Apart from the considerable inconvenience @nvolved in this
arrangement, the time at which tea/coffee could be served to the
trainees does not some time synéhronise with the tea/coffee
preak, resglting in late return of the trainees to the
class-room, It is recormended that the Bank should make proper
arrangenent for serving tea/coffee to both the trainees and
Instructors at the Zonal Training Centres, aﬁ its cost, during
the tvea-breaks in the forenoon and afternoon, The tea-breaks
provide an opportunity for the trainees and the Instructors to
be together in a group for some time and help establish proper
rapport among the different trainees themselves and between the

trainees and the Instrgctors, which is conducive to learning.

Inaugural /Farewell Functions
10,11 It is essential that depending on the nature of the course,

a Senior Officer from the department concerned, is associated
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with the valedictory function., TFor Induction Course, the
presence of Manager(Training) and/or Personnel Manager will be
welcome at such functions. This will also »nrovide the concerned
departments /Training Division with first-hand knowledge about
the_views of the participants on traininz in general and the
specific prozramme in particﬁlar. Under current instructions,
tea and biscuits are served at the Bank's expense to the trainees
and guests after inauguration of each course. Expenditure on an
adequatg scale may be sanctioned for the valedictory function

as well.

Excursions

10.12 Excursions were being arranged in the context of the
lengthy, 12-week training courses, with a view to breaking the
monotony and providing the trainees some respite and relaxation.
They were continued for the current 6-week special courses. It
has been the experience of the faculty members that such
excursions providc opportunity for building up good raport with
t:a¢ncgo,_ufjcg Ga Opeuning to them to ciue cut with their talents
in extra-curricular fields and in general promote better human
relations. It is the general opinion of psychologists alsc that
excursions not only creqte a diversion from routine but also
exercise potent influence on promoting better human understanding
besides other educetional value. They are al;o useful for
overcoming or dcfrosting pent up frustrations. However,

strictly speaking, the proposed short-term courses do not afford
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sufficient scope for such excursions. The position may,
therefore, be reviewed to consiler whether it will be worthwhile
to arronge Lor oo Crief outing durins the proposel shor#-tcrm
courses in thc week-end, scy, Satur'lay or Sunday, In case it

is Aecided to arranze such outings, it is necessary that 211
expenses on transport, lunch, tea, ctc. arc met by the Bank and
that faculty members are associated with the outing, as a part
of their assignment in the Zon2l Trainin~ Centre.

Notice Board

10,13 Prestosisn notice boards of staniard sizes, fixed on a
tripod stand, arc being used by mbdst of the training institutions
for indicatins the programmes in session, the venue, ete. Such
notice boards have become an essential part of the training
institutions, as they provide instant information, on the current
training activity, which especially guest speakers and Central
Office officials visiting treining centres may like to know 2t

a2 glance, This is all the more necessary in a2 centre where more
than one programme is in session. It is, thercfore, recommended
that prestosign'notice boards of appropriate size may be supplied
to all the Zonal Traininz Centres.

Residential arrangements for outstation trainces

1C.14 e Bank has rescerved one or two flats in the stafl
colonies at Bombay, Calcutta, Madras anl New Delhi to house a
few outstation trainees, The members of the Group visitcd the

flats at Calcutta., It was noticed that they were sparsely
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furnished., Besides, it was represented to the Group that if
there is/are female trainees from outstation centres, only one
flat is left for the use of 6 to 8 male trainees, which is not

a satisfactory_arrangement. In the metropolitan cities, it is
beconing difficult to find suitable hotel accommolation within
the amount of daily halting allowance admissible to the clerical
staff, At the same time, it is essential that an employee who
has come away from his family should have proper lodging iaul
boarding) arranzements, so that his mind is free of anxicty and
tension; otherwisc his receptivity might be affected, It is,
therefgre, essential to improve the present arrangements in this
regard, The Bank may consider taking a couple of flats on lease
for this purpose in any convenient locality, not far off from
the training centre., The cvxisting flats/new flats may also be
adequately furnished. It is suggested that there should be
provision for a cot, mattress, pillow, a writing table, a chair

and a cupboard per trainee.

Wk ****-:7
4*********



CHAPTER-= 11

TRLAINING FACILITIES FOR OTHER
CLTEGORIES OF NON-OFFICER STLFF

As already menticned in Chapter 4, at present %o training
facilities are available to the employees *elonging to various
non-clerical cacdres, such as Typists, Stenographers, Telephone
Operatsrs, Caretakers/.ssistant Caretalrzers, etc. It is necessary
to consider in due coursc provision of suiteble training
facilities'to thgse cadres, which woulZ help thea to improve
their efficiency., Our recommendations in this regzard are
contained in the following paragraphs,

11.2 The training stratesy for the non-clerical workmen
categories ﬁay also be the sazme as in the case of the cleriecal
staff viz. an induction course at the point of entry into the
Bank and thereafter functional eourses tailored according to the
requirements of the respective jobs. Even if suitable functional
courses are considered not very essent;al and also practicable
for these categories of staff, an induction prograrme is a must
for any new entrsnt to the Bank,

11.3 So far as the iInduction course is concerned, it may be
stated that the programne recommended for clerical staff
consists Qf_two parts viz., part I dcaling with induction aspects
proper, i.e., familiarising the new entrant with the banking
system, the rsle of banks and the Reserve Bank of India,
organisational set-up of the Reserve_Bank, role responsibility,
inter-persopal relations, terms and conlitions of service of

employees, customer service, etc. and part II dealing with the



details of the werk of the Cash Departrent where the omployecs
will Do regeired o werk Lovclictely oo quapletion . ef ~traiming.
It will be posc iVt tegreeinty Whe peew _gierwdta i -the ctdyes
of Typigii, Tolephono-Opem2trrsy cbe. widh paxt I ¢f the proposed
inductisn crwesys..

1.4 For enplcyeces in service, their leputation for suitable
training courses which will help in improving their efficiency
may have to be considered. In view of the small number of
employees belonging to these categories and the practical
difficulties in sparing their services en-block, it may not be
possible to run any traininz programmes for them in the Zonal
Training Centres., Perhaps, deputation of these employees to
appropriate short-term courses conducteld by outside institutions
could be thought of. TFor instance, Typists could be sent, in
snall batches, to attend courses in the English lan ruage,
organised by private coaching institutions. The Typists ~re
only H.S.L.C, or S.S5.C. an with the stress on use of regional
languages as medium of instruction, most of the new recruiis are
not likely to have good command over English, which is essential
for the performance of their duties efficiently. It is also
necessary that they shoulld have some systematic training in
business corresponience and filing.

11.5 Lis rezerds Telephone Operators, it is not sufficient that
they are familiar with the technical requirements of their job.

They should also have knowledge of telephone manners and



communication skills as they are often the first point of contact
with the Bank for the outside world on® it is through their
style of resr»onse th-t the imaze of the institution is either
enhanced or lowered, To be in a position of greater assistance
to fhe callers, they cuzht to know not cnly about the telephone
extensions of Senior Officers and departments, but also abgut

the broad functions of Iifferent departments so that they could
guile the callers to the correct departnent or officer., Public
relaticns, telephone manners, communicaticn skills, customer
service an?® development of the desired hel»nful and patient
attitude are thus some of the areas in which our Telephone
Qperators should be given training. For this purpose, they

could be depgtei to guitable programmes run by Qutsiﬂe commercial
institutions., Participation in the Bank's induction course will
be of help to them in gettinz a fairly good ideg abcut the
fupctions of the various departments of the Bank.

11.6  As regards issistant Caretakers/Caretakers Grade II,

their duties relate mainly to maintenance of the Bank's premises -
office as Well as staff quarters, hanling over/taking over of
flats, ete. i substantial part of their working time is spgnt

in dealing With the maintenance staff, other employees/officers
of the Bank, It woull, therefore, be worthwhile Cesigning
suitable short courses fcr them in inter-personal relationship
and behavioural aspects, It needs to be mentioned here that the

post of issistant Caretaker is generally filled by promcting a
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suitable senior emnloyee in suboriinete cadre, It is, therefore,
necessary to fevote sufficient attention te the development of
the incuntcnt, Since these employees are olso concerned with
maintenance bf the Bank's proverty, it is worthwhile considering
their deput=tion to short courses in civil defence (Firefighting
etc.) orzanised by the State Government authoritiecs.

1.7 The Review Group also recoznisc¢s, in principle, the necd
for providing suitable training opportunity to the Machine
Section staff, subordinate staff ete. anl recommends that this
may be examined in depth in dge course of time by the Training
Divisicn for nccessary action, The priorities demand that our
immecdiate attention be devoted to the training of the large
number of clerical staff whieh constitutes a substantial
proportion of non-officer staff and from whom we have to build

almost the entire future supervisory and officer force.

W W e Nk H
4**********



CHLPTER- 12

ROLE OF TRAINING DIVISION

The organisation is one of the three partics to the entire
training‘schcme, the a~ther two parties Tcing the trainers and the
traineces. The Stoff/Manaser's Section at offices/branches and
the Department of Alministration and Personnel; in Zeneral and
the Training Divisiocn, in particular, at Centracl Office level
have, therefore, an inpcrtant role to play to ensure the success
of the training procsrammes., It is the function and responsibility
of the administraticn to 1o the work of plenning, and planning
of training has to be in conjunction with corporate plamming,
man-power planning and carcer path planning., There should also
be perfecﬁ coordination between recruitment, training and
placement. For this purpose the concerned sections in the
Department of .idninistration an? Personnel may be regrouped and
reorzanised, if necessary. It has also to be borne in mind that
a treining programme will be ccmplete only if it is properly
supplemented by systematic mm~the-job trainin; and job rotation
an¢ acequately supported by providing supportinz services,
creating a stinulating anl satisfyins climate and evolving
healthy policies so as to match in?iviluel zrowth with
organisational neceds.

12.2 It is the functisn of the Training Division to clarify
the precise objectives of training deneniling upon the work
assiznments an? placemcnts of the employees and identify their

trainins neels from time to time and evolve a suitable training
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strategy, both short term and long term, on the basis of the
training needs identified, The Training Division may draw up an
annuul nlan for this nurpose. At present training for clerical
staff is organised in a highly centralised manner, the Training
Division talting decisions in all matters such as the nature of
the_programmes to be conducted; the course contents, duration,
ete. For the effectiive functioning of the training centres it
is desirable that the centres should have some say in the matter
of training designs, course contents, methods to match require-
ments, duration, ete. In regard to training of the clerical
staff, since there are more than one training centres, the
Training Division will have to play the role of a co-ordinator
and ensure unifqrmity in the conducting of the programmes at the
various centres, For this purpose the Training Manager/Deputy
Manager must have periodical meetings! preferably on a quarterly
basis, with the faculty at different centres for integrating and
co-ordinating thgir activities and also to facilitate adequate
forward plauning. The usual danger oi these meetings degenerat-
ing into routine meetings should, howsver, be avoided. While
matters like office procedures, course dates, etc. are important
from the point of view of bringing about uniformity and
consistency in approach and eliminating wastage of training
capacity, greater emphasis in such meetings should be on course
designs, role of trginers, adequacy or inadequacy of organisa-~

tional support, etc., so that the meetings will serve some
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useful purpose and help in ensuring that the various training
programmes at different centres are in accordance with the broad
training strztezr evolved. With the same objectives in view and
as a prelude to formulating annual training plan, the Training
Division can also arrange annual meetings of the faculty of all
the Zonal Training Centres. From the course-end reports received
from the different Zonzl Training Centres, the Training Division
can make an evaluation of the effectiveness of the various
programmes, winich could also be discussed at the annual meetings.
The same forum may be made use of by ﬁhe Training Division to
discuss any modification, changes etc. in the course syllabi
that the Training Division may propose in the various training
programmes in the light of experience gained. Such discussions,
apart from helping to know the views of Instructors on the
proposed changes, will also enable the Training Division to knew
thg practical difficulties/problems that the Instructors may
face in this regard.

12.3 it is neédless vo mention tunav it is necessary for the
Training Division to maintain a close liaison with all the
training institutions of the Bank as also outside training
institutions, so as to provide suitable epportunities for growth
to the staff in general and the faculty in pgrticular. The
Training Division should also provide the faoulty with opportu=~
nities for further professional improvement and growth through

a variation of roles, for instance by affording opportunities



to the faculty members of the Zonal Training Centres to function
in the other training institutions of the Bank lilkke Staff
Collezrn, Melivroz, Jollu.: of szriculturssl Banking, Pune, and
Bankers Training College, Bombay, and through contact with the
faculty members of outside sister organisations and also through
special faculty development programmes from time to time.

12.4 The Training Division has also to play a very vital role
in evolving a suitable faculty supply plan, The need for new
faculty will arise for progressive replacement of members from
the existing faculty who have completed their tenures or who are
to be given other assignments, or for augmenting the strength of
the faculty at the various training centres because of additional
activities under-taken or because -the existing strength is
considered inadequate, or for mannlng new centres if and when
considered necessary. In the absence of a proper faculty supply
pian, the training centres may have to work w1th 1nadequate
strength, resulting in adve-se effect on the quallty of'tralning
and demotivation of the faculty due to overstrain. ﬂFurther, the
training plans may get dislocated, resulting in wastage of
training capacity and a tendehcy may also creep in to resort to
adhocism and poetinv_officers; who are not fully equipped to
handle tralnlng a531gnments, as faculty members.’ It 1s,
therefore, of utmost lmportance that there should be a sound and

-1

501ent1f1c plan to meet the faculty requlremehts and this

rosponeidility-will have to be discharged by -the—Tratning

Division.
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12,5 There is another very important area with which the
Training Division has to concern itself. It will have to be the
responsionility of the Training Division to continually assess
éhd anaiyse the‘employee population needing various types of
treining and scientifically plan the supply of participants to
the different training centres for the appropriate programmes,
so that thé staff may receive the right type of training at the
right time and there may not be any wastage of training capacity.
With more than one training centres for-clerical staff and with
the proposed pattern of training programmes, this onerous
responsibility of the Training Division of planning the supply
of-participants-will have an added dimension.

12.6 At present the so called induction courses as well as the
two broad based functional courses are arranged on an adhoc
basis and particirancss are also deputed to these coursés on an
adhoc basis, according td_the convenienece of both the depart-
ments and the participants., The essence of the proposed pattern
of training programmes, hcwever, is that training should be
rolevant to immediate work situation. A‘number of intensive
short duration functional courses have accordingly been
recommended for imparting functional knowledge and skills in
specific areas to staff at the time of their entry into a new
department_or as soon as possible after they are posted to that
department., But it is possible that under the jurisdiction of

a Zonal Training Centre there may not arise enough vacancies
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in & particular operational department a2t =2 time, so as to
arrenge a programne pertaining to thot pe. articular department
with the usuel strength of participants. This difficulty may
not arise in Bombay because of the vast Central Office Depar tments
located in Bombay, but the problem will certeinly arise at other
centres, Such a problem may arise at centres other than Bombay
even in arranging the induction courses, as proposed, at thLe
point of entry into the Bark. However, in view of the great
advantage in the proposed pattern because of the relevance to
immediate work situation and the motivating effect this immedia’=
relevance of the programmes will have on the participants, such
practical difficulties, which are not at all insurmountable,
should not stand in the way of the implementation of the schemec.
The solution would be to remove the zonal barriers, group
together the participants corresponding to the anticipated and
existing vacancies from as many offices as will meke up the
usual strength for a prograrmme and hold the progremme at a centre
chosen in zavence, cvenly distributing the v;:ious Progsrii_.C3
between the different Zonal Training Centres, This arrangement
_would involve. collection -and yroper analysis and classification

’of date mbOlt the employee Dopulatlon of all the offlces needlng

.alfferent-types of tralﬁlno;

snd plannlng, proper timlnv_ and- -

iﬁifell;% "t”dlstrlbutlonéoh:

the.varlous programmes between hé
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respective centres, This work has, therefore, to be ecentralised
for effective implementation of the proposed pattern of training
and the Training Division is the proﬁer department to undertzke
th;s work,

12.7 In view of what has been stated in the foregoing paragraph,
it would become negessafy for the Training Division to draw up
well in advance a calendar of various training courses that it
intends to q&nduct at the various Zonal Training Centres in the
course of say next 6 notfis on the lines being drawn up by the
Bankers Training College and eirculate 1t to the offices and
branches weli ahead of time, To begin with, a time-table of
various training courses tan be drawn up for each calender
quarter, and in course of time it can be extended to cover half
yearly periods., The time-table for any calendar quarter should
be finalised by the end of the first month of the preceding
qﬁarter and made available to 811 offices and branches and Zonal
Training Centres. This arrangement will‘benefit the offices,
branches and trainees in various ways. The.offices and branches
will be able to time their transfer of cleriéal staff from one
department to another. The offices and branches will have
suffieient time to draw up the list of traineés for various
courses and also to make altermative arrangements for providing
substitutes in place of those who are to be released for the
various training programmes. The trainees selected for various

training ecourses can be advised of their deputation well in



-3 133 : -

advence and hence can come prepared for meaningful participation
in the training., The Zoneal Training Centres will also be
receiving the names of trainees well in advance and can make
ready the course materials, handouts and verious exercises etc.
It will also enable them to know how many trainees will be
available for any training course and if the number falls short
of the allocation, enough time will be available to make
arrangements for additional trainees, so that there may not be
any wastage of training capacity.

12.8 To place Training Division in a position to draw up the
qalendar of training courses well in advance we have suggested
certain statements to be sent by the offices/branches through
which the Training Division will be able to know about 6 months
in advance the employee population of-all the offices likely to
be available for training in various courses. The statements
anq records suggcsted by us are in Annexures XIII to XVI,

12.9 Annexure XIII will give the number of vacancies that may
be_arising in each'Department in the offices during every
succeeding quarter, ?his statement will be sent by offices to
the Training Division, Annexure XIV will give an 1dea of the
number of clerks likely to be available for training in various
funct%onal courses and also the number of clerks already in
service who are likely to be exposed to the induction course,
For the offices to compile Annexure XIV we have suggested that

each department should prepare a statement in the form shown in
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Annexure XV, every quarter, detailing names of employees who
have put in more than 4 years of service in the department and
who are due for transfer and posting to other departments, With
the details of their past experience given in the statement, it
can be decided as to which department each of them is to be
posted, if at all a firm decision is taken in regard to their
inter-departmental transfer, indication to this effect being
given by ?he concerned department in the remarks column against
each name, This statement (in Annexure XV) will be completed by
each department and sent to the Manager's Section or Staff/
Administration Section for the purpose of deciding on the
inter-departmental transfers and for compiling Annexure XIV for
onward transmission to the Training Division. It should be
possible for the departments to compile Annexure XV from the
information contained in the Register of Training and_Training
Cards, at present, maintained for each clerical staff. (If
these records are not up-to-date, efforts must be made by offices
to make them up~to-deate). To facilitate compilation of the
statement in Annexure XV the format of the Training Register
(and consequently the Training Cards) may be amended to
Incorporate the particulars of institutional training received
as also a summary of the work experience in various departments.
The proposed format of the Training Register is showll. in
Annexure XVI,
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12.170 The statements in Annexures XIII:and XIV rclating to a
particular quarter will be sent by each office/branch to the
Training Division by the 7th of the first month of the preceding
quarter. The data gathered and analysed through Annexures XIII
and part I of Annexure XIV will give necessary information as to
the employee population requiring training in each of the
condensed functional courses. The grand total obtained fron
Annexure XIII will give an idea of the number of candidates to
be recruited from outside and help to plan the induction course.
Part II of Amnexure XIV will give information about those
recrults belonging to the combined cadre who were posted directly
to the departments other than the Cash Department and who nay
have to be posted to the Cash Department after exposing them to
the inductlon course whlch has a Cash Department component,

With all these data collected from all the offlces and branches,
consolidated and 1ntelligent1y analysed, it should be an easy
matter for the Tralnlng Division to properly plan the 1nductlon
and condensed functional courses and distribute the courses
between the different Zonal Tralnlnb Centres. Of course
centraiisation of each courSedat 2 particular centre would mean
tnat most of the participants would be from outside centres.

To a llmlted extent thls pos1tlon is obtolnlng even now wlth
:the courses conducted on a zonal b~s1s and outstatlon tralnees

zmostly are maklng the;r own arrangements for boarding and
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lodging., We may take steps to augment residential facilities
by setting apart more number of flats in our colonies 1in bigger
centres for outstation trainees Hill such time we make the
training institutions for clerical staff also residential as
reqommended in Chapter 10.

12.11 The Training Division should take initiative to set up
once again as in the past at every centre where a Zonal Traini_:
Centre is functioning, a regional advisory committee consisting
of the local Manager (who may be ex-officip Chairman) and heeds
of major departments like Department of Banking Operations end
Development, Agricu}tural Credit Department, -Exchange Control
Department, Ecqnomic Department and Department of Statistics
and the Instructor-in-Charge of Zonal Training Centre
(Member-Secretary) to deal with the administration of training
at the Zonal Training Centre within the policy frame-work laid
down by the Bank,

12.12 TLast but not the least is the role of building up
favourable expectations and motivation in the particivants,

In this context it is_important that the employees selected for
training go for portiecipating in the.progrommes.assured
thatrdhe Bank regerids their trainingtns. thogoughly

worthwhile and is taking necessary steps for their proper
placement after training so as to_epable them to apply their
newly acquired knowledge and skills. They should also be

convinced that there is a linkage between their training and
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a cecreer path planning for them., Motivation in fact will be the
result of a multitude of actions the Bank takes in this regard.

Provisicn of adequate amd comparable infrastructural facilitieg

to the participants will also go a long way in motivating them,

In short the organisational commitment ?o training should be

reflected through the Training Division,

I I
4**********
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SUMMARY OF MAIN RECOMMENDATIONS

Main Recommendations

Training should be viewed as an investment in the
development of the work-force. It is an effective
means to provide against obsolescence.

The need to develop relational skills among the cleriml
staff cannot be ignored, The necessity to improve
communication abilities at every level and inter-
personal relations among different hierarchical levels
in the Bank has assumed urgency.

Since a great majority of the Officer cadre at the

base level (over 92%) is drawn by promotion from

within the Bank, the clerical training courses will

have to be closely coordinated with those for officers,

with matching inputs in varying doses, so as to form
a sort of a training grid for the clerical and the
officer staff,

Success of the trainipg'effort depends on many
extraneous factors, e.g. culture of organisation,

its personnel policies, social environment,
mo?;vation of the trainee, motivation of the trainer,
etc. Earnest efforts are, therefore, neccessary to
create a supporting climate that would not only be
conducive to the appreciation of training in its

proper peispective but also contribute to ité success.,
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Training should receive the priority it deserves.

For training camnot achieve much if it is viewed as
merely 2 ritual, Training activity should receive
positive commitment, support and involvement at all
levels (para 3.4)., Training should not be viewed in
isolation, but as an integral part of the Bank's
organisational process and linked with recruitment,
career planning, appraisal, promotion and development
of staff,

Well-qualified persons get selgcted for very routine
and moncotonous job in the Bank, Promotional
opportunities are uneven owing to differences in the
staff strengths at different centres and the uneven
rate of expansion of departments/offices. The
imbalances in promotional opportunities between
newly-opened small offices and the older offices

has been a cause for frustration among the employees
working in older/bigger offices, The percentage of
female employees recruited in the Bank is on the
increase. This trend is likely to pose an operational
problem in the Cagh Department so far as remittance
duty is conecerned, The younger generation of recruits
is not only intelligent and better-informed but also
more militant, Their attitudes and expectations and

their concepts of discipline and authority are different.
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These are some of the factors for which the
solution lies in the realm of policy, outside the
sphere of training. No amcunt of attitutinal
training by itself can prove effective in countering
these influences;

4.6 In the case of clerical training, in addition to the
imparting of knowledge and developing job skills,
priority needs to be given to provide facilities for
the formation and development of healthy attitudes in
the individuals.

4.9 In the context of the present and emerging trends, the
objectives and priorities of clerical training will
5onverge on

(i) cognitive learning for gaining knowledge in new
areas and 1mproving existing knowledge in the
relevant arecas;

(ii) systematic 'on-the=-job' training to acquire and
develop skills in work performance; and
(iii) attitudinal development of the individual and
promotion of relational, communication and to
some extent innovative skills.
It would be desirable to design the following pattern
of training courses for the non-officer staff in

Class III in the Bank :
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(i) Induction courses;
(ii) Functional courses followed by on-the-job
treining; and
(iii) Prepesratory courses (as at present).
Induction programme should be arranged for the new
recruits at their point of entry into the Bank. It
should aim at familiarising the new entrant with the
Bank. It should help him understand the working
environment, nature of work he would be expected to
do and such other matters as would help to create in
him a sense of belonging to the Bank and sense of
social purpose. 4s the new recruits will be posted
to Cash Department initially, the various aspects of
the Cash Department work may also be covered, as this
would be of immediate relevance to then.
For ensuring that Induction course is arranged at the
point of the appointment of new entrants, the
appointments from the waiting list will have to be
made in suitable lots and properly phased, preferably
at quarterly intervals say, on 1st January, 1st April,
1st July, 1st October, every year. This will be
feasible if the common-cadre staff are posted first
to the Cash Department, vacancies in the other
departments being filled up by drawing staff from the

Cash Department, according to seniority, and adequate
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training reserves zre created in the Cash Department
Which can absorb any number of_reserves. at smaller
centres like Bhopal, Indore etc., not having Cash
Department, vacancies could be anticipated well in
advance or kept unfilled till the new entrants are
exposed to the induction traiaing.

4,12 Benefit of induction courses should be available to
nonfclerical staff like Typists, Telephone Operators,
etc, also.

4,13 Functional courses: A1l the staff, whether they are
Clerks Grade II or Clerks Grade I or Assistants should
be deputed at the time of their entry into a new
department or soon thereafter, to the Zonal Training
Centre for an intensive training programme relating to
the particular department or allied departments.

These condensed courses may be organised in respect
of the following groups of departments and should be
of 2 to 3 weeks' duration.

(i) Banking Department
(including staff/establishment

section/estate department - 242 weeks

(ii) Issue Department - 142 weeks

(1ii) Exchange Control Department - 1Y2 weeks
(iv) DBOD, DNBC, DICGC, IFD -2 weeks

(v) 4CD, ARDC - 2 weeks
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4.14 Having regard to the profile of the candidates
joining the Bank and the need for their proper
orientation, it will be desirable that training
courses devote some time to attitudinal aspects,
group behaviour, customer service, etc. Accordingly,
these areas may be included in induction as well as
functional courses, with different emphasis,

4,15 In the context of increasing volume and variety of
work, it has become necessary to devise a conscious
and organised system for providing on-the-jod training
in the departments,

4716 No changes are suggested in the existing preparatory

4.17§ course, which is designed and conducted on the basis

of the agreement with the Employees' Association.

4,18 The placement and rotation of an employee should be
so planned that ordinarily he is required to work for
not more than 3 to 4 years in a major department. 1In
that case, an employee will have an opportunity to
attend 3 condensed courses at intervals of 3 %o 4
years till he becomes eligible for taking part in the
preparatory course.

4324 Emp;oyees in the cadres of Clerks Grade I/Assistants

5.12] etc., who have not had the benefit of either of the
6 weeks training courses currently held at Zonal

Training Centres may be given priority, for being
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deputed to the proposed condensed functional courses,
The employees who are eligible for being empanelled

in the cadre of Staff Officer Grade 4 and have already
attended the preparatory course need not be considered
for the proposed functional courses, in view of the
huge back-log we are facing now.

The existing training capacity is not at all adequate
to satisfy the training needs of new recruits and staff
due for lateral movement from one department to another
from timg to time, as also to tackle the existing huge
back-log. In the circumstances, the training capacity
may be suitably augmented by increasing the nunmber of
channels at the existing centres and opening new
centres, 3 Additional channels can be opened in the
Zonal Training Centres one at Byculla and two at
Calcutta. Additional training centres may be opened
at Nagpur Office and Hyderabad Office, the latter with
two channels.,

Facglty menbers should be in a position to handle any
functional area.

Having regard to the short duration of the proposed
training courses and the methodology of training thz=t
will have to be used in conducting the courses, the
training capacity of each channel may have to be

suitably reduced;
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Lecture method will have to continus as the mainstay
in the clerical training courses. 'Sessions could,
however, be made a two way traffié, as far ag possibple,
by enéouraging discussions., TFaculty members should be
suitably trained to make lectures more effective and
absorbing. In the short duration courses, the lectures
wi}l have to be necessarily supplemented by appropriate
beckground reading/study material,
The present essay type of written tests neither
facilitate learning nor provide satisfactory measure
of the learning that has taken place. These tests
may be dispensed with, Instead suitable practical
exercises may be designed, It may be Worthwhile to
develop simulation exercises with a Dummy Bank, for
better understanding of the operational%departments.
Efforts may be médde to develop programmed learning
material in some of the intricate procedural arecas
with the assistance of experts, say, from NIBM in the
initial stages.
Zonal Training Centres should be equipped with modern
audio-visual/visual aids like glass-boards, magnetic/
flannel boards, prestograph display boards, overhead
projector, etec.

The use of modern audio=-visual aids would require

intensive pre-training of faculty members in the use
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of these aids and creation of = centralised audio=-visual
cell, for preparation of the charts, slides, transperene
ciecs, ete, under export suldence; this is necessary
because preparation of audic-visual naterial requires
lot of imagination for creatinhg proper visual impact.
The expertise being developed in the College of
@gricultural Banking in the sphere of audio-visuals
could be profitably shared by the Zonal Training
Centres also,

The revisced film on Rescrve Bank of India may be
brcught out in both English and Hindi versions, It
may also be considered whether we could bring out short
films in specific operationzl areas of Issue and
Banking Departments. The meking of films may, however,
be confincd tc¢ those operational areas/aspects which
are not likely to change naterially for sufficiently
lonz period of time.
In the contexuv ol the short duration courses,
preparaticn of the right typ: of study material
assumnes crucial importance, as training time
could then be devotecd morc effectively to cxplaining
or clarifying arcas where dectoiled exnlanation/
clarificntion is necessary for better understanding

of the subject.
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6.15 Therzs is need for enlarging the library facilities and
6?16 for purchzse of financial journazls, etc,, an initial
10.7 grant ~f RBs.5,000/~ and annuel recurring grant of

Rs.2,000/- may bc made,

7.2 The class=-rcom sessions required to be handled by an
Instructor should be not more than 2 hours a day,
because thc tezching faculty shculd have encugh spare
tine to prepare their talks, other teaching materials/
handouts, etc, and continually update their own
knowledge and data. The faculty strength at Zcnal
Tr;ining Centres sheould be yeviewed accordingly and
increased suitably where necessary.

7.3 In the proposed training arrangements with quicker
turnover of courses, it will be necessary to provide
a suitable complement of staif Tfor leookxing after
adninistrative and other miscellaneous items of work,.

7.4 There is need for cqualisation of opportunities and

other facilitics, and rencvedl of disparitice in the
quantun of work-load, tc the extent possible, in all
training institutions of the Bant%. 4 system of
rotation of the faculty from Zonal Training Centres
to other Colleges and vice versa nmey be introduced.
I The present cligibility criteria and nethods of
T.6 g selection of officers for the aculty assignnent also

call for review. A4 second-class graduatc/post-zraduate
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officer, with sound knowledge of departmental work and
possessing aptitude for teaching and communication
abilitics may serve the »urposs, The werk of
selection may be entrusted to an intermal Selection
Connittec, consisting of the Deputy Governor/Exccutive
Director, Manager (Tr~ining) and Principals of the

3 Training Colleges,

7.7 There is an imperative need for giving intensive
training to the Instructors at the time of their
induction as trainers or soon thereafter, Opportunities
for further growth through participation in Trainers’
Forum, Cose Workshops, etc. may be provided to the
Instructors, An annual conference of Instructors
attached to Zonzal Training Centres may be organised,

7.8 Reliance on departmental or outside speakers for
handling sessions in Zonal Training Centres nay be
ninimal; but it may not be desirable to totally
eliminate guest spezkers.,

7.10 The faculty should have a fixed tenure of
assigmment ranging between 3 and 5 years, as at
present. For maintaining continuity, not more then
1/3 of the menmbers should be withdrawn at a tine.

8.5 The system of cvaluating individual trainces may be
done away with, so as to avoid creatingz sone sort
of psychological barrier to free learning and taking

initiative.
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In order to assess the utility of a training
programme and to bring about improvements, a
dueq*icnnaire may 2e completed by the trainees
without giving names and signatures, so as to obtain
a feed back from the trainces in regard to the quality
gnd usefulness of the programme, its objectives, scope,
content, methodolcgy, time allocation, etc.

The institutional training should be followed by a
well=-planned and systematic on=the-job depar tmental
training programme. Tor this purpose sufficient
training reserve posts should be sanctioned to each
mejor department/office.

Job Cards may be prepared for each important desk in
e Scction/Department. The card may describe the job
in a2 systematic sequential order in which it is
rerformed,

For successful inplementation of the scheme of
on=-the—jou trawning, & coustant vrack will have o

be kept on the development and progress of the persons
during their dcpartmental troining and even thereafter.
The existing arrangements in Hhis regard suffers fronm
a number of linitations and it would be desirable to
sanction the posts of Training Officers (in Grade

B or C) who can take charge of on=-the=-job training.
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10.2 The infrastructural facilities at the Zonal Training

10.14 Centres should be on par with other comparable
traininzg institutions. The long-term goal in this
regard would be to run Zona=l Training Centres as
residential institutions, Mcanwhile, suitable
improvemnents should be nade in the existing
infrastructural facilities like improvcment in seating
arrangements, acoustic treatment to eliminate
echoing and disturbance on account of noise, provision
of desk plates, supply_of folders, improvement in
library and reading faeilities, supply of Bank's
publications, serving of tea/coffee, etc.

11.2 Training Strategy for the non-clerical workmen
qategories may also_be the same as in the case of
clerical staff, viz, induction course 2t the point
of entry and functional training thereafter tailored
to the specific jo» requirement.

12,2 For effeciive functioning of the training centres
they should have some say in the matter of training
designs, course contents, teaching methods, course
duration, etec. Training Division may play the
role of a coordinator for the Zonal Training Centrgs
and ensure uniformity in conducting the prozrammes,
Tradning division should maintain propcer rapport with
the Zonal Training Centres and for this purpose hold_

periodical meetings with faculty at different centres,
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Training division should maintain a close liaison with
all the training institutions of the Bank as also
outside inmstitutions, so as to provide suitable
opportunities for growth to the staff in general and
the faculty in particular,

It is essential that there should be a sound and
scientific plan to meet the faculty requirements and
this reSponsibility will have to be discharged by the
Training Division.

Training Division will have to assess and analyse the
employee population needing various types of training
and plan their supply to different training centres
for appropriate programmes, so that the staff might
receive the right type of training at theiright time.
For conducting the functional courses, which have
direct and immediate relevance, if neéess;ry, the
Zonal barriers may be removed and the participants
from various offices grouped togeisher for making up
the usual strength for a programme and distribute the
various programmes between the different Zonal
Training Centrcs., This arrangement would involve
collection and proper analysis and classification of
data about the employee population qf all the offices
needing different types of training. The requisite
spade work in this regard may_be oantrelised appropria-

tely in the Training Division,
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The Training Division has also the role of building
up favourable expectations and motivation in the
rowticliypants By ensuring sroper placement after
training and linkage betwecn troining and career
path planning, provision of adequate infrastructural
facilities to the participants, etc. The organisa-
tional commitment to training_should be reflected

through the Tralning Division.

W W H IR RN
4**********/
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by the Group.
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awareness shown by the various persons consulted, about the

necd and importance of training in mobilising the talent and
PUGEBU bk Gkt U o5 callualg waae SuPloy G aud Guodl tad plice ¢f
training itself in the ovcrall orggni:at:onal frame~-work and
the personnel function in the Bank,., Hopefully this encouraging
trend should be a matter of satisfaction to those in the Bank
concerned with personnel and training policies.

14,7 The opportunity to conduct the Study was also a rewarding

experience to the members of the Working Group.
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LNNEXURE-=~I Ref:Para.1.161
Page

0hapter-1
QUESTIONS FOR DISCUSSION

What in your oninion, Should be the objectives in providing
training for the Clerie-l Staff

a)
b)

If

Do

with a few years' experience ir the Bank and

new entrants
viz. whether (i) knowledge, (ii) skills,

€iii)yaititude, (i) @mﬁdﬁéh”?1§$psrﬁﬁ,
82, jnawbatnavgag &) partbenderisp i

you feel the existing training pr?gﬁammes meet these

requirements?

a)
b)
a)

b)

c)

b)

c)

If not, in what areas can improvegéntsite brought about?

If not, what in your opinion are she 1§Funae/deficiencie
3

In your opinion what will be the Best w¢y to provide

training to the Clerical Staff?

Do you have any suggestions as to the teaching methods/
aids which yw»u would be more appropriate from your
department's point of view?

What in your view, will make training process
interesting and useful to the staff?

Plecase indicate the existing 'on-the-job' training
facilities &vailable in your office/department/division
to various categories of staff and whether any division/
cell/offlcer is spec? flcally assigned the task of
importing priovicul/Tonm-thoojoht training to personnel
newly inducted into the Department

Do you consider the existing 'on-the-jdéb' training
arrangements tc be adequate or satisfactory? "If not,
kindly incdicate the direction for improvenent.

What efforts are required in the department to ensure
that the learning acquired in the training course is
not only sustained, but nurtured furthcr?

What suggestion would you make regardinsg Departmentol
training of employces?

a)

Whether this shouyld be left to the responsibility of
the Sectional in-cherge (Staff Officer Grade 'A'y?
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b) Whether there should be a knowledgeable training guide
for each major department?

What should be the frecrency of training opportunity to
Clerical Stoff in the E.nk's training establlsnments9

For meetimg the objectives of training (cf.Q.No.1 above)

what should be the duration of the Induction Courses

(viz.,for new cntrants)?

Whether the Inducvion Courses should give the trainees -

a) only an overview of the Bank's functions and working.
OR

b) also give an idea about banking in general,

OR

c) whe ther emphasis should be on telling them the service
conditions in R.B.I., motivation asJects besides an
overview of the Bank,

a) Should the new recruits be exposed to some basic idea
about management inputs such as concepts of inter--
personal relationship and behavioural science etc.

OR

Should this exposure come at the level of Senior
Clerical Staff,.

(X
Only at the Officer level,
is
b) If it/desired that some management behavioural input is
necessary cven in clerical training courses, what type
of input woulc you recommcnc?

(i) for new recruits; (ii) for Staff with a few years'
experience.

What do you feel will be the advantages to =
&) the employees and b) the Bank

in introducing the aforesaid management concepts at the
clerical level?
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What type of training should follow the Induction Training?
viz., On specific johs.
(o]

A general familiarisation round of the Departments before
being put on specific jobs.

a) Whether in respect of subsequent training programmes
after the Induction Course, there should be an element
of selectivity?

b) If so, what criteria of selectivity would you recommend?

Whether the existing Special Courses for Senior Clerks are:-

a) adequatc in course contents and coverage.

p) not relevant and can be dispensed with,

c) can be replaced by intensive short duration capsule
courses on individual departments.

Whether intensive capsule courses should be followed by
a quick round of training in selected seats? Suggest the
duration for such capsule courses and the training in
important scats.

Do you feel that on return from training the cmployces work
with better sense of understanding,show inquisitiveness to
learn new tasks, etc.

How far in your opinion, the existing institutional traininy
prograuuics have canenced the Opuvadiwviicel @il adninisirative
efficiency of the Bank in general and of your department in
particular?

(1) To a great extent.

(2) To some extent.

(3) Hardly perceptible.

What is the general impact of training on the employees?
What are your views about the arrangements that should be

available in the training establishments having regard to
the physical and phychological needs of the training?



19.

20.

21,

- : 4 : - ftnnexure - I (contd.)

What are your views in regard to the selection of the
teaching staff and their own development in the area
of training®?

a)
b)

a)

b)

What shoulad be the tenure of the tcaching staff?

Should there be a 'core! complement or should all the
members be rotated at pericdi-~al intervals?

Apart from evisting library facility at the Z.T.Cs. which
comprises of Books, Bank's Publications, Journals on
banking, Commerce etc. and Dossicrs on verious depart-
ments, whether you considcer that any other variety of
study material should be provided to the trainees?

If so, what should be the naturc of such study materfal
and whether thcse shcould be provided

i) a fcw days before commencement of training
OR
ii) during treining
OR
iii) for the post training period?

F AW I I eI N

COURSES CONDUCTED BY ZONAL TRAINING CENTRES

The Zonal Trainins Centres .ere established in the year 1963 and
a6 present couaucty tie L01luwlig cuulses for dailereus casego=-

ries of Clericel Staff of the Bank,

Particulars of the Course Objective as prescribed by
Course Central Office

1. Integrated Induction To introduce the trainecs to the
course for Clerks institution, to explain to them the
Grade II/Coin-Note main features®; of the working of the
Exeminers Grade il Bank, its placé in the banking
either newly recruited system of the country, the employees’
6r who have not conditions of service and the nature
completed one year's of the work they are likely to
service in the Bank, perform, The whole idea is that the

employees should not find themselves

Duration : 5 weeks at sea, as it were, when posted to



2.

3.

4.

5.

Duration :

Integrated Induction
Course for uierks Grade
IT who have conmpleted
more than one year's.
service but lcss than
five ycars' service.
Duration : 5 weeks
Special coursc for
Clerks Gr.I/Gr.II
(service usually
ranging between 7 and
20 years dnvthee 1¥
Bank) attached to Group
I (General Side)
Departments.

6 weceks

Sop01al Course for
iois \aa.... teaa erugu

II and III (specia-

lised departments)

Duration : 6 weeks
Preparatory training
course for Clerks Gr.I,
Stenographcrs, Econonic
ASSis Tanvs STel, \-Jyear-
ing for the examination
for empanelment to the
cadre. of Staff Officcrs
Grade 'Al,

12 werking
days

Duration

¢ = iAnnexure = I (contd.)

their respective departments and are
carable of uncerstaending the signi-
flcance, in the wholec scheme of
things, of the work that they are
uglled upon to underuake from time
bu Vit ale
from the common cadre of Clerks-cum-
Coin/Note ZExaminers the greater
emphasis of the course is on the
Issue Department as they are expected
to be posted in the Cash Department
in the early part of their cerecer,

[P S .,-4.\. \-m_h./.l.ud Ll

Same as above., A separate channel
is being run for the employees who
have completed 1 year in the Bank
but with less than five years'
service to clear the back-loz of
clerical staff who have not underzore
any training,

An intensive gourse with Speeial
emphasis on the working of the
General Side departments., This
course is intended to widen their
general baockground and understanding
of the intricacics cf the procedures
followed by these departments and
thereby to equip them for shouldering
higher responsibilitices in due
course.

Jame as above.

3..4\.. Yo VJ-a-L-l-le o _J.l.)\.«d- ? JJJ.‘JJV § ey EEXL A ]

IFD ecte,

Emphas19 on functlons

- - o — gy

The object of this cansulce course
conducted betwcen June and September
is to provide an opportunity to
prospective candidaies to get their
doubts eclarificd through discussion
oriented sessions spread over 12
days per batch, on R.B.I. fict and
functions and working of R.3.I.

I I I I I I K I
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TEACHING ATDS/METHODS CURRENTLY ADOPTED IN THE CLERICAL TRAINING

PROGRALMMES

N

6'.
T
8.
9.
10,
11,
12,

Leeturcs =1l-win; scopc for cussticons ond Aiscussions.

Discussidn-oriented lecture sessions (for Preparatory
Courses).

Group Discussiocns.

Pancl Discussions (for Prcparatory Courses).
Treinece talks

Films,

Practical visits to operational departments.
Review Sessioms.

Library facilities/Study hours.

Excursion for courses of 6 week duration.
Use of illustrative charts in a limited way.

Use of proforma books and rcgisters, specimen forms ctc.
as aids to lectures,

Problems/Excercises for solution,

Tests.

Slliiuialion wodews vlizg., & model practical exercise has

been tried out at one of the trainin~ centres on balancing

of day's Accounts in D,i.,D. Suc’: a nodel is being develo-
ped by other centres.

W H WK Ko X W
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Existing Syllabus

INTEGRATED INDUCTION COURSE FOR CLERKS
GRADE II/COIN-NOTE EXAMINERS GRADE II

Sub;-:ct

————  —
General

Role of money in the economic process

RBI as the Central Banking iuthority - Traditional
and Developmental Functions

Organisational set-up of the RBI

Negotiable Instruments - Cheques

Principles of Double-entry Book-keepinsg.

English - Noting & Lrafting

Staff Regulations

Deposit idccounts Department

Functions and Organisation

Bank's Accounting Procedure

Current Accounts

Remittance Facilitics Scheme

Short Credits, D.D. Purchased, Payment Orders,
Loans and Advances

Pub]_.ic Accounts Department

Functions and Organisation

Receipts and Payments on Government hLccount - Reporting
of figures
Cle:earj_ng House

Secuvities Departmert ¢~ Fuuctions and Orgenisation; Sale
3lUU suLluant va vuoulities, Treasury Bills cte.

Exchange Control & RBI :- Objective & Management.

Issue Department

Punctions & Organisation

Assets and Liabilities

Currency Chests & Small Coin Depots - Mechanism

Cash Oepartmenv - runctions = Vaults and importance

of security aspects.

Cash Department - Receipt and examination of fresh notes
and coins from the Currency Note Press and Mints
respectively. '

Cash Department - Packing and Despatch of remittance

of notes and coins

No, of
hours

UINWVRWMNDN N

—_ AN

N
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Potdars on remittance duty - duties and responsibilities,
Cash Department - Receipt cof soiled note remittances -
Note Examinaticn Szction - Coin Shroffing Section -
Receipt, Payment an? Exchan—e Counters, Box Balance.
Claimg Ses%ti-n -

veriiication oeccion & UNV Sectlon

Rescurce Section ondl Remittance Section

Accounts Secticn

Public Debt Office

Functions and Organisation

Forms of Government Securities = Characteristics
WM oatation of New Loans - N.N.W. Section
Endorsements and their examination - RNE Section
Receiving and Delivery Section

Interest Section and Audit Section

Book Debt Section

Accounts Section

Lost Note Section

D.B.0.& D.

What is a Bank? Recent Developments in Banking,
Functions & Orzanisation of D.B.O.D.

Supervision & Control of Banks,

Regulation of Credit - Bills Rediscounting Scheme

A,C.D.

Functions and Orgzanisation

Rural Credit - Role of RBI, SBI & Commercial Banks
Produccion-Oriented System of credit supply-~ Industrial
financins thrmi~h nncoreratires.

Long verim iending for agriculvure

I.F.D, :~ Finance for Small-scale Industrics

Statistics Ippartment ¢ = Functions and Orgenisation

Central Office Dgpartments

Management Servicez Division

I D.B.I. & U.T.I. 3~ Functions and Organisation

4.R,D.C. :~ Functions and Organisation

D,I1,0.G.C. :- Functions and Organisation

T I i G i T Rt ¥ N S N = Y

A N MO N - —

-k e

N N
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Practical Training

Visit to DAD, PAD, PDO etc. 10
(2 days)

Tigft ky Test Tieciies o Ynpltn, Counvers,

Note Examlnatlon Section/Shrofflng Section/

Verification Section/Claims Scction etec. 10
(2 days)

Miscellaneous

Inauguration and Introduction about the Training
Programme,

Written tests

Film show

Library Period (daily)

Group Discussions

Trainee talk tips

Farewell

-
N=pp-EarpoumnN
N

SPECIAL COURSE FOR SENIOR CLERKS ATTACHED TO GROUB II & III
DEPARTMENTS - LIST OF TOPICS COVERED

Subject No.of
hours

Appreciation sessions

Scanning the banking industry environment - socio-

economic setting - dynamics of banking in the context

of national plans =~ an overview of the banking and

econ~nic trends includlng R zional Rural Banks., 2
Tumetions 20l wohrkwing of R3BT specifically with

reference to its developmental role as the central

banking authority, 2

Legal Backzround

An overview of the Banking Regulaticn act 1949
(including its application to cooperative banks). 4
RBI Act 1934 - Some salient features 4

General Banking

Important provisions of Negotiable Instruments Lct 1881,
particularly paymént and collection of cheques,
endorsements, etc.

Banker ~ Customer relationship

n >
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Deposits

Procedural aad technical asnects of deposit accounts.,
Mark~ting and public relati~ns aspects of deposit
robi.isatinm

. . L R IS S |
UghoavoTelUe = 4ypow UL LCLWLUS LUyULliou U Le Suoldivill

by bankz and their scrutiny.

woena and Ldvarc:s

Ceneral principies oI lending

Yioans and advances agoinst various iypes of securities
such as pledge and hypcthecation of produce, bills
~vahnsed and discounvted, supply biils, advances against
shares, goid, xixet Acpo3it receipts and against hire
purchase agreements, etc,

fasiveis of Baerce Sheedt

Ceneral pri Viples, analysis of balance sheets of limited
comnanies, UrepaluulOL of cash flow statements, interpre-
tatlion o ratios (one practical exercise will be worked
ovt by eccha participanty)

URUURRCENRE  ETII, NS
SOOI hlshians
pridig e m——

@]

E

Crpanisation and functions of the Foreign Exchanze
ferw_-"fli of Coimercial banks - functions and working

£

of irporvus, exporis, Toreign remittances and foreign

srover sectlons - Returns required to be submitted by banks. 4

-~

Conzx toples

ag. 3h

AV U Uiliipy heate S e weiia

Hindi - Notdmen< .t|araft1

Role of T[Bi as aote lqsuln* authority (Brie!l discription
of the woriking of Issue Deparumont with reference to
RDI 4ct)

RBI &s Banhals' Dank (Brief description of the working
of DAD, oonsolidation of accounts eic.)

RBI as banker to Covernment (Brief description of the
working of PAD, consolidetion of Government Accounts
&T UHAD yNouuU. )
Managerent of Public D2bt by RBI (Brief description of
the working of PD0, Secretary's Depariment and Central
Deht Saotion)

Rele of EBY in administering Exchange Control (Brief
descrintion of the obgectlves and working of Exchange
Co ..itI'O_I./
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Department of Banking Operations & Development

Functions and organisational set-up of the DBOD

Branch licensing policy - with specific reference to

provisiéns of section 23 of the Banking Rezulation Act,

1949, scrutlny of appllcaticns for opening of offices

TRy fn Y sutbitc InAia - scrutiny of enplications of

forelgn banks to open offices in India - procedures for

issue of licentes - maintenance of various registers

in the section,

Lead Bank Scheme

Credif Planning in the context of present econony

(Directives issued by RBI frem time to time are

discussed in the session)

Creclt control techniques - creiit authcrisation scheme -
mourmion rith reference to Report of Tandon Study Group

Pollcy & procelures relating to refinance under sections

17(2.2), 17(3)(4) and 17(4%(0) with reference to the

relative schemes

Inspections of commercial banks = various types of

inspections -~ discussion with reference to provisions

of the Banking Regulation ict, 1949

Programming of inspection of commercial banks - strategy

in regard to inspecticn techniques,editing and follow=-up

inspection reports

Systems and procedures inspection - approach to systen

inspection - need to streamline functioning of commercial

banks - discussion with specific reference to recomenda-

tions made in one of the reports on system and procedure

inspection of commercial banks.

Policies and procedures relating to reconstruction,

amalgaration and liquidation of banks

Aéministration of Scc.,35(b) of B.R.Act - Homination of

Directors -~ Policies & Procedures for appointment etec.

of (hief Executive Officers of Banks

Diffamonti~l T *:icst Potes Schere

Consumption Loans = Sivaraman Committee iueport

Customer Servicc in Bank - Talwar/Varadachary Committee Report

Report of the Committee on Penal Rates & Service Charges
Aericultural Credit Department

Functions and organis=tional set-up of ACD
History of the Cooperative Movement
12 Cooperative Banking Structure
SN A <~ M1 Indis Rural Credit Survey Report and
411 India Rural Credit Review Committee report
Role of RBI in rural credit

Purpose, Policy ete. of NAC(LTO) Fund and NAC(Stabilisation)

Fund - Processing of relative applications
Policy relating to short term and medium terms loans for
agricultural purposes - processing of applications

N

2
1
1
1
1

&~ o =
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SFD/MFAL agencies - Farmers Service Socleties
Provisions of Industrial Finance through cooperatives -
Working of Industrial Finance Section

Functions & Working of Comm~rcial Banks Division
Retu. ns and br--2k licensin, -~ retumns received by the
Lepal vl v auw vuc saaaitel 1il wilcew tney are scrutinised
Land development banks -~ long-term credit structure
Inspection of apex and district cen.r:1l co«operative banks-
policies and strategies in regaerd to inspection
Problems of overdues

Production - oriented system of lending

(i.e. s Crop Loan Systems

Intesradgficor. of Co-operative Credit Institutions -

Dr. Hazari Committee Report.

Devel opment Banking - ARDC

Need for refinancing agency for long-term agricultural
loans - set-up of ARDC, its constitution and management
Sources of funds of ARDC -~ operaticnal aspects -
disbursement of funds - achievements

Project analysis for financing agricultural projects

Other Institutioms

IDBI and UTT

Working of Credit Guarantee Organisation

DICGC - scrutiny of returns and payment of claims with
regard to credit guarantee

Department of Non-~-Banking Companies - need for regulating
the operations of non-baniking companies, types of various
returns, scrutiny and follow-up measures

Othe > Items
Inauguration

Film show
Excursion

Written tests
Group Discussions
Trainee.- talks -
Review session
Trainee talk tigg

Biviaeydesivie Ly 0 LT
Question - Answer Sessions
Farewell

N N nRPW PN NN N

n
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Existing Syllabus

SPECIAL CCURSE FOR SENICR CLERKS ATTACHED TO GROUP I
DEPARTMENTS - LIST OF TOPICS COVERED

Subj=cts

Organisational set-up of the Bank

Issue Department

R.B.I. as Note issuing authority - provisions of
R.B.I. Act, 1934,

Issue Offices - Orgeanisational set-up

Assets and Liabilities of Issue Department

Currency Chests aud Small Cecin Depots

Cash Department - Issue Brainch - Receipt and Despatch
of Notes and Coins

Cash Department - Exchange Branch - Working of Note
Examination Section

Claims Section

Verification Section

Resource Section

Remittance Section

Issue Department - Accounts

Deposit Accounts Department

Deposit Accounts Department - Statutory Provisions
Accounting procedure in Deposit Accounts Department
Inter-0ffice Transactions - RBI General Account -

Daily statement

Current Accounts

Remittance Facilities Scheme

Issuc and encashment of reiiittances and T.T. purchase
Dead Siock - Eypenditure Accounts - Charzes Lesount
Income Accounts

Miscellaneous Accounts - Sundry Deposit Account -~ Suspense
Account and Payment Orders Account

Short Credits - Demand Drafts purchased

Grant of Loans and Advances to Scheduled Commercial
Banks and State Co=-operative Banks

Weekly statement of Aiffairs - Annual Closing of Accounts
Preparation of Profit & Loss 4ccount

Public Accounts Department

Clearing House

Reserve Bank's role as Banker to Government - Statutory
Provisions -~ Agreements

Receipts and payment on Government Account -~ Reporting
of figures etc.

No,of
hours

N =, =

-

D) =% = =

N —
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Publig Debt Office

Publio-Debt Meanin% and Obiect ~ Genoral Information
Forms of Government Securities

PnD 0 Oroemiznticnal set-up
Floatation of New Loans

Receiving and Delivery Section
Endorsements and their examination
Renewal Note Examiners! Section
Interest Section

Power Section

Book Debt Section

S.G, L. Section - Accounts Section
Tha+ Note Semrtion

Exchange Control Department

Foreign Exchange - Concept - Exchange control objectives -
Terms and Definitions - Related provisions of the Foreign
Exchange Regulations Act 1973 - International Payments and
Receipts - Currency Areas - Rates of Exchange - Membership
of I.M,F, - Dealings in Foreign Exchange

Organisation and jurisdiction of Exchange Control
Department - Trade Control, Exchange Control etc,
Prescribed Methods of Payments -~ Provisions of Exchange
Control Manual etc, Receipts from Exports -~ invisible
exports, Non-resident Accounts ete,

Foreign Investments in India and Indian Investments

abroad - Statistical Returns etc.

Exchange Arithmetic

Securities Department

Foncvions of Se2rrritice Department - Administrators!
Deposivs - Uther Leposits

Collection and remittance of interest - Safe Custody
of Articles.

Treasury Bills

Purchase and Sale of Securities

Commercial subjects

Negotiable Instruments ict, 1881

Banker and Customer Relationship
Principles of double-entry book-keeping

Central Office - Departments

Department of Accounts & Expenditure
Department of Administration & Personnel.

- A= =2 A NN =

AN ==
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Central Accounts Section, Nagpur
Management Services Division

=N

Geilellad
gcuorat

English (including Noting, Drafting ard Business
correspondence) 1

Staff Relations

Staff Regulations

Practice of Bankers in relation to various types of

Deposit Accaounts

Hindi - Noting and Drafting

oy PO

Other essential items

Inauguration

Farewell

Trainee Talk Tips

Film show

Excursion

Written Tests

Practical Training (visit to Departments)
Trainee Talks

Group Discussion

Review Sessions

Library ‘Period (adaily) - -

[’\)...L
Lo, VIOMND VI aWN
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Page 25

STATEMENT OF UNDuR-UTILISATION OF TRAINING C/iPACITY AT
2084 TRAINING CENTRE

allocated ictual Perce=-
nuber of number nitage
seats for of staff of
trainees denuated under

by Deptts/ utili-
Officcs for saticn

gy wm e
A

—_

% Vo ——— L
ligd o\ .L Cavlvs.". v Ues

Allocated Actu-~l
nu.aber of number
seats for of staff
trainces deputed "
by Deptts/ ~utili-
Of fices for.aatlion

- e - e

L T o)
1976 550 419 24.%
1977 465 328 29%
1978 427 319 25%
1442 1066 26%

Allocated Actual Perce-
number of number ntage
seats for of staff of
trainees deputed under

by Deptts/ utili-
Offices for sation

1) tra%g%ng (3)
1976 20 15 25%
1977 60 51 15%
1978 229 198 14%

309 264 5%

training
S G0 NN -5 NS 1
160 138 14%
160 154 4%
165 150 6%
485 442 9%
______ 2,1.0., Madras_____.__
Llloceted Actual Perce-
nunber of nunber ntage
scats for of staff of
traincecs deputedc = under
by Deptts/ utili-
Offices for sation
training
SN 5 NESRNI ¢ NN ¢-)
220 203 8%
157 147 6%
170 151 1%
547 8%
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IDUCTION COURSE
No,of
Ist week Subject hours
1. Inauguration and Prcvicw of training. 2
2. Indian Banking System - Rolc of R.B.I. 1
3, Orgenisational set-up of R.B.I. - Various Departnents, 5
4, R.B,I. as a scrvice organiscticn znd importance of
efficient servicc t> Eouk's coustituents =2nd public, 1
5. ©Staff Regulaticns. 4
6. Bank's personnel policies. 1
7. Stoff releations. 2
8., Organisational commitments - Role responsibility -
Inter-pcrsonal relations - Group bchaviour -
Communication. 2
9. Self Developnent and attitudes. 2
10. Hinél in Reserve Bank of India, 2
11. Correspondence, Inward, Cutward, Filing ctc. 1
12. Cheque 2s a Nezotiable Instrument - Vouchers. 1
13. 3ook=keenin~ = Journal,Ledrer and Trial Balencc. 3
14, Film Show. 1
2nd_week
15, Issuc Dcpartmcnt - Objectives, orzanisational
sct-up and functicns. 2
16, Cash Department - Functions - Vaults ~ Importancec
oI securivy aspects, 1
' &
17. Currency Chests/Small Coin Depots - thcir mechanisn. 1
18. Rcceipts and cxamination of consignment of
fresh notes and coins. 2
19. Rcaittance of notes and coins - Packing and despatch, 1



Innexure - IITI (contd.)

- 2 3§ =

20, Remittance of notes and coins - Duties and

responsibilities nf Potdars on remittance duty. 1
21, Working of Note Examination Section. 4
22, Coin Shroffing Scction. 1

23. Box Balance - Exchange Counters and
Receipts and Payment counters, 2

24, Vaults - Dutiecs of Coin-Note Examiners - Various
types of balences in the Vaults - Double locking,

triple lccking errangements. 1
25. Claims Section. 1
26, Verification seotion/C.N.V, 1
273 Visit to Issue Department. 5
28, Study Hours. 3
29, Valedictory Session. 2

Total hours ¢ 56

(i.e. 2 weeks)

W R Ko I ¥
4**********



ANNEXURE-IV Ref:Para,5.6
Page 69

BANKING DEPARTMENT

Subject

Inauguration and Preview of Trairing.

Functions of a Central Bank with particular
reference to Reserve Bank of India,

Organisational Commitments - Role responsibility -
Inter.personal relations - Group behaviour -
Communication.

Self Development and attitudes.

Bank's personnel policies.

Staff relations

R.B.I. as a service organisation and importance
of efficient service to Bank's constituents.

Noting, Drafting and Correspondence
English

Hindi

PUBLIC ACCOUNTS DEPARTMENMNT

2.
10.
11,

12,
13,
14.

15.

Clearing Houz:z.

Working of Clearing House - Practical Exercise
R.B.I. as Banker to Government - Statubory
provisions = igréements with Governments

and Agency Banks.

Government Accounts - Receipts

Government sccounts - Payments - Consolidation -
and Reporting of figures

Departmentalisation of Central Governmert
Accounts - Collection Schemes/Pension Schemes

Central Accounts Section.

gChapter-S

No,of
hours
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DEPOSIT ACCOUNTS DEPARTMENT

16, D,A.D. - Provisioms of R.B.I. iAct, 1934

TCLE& viug vU vddinidg Ddbluaeso.
17. Bank's Accounting System.

18, Meaintenance of Current Accounts - A4ccount Opening
formalities, C/A Ledgers, Operations etc.

19, Current .account Exercise.

20. Remitvtance racilities Scheme - Issue aid
Encashment of remittances and T.T, purchase

21, Short Credits - Demand Drafts Purchased

22. Inter Office Transactions - R.,B.I. General Account.
23. Expenditure Accounts - Expenditure Rules, 1953.

24, Income iccounts,

25. Miscellaneous Accounts - Suspense 4ccount, Sundry
Depqsits hLccount and Payment Orders Account.

26. Purchase and sale of foreign currency.

27. Grant of Loans and Advances to Scheduled
Commercial Bamnks and State Co-operative Banks.

28, Weeklv statement of 4i ‘airs -_Annual closing of

WCCOWHTE ¢ 4 & 4 “.v\..uu.ﬂv daiia waaoinoc caeet.

29, Model Bank Excrcise.
SECURITIES DEPARTMENT

30. Functions of Securities Department - Safe
Custody of Articles and Securities.

51e Furciuse auu wwec 0Ff Securities.
32, Treasury Bills - Issue, Payment and Rediscounting.

PUBLIC DEBT OFFICE

33, Public Debt ~ Meaning & Object and Organisational
set-up of P.D.O.
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34, Forms of Government Securities. 1
35, ﬁ'loatatior'_ of New Loane = New Loan

DUL v Uiy Wodvo e WL usuile 2
_36f,;1hdorsements.and their examination, 2
37. B.N.E. Section and Power Section, 1
38—Receiving Section & Delivery Seetion--
~————&eneral Balance Boak, T
33 Inverest Section
~40-—Boak_Debt. Section. 1
41;(,Accounts.Section“e_s,G.L..Sect;on- 2
42, Debt Section/Lost Note Section. 1

OTHER DEPARTMENTS

43, Department of Accounts & Expenditure - Accounts

Section and Central Debt Section. 2
44, Estate Department. 1
45. BEstablishment Section and Staff Section. 1
GENERAL
46. Film Show, 1
47. Study hours, 3
48, Valedictory Session, 2

Total hours : 71

(i.e.’ 2%2 weeks)

¥ I I AW N
4******-)(—***
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6.
Te

10.

11.

13.

14.

15.

ANNEXURE -V Ref:Para,5,6]

m !Chapter-5
ISSUE DEPARTMENT
Subject ﬁg&gg
Inauguration and Preview of Training. 2

Functions of a Central Bank with particular
reference to Reserve Bank of India,

Orgenisational Commitments - Role responsibility -
Inter-personal relations = Group behaviour -
Comnunication.

Self Development and attitudes.

Bank's personnel policies.

Staff relationms.

R.B.I, as a Service Organisation and importance
of efficient service to Bank's constituents,

Noting, Drafting and Correspondence
English
Hindi

R.B.I. as Note issuing authority - Salient
provisions of R.B.I. fct, 1934.

Organisational set-up of Issue Department - Branches -
Offices - Cash and General Departments.

hLessets and Liabilities of Issue Department - Provisions
of R.B.I. Lct, 1934.

Currengy chests and Small Coin Depots = their mechanism,

Resource Section ~ Remittance Section - Programming
and planning of Remittances.

Cash Department - Issue branch - Receipt of Notes
and Coins.

Cash Department - Issue branch =~ Despatch of
Notes and Coins.



- : 2 : - Innexure - V {contd.)

16. Cash Department - Exchange branch - Note
Examination Section. 1

17. Cash Department - Exchange branch - Box

balic.ice - Public Counters. 1
18, Claims Section - Note Refund Rules 1975. 1
19, Claims Section - Forged Notes ~ Procedure. 1
20, -Claims Section - Accounts. 1
21, Verification section/C.,N.V, 1
22, Issue Department - Accounts, 1
23, Practical Exercise - dccounts. 2
24. D.A.E, - Currency Section, 1
25, Practical Visits. 5
GENERAL
26, Film Show. 1
27. Study Hours. 1
28, Valedictory Session. 2

Total hours : 43

(i.e. 1%2 weeks)

W H W W RN X
4****‘* eI



.

10.

1.

12.

13.

14,

?age
EZCHLNGE CONTROL DE2ARTE - L

Subject

Inausuration and Pueview of Teailning.
Organisational conmitment - Role responsibility =
Inter-personal relations - Group behaviour -
Communication,

Self Development and attitudes.

Bank's personnel policies.

Staff relations.

R.B.I. as a service Organisation and importance of
efficient service to Bank's constituents.

Noting, Drefting and Correspondeance
English
Hindi

Intzrnational Trade and Balance cf Payments - Related
‘erninology and definitions - IMF, ACU etc.
Jrganisations,

Functicns of R.R.I, with particuler reference to
maintenance c¢f external statility of rupee -
Important Provisioas of F.3.1I. Lct, 1934,

Hissory of Exchrrae Sontral ir Indic - Exchonge
Ccntrol objectives ¢nd methnds,

Important provisions of FTR4, 1973 ~ Easponsibilities
of A.,Ds., and other iuthorised personc like Mcuey
Changers and Travel .igents,

Currency Areas and nethods of settlcment of
Internationzl obligations.

Export of goods =nd services - Exchange Control

1“ormza.lJ.'liJ.es, Real _satif o ~7 nrncnads extens1ua of
limit, commission, claims,

G.R. etc., Forms - Scrutiny & Coding -~ Practical,

No,of
bours

2

N

N



dee.) 172 weeks)

WP 3 I 3 W3
4**********

-: 2 ¢ = lnnexure = VI (contd.)
15. Exchenge Control and its relation with trade control =
Import of goods - Import Licensing and OGLs,
private imports. 1
16. Imp :: t=-Export of goods and services - Documentary
letters of credit z»? shipring, etc. documents,
guarantees. 1
17. Foreign Travel (business, education, companies,
Study tours, medical treatment, cultural tours,
FTS (Holiday tours), delegatiors). 1
18. Miscellaneous Remittances - Personal Remittances. 1
19. Non-Resident (Rupee/External) iccounts, FCNR iccounts,
Ordinary non-resident accounts, 3locked fccounts (Broad
outlines only need be given), RIFEE Schemes, 2
20, Foreign Investments in India and Indian Investments
abroad (including immoveable property). 1
21. Exchenge Arithmetic (Simple Calculations). 2
22, Spot and Forward transactions by banks - maintenance
of position and balances, 1
23, Foreign Exchange Markets - Exchange Rates, 1
24. Returns & Statements - Compilation of data - Balance
of Payments Division, 1
25, Scrutiny of Returns etc, = Practi.al,. 2
26, Orgecanisational set-up of Exchange Control Department. 1
GENERAL
27. Film Show. 1
28, Study Hours. 3
29, Valedictory Session, 2
Total hours : 43



10.
11,
12,
13.
14.
15.
16.

17

LNNEXUR E - VII. Ref:Para, 3. 68Chapter-5

Page
b,8.0,Dy, L.F,D,, D, N.B.C. & D, I.,C.G.C.

. No,of
Subject hours

Inauguration and Preview of Training, 2
Indien Banking System - Recent developments, 1
Functions of a Central Bank with particular
reference to R.B.I. 1
Organisational Commitments - Role responsibility.-
Inter-personal relations = Group behaviour -
Communication, 2
Self develepment and attitudes. 2
Bank's personnel policies. 1
Staff Relations. 2
R.B.I. as a service Organisation and importance of
efficient service to Bank's constituents and public. 1
Noting, Drafting and Correspondence

.English 2

Hindi 2
General principles of lending. 2
Loans and advances against various types of securities, 2
Loans to Priority/Weaker seectors (excluding exports)
including DIR Schene and consumption loans. 1
Loans for exports - another Priority Sector area. 1
Some aspects of balance sheets of flrms, companies )
from the lending banker's point of view, 1
Organisational set-up of D.B.0.D., and Credit Planning
and Banking Development Cell, 1

Regional Rural Banks, set-up ana functions of Rural
Planning and Credit Cell.

Provisions under R.B.I. fAct relating to scheduled banks
viz. sections 42, 43, 434 relating to maintenance. of



-: 2 3 - Annexure = VII (oontd.)

casih reserves; scheduled banks' regulations submission
of weekly returns and their consolidation.

Bor:-wings from R.B.I. by Commercial banks under

18.
section 17 of R.B.I. 4cu, 1934.
19. Refinance fr-n Reserve Bank of India under different
schemes - Policy and Procedure.
20, Salient features of Banking Regulation
dct, 1949 vis-a-vis,
a) S.B.I. and its subsidiaries.
bg Nationalised banks.
¢) Private Sector banks.
d) Foreign banks.
21, Credit Planning in the context of present economy
(credit policy circulars issued by R.B.I. from
time to time will be discussed).
22, Credit control techniques, credit authorisation
scheme, recommendations of Study Group on
follow-up of Bank Credit (Tsndor. Cormittee).
23, Sick Industries and their rehabilitation - Role
of Reserve Bank of India,
24, Lranch licensing policy - Scrutiny of applications -
Haintenance of various registers. =
25, Lead Bank Scheme, District and block 1€Vel planning.
26. Scrutiny of Returms received in D.B.0O.,D. - Practical.
27, Inspections of Commercial banks = Programming,
techniques followed, 'editing and follow-up etc.
28, D, I.C.G.C. =~ get-up, functions and scrutiny of returns.
29, D,.N.,B,C., - set-up, functions and scrutiny of returns.
30, I.F.D. - set-up, functions and scrutiny of returns.
GENERAL
31, Film Show.
32, Study Hours,
33, Valedictory Session.

**********7 Total hours :
4**********
(i.e. 2 weeks)

[ )\ I A N\ B G

1
3

-28_
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2.
10,
11,

12.
13,
14.
15,

16.
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ANNEXURE - VIIT Ref:Para,5:6fmn ptoras

Page 6F|

A, C, D, & A, R. D, C,

Subject

Inauguration and Preview of Training.

Functions of a Centrsl Bank with particular
reference to Reserve Bank of India,

Organisational commitments - Role responsibilityee
Inter-personal relations - Group behaviour -
Communication,

Self development and attitudr

Bank's personnel policies.

Staff relatiouns.

R.B.I. &s a Service Organisation and importance
of efficient service to Bank's constituents,

Noting, Drafting and Correspondence
English
Hindi
Background of Indian Rural Economny,
Co-operative movement in India - Historieal background.

Recommendations of the All India Rural Credit Survey
and Review Committees,

Role of R.B.I, in the sphere of Rural Credit.
Organisational set-up of 4A.C.D,
Development of Co-operative Credit Structure.

Salient Provisions of R.B.,I, fict, 1934 relating
to financing of Co-operatives.

Salient Provisions of B.R, Act, 1949 (4s appliecable
to Co-operative Societies).

Assistance provided from NAC (LTO) & NAC
(Stabilisation) Funds.

No,of
hours

2
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18, Production = Oriented System of lending for Agriculture. 1

19. Policy and Procedure for S,T. & M,I. limits -

Scrutiny of applications. 2
20. Fixation of S.T. & M.T, Limits - Case Studies. 2
21. Credit authorisation Scheme, 1

22, Financing of Sméll, Marginal and Economically weak
farmers - SFDA4A and other special programmes, 1

23, Role of Commercial banks in financing agriculture
through ¢o-operatives and Rehabilitation of weak

central co-operative banks. 1
24, Financing of Handloom Weaver's societies and other

industrial co-operatives. 1
25. Principles & Procedure of lending by Primary (Urban)

co-operative banks. 1
26, Inspections of co-operative banks, 3
27. Branch Licensing - Policy & Procedure. 1

28, Scrutiny of Returns received in 4.C,D,/Regional Offices. 1
29. Scrutiny of Returns - Practical Exercise, 2
30, Long=term finaneing by Land Development banks, 2
AGRICULTURAL REFINANCE AND DEVELOPMENI CORPORLTION

31? Constitution, Management and Sources of funds. 1
32, Functions and working. 2
33. Formulation of Schemes. 1
34, Finencing of Schemes, 1
GENERAL
35, Film Show. 1
36g Study Hours. 3
37. Valediotory Session. 2
ftsoerons ot o 36,

(i.e. 2 weeks)



ANNEXURE - IX Reszara.8.4R _
Page 101 Chapter-8
REPORT ON TRALINING COURSE

Name of Course :

From :___ To Working days

Name of Centres from which trainecs
were deputed

Lhned- Bom= Byc- Ind- Nage C.a.B
abad bay ulla ore pur FPoona

*Total

B/F.

*No,of trainees deputed
for the Course

Total No,of employees ,_
given training * e e e 0 e e e e St o e c—cmm—————-

*(a) No,of graduates trained- s
(b) No,of undergraduates trained :

Particulars of talks delivered in the Course
No,of Total No.of hours

Neme Designation talks devoted to talks
(1) eeveeancne Instructor Periods
(2) EEEREXERXRE] -dO- -dO-
(3) eecsccsvecs -do‘ -do=-

Officers from other departments

(1) ¢seevevoes -l 0=
(2? ceseecenes -do=-

No,of days devoted in the ecourse to

(2) Talks : days (including practical exercises,discu-
i gsions, tests and study/question hours),
(b) Practicals : days

Changes in the syllabus or methods of instructions, if any :

Important suggestions

General observation

I ¥ WK I I HAR
4***“*****



REPORY
FROM

LNNEXURE--X BRef:Para,.8,.4}

P?ge—m QChap‘ter-8

ON THE T AINING COURSE FOR CLERXS GRADE I/II DRAWN

I. Number of trainces :

(a)

(h)

II. Particulars of

No.,of employees
who have received
training in the

DEPARTMENTS - SPECILL COURSE_NO,

Name of the Centres from which the
tr2inees were deputed

Tnd- Ihme- Bom- Byc- Nag-
ore dabad bay ulla pur

Total

Course undecr report.

Total No.of employ-~

ees who have received

training in the
Course for Clerks
Grade I

the talks delivecred in the Course by @

1.

Instructors.attached to Z.T.C, No,of talks No,of hours

(a)..-.o.........
(Dlececcconnane

Officers from other departments :

(2)eeecescencacs
(D). cecenuonane

3., Officers. from.the Associate Ins*itutions :

4,

(28)veeeecenaens

(b)‘ﬂ...‘... LRI ]

Other . Visitors.

(28)eesesssencee
(D)eveoansasnnns

III.Break up of total time in hours

(a) Talks and Discussion :  hours (including Group

(b)
(c)

(d) Inauguration, Film Show,
Excursion and Farewell

(e)

Practicals
Written tests

Study hours

Discussion,Discu-
ssions. on test

: hours papers and trainee
talks).

HE hours

hours
hours

(£) Library pcriod of %2 hour

duration on

days hours



innexure - X (contd,)
: 2 3 -

IV, Number of cdays devoted in course to

(2) Talks : days.,
(b) Practicals . days.

V. iny interestinz feature of the Course

VI. Important Susgzestions ¢

VII. General Observations

**********é’
1‘**********:



ANNEXURE - XTI Ref:Para.,8,4

gChapter-a

Page, 101
[ it ':' """""""""""""" indueiii
] '
] ZONAL TRLINING CENTRE H 3 ]
: BYCULLA, BOMBAY | TRAINEE ASSESSMENT FORM ‘
! ; i
. S 4
' PARTICULARS OF TRAINEE /
]
e e e e T S T T T T T eSS e ST o T T T E T 1
Name | Designation E
Shri ! Clerk Grade i
}Kum,/Snt, ! H
b T Rt P T TTTes ST T e 1
: Bducetional Quallflcatlons ! Date of Appointment l
fommmmmsmm s e oI TS et imTTTT T eI T e E ]
| Lcademic ) Professional Others i {
[ ! H ! :
{ ! | )
:r---—------—---—---J ------------------- .L ------------------- L ---------------------------- ‘
1 Office/ |
| Department :
e e e e e e e e e e e e e e 2 e o e et e e e e P e e e e et o e o e e 4
' 1
! PARTICULARS OF TRAINING :
e e n R —— S — i
] T ! ! Duration ]
! raining Course for i Course No. i From To !
oo m e e oo e fmmmmmmmmm oo m=mmmm oo mm o 1
| Clerks Grade I | ' . !
it Clerks Grade II/Coin-Note |} ! | |
| Examiners Grade II ! | ' i
| | | | |
_ ] ] g
: | ! i
________________________ L_--_---_-_-_-__--__L____---__-__-_____4_-__-__--_-____-_-_'
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just completed,

ANNEXURE

- XIT

Ref:Para,.8.6 -
286 gChapter 8

EVALULTION OF TRAINING PROGRAMMES BY
PARTICIPLNTS - FORM OF QUESTIONNAIRE

The information contained in this form is being obtained
with a view to. evaluating the training programme which you have

Your comments/sugzestions will help the Bank

to bring about improvements/modificetions in the training
programme to enhance its utility.
to complete the form as objectively as possible.

You are, therefore, requested

- — - - - . - - N L Ll e e e e E e e e - e e e

1.

e e e ———— -—-i

2.

Keeping the objective of the
training programme in mind, to
what extent do you feel the
objective has been attained?

What were your feelings/
expectations in regard to the
training before coming here
and what are they now?

- G O G T D R S S a Y e S e S D G G D S D e W e e -

Do you feel that you have
benefited by this training?

If yes, in what way?

As a result of the training do
you feel that you have now got

a better appreciation of the
working of .

department in particular and
the Reserve Bank in general?

'._...........__ e e e e e i e o o s 0




lnnexure - XIT (

contd.)

s 2

g e ettt e L L T

5.

6.

- e e s = e e e e e e e o e e e 4

Te

ey W D Sy e D R g G A G Sy e P G e Ty W D W W g =

8.

10,

ii) the
iii) the

What have you to say in regard!
to

1) thc duration of the course
course content

allocation of tinme
among various topics

Would you suggest any change/
modification?

mmm e m————e 1

What part of the training

interested you most and why?

What part of the training

interested you lcast and why?

v afeace

Briefly mention how far do you
feel this training would help
to improve your functional
efficiency (i.e. your working
on the job, your ability to
work in a group and to deal 1
with customers of the Bank etcJ

!

Have you any corments/
sugzestions to offer on
the techniques/methods
employed for teaching.

........ e e D E LS L L E Y

Do you feel that the library |
facility is adequate? Have '
you any suggestions to make
to improve it or for adding
to the stock of hooks,
course materials etc,?




Annexure - XII (ccntd.)

- . 3 . -

- e o GRS D ED gy G G D D gy G G S W T D e e T W -y G Dy S S Gu D an T ------------------------------
11. Have you any other |

sugzaestions to make?

e T P e as S e - - =y S @S em e = - o ey e - 1L ---------------------- Ton onon = an e an
12, Would you recommend this

training to your colleagues?

**********7
4**********



ANNEXURE - XIIT Ref: ggﬁg'mgga(}hapter-m
STATEMENT SHOWING THE UNFILLED VACANCIES AND ANTICIPATED
VACANCIES FOR THE NEXT QUARTER IN THE VARIOUS DEPARTMENTS

Unfilled vacancies Inticipated vacancies¥*
Name of Department Orade T Trade T Grade T Trade IT Total Remarks

Cash bepartment
Issue Department
Banking Department
E, C, D,

D.B.0.D.
I. F. D.

b.I.C.G:QCO
D,N.B.C.

A, C, D,
A.R.D.C. __§
Total

* Txcluding anticipated vacancies on accoun? of possible lateral mqbility.
N.B. :~ The statement pertaining to a particular quarter is to be compiled as on 1st

| January/1st April/1st July/1st October of the preceding quarter and sent to
Central Office, Training .Division by the 7th of that month.

(TO BE SENT TO THE TRAINING DIVISION)




ANNEXURE-XIV Ref:Para,12.8]
Page 133lChapter 12

STATEMENT SHOWING NUMBER OF CLERKS LIKELY TO BE AVLILABLE FOR TRAINING IN
ARIOUS FUNCTIONAL COURSES - FOR QUARTER ENDING MARCH/JUNE/SEPTEMBER/DECEMBER 79

S G e G . M G Gy D g e VS --——-‘- --------------------------- P OIS D G D A R D G S M S D T TS Am S ST S Gn o S5 G5 af Gn e D w a e
Name of Dedartnent ! No,of Clerks having less than | No,of Clerks who are likely 1 Total
(grouped according ] 1 year service in the depart- | +to be transferred from other
to the functional ! nmnent mentioned in column No.1 } departmentc to the depart-
courses available) and have not undergone train- ! ments mentioned in column
ing course for that department} N~.1 in the next quarter
Grade I Grade II | Grade I Grade II
___________________ K iR riipiy g K S yn gy perey SO eyereyerepepmpl S
I TFunctional Course! 3
1
1
Issue Depcrtment ! !
(Generalg !
Banking De¢partrent !
(i.e. DLT, ®DO, IiD, ;
Securities Deptt.) !
1
ECD '
DBOD/IFD/DICGC/DNBC : g
]
ACD/.ARDC ! !
e e | e |
I Induction Course
No.of commci odre staff (i.e. C/E.Ex,Gr.II/C,.Gr,IT workirg in departments other
th== cash department who arc likely to be posted to Cash IDcpartment in the next
guecter and lso have not undergone training in the Inducticn Course.

- - o D G v om N e S e W D S gy T N B s 7 D g s O S G Yo WD 00 B A 3 € M2 D O B e 0 Sy G~ W G SO W0 G A O e A T -—---—---Jn———- - .-

N.B, $-~- The statement pertaining to a particular qurrter is to be compiled as on 1st
January/tst July/1st October of the precedirg quari:r and seat to Central Office,
Trzining Division by the 7%th of that month.
(TO_BE SEFL 1O 9L TRLINING DI VISION)

— A o —



ANNEXURE - XV Ref:Para,12.8 | _
Tage 153 | Chapter-=12

STLTEMENT SHOWING DETAILS OF EXPERIENCE OF CLERKS GR.I/GR.II

WHO HAVE PUT IN MORE THAN 4 YEARS' SERVICE IN THE DEPARTMEN TS

{OTHER THALN CASH DEPTT,) IN WHICH THEY ARE PRESENTLY WORKING

Neme of Length of Previous experience in other
the service departments (in months) RE-
Department (in months) Tash Issue Banking ECD DBOD LCD  MA-
Nane Designation where in the DNBC ARDC RKS
working at Department IF¥D
present where DICGC
working at
present
1 < 3 4 5 6 T 8 9 10 ™"

Y o B D 4 T v — A — T — g T — — — ——— T ———— gt — . St e VD s Gt e B S W T G S it VD D iy ] . . B . e s B s B G e S D D . 2 s G D et G e S

™. B, $- The statement pertcining to a particular quarter is to be compiled as on 1s%t
Jeauary/1st april/1st July/ist Octobér o the preczding quarter and furnished
t. Manager's/Ctaff/Administration Section of the Cffice by the 7th of that
mcnth,

(TO BE SINT TO THE MANAGER'S/STAFF/LDMINISTRATICN SECTICON OF THE OFFICE)




ANNEXURE - XVI

REGISTER OF TRAINING AND WORK

age
EXPERTENCE FOR CLERKS

Ref:Para.12.8} Chapter - 12

Name of Employee Qualifications
Date of Appointment as Clerk Gr.II fClerk Gr.I
Date of Promotion asa )
S.0, Gr.A
Name of ‘e Name of ! Capacity inm | . [ T T
nle ' [] [ ] ] ] 7
Departmert ! the desk § whlch worked | From E To ! Years/Months| Remarks E Initials
----------- e S e B
! 1 1 1 1 ]
[} 1 ] ! ] ] []
----------- e e e e T ok A mna e
L4 ] ! 1 !
.i ] 1 ! 1 [ 1
et B e S S e e
] 1] ] 1 ] 1
1 ] [] ! ] 1
----------- USRS SR S WU WU S SU——
1 1 1] 1 f 1 |
[] 1 ! 1 [} 9 ]
----------- 4-—-—-----—L-———-—-------J—-——_—‘———-’-—4-------—w——--——-'------—---.l-—-—-——--——--
PARTICULARS OF TRAINING RECEIVED PLRTICULARS OF WORK EXPERIENCE
———————————————— T—-—-—-p ————----————----1— ——--—T v‘-————-—--——-.— ---—-—r-—- - w» o - - ---;--
Name of Training tName of Training:! ! .Name of t No,of 1 Name of -No of !
t Year 1 t Year:t ! ! !
! Course ! ! Course ! ! 'Deparlm(nt t years ! Department | years;
S PN § o 4 Sl e i S b e ————— I K
: i : T : ' ' |
. _ L] ! [ ! ] ] 1
Joimmmmom e e jmmmr e e B R S ey -mmmmt
i i ! b ; ‘ '
fommeee b e e Lt T et e e e e -mneni
] ! 1 ! 1] 1 ] ] 1
' 1 1 ] i ! 1 ' .!.
__________________ '§""‘""'"="""'"'"‘""""""""‘%"“"‘""" —%.,_...__-...,. --.._.:._....-..-_..s..._.._....-..-_..iw;...__..- 4
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ANNEZXURE - XVIT Ref:Para,7.9]
N mﬁﬁapter-7
SCHEME OF PAYMENT OF HONORARIUM TO THE BLNK'S OFFICERS

I an sorry to say thet I do not share the views expressed
in parcir2ph 7.9 of the Group Report regarding payment of
honorarium to the Bank's officers deputed to give talks in its
own training'establishments. So long as the scheme of honora-
rium continues, it may be difficult, in course of time to resist
the pressures for removal of ceiling on the amount (or upgrading
the scale of honorarium, etc.).

2. It is ny personal view that the scheme of payment of
honorarium has not succeeded in meeting the objectives, for
which it was introduced, Perhaps, it has resulted in greater
damage than benefit to the cause of training. I make this
gtatement on the basis of my personal experience of working as
an Instructor in the Zonal Training Centre/Staff College for

5 years, I am sure, my view is shared by many others though
tbey may not be vocal about it.

3 It had been the practice, since the very commencement of.
the ‘raining scheme in the Bank, to draw upon the specialised
knowledge and high expertise of competent departmental officers
to supplement'the_training efforte of the Instructors attached
to its training‘eStablishments. No monetary compensation was
being paid to such officers till about 1970.

4. The scheme of payment of honorarium was introduced some-
time in 1970-71 with the objective of (a) attracting capable
officers with a flair for teaching,.to give talks at the Bank's
training establishments and (b) to compensate them for the extra
labour involved in the preparation of such talks, etc.

5. In my view, it 1s wrong to subpose that monetary compen-
gation would motivate people to give off their best. On the
contrary, the experience with most of the schemes based on
pecuniary inducements is that they only tend to make people

vie with each other to earn the pecuniary gains, often losing



Annexure XVII (contd,)

sight of the.objectives for which _h monetary compensation is
offered (e.g. scheme of reimbursement c¢f tea/lunch/dinner to
supervisory/officer staff). The scheme of payment of honorarium
is mo exception to thisy No wonder, despite several instructions
issued by Central Office from time to time, it has not been
possible for the heads of the various departments to depute the
right type of officers for the teaching assignments,

6. After the introduction of the scheme, there have been
differences of opinion between Training Division and the training
establishments in the matter of inviting guest speakers,

7. The scheme has also resulted in considerable internal
pressures on the Departmental-in-charge in the matter of deputing
officers for the teaching assignments, in view of the monetary
gains associated with the assignments and the selection and
deputation of officers for.talks has become a subject of
controversy between the departments and the training establish-
ments as to who should_have a final say in this regard.

8. With the practiecal difficulties faced by the Departmentel-
in-charges in deputing only a few selected officers to various
training institutions of the Bank, the training establishments
have come in for adverse criticism from the participants
regarding the performance of 'guest speakers'., It may be
mentioned here that during the Review Group's interviews with

the past trainees at all the four centres where Zonal Training
Centres are functioning, the employces expressed in general

terms their dissatisfaction regarding the involvement of the
guest speckers in the teaching assignment.

9. . In fine, Fiw . sthonc xf:pagnent of-duyporerinm hos fadled
to- achiover the:.objoetives for. which idowis. lrirs duced,. zadselt
isc oy’ subedmeiorerthy, tdhe-sbonot jwe. Pienmridined 1t,° the. detter
1t wouidabecdnothe Intewrect pfothmfmedning, ~2 ~.. o 28 v
mLZicT soane oTolT 2 anncizanctootion L e ToTLdRe - inl
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10. In para, 3.,4-of the Report, the Group has recommended
that the training activity needs tc receive, for its success,
positiv: commitment, support and involvement at all levels in
the organisation, It is only by influencing the culture of

the officers and staff of an organisation in the positive
direction that the organisational growth would be facilitated.
In the prevalent atmosphere, the decision to discontinue
honorarium would certainly appear to be a hard one to take;

but like most other -hard decisions, it is only the courage

of conviction that can help us take and maintain this decision.
It is high time we convinced our orficers to accept development
of human resources as a very vital part of their day-to=-day
funetions. It would indeed be a sad day for the Bank if it is
not able to persuade.its officers to view the lecture=-assignments
in its own training centres/colleges as a very importamnt part
of . their executive functions, and to-come forward to accept
such assignments without expecting any monetary compensation,
The reward that they may get, in course of time, in the form
of improved performance of staff, would more than compensate
them for the service rendered to the cause of training.

sd/-
(P.Y. Padhye)
i Menber
14-6=-1979

I KW H e W
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