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Dr. I.G. Patel, 
Governor, 
Reserve Bank of In~ia, 
Bombay 

Dear Sir, 

RESERVE BANK OF Il;i.lIA 
BYCULLA 
BOMBAY 

Date : 

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~ 
training to the clerical staff of the Bank, except making 
marginal modifications now and then in the cou~se 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 Worlcing Group vias constituted in November 1978 lalong 
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 rc~arding 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 alre~dy 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 speru{ers deputed from the departments, which is at 
Annexure XVII t~ 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. 

CK. 

Yours faithfully, 

0'. T.M. Nambiar 
Chairman. 
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C HAP T E R - 1 

I N T ROD U C T ION 

The standards of efficiency and the overall performance 

of any organisation depend, ~ong other factors, to a conside­

rable extent on the quality of its personnel. The value of 

quali ty pers onnel is all the core impcrtant in the cas e of a 

premier central banking institution like the Reserve Bank of 

India in view of a variety of statutory functions the Baru= has 

to ;2::,4'0'!'!!l ~~ thr> ,., 8.tj.on 's economic, monetary. c::''J~i t and 

financial sphercs~ The Bank has.a policy of recrui tcent 

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. One yard stick of 

measuring the efficiency of the institution may be the 

satisfaction 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 p~xt of 

+'he c("~tribtl+iC'!')c TrC\.ining of "the Ib.::~('s 'Personnel has a 

crucial role to play in ensuring this quality and bringing 

about improvements therein. 

1.2 .Acquiring and developing of knowledge and skills by 

individuals and their application in the work situation are 

potent factors contributing to the promotion of 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 trnining, by cr8ating in the indi¥iduals an 

awareness and urge to participate in their own small but 

significant way, in the ach;evement of the objectives of 

the :L.lsT.it"",t;ion. me exteu~ to which the training efiorts 

can succeed in this regerd, no doubt, will depend on other 

factors which hav8 a bearing on staff motivation. Novertheles s, 

training has to be viewed as an investment in the Ci.e7elopment of 

the wo~k-force that will pay rich dividends in the 10~g ~un in 

the fonn of improvements in the effi"ciency of the o:cganisation 

provided the organisational culture is growth oriented. The 
J 

need to achieve greater efficiency is very ess~tial in G 

service organisation like the Bank. In developing a~d developed 

countries, training has come to be recognised as an effective 

means to provide against the risk of obs olescenc e ill practices 

and procedures brought about by technologic:?l innova~:j"ons and 
" " 

changes, the pace of which is constantly on the inc~cQse. 

Training and org2nisational growth and development are thus 

closely intcr-relatec'l__ Tra~.Jing mClY not be C'. cure for all 

organisational problems, but, it is cert~inly not a waste of 

time. Training can even act as a self-motivc.tinG factor and 

can induce sustained self-generating developm8nt of the staff. 

Trainin g in Res erve Bank of India 

1.3 For tile first two decades of the Bank I s existence, 

although much emphasis was placed on the recruitment of staff 

with good academic background and potential, little could be 
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done in thE: direction of systematic training of the :::taff. 

Tae first si~nific2nt step in the direction of providing 

jnsti tutiol1c.-:_ trp.i:ning to officers of the Reserve B'Ulk as 

well as to officers of the commercial and co-oper~tive banks 

of the count~y was the establishnent of the Bankers Training 

College in Bombay in 1954. This was followed by the .:'letting 

up e,f the Reserve Bank of India Staff Training College at 

:: ..... c:.r::.s in;:; S3 (re -named as the Reserve Bank Staff Cu.i.lege 

in October 1976) for the Bank's junior level officers and 

subsequently the Co-operative Bankers Training College at 

Pune in 1969 (re-named as the College of Agricultural Banking 

in 1975) which took over from the Bankers Training College the 

conducting of courses exclusively on agricul turru. fi:::G.nce for 

the Bank's Officers and the officials of the State, Central 

and Primary co-operative banks. 

1.4 About the sc::r.le time as the este.blishing of the St2.ff 

Tl'ainin g College at r.ladras, the void in the matter cf a..."1 

staff of the Bank wns sought to be overCOI:l.e by the c::'2ation 

of Zonal Training Centres in 1963 at Bombay p Co.lcut ta, Madras 

and New Delhi. Prior to this, no formal arre~gement for the 

training of the non-officer staff was in existence &nd employees 

were practically "left to fend for themselves on the job and 

any knowledge and skill that they acquired was largely the 

result of guidance from some of the superiors or through a 
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:v:'ocess of ~,elf-effort based on trial p..nd error wi th the work 

of the see.t~ to which the employees were postca. II': the 

c...bsC:lce of any regulo.r trail"'ing scheme for these 8r.mloyees 

VGI'y few oI-Ghem had even a broad idea of the workin:; of all 
. 

the departocnts of the Bank. The training centres t:yUS took 

over the task of imparting theoretical trGining to batches of 

new recruits to the clerical cadre and other senior clerks. 

C'':_~~8 then ..... ertain adhoc reviews of the tr2.inil1g f~.c:'litiGS 

were made from timc to time. However, in the light of the 

l:xperience gained in conducting the various tro.ininc; courses 

in the last 15 years for the clerical staff, it was felt that 

jn view of enlargement of the Bank's personn el and the growing 

complexity of the Bank's functions and operations, there was 

2.:::1 urgent necessi t}T for reviewing -the existinc; training 

facilities to develop their functional competence as well as 

loJational skills • 

.:IF.tining Revi ew 

.... 5 The c .. :'lP0ir.tmen t of 'tile Working Group to revi~1~T the 

c:lericeJ. tre.ining in the Bank, arose from this realisation 

of "the need for an objective rold itlagina.tive review of the 

~xisting training facilities provided to the officers and other 

staff", whic.;h has been 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 constituted by 

'::he Governor in Novenber 1978 to - cri tically appraise the entire 
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range of trcining facilities available to the abov0 categories 

of the Bank's personnel. The composition of the tV10 \'[or}\:ing 

GroU1.)s was ccecided as under :-

Dr. V.R. Cirvnnte, 

Shri GoP. Bhave, 

Dr. K.:C. Mukerjee, 

(b) For clerical staff : 

Principal, 
Bankers Training CollcGc, 
Bombay. 

Principal, 
Colle gc of ./.lgricul tural 
Banking, 
Pune. 

Principal, 
Reserve Bank Staff College, 
Hadras. 

Shri On~ .M. Nambiar, Manager, 

Shri Po~. Padhye, 

Reserve Bank of India, 
Byculln, 
BO:r.::Lbay. 

Deputy Chief Accountcnt, 
Departoent of Accounts 
and Expenditure, 
Central Office ~ 
Bon bay. 

Senior Instruetor, 
Zonai 1raining Cen~re, 
Reserve Bank of India~ 
Byculln, 
Bombay. 

Chairman 

Members 

Chairman 

Members 

1 ~ 6 The two Groups were required to maint2.in close liaison 

wi th each other and function under the general guidance of the 

Executive D).rector/Deputy Governor in charge of traLning. The 

secretarial assistance to the Cleric2.1 Tr2.ining Review Group 

was to be p:,~ovid ed by the Zone.l Tre.ining Con tre, Byculla. 
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1 .7 The terms of reference for the Group to revi :;',,-

clerical trninin; were :-

1 • Reviewing the trclnj.ng ~cti vi ty of the Bo..nlc at tli 8 

Clerical/Coin-Note Examiners' level, presently cor.fined 

to the Zonal Training Centres. 

2. Reviewin~ the vlorl;:inrJ; of the Training Centres aI.1cL also 

sug';estL.ig departr:wntnl tre.in.int; etc. as 8ll integral 

pe..rt of the tot:l training function at the Clcr; ~':'.l/ 

Coin-Note Examiners' level. 

3. More specifically, the Group was assiGned tasks In the 

undernoted areas having due regGrd to the existinG and 

emerginG trends during the next 5 yee.rs in the field of 

trcining. 

(i) Number and types of the courses conducted ct the 

Zonal Training Centres; 

(ii) C'::'urse co ntents; in particular, the need for 

introducinB management inputs such as conc'~"pts 

~.r:o illt or- :')c;rs ::mal relr-tioTI ship ('..nil behaviournl 

s.::ience etc. 

(iii) TeachinG methodology; 

(iv) Ava.ilable infrastructure, including Q.ccoDL"1)dation, 

libr".ry f."'.cilities etc; 

(v) Need for Bore Zonal Tr:.ining Centres to cl(~ar the 

b~ck-log of untrnined stnff; 
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(vi) D~)PC'.rtmentcl/on-the-j ob training - its 

e:1richment; and 

(vii) Post-tro.ining eV2J.uation. 

·1.8 In r;gP..rd to the course co ntents, it h2.s bee:"1 visualised 

the.t apart from. layin; stress on deve':'opinc functionc'.::" 

competence, the r..e ed to develop :::-elE'.tional skills r'.,:l.ong the 

clerical st[~ff cannot be ignored. The necessity to :'_llprove 

'" ::.t.":lUnicc.t:~; ~bili ties nt every level, and in'c or -;, .:. __ ::= on:,.l 

relations ruJong the diffe~ent hierarchical levels in the Bank 

has, the ref ore , assumed urgency. At presen t in vnri.ous 

progrru:::mes c.t the Zonc.l Training Centres, no spo cia1 effort is 

made to develop the clerical staff in this directionJ In order 

to overcome this deficiency and lacuna, the Group WClS required 

to consider what behavioural inputs could be introdu.ced in the 

training c01.. ... rses run by the Zonal Training Centres. In 

determininE~ the course contents in this regard, hm.V'2ver, it is 

necessary to exercise great care, bearing in mind the iInlJortcmt 

objective ~:~.:.t t~'..is pE'.rt of the tr2.inil1G ','loulel be :r.''3qnired to 

he conductcrl "wi th the least possible loss in t:r211smi_ssion as 

well as loss due to the work atI!1osphere ;,.,rithin the Bank". 

Since as per the existing system. of recruitment end ;romotion, 

a great maj ori ty of the officer cadre at the bc.se level 

(over 92%) is drawn by promotion from within the Bank~ the 

clericnl tr2.ining courses will have to be closely coordinated 

with the tr."'..ining progrrunraes for officers, with matching 
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inputs in vc.rying doses, so as to fom a sort of :'£'~ t..:.'3.inin-; 

grid" or a ladder for the clerical o..nc.1 officer stnf.f, in this 

aren (am~ng others) in po.rti culo.r, to ensure I:12..xinu":.: 

1.0. ",ilizatiOll dnd application of the skills acquired, .wI the 

real work s.i tuation. The two Groups h.:c~ therefore n·:'.:~nta.ined 

close liaison betwGen them. 

1.9 It was also decided in this context th[.'..t outs:.dc 

snecialists in the field of M2.Il2.3eEient Science 2.n(1 P1"""ctice 

(Behavioural aspects) Day be consulted by the two Gr;:;ups 

jointly for seeking advice and for enc.blin:"S theD. to pose the 

related perspective questions and to find out pre.cticnble 

solutions. 

1.10 The two Groups had 0. preliminary meeting on the 13th 

November 1978. The members of the two Groups were introduced 

to the Governor by the then Executive Director in charge of 

Training (Dr. A.K. Banerji). The Governor 8mphasised the 

importance of the work taken in hand and mentioned j: particular 

thnt while deterr.1ining training needs of the cl eric.::.l staff» 

not only their existing requirecent but also tho long-tern 

requirements to groom then to shoulder higher responsibilities 

in the brg<'.nisation r..my be kept in view. Tr2.ininG sh'Juld aiD 

at improving the level of both present and future performance. 

Iu.rther, training inputs Day be so devised as to cr(:2n;o in tilE: 

employees a sense of belonging to the organisEttion anJ .. Fl. sense 

of social purpose, such as in the direction of corpor~to/ 
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national objectives, obliJ-3.tic..ns to the ncnbers of tho public, 

improved services to the Bank's constituents etc. 

1.11 In tho context of tho: Review, Executive Director 

!wwever, CC:Ll.!. c.ioned about a constraint which had to be borne in 

[lind viz., that trainin:3 facilities Cc.:1not necessarily expand 

linearly with expansion of staff strength of the Bank. The 

training of clcriccl staff whcl cons ti tu te the lc.rgest conponent 

n"*: the Bank's personnel, therefore deno.nds morc i!:lD~ilj,tivo 

thinking and action. The earlier we take effective steps to 

develop this large Qanpcwer at the base level, the better it 

will be for the future of the Bank and its iOE1ge as a corpore.te 

entity, incidentnlly ensuring the developmente~ requirements 

of the indi vid.ual employees. 

~~thodology adopted for the study 

1.12 UIldej' the terrJ.s of appointnent, the Study Gro~lp wns 

required to visit sone offices/departnents nnd have discussions 

v!ith DepartrJental Heads/officers/employees of any Office, as 

deemt::;j nece~ 8Qry. The Group had 2.ls 0 the au thori ty to co-opt 

any offic er of the Bank, for assis tance 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 t?sks, the vicws and 

suggestions froe a cross-section of Bank's officers of various 

Departments/Offices, trainers of various training establishments 

of the 3ank and a cross-section of past trainees 2nd officers 



• • 10 • • 

in Grades ,~, and tB' (viz. those directly involved nt the 

point of contact with the clerical staff) were solicited. The 

viewc were considered v2.lua~'le as an aid in deteroi.1ing the 

training needs and iden tifying the related problens 1 the 

directions in which inpr')venents in the existin:; fac5.li ties 

may be desirable, the new areas which can be brouGht under the 

purview of training etc., in order tc nal<:e trainLlg [Jore 

meaningful ruld purposive. . .. 

1.13 Accordingly, the Group visited the following Jentral 

Office departnents and ~eld discussions with the Heads of 

departoents and others. 

1. Chief Manager a~d other Senior Officers of the 

Departnent of Adninistration and Personnel. r 

2. Management Services Division. 

3. Chief Accountant and other Officers of the Department 

of Accounts and Expenditure. 

4. 
r 

6. 

7. 

8. 

9. 

10. 

1.14 

Inspection Departnent. 

Ex: "1" "Y1 " C on +- r'l 1 -Jj --. 'l" r +rl e'" .1-...... ,J.e_.to..,) l '"' ...... w ....... L. lJ .... ·.&." lI. 

Departoent of Banking Operatic:ns &, Dcvelopnel1t 

kgricultural Credit Department. 

Industrial FinC".Ilce Departnent. 

Economic Department. 

Department of Statistics. 

The Group also visited the agricultural Refinance & 

DevelopI:1cnt CQI"lH1ratiol1 Coild Deposit Insurance & Credit 
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Guarantee Corporation and held discussions wi th the fvh.nG.ZiIlt; 

Director and the Genercl Manager respectively of these 

Associate lnsti tutions of t'~.e Bank and their officers. 

1.15 While visiting the offices/departments/traininG 

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

I<ladras and Pune, discussions were held with the undernoted 

persons either individually or in groups. 

1. Manager and Heads of Depart~ents. 

2. Cross-section of officers in Grades 'A' & 'B' viz. 

those involved at the point of contact with the 

clerical and other non-officer staff. 

3. ~ cross-section of past trainees of the cleric~l cadre 

who had attended various courses at the respective 

Zonal Training Centres. 

4. Faculty nembers of all the four Zonal TraininG Centres p 

studyinG in the process, the infrastructural facilities 

available at the centres. 

5. I'rincipal and faculty mbdbers of the College of 
-

l~riculture~ Banking, Pune, studyin~ in the process 

the audio-visual aids used/developed at the college 

and th8 infrastructural facilities obtnining therein. 

6. Principal and faculty nenbers of the Reserve Bank Staff 

College, Nadras, studying in the process, the infrastru­

ctural facilities available at the college. 
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7. The Staff Qunrters at sone of the centres were also 

visited for nscert~ining the type of fo..cilities providcd 

to the outstation tr2in8es in the flats reserved for then. 

8. All the faculty menbers of the four Zon~l TrGining Centres 

who had participnted in the F~culty Development Progr~~me 

held at Bankcrs Trc..ining ColleGe in Decer:J.ber 1978 were 

oet in ~ joint scssion to discuss COQ80n problens of 

Zon:l.l Tr:c-.inin-:; Ccntrcs and specific issues. reIn. til1g t J 

clerical tr~ining. 

1.16 To facilitate the discussions at nll the ~bOV8 offices/ 

departnm ts/trp.i ning es te.blishnen ts, both in J3m:lbo.y 8llci. at other 

centrcs, a c".et2.ilec. questionnairc (l:..nnexure I) ",o..s sent in 

L"'.dv.?J1ce to then to.c;cther with st<:'.t.:nents givinC dc;t~ils of the 

tr2.ining progrE'.!:El8S presently conducted at the Zono..l Trc.inint; 

Ccntres, the ccurse c0ntents, the te~ohing aids/ncthods used 

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

cross-section of officers 2nd staff in their respective 

offi ("os. Ls l~~C~~'''''s ,~ther offices of the Bt'.nlc which were not 

visited, the sane questionncirc and st~tementS were also 

fo rwo..rded to ther.l to ennble then to dis CUSS21lC_ cODIlunicn te 

their su[nestions to the Group. The offices responded 

enthusiastic.::'..lly and offered constructivc sugGestions. 

1.17 The sugGestions ~ade by the vnrious batches of the 
. 

trainees in the valeQictory sessions at the Z~n~l Tr~ining 

Ccntres over the last one year, have also been tc.ken into 

consider'1tion. 
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1.18 DurinG the visi ts to the above places, opportunity 

was also availed of to visit the undernoted tr~ininG 

Gstablishoents of sone of the commerci2.1 bc:.nks for dis cussions 

with P:cincipals u,:i.Hl l!\.i.~<llty Members and to hc.vc first hai1d. 

idea about the infrastructur2.1 facilities there IJ.n':~ to know 

of their experience of conductinG various types of courses 

for non-officer staff ~1 particular. 

1. United CODrlercial Bank Staff Colle:3o, Calcutt.:;. -

Discussions with Shri B.L. Roon3ta, Principal. 

2. United Bank of India Staff TraininG Collece, Calcutta -

Discussions with Shri S.C. Aaich, Principal. 

3. Allahabad Bank Staff College, Calcutta -

Discussions with Prof. G.;:(. Dcekshit, Principal. 

4. Central Bank of India Staff Trainin.s Centre,Eew Delhi -

Discussions with Sot. R. Rajpal, . Faculty Menbcr with 

specialisation in Behavioural Science. 

5. Central Bank of Incia Staff Training Contre, Madras -.. 
riscussions with Shri V.~. Ko.I!leshwaran, F2.culty Leader 

regarding prograr:lI1es and audio-visual aids developed by him. 

6. Bank of t-'Inharashtr2. Staff Trainin:3 ColleGe, Puno -

Discussions with Shri R.G. rllijar and other faculty menbers. 

7. Visit to Bank of India Trninin3 Centre, Madras -

To attend a mc~tinG of local Trainers' Forun. 

8. Visit to Sir Pochkhanawala Bankers Trnininc College 

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



14 . • 

exhibition of audio-visual aids and for attendinG 

the local Bcnkers Trainers' Forum meeting. 

1.19 The two Groups jointly consulted the followinG 

specialists in the areas of rJaD?gemen t subj ects/behc.vi oural 

science and traininG. 

1. Shri Sharu ct.a.nc;ne~car 

(Formerly Chairr.mn of Searle (IndiCl) Ltd.) 
, 

2. Shri N. Vaghul, Executive Director of 

Centrnl Bank of India 

(Forr.1erly Direc tor of N. I.B.r.!. ) 

3. Shri S.R. Moh~ndas, specialist in the are~ of 

Industrial rtclntions 3nd Personnel Menacmlcnt. 

4. Shri A.V. Deshnane (Former Director, M.S.D., 

Reserve Bank of India) 

5. Dr. Y.B. Damle, Director, 

Management Services Department, 

Reserve Bank of India, K.lI:lbay. 

I**********~ 
***********/ 
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ZON~\L TRAINING CENTRES AND EXISTING COURSES 

Schenes for clerical tr~ining in an institutional set-up 

cODl"'1cnccd in ,j,"1.ugust 1963 with the establishment of four Zonal 

Trainl. ... liS CE.:"ltrGB "~ith j"o.l.ris..lictions originally- as ullcler; 

(i) Zonal Training Cen trc, - for the staff of Bombay, 
Byculla, Bonbay. Ahmedabad anc Indore Offices 

(ii) Zonal TrGining Centre p - for the staff of Calcutta, 
Calcutta. GE~uhati, P2.tnn, Bhubaneswar 

and Nagpur Offices. 

(iii) Zonal rraining Centre, - for the staff of Madras, 
Madras. Bangalore, Hyderabc>,d and 

Trivendrun Offices. 

(iv) Zonal Tr2.ining Centre, - for the staff of New Delhi p 

New Delhi. Lucknow, K2.11pur 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 estQbli­

shI:lent for the staff worlcing in Nagpur, Hydrabad, Indore and 

Bhopal. Consequent upon this, the division of offices ~~ong 

these five centres was ~odified as under: 

Zonal Training Centre, Byculla, 
BOl!lb::.'y. 

Zonal Training Centre, Calcutta 

Zonal Training Cen tre, ~12.dr2.s 

Zonal Tr2.ini~ Centre, New Delhi -

Zonal Trainin~ Centre, N2.gpur 

for the staff of Bombay and 
lillocdabad Offices. 

for the staff of Calcutta, 
Gauhati, PatnQ and . 
Bhubaneswar Offices. 

for the st2.ff of I1adras, 
3ang2.lore on c1 Tri vandruD. 
Offices. 

for the stc.ff of New 2:",Jlhi, 
Lucknow, Kanpur and Jai~ur 
Offices. 

for "the st2.ff of Nagpur, 
Indore and Hyderc.bnd Offices. 
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2.3 The Zonal Training Centre at NnCpur wns cl~sed down in 

March 1968 as that office could not feed the Training Centre 

with adequate trainees and the offices linked to this Zonal 

Training Centre were attached to other Zonal Trnining Centres. 

The Zonal TraininG Centre at Calcutta also re~ained closed 

temporarily from May 1968 to August 1973 owinG to acute staff 

position in the offices served by it. 

2.4 Ini tially, the Zonal Training Centres were conducti....1g 

two types of courses. 

(I) A course of 6 weeks' duration for Clerks viz. 

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

Economic/Statistical l~sistants. 

(ii) for ClerIcs Grade II with less than five years of 

service (relaxation regarding 'five-year' criterion 

being made in the case of offices like Calcutta where 

there had not beon any large scale recruitnont) with 

a view to clearing the back-log of untrainoQ stuff. 

The aiI1s cmt'l. objC.~-t8 of' th c traininG course fo:,:, the newly 

recruited staff were to introduce them to the institution, 

to explain to the~ the main features of the working of the Bank, 

its place in the b~'king system and the economy of the country, 

the .role of the clericnl staff in. the total structure, their 

conditions of work and the nature of work they were likely to 

perform. The same type of training was provided to the 

trainees with less than 5 years of service also. 
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(II) 11. course of 12 week~' duration for Senior Clerks/ 

l~sist2Dts giving a detsiled coverage (i.e. intensive as 

well as extonsiv'p) of the fl1"'1ctions 2.nd working of the 

General Side and Specialised Departments. 

The training for Cler!cs Grac.e I and i..ssist2Ilts was intended 

to widen their general back~round and also to inprove their 

knowledge of rules and procedures and techniques followed 

by the different DGpartments of the Bank and thereby to 

improve their chances of procotion. 

2.5 Thus, until 1975, two sepexate courses were being 

conducted, one for Clerks Grade II new entrants and those 

with less thEm 5 years of service -.~1d the other for senior 

Clenes Grade I/l~sistru1tS. 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 n9t meet the objective fully 

owing to loss in absorption of subjects not of inmediate 

relev:mce to the tr2il'l p-es. :Ln the proces s, there was also 

avoidable wastage of trnining capacity and resources. Moreover, 

in the scheme of thinGS that existed then, there was no system 

for training the Coin/Note Examiners in the Zon2~ Training 

Centres. It was only following the introduction of the conDOn 

cadre of Clerks Grade II/Coin-Note Ex:aminers Grade II in 1972 

that conscious efforts were made to meet the inadequacy of 

training for Cnsh Depnrtment Staff. Prior to this there WQS 



- : 18 • • 

provision for a 3 weeks' trnininc in the C::-'SJl Dop::rtLcnt 

(first two weeks for gDing through the Issue Dop2.I'ment Manual 

and other relevant instruct:~.ins ;:md tho thir'_:~ weok for 

prnctical tr2ining in the N~to Examination Sections including 

actual exnninatio~ of notes at reduceQ quota initi~lly). This 

arranzement, purticul~rly the theoretical self-lc~rning during 

the firs t two weeks of pas ting in the C2.sh DoJp2.r tnen t, left 

uuch to be desiree, ~s without proper ~uidance ~12 supervision, 

tho exercise proved futile. 

Reviews and Revisions 

2.6 l ... review of the traininG arrC?ngenents fo r the cleric2.1 

staff was therefore unQertaken in 1974. There~ftor in 1975, 

as a first step, the duration af both these courses wc-s 

reduced as under: 

(i) fran 6 to 4 weeks in respect of thE: course for Clerks-cua­

Coin/Note EX2.I!liners Grade II. Since 1977, aIle week wns 

addeo. agc.in for extensive coverage of the fU:lctioD ing 

increased to five weoks. Accordingly, i t ",~s decided. that 

all new recruits including those to be initially posted 

to the Cash I:ep::.r tnent any be deputed to the newly cleviS ed 

Intecrated Induction Course of 5 weeks' duration. 1~ 

stated above, one week in this pragrar.we is devoted 

specifically to cover the study of tho Issue Departnent 

in general and the functioning of the Cash Departnont 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 onl] one week's practical training in 

note examination. 

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

course for Clerks Grade I. Later in 1976 p the practice of 

bringing together the senior clerical staff with different 

backgrounds or lengths of service and varying experier...;e 

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 

senior clerical staff drawn from the Specialised 

Departmen ts. 

2.7 Further, in terms of the agreement between the Bank and 

the All India Reserve Bank Rtployees' Association in the 

context of tho ir -:-::-oduction of comcined sen ior5_ ty s cherle 2.r.d 

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. 

~RBI 
~ 

~ II I I II 111111 II 11111 
II CR6.56 
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2.8 In order th2.t the trainees of each prozraITI.me forn a 

homogenous group and the training becomes need-based as far 

as possible, the Zonal Trai"!':ing 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 

I Separate 

channels 

I of 5 

weeks 

each 

Course Objectives 

To introduce the treinees 

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 nature 

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 signific?ncc ir. 

the whole scheme of things 

of th e work that they c.re 

called upon to undertake 
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the Course 
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Duration Course Objectives 

from time to time. Since 

the employees are from 

the COrtllTIOn cadre of 

Clerks-cum-Coin/Note 

Examiners, the greater 

emphasis of ~hc course i~ 

on the Issue and Cash 

Departments as they are 

expected to be posted in 

the Cash Depar tmen t in 

the early part of their 

career. 

A separate channel is 

run for the employees who 

have completed 1 year in 

t:1.c B:mk but with less 

than five years of service, 

to cle~r the back-log of 

clerical staff who have 

not undergone any 

training. 



Particulars of 
the Course 

Special Course for 

Cl~rKs Grade 1/11 

(service usually 

ranging between 7 

and 20 years in the 

Bank) . 

(a) For staff 

attached to 

Group I (General 

Side De par tmen ts) 

(b) For staff 

c:'-tached to 

Groups II & III -
(Specialis ed 

Departments) 

Preparatory training 

course for Clerks 

Grade I, kssistants, 

Stenographers etc. 

- . • 

I 
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Duration 

Separate 

Course 

of 6 

weeks 

each 

12 

working 

days 

Course Objectives 

The Course is intended to 

widen their general back-

Jround and understanding 

of the intricacies of the 

functions and working of 

departments and thereby 

to equip them for 

shouldering higher 

responsibilities in due 

course. 

.An intensive course wi th 

special emphasis on the 

working of the General 

Side Departments. 

An intensive course with 

srecial emphasis on 

functions and working of 

DBOD, IFD, D1~C, DICGC, 

.ACD, .il.RDC, etc. 

The object of this capsule 

course conducted between 

June aIle. September is to 

provide an opportunity to 



ParticularE of the 
Course 

~ppearing fer the 

for empanelnent to the 

cadre of St~ff Officers 

Grade '.A' 
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Duration Course Objectives 

------------------
prospective c~ndidates to 

get their douots clarified 

through discussion 

oriented sessions spread 

over 12 days ;2r batch, 

on Res erve Bank of India 

Act and functions and 

working 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 te.kes plaCe? ~ trials 

are carried out in the Zonal TrainL"g Centre nt Bycu~ .. l£l, by 

running pilot courses on experim~nta1 basis. Based on the 

experience gained, such courses are introduce& subse~uently 

after necessary codifications at the other Zonal Trainll1g 

Centres. While the Zonal Training Centre, Byculln caille to be 

providGd wi-~~.1. fticilities for running 3 chu.lmels at .::.. tiilic 111 

view of the larger number of Offices/Central Office Departments/ 

employees falling under its trnining jurisdiction, the other 

three training centres hcve been conducting only one course 

at 2. time. 

2.10 Apart from conducting the norme~ as well as the 

Preparatory Courses, the Instructors of the Zonal TrainL"g 

Centres have since June 1978 been also entrusted wi tll the 
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responsibility of holding regular guidance sessions for the 

directly recruited Staff Officers Grade 'A' & 'B' d~ring the 

peri cd of the ir probation. The number of such Sta:~~ Officers 

for whom guidance sessions were held by the Zonal Training 

Centres since 1978 is given below. 

Year ZTC,Byculla ~TC,Calcutta ZTCgNew Delhi ZTC,Madras 

1978 83 28 25 18 

2.11 From the particulars of courses given above, it will be 

EGen that the clerical staff and Assistants of Economic/ 

Statis tics Departments were r.::>t being sent for the 6 vleek 
- - -

special courses for senior clerkG. 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 Centre s in 

1963 till the end of 1978 in all a total number of 11 / 622 

8r"!:oloyees i:-: the cIeri c2.1 etc. cadres (excl udin g 4 ~ 5~ 5 covered 

in the preparatory courses) had been trained in the v~rious 

courses conducted by all the Training Centres. As agt'-inst 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 

position of staff recruited in the clerical cadre and the total 

number of clerical staff in Grades I & II trained in t~e last 
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3 years is given below : 

1976 

1977 

1978 

Fresh recruitment Staff trained by' 
Z.T.C.(Clerks Gr.I 
and Grade II) 

841 

780 

858 

775 

680 

818 

Addi tion to 
back-log 

66 

100 

40 

2.13 The ab,ove position indicates that the total clerical 

~~aff trained (excluding preparatory courses) during ~hese 
I 

three years was less than even the number of fresh recruits 

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., 

(i) 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 

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 ",ere conducted against 

their full capacity to run 7 courses in a yea:l.' after 

allowing 8 weeks for preparatory courses. The closure 

of the Zonal Training Centre at Nagpur and the non­

func~:":>ning of the Zonal Training Ce;ltrc at C""':.:utta 

for over five years also -need 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 regexd 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 them, as evident from the statement furnished in 

AnneXllre II. 

2 1 5 Wi th -::118 p::ces en t s~t up of Z01.1al Trc.in ing Cen-tre s 2:.nd 

existin g durc.ti on of cours es, even if optimt1lD. utilisation of 

training facilities is attempted, only a maximum of 6 to 7 

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

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

and Madras in a year (excluding 8 weeks provided for preparatory 

courses). I~ 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 du~ing a year (excluding 12 weeks provided for 

preparatory courses). Thus on an average, in all the Zonal 

Trair.ing Centres together, c~out 35 courses can be ~onducted 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 

:~timum .oap:.:.ci ty to train 1000 trainees pel' year wi:i..:i.. be 

suffi cient only to conduct the 5 week induction courses 

for the new recruits, leaving very little scope for training 

the senior clerical staff, under the prevailing trnining 

schemes. 

2.16 The number of trainees handled in the preparatory 

courses since 1976 by the different Zon2.1 Trcining Centres 

is given below. 

Year ZTC Byculla ZTC Calcutta ZTC New ZTC Tctal 
Delhi Me.dras --

1976 559 106 94 66 825 

1977 516 53 66 86 721 .. 

1978 533 251 131 285 1200 

1608 410 291 437 27~-6 

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 thl~ training time lost by the Zonal Training Centres 

by being deprived of the regular programmes. This has largely 

been instrunente.l in building up the back-log in res]!ect of 

normal training, over the years. At the time of launching the 

prep aratory courses and taking over the additional t:Laining 

burden of such magnitude, no thought seems to have been given 

to the :matter whe ther the existing training capaci ties/ 

=-::cili tie sif the; Zonal Training Centres are adequa tc 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 (other 

than preparatory) suffer from certain deficiencies a~d have 

also created serious problems in the area of traininbe porne 

of these are discussed below: 

(i) Swelling back-log of trainees in the clerical cadre, 

whicll is assuw.in.:; insurmountable :p:C'o}Jortionf::" 

(ii) The induction course has become a nisnooer 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 found to be 
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wastage.of training-resources (both h~~an anc 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 them 

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 has the same results as above, because the trainees 

at best remain attached to one department and that too' 

for a considerable period after the training prograc~e. 

(iv) Long dur2.tion of cours es of 5 weeks and 6 weej{s is not 

in keeping with the training world's current t~ends and 

tried out methods of providing short duratior. training 

courses. 

(v) Because of the practical difficulties invol'vc( in the 

actual operation of the combined seniority scheme and 

~.nt:~::~· ,·p.obility th2.t results in a churning of .:.; -~aff 

postings splitting up of the courses at the senior 

clerical level into specialised courses for clerical 

staff drawn £rom the operational ~epartments and the 

specialised departments on the assumption that the 

staff so trained will continue in that particular group 

of departments for which they have been trainee, has 
- -

not worked according to expectaticns in actuaJ. practice. 
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(vi) Th:Jugh in the ory the existing tr~inin.g scher::.c in the 

Eanle provides for the fo 11 'Jwing -cr2.ining pr'Jgr'::lI!Joes 

totall ing 17 weeks d:lring the entire SPal1 of clerical 

career, in actual practice, majority of the employees 

do not get opportunity tc undergo training in ~ore 

than 1 c::)Urse (either the 5 week or 6 week course) 

prior to the Preparatory Ccurse. 

Induction Course 

Special Course for Operational 
Departments 

Special Course for Specialised 
Departmen ts 

Total 

- 5 weeks 

- 6 weeks 

- 6 ",eeks 

: 11 weeI{s 
======= 

(vii) A significe.nt omission from the scope of both induction 

and subsequent trainings -is the cadre of Assi.stants of 

vari']us departments. In the early years of Zonal 

Training Centre, the Central Office Assistants other 

thar. those of Economic and Statistics Depar~~2uts used 

to be deputeQ for the senior courses. Subsequently, 

when the Staff College at Madras started conducting a 

variety of courses, the Assistants were being deputed 

there for 'General Course' and 'Inspection Oriented 

Courde' • However wi th the re-designe.tion of the 

'General Course' into the 'Staff Officers' Development 

PrograDlI!le in 1975, the practice of deputing Assistants 
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to the Staff College for training \·!as discorJ-\;.1.nued. 

Now they neither have the Induction nor the Special 

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 Departmen ts who are required to do the base 

work for research oriented and special studies in these 

departments do not have any training op!)ortu-'-'it:r 

although their needs are specialised. 

(viii) The current training schemes 0:r:tly ta!c~ care of training 

of the staff recruited to the common cadre and no 

training except the opportunity to learn by t~ial 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 relevffi1t and essential in the interest of creating 

a better understanding and awareness in theL:l about the 

orgal1isation in whic~1 they are "lorking so £;'i':] 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 em!)loyces, 

etc. 
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(ix) The existing courses run in the Zonal Training Centres 

are totally deficient in the coveru b8 of behavioural 

aspects or effort to build up rel2.ti')nal slcills. Only 

a pBd~ng reference about the norms of employee behaviour 

is made while covering topics likE"; c:onc:.uct and discipline 

under Reserve Bank cf Inrlia (staff) Regulations or in 

the con text :)f discussing custoner service flo .... dng fror.1 

the topic of banker-customer relationship anc. their 

mutual obligations. In a service urg~isation, the 

staff should be made to understand and realise the 

importance of each inQividual's work which, thQugh 

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 en2,'bling 

the organisation to serve the consti tuents an(~ the 

society better. 

(x) Following the theoretical inputs anel. congni t:ve learning 

in th8 Tr2.ining Centr\3s n'J fe.cilities exist in the 

departments to provide an opportuni~ to the employee 

to reinforce his learning and relate it to skill 

oriented applications on the job at least in ·che core 

areas. This is also to some measure responsir:J.e for 

the loss of the training effort. 

(xi) There is no linkage of the clericC',l training wi th the 

types and nature of training progrruames condu~ted for 
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officers in the three tr2ining colleges of the Bank. As 

a result, training provided in the Zoncl Trci.~1ing Centre 

becomes a watertight compartment from the trc.ining 

courses conducted by the Bank's Staff College in 

particular when it comes to the functional COU.rS0S on 

the Bank's departoents. Besides, ceing an unrealistic 

situation, this results in avoidable wastage, duplication 

and overlapping in coverage of functional topics. Thcro 

is a need to rectify this and facilitnte the building up 

of a training ladder or grid, taking the totality of the 

clerical and officer training progran~es into account. 

2.19 Various measures that could be considered to mitigate 

the problems and the optiouc set of solutions thercfo~ are 

discussed in Chapter 4. 

***":.i('*':~**1?-'~ 

'-**********/ 



C HAP T E R - 3 

PRESENT AND EMERGING TREi{DS f~ FACTORS INFLUENClrG 
TRAINING NEEDS OF NON-OFFICER STAFF IN THE BANK 

Apart from the nature of the functions and working of 

influence determination of the t~aining needs of the staff in 

the Bank and the training strategy to be adopted. Some of 

these salient trends a~d factors are discussed hereunder: 

Role of Tra~ning an~Responsibility for Tr~ining 

3.2 Training, as has been stated earlier, is an investment 

in the development of the work force. Over a period of tice, 

successive doses of meaningful training could equip an employee 

and aid him in the development of his tot8l personality as an 

individual and enable him to shoulder higher responsibilities 

in due course with greater awareness and confidence, irrespec-
. -

tive of whether the end-results are discernible or not, 

immediately~ No doubt effort to ~prove on~'s personality has 

.basically to come from the individual himself. However, an 

insti tution where the indiv:".dual is employed'. can to come , . 

extent create a suitable climate and provide the necessary 

motivation for this. One of the ways of doing so would be 

through tre.i-!ling, but thls again is not the primary objective 

of trainingo It is often said that bringing abou~ change in 

behaviour i.~ ext:t'cmely difficult and that the best', :,~ traininz 

can induce only a marginal improvement. In the process of 

training, if partial success is achieved in bringing about 

even a marginal improvement in the personality of an individual, 
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it can be considered a rewarding experience both froD the 

indi vidual employee's point of view as well as from the:'. t of 

the r~k. Exposure to training with a rational content of 

behavioural inputs will certainly help an individual to under­

take self-introspection and create in him an awareness about 

his own whims and idiocyncracies. If an individual perceives 

training as an aid for improvement of his personality and 

c~reer pros~ects, 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 inclination 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 

t:>:'2.:inor, trL: suI turc C"f the ine ti tutiln, its porson:1c.l pclicies, 

the orgo.niso.tional climate, social environment end se; on. It 

therefore, becomes necessary simultaneously to make earnest 

efforts atleast within the Bank to create a supportin~ climate 

that will not only be conducive to the appreciation uf training 

in its proper perspective but also contribute to its success. 

3.4 The 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 merely as a ritual to be undergone at periodical 

inter'"ITals. The constitution of the Review Groups to 9tudy the 

training facilities in the Bank in its entire gamut is in itself 

a good augury_ Training activities should continue to 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 

efforts. 

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 induct graduates 

in the organisation under the connnon cadre of Clerks ·-cum-Coinl 

Note Examiners. By virtue of the important and premier position 

that the Bank occupies among the financial and banking institu­

tions of the country and the fact that the service conditions 

in the insticutiol1 ~2:'e fairly attr[lctivc~ -:;11e B8l11: :.s able to 

draw the creo~ of talents from among the graduates as well as 

post-graduates 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 npplicants. In effect, high calibre 
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persons get selected for very routine and monotonouG jobs. 

3.6 The combined seniority scheme envisages th~t all new 

recr'dts should ini tially b\.., posted to the Cash llira~'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 those who by virtue 

of seniori ty be come eligible to ,take the qualifying examination 

f~r promotic~ to the officer cadre, the opportunity uomes 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 res'llt and as 

the combined seniority at clerical level is operative on a 

centre-wise baSis, employees with much shorter length of service 

in the newly opened smaller offices in particular have stood to 

benefit from the locel promotional opportunities wheT. compared 

to their col~eagues in older and larger offices. This has not 

8~ly creatE ~_ imbc:l.:i.l:C P.fl in promo tional "'pp -rtuni tisc cTIong 

offices, but has also affected the age composition c1 staff 

qualifying for promotion in different offices. This to a great 

extent, has also been a cause for frustration among the employ~ 

wo~king in older/bigger offices. 

3.7 Under the promotion policy currently followed, a 

redeeming feature from the employees' point of view which 

counters frustration to some extent is that over 92% of the 
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entren ts to the officer cadre are from wi thin the Ban::. In view 

of this policy, from the long-term point of view, the post-

recr\) 2. tment calibre of the clerical cadre hase.lso to be 

maintained and improved as they are the main feeding source to 

the officer cadre. Training has a vi tal rolE) to play in this. 

Le.rger Induction of Lady ~loyees at the base level of 
the Combined Cadre - -
3.8 Under the' present sys tern of open recrui tmen t of employees 

in the common cadre through competitive tests, a significant 

trend is thQt more and more ladies are qualifying, particularly 

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 cal'serists 

and who have got used to the routine of the Cash DepGrtment with 

the advantage of generally being able to leave office early, may 

given the choice, like to continue in the Cash Department, which 

enables them to devote more time to their home and fa~ily 

comm:i,tments. AI3 a consequence, in the next five years, this 

trend is likely to create an oper2tional problem for the Bank 

in the matter of sending remittances of treasure for ~ccompany­

ing which lady employees may not be suitable for several reasons • 

. \t 3. time when the volume of notes in circulation is increaSing 

by leaps and bounds and has al ready cross ed the Rs. 11 ~ 000 crores 

mark and the Ban'c' s responsibility of arranging more and moi:e 
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inward and outward treasure remittances increases, ~hc B~nk will 

soon be faced with a sorious problem of not bcin; able to find 

enough nt~bGr of experienced male employees tr~ined for the job 

eU: d.CCOillPaL''y~ng remittances •. Pressure in this regard is already 

being felt in some offices. 

!ttitude and expectations of the new generation of enployces 

3.9 The ohlployees being recruited belong to the goneration 

that has been born and brought up in an atmosphere of freedom 

in the post··indpendence er~ which has seen lot of poli tic oJ. 

;nnuence, agi tatioTls, times of short::lges of ess en ti:-,l 

commodities, rise in their prices, general inflationary trend 

in the economy, increasing population and unemploymen~, 

over-crow~cd urban living conditions with hazards of environcen­

tal pollution etc. The psychology of the new entr2.nt3 of today 
. . 

is not the same as it was say, a eouple of decades ag0. The 

younger generation of recruits, though intelligent, better 

~formed and competent, is also more militant. All these 

fa~tc::,s have been contributing to shaping the attitudes and 

e~ectations of the younger generation of employees who 

distinctly differ in their concept of discipline, authority, 

etc. when compared to those who were born in the 

pre-independence era. 

3.;0 :he !J~'ofile of the new entrants in the Reserve Bank 

Iresents before one a picture of well-qualified 8.nd intelligent 

but restless youths coming mainly from middle-class 8.nd lower 
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lniddle-clas:.:; fG.C\ilies p and having high expcct2.tions a:1d ambition 

to rise quickly either in the Bank or elsewhere and as Duch they 

~'.ref3.r more prone to frus tr8. ti on than persons of tltG older 

gcner£'.tion. There is" thus, a marked difference between the 

outlooks o~ the now recruits and tlio so occupying the nanagerial 

positions today. 

Nature of the job and work situation 

~. ~ 1 As:., ~ :::~ted earlier p in view of the combine:d b\;J.i.L';"ori ty 

scheme in operati on in the Bank which envisages e.n '::'Y.I.i tial 

posting in the Cash Departmcnt, the new entrQnts with a profile 

descri bed above find the job in the Bank in gCl1erctl ,J.nd the Cash 

Department in particul2.r very routine, monotonous, uninspiring 

. and a disgusting drudgery. Even the working enviroTIr.len t in the 

Cash Department, ['.part from the nature of the work, is such that 

it can dampen the enthusiasm of even the most zealou~ individual. 

Soon the new entrants realise that the job does not watch their 

~ualificati~ns and expectations and begin to feel disillusioned. 

>.12 l'!it~~ -:':1e irtro(~1.lctioTI of cJmbined seniority sc~eme nt the 

lQvcl of Coin/Note Examiners 2nd clerical staff since 1972, a 

point for concern and future development is thct in n few years 

~imep even the posts at senior levels of Coin/Note Examiners 

~rade I and above in the Cash Department will have to be filled 

up by those very employees, who had joined the Bank 1n the 

earlier batches of the combined cadre. Accordingly, it will be 

wrong to su,pose as is the prevalent belief among the staff, 



: 41 • . -
th~t an employee who joins the Bank in the co~bined c&dre, and 

is posted to the Cash Department initially will have to work 

there only for the first few years r.nc, that once he j_s transfe­

rred from that department, he will not be required to ever see 

another posting to the Cash Dep~rtmcnt. 

3.13 These are factors for which the solutions lie in the 

realms of policy, outside the sphere of tr~ining. No amount of 

c:.:ti tudinal trainLl1g by itself can prove effecti ve ll~ 

neutralising or countering such retrograde influences which arc 

so strong. 

Organisation as perceived by the employee 

3,14 In view of the circumstances explained above~ even an 

employee I S unfortunate perception about the B2:llk quickly gets 

further t~in~~ and vitiated because of the following faetors. 

3.15 According to the present promotion policy in ~egard to 

the cleric81 staff, promotion is primarily by seniorit.y and 

merit does not oount for this purpose atleast in the initial 

stages of ~~: career. If at all merit comes to be ~s~ognisedg 

it is only at the point of proI!lotion to the Officer ,:,,:,.dre. The 

employee also gets dishe~rtened by and reconciled to the fact 

that in the scheme of things prevailing, as no recobnition is 

likely to be given for outstanding work, he hardly need strive 

to attain optimum efficiency. This wrongly creates an impression 

in the minds of the fresh employees that the managen~~t is 

indifferent to the employees, conservative and th~t t~e entire 
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atmosphere i,s attuned to a rule and procedure domin8.ted system. 

3.16 Even opportunity for promotion to the officer cadre is 

not often looked upon with much enthusiasm bec2.use the promotion 

orings only additional responsibilities without eithor authority 

or benefits commensurate with them. In many. cases p:-c-omotion 

brings no monet~ry benefit. Rather, it becomes ncc~ssary to 

protect even the existing emolumen ts. Besides, ther'~ is also 

t"h.e hardship of undergoing transfers as an officer :-.::~Jj. an 

apprehension thQt officers are exposed to greater risks and 

uncertainties. All these reasons render promotion an 

unattractive proposition particularly to an eBployeo who has 

crossed the middle age. 

3.17 The employees, owing to the nature of the wor~~ situation 

and the type of formal 8ll d indifferent relationship with their 

superiors in the hierarchy often feel let-down and ~~ft-out in 

a manner where they are hardly mentally prepared to ~dontify 

themselves with the organisational objectives and ru~poso. In 

such a demotivating atmosphere the employee quickly loses any 

sense of belonging to the orgc.nisation wi th the foeTing the:.t the 

institution is impersonal and does not truce care of the employe~. 

In this state of helplessness and frustration, when ~he employee 

looks for a shoulder to rest on, he finds t~~t the t~ade unions 

offer him a broad shoulder. The unions have been abL.:: to make 

him feel that they are more helpful and alive to his ~eeds than 

the Bank. It will not, therefore, be surpriSing if ~n employee 
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feels n gre2ter s cnse of allegi2J1co J beloI1,ging 2.nj c_'-~'TIi tment 

to the union. 

3.18 The profile of s enio~-' clerks in mos t cas es is raore 

disturbing because they are accustomed to the routi~c style of 

working for a longer dur~tion and as such 10s8 initiative in 

office work. The sense of frustration and disillusionment in 

this ca~re, particul2Xly in offi ces where proBction E:l 

~~?ortuniti(s have been minimal and infrequent tGndb uO make 

the employe es almos t cynical. In an effort to cleri va ego 

satisfaction and search for avenues of self-actualis['.tion, the 

employees are driven to seek recognition through either trade 

unions or outsics bodies (cultur~l, social etc.) 

Expaniion of Offices/Deparments and shifting of Off~~~~/ 
!repnr menr:s-1rom one centre to e~othcr. . . 
3019 OVer a peri od of time, the nunber of offices hC"B 

h'!croascf.'.. Sone of the sub-offices have been convert..::.::":. into 

full-fledged offices under the independent administr~tive 

charge of Managers. The trEld is likely to continue sin ce the 

ljank has decided to open more sub-offices when \'1arrE'..nted by 

increased work load and regi:nal develupment. Apart from 

factors like C7cr increaSing quantum of notes in circ~lation 

which brings about an all-round enlargement in the area of 

J:1lP!"l8.,gement 01 currency system, tho work with regard. ~v the 

country's currency manE'..gement itself is going to see substantial 

increase with the opening of more number of currency chests and 

small coin ~epots with the brenches of nationalised banks. The 
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Government also expects that the inspection ma.chinery of the 

Reserve Bank has to be augmented and strengthene(~ tJ ~·.lcct· the 

addi+ional burden of conducting statutory inspectio~s in respect 

of Commercial, Cooperative and, Regional Rurel Banke ~~~ aleo 

increase the frequency/periodicity of insp~ctions. The Bank 

has also been asked to conduct on priority basis 2. fresh review 

of the existing arrangenents for rural credit. Even assuming 

t:tlat it will be difficult to foresee any de-linking of any 

major departments, etc. as had happened in the case :f Industrial 

Development Bank of India and Unit Trust of India, it will not 

be unsafe to assume that th ere is not likely to be any drastic 

reduction in the staff strength of the organisation in the years 

to come. It has been a well recognised phenomenon th~t in the 

absence of specific norGS or yare.stick to tleasure the optimurJ 
, 

employee level in service organisations, the questL1Y. as to what 

should be the optimum manpower requirements for banking 

institutions has largely remained unanswered, undefined and 

::c bul JU;, ...,~ nu.::: b.:.;r .)f 6nployc; cs and th0ir produc~i·. i ty cannot 

therefore be satisf2:.ctorily corelated. The current ·::~cnd of 

steady increase in the nunber of employees in the Ba':}: is 

however likely to continue in future als 0 because me3.S ures like 

mechanisation and computerisation on any significant scale has 

perhaps to be ruled out in view of various ramificaticns. Based 

on this trend, it can be expected that the nunber of enployees 

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 consequences like 

disparity in employcent/promotional opportunities among different 

offices, besides creating problems like c on strain ts elf 

accommodation both for offic e as well as residen tial purPOSEfl. 

The Bank is also currently en gaged in eXa.I!l.ining the lleed for 

and possibility of shifting departments from nore c~-"=-3stGd to 

less congested/new are~s. 

S~itehover t~HinQi in the Bank's working 

3.21 In keeping with the Government policy of intrccucing Hinli 

in the day to day working of the Government Departmc:;n-cs and 

public sector organis2.tions, the Bank is als 0 pursu:'21g 8. phased 

progr~e of introducing increased use of Hindi in ~he Bank's 

working. This is likely to create a new pattern of working in 

the Bank at least in most of the centres in the near future say, 

5 to 10 years which would envisage fresh areas and new 8ethods 

of training through the mediu.m of Hindi in the years to come. 

3.22 Some of the factors and trends discussed above will 

influence the objectives, techniques and methodology of training. 

Others will influence the infrastructural facilities end 

requirements in terms of training centres, qu~lity and quantity 

of faculty eec. which have been examined in subsequent chapters. 

I**********i 
*********** 
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DETERMII~ATION OF TRAINING NEEDS AND STRATIDY 

The evolution of clerical trnining 1nethc.;au!~ __ : . the 

defi~iencies in the existin~ training system, the present and 

future trends having a bearing on training. etc., have been 

dis cussed i~1 detail in Chapters :a- and 3. In this background, 

the deternination of the training needs of the clerical staff 

and working out a suit2blc training strategy becomes an 

:L~tricate ale. complcx exercise. In discharging the ~·u.nction of 

safeguarding anc proDoting the national economic interest and 

priorities and rendering service to society, it is imperative 

that con.tinued operational efficien,cy and improvenent in the 

quality rond qunntity of services of the Bank should 0e ensured. 

In this context, development of a variety of skills (Innovative, 

Human Relations, Leadership, Decision Making, AnQlytical, 

Conmunication etc.) in the officials of the Bank assumes great 

significance. At the non-officer level in particulnr, Human 

Relations, Cocrmunication and to some extent even Innovative 

s~::ills shaul:' be inculcatcc1 one". cuI tivc.to{L. 

4~ 2 There is no denying the fac t that cIeri cal tro.ining in 

the Bank has remained uneven, with a heavy baole-log largely 

because of absence of manpower planning and suitable supportive 

training. .As a result, proper utilisation of manp01tTer through 

appropriate training and placement has not always been feasible. 

Since training was also not matched with specific needs of 

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

4.3 Needless to emphasise the.t training sh::Julc:' n;)~,; be viewed 

in isolation but has to be treated as an intezr21 part of the 

bank's organ~sational process and planned personnel policies and 

linked with recruitnent~ career plann~ng, appraisal~ promotion 

and devclopnont of staff etc. .ll. ch2:.nge is, thorefore, needed in 

the existing approach to training which is mostly ba3ed on the 

cri terion of availability of the employee for tr2.ir: ':.'~:;; but ;:-

the Bank, under the existing type of combined seniority schene 

and the free internobility based merely on considerations of 

seniority and convenience, a planned policy of career developmen-
. -

for the cle:L·ical cadre is considerably hindered. 

4.4 Another training strategy that is normally ad0pted by any 

organisation is to tine training in such a way that brt return 

from trainL."'1g the trainees will be provided an oppori.1.lIli ty to 

make use of the training and apply their newly acqui:L0d 

knowledge eIl d skills. The traine d personnel will then be able 

to pcrfom. i:hc j 00 l,·ri.th a g:...eatcr sense of involvejJ1ent and also 

have job s2.tisfaction. This will call for (letailed career path 

planning anG designing of suitable courses. The selection of 

appropriatel:;rainees for these courses would also asc l..1JTIe 

relevance in such a set-up. In other words, the resronsibility 

1'or career planning comes firs t which unfortunately has not b(;.e:l 

given any serious thought in the context of the combineL 

8eniorit,y scheme for the clerical staff presently ~l Jperation 
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a.nd the frec~ inter-nobility which thwarts plnnned ple.cement for 

individual employees. 

New Trainin~ Strategy 

4.5 Aga1.Ilst "thisoacKgrouna any new "t.L'~.U.:uillg ~t..i..a.~0gy hac, 

therefore, -co be based on certain assumptions a.s un,:ler: 

(i) the::lxisting recruitment policy in respect of the base 

level of the connon cadre in the Bank is not likely to 

cho.n 7e in the near futuro. 

(li) the base level connon cadre in the Bank will continue to 

provide over 92% of the entrnnts into the officer cadre. 

(iii) within the existing limitations, attempts would be made 

atleast to carry-out exercises of some workable system 

of career planning and determination of career paths in 

respect of the common cadre staff, as early as possible. 

(iv) knowledge imparted through the Training Centr::ls and the 

acqu.iring of relevan t skills on the job have to be 

com=:!lementary •. The departnontal training has to be put 

on ~ systenatic footing& Duo emphasis wil: have to be 

placed on 'on-the-job' training, planning of rotation of 

staff with regard to assignments and departments as a 

part of overall development of individu~l employees, 

since classroom tr~ining is only a portion of the 

ent1.re developmental phase and effort. 

(v) categories of non-officer staff, other than those 

belonging to the common cadre, for whOrl no -training 
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opportunities exist at present will be brought within 

the purvi8w of training. 

4.6 In the case of training for clerical st~ff in the Bank 

the priority has hitherto been Ul the area 01' imparting 1.:J:~')-"'''.L0'-'b'"' 

and developing job skills in a limite,' way. In nrlr:_ition~ -Ghe 

priorities in this regarc_ require re-oriei1"ue.tiol1 to pr.)vide 

facilities for the formati~n -and developn~nt of healthy 

attitudes in the individunls, so as to be reflected jn efficient 

service to the Bank's constituents. For, afterall, the society 

will ultimately jud.ge the utility of the Bank by its performance 

as a service organisntion. 

4.7 In the sphere of customer service, the tif:lc teJcen for 

items of work like encashIlent of cheques, acceptEmce of 

Government chalans., han:iling of Governnent receipts and 

payments, providing of adequate exchange facilities E:.t!d disposal 

of claims cases in Issue Departnent, processing of trcve~ cases 

in Exchange Control Dep3Xtment etc. would be th8 barometer 02 

the Hank's efficiency. Pre.:.;ent peJ::'fornp;nce and C1....3tomer fJe:cyico 

standarcs would need improvGDent. Besides the 'Staff Suggestion 

ScheDe' administered by the Managemen"t Services DOIKtrtmen t, -i.;he 

Training Centres can also holp in inculcatinG among tho 

employees a spirit of inquiry Jnd the ioporte~co of innov~tivc 

methods. For instnnce, the intricacies of exchrulg~ <";Ollt:.L·u~ a..'.\... 

foreign exchange transactions are not clear to a large numbe~ 

(a mystery to most) of the clerical staff (or even ofiic0~S, 
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for that matter) in this department and the position is often 

worsened further as a result of frequent revisions in the 

instructions and frequent cL"'llges in the incU!:.lbency of various 

importent desks on account of free mobility. Considerable 

inconvenience can, therofore, be causeJ to those having 

dealings with the department. 

4.8 Tho non -office r cndre (pnrticulnrly Clerks and Coin/Noto 

Exaniners) consti tutos over 50% of the staff strength in ·C.LJ.Q 

Bank and is directly involved in important operGtions in the 

Bank, hinging mainly on a callosal volune of manually done 

clerical and acc oun ting work at important posi tic;ns such e.s 

counters, Cash Department, Exchange Control D8par~ent, Public 

Debt Office, Annuity Dc~osit Section etc. The clerical staff 

also .. cone in contact with members of public ['Jl('1 other 

constituents having dealings with the Bank. 

4.9 To Beet all these Situations, the objectives a~d 

priorities of clericcl training will converge on -

(i) cognitive lc':.rning for g;-dni.nc knov,rlc"'.jC in new C;I,:t::'CPS ar.c1 

improving existing knowlodge in the relevant areas; 

(ii) systematic 'on-the-job' training to acquire and develop 

Skills in vlOrk perfornance; and 

(iii) attitudinal development of tho individu~l ~nd promotion 

of relationnl, conmunica.tion and to some extent 

innovative skills. 
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These will to 9.. great extont ensure' :o.eetmg tho ctul tipurpose 
I 

I 

obj e ctives over a peri cd. of time s . of developing and ilJ.proving 

slcills, promoting officiency~ confic~ence anG potential to 

shoulder higher responsibilities in the Bank and developing 

healthy attituees in the individuals. Incidentallyp training 

may also help in minimising risks and mistakes in job 

performance and in tho B2nk's operations. Developing 

appropriate attitudes (at all levels) will tond to ~ronoto tho 

"will to work'" wi th a sense of involver:lcnt p job satisfaction, 

sense of belongin~ to the organisation and sense of social 

purpose, besides ensuring improved inter-personal relati~ns anc 

conmunication and also better adjustment of tho individual 

employee to a desirable environment. Assuwin b th2t on an 

average it takes between 10 to 12 years of service for an 

eI!l.ployee, who enters the c~on c.'J.c'.re Cl.t the base level, to 

become eligible for c.ppe2.ring in the exnmin<'..tion for pronotio~ 

to the officer cadre , it would be .desiro.ble tJ dcsi6Il tho 

uncter:':loted pattern of tr'J.ini:Jg courses for the non-officer stnff 

in cla.ss III in tho B3.Ill::, vi z. 

(i) In::,uc tion oours es; 

(ii) Functi_~}:'..l courses followed by on~the-job 

tr0..ining; ~J'.1. 
"'rt:-. 

(iii) Freparatory courses (as at Drcscnt). 
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4.10 The present induction c8urse cannot be reolly culled an 

induction course. Any induction course, sh8ul~ invnri~bly be at 

the point of entry into the Bank, i.e. before nctUGI posting to 

0. depnrtnen t. This b['.sic course shoulc:' ain 0.. t fru:J.iliarising the 

new entrant with the ins ti tution so th.'"'..t he f(;els lint h':me" on 

his posting and gets an over~ll perspective of the Bank's role 

2.Ild functions. :fuis tr3.ining should. help hirl to understan(~ tho 

working environnent, the n~ture of work he would be expected to 

do an~ such other m~ttGrs as woul~ hel~ to cre~to in him a sense 

of belonginb to the Bank and sense of sociel purpose. Since the 

enployee in the COIJ!:lOn cadre would. be pos tee"':. to the Cush 

Departnent, the course may be u tilisec:' to cover als 0 the 

theoreticQI und practical aspects of that depertncnt's work 

which coulct be of irJraedia. te relevance to hiLl. Only a brief idea 

of the functions and workinz of the various other departoents 

need be given so tho.t the significance of the totality of the 

orGC1.TIisC':. ti :')'1 ~.'1J. the B:-',:"lk IS funct ions, ('toos not rennin hj.'" ~on 

from the employee nor is lost sight of by hin. This will h8ve 

to be i8n~li3tely followed by on-the-job traininG in the Cash 

Department for a perio~ of one week. The participants in the 

induction course from centres where there is no Cash Department, 

such as Bhopal, Indore, Cochin etc., could be relieved fron the 

Zonal Training Cen tre as soon as part I of the course is 

completo, part II being the Cash Department cOBponent which is 
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not relevant to then and their short induction course could be 

sup~lemented ,by on-the-job training immedintcly after they are 

posted to the respective dcp~tments. 

Phasing of Recruitment : 

4.11 In case po..rticipati::m of a new entr211t in the induction 

course ho.s to be ensured at the point of his o.ppointment, the 

appointments from the conmon cadre waiting list for a particular 

year will have to be SJ phased that groups of new entrc..nts from 

the panel are appointed in one lot at regular intervals, 

preferably at quarterly intervals, say, for instance, on 1st 

January, 1st April, 1st July and 1st October every year. This 

would facilitate the smooth planning and running of the inductian 

train in g programmes and provide a regular flo"" of prop~rly 

inducted staff to the Cash etc. dopartments. This phasing of 

the appointments should be feasible if the common cadre staff 
, 

are first posted in the Cash Department, vacancies in the other 

departments being filled up by drawing comnon cndre staff from 

the Cash DcpartTIent o..ccording to seniority, nne adequ~te 

training reservcs arc created in the Cash Dopartnent. 

Incidentally, the Cash Departnent is a dcpextr:wnt which can 

absorb any nUflber of reserves because of the ever increasing 

volume of work in connectisn wi th disposal of soiled notes and 

Bank coul,.l very well talce advantage of this position to 

centralise the training reserves in the Cash Dcpartnent so that 

appointments can be maGe in a phased manner. As regards the 
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smaller centres like Bhopal, Indore, Cochin, etc. not having a 

Cash DeJartnent, vacancies could be anticipated well in ncvance 

or kept unfilled till the cQndidates are-exposed to the 

induction programne. 

Induction for othe~tegories of non-officer staff : 

4.1,2 Having reg2.rd to the basic ai1:18 and objectives of 

induction courses, there is no reason why non-clerical staff, 

such as typists, tele~'lh'JnG opcrQtors etc. shoul~c be denie: the 

bonefi t of proper inc1uction. This is discussec1 later on in 

detail. 

(ii) Training in spe cific operational and functional areas 

4.13 To satisfy the requirement that training shoulc be 

relevant to mmec1iE'.te work situation, all the staff irrespective 

of whether they are'Grcde II or GracG I or Assistants, either at 

the time of entry into a new departmem t or as soon as possible 

after they 3XC poste'='- to a new depnrtrlont, should be deputecl to 

tho trQininG establishment for an intensive training progr~rne 

with sone pr2.otic,~l bias, relntin,; to th8.t p2.rticular c1cp""'+"'1cnt's 

or allied department's work. These condensed courses coulc be 

of shorter duration say, about 2 to 3 weeks and nay be org2niscd 

as under in respect of the following group of dcpartnents/Greas: 

(i) Banking Department 

(including staff/establishmen t 

section/estate department) 

(ii) Issue Depart~ent 

- 21J2 weeks 

- 11J2 weeks 
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(iii) ExchanGo Control Dopartnent 

(iv) DBOD, DlffiC, DICGC, IFD 

(v) ACD, i .. RDC 

11'2 weeks 

2 weeks 

- 2 weeks 

WJ.th -r;he present sys-r;em of recrui"tment at the base level in a 

cQmbined cadre of Coin/Note Ex2..C1iner/Clork Gr,.'.~:o II and posting 

in the Cash Dep~rtBont initially (after exposing the candidates 

to an imluctLm progro..mJc 2S reCO:c:LT2en r'.c,"'. above) em:-l with the 

centralisation of a naj or part of the training reserves in the 

Cash Depc.rtment (as recor.ElendeQ in this report)f it should be 

feasi ble to properly plnn ano. tir.J.e these in tensi ve short 

duration functional courses, after anticipating the vac2Dcies 

arising in the various departoents due.to retirements, lateral 

mobility, promotions fron the base level, expansion, etc. and 

picking up the required nunber of Coin/Note Ex~liners/Clerks 

belonging to the combined cadre from the Cash Departments of the 
. . 

respective centres. If the nuober of candidC'.tes on the basis of 

anticipateQ vacancies from the offices usually catered to by a 

Zonal Trainil1~ C8!1trG is' noc a1equC':.te f'Jr 3. D2.rticular course, 

candidates fron offices under the jurisdiction of Jther Zonal 

Training Centres can be c.1ravm and a conbinec1 ce.psule course 

conducted at one of the Zonal Training Centres selectee for 

this purpose. In B~Mbay because of Oentral Office departncnts 

there may not be any difficulty in getting adequate number for - . 

a particular capsule course, but at other centres difficulties 

may arise in forming a group of adequate strength for a capsule 



• • 56 • • 

course because of the s~Qll nunber of vac~ncics usu~lly erising 

in branch offices. In such situntians, instec~ of conducting 

the c~urses zone-wise, each course can be centralised at one of 

the Zonal Training Centres, the various courses beins evenly 

distributed aocng the centres so 8.S to avoi(l un'''..er-utilisation 

of the training fecilities at the various centres. 

In reg2.rQ to Econonic :Jep2.rtoent/Dcp:JXtI1Gnt of Statistics 

proposals are discusse~ separately. 

~ehavioural aspects 

4.14 As already discussed, all the courses presently c~nuucted 

for the clericGl st.?.ff are functional and somewhat o:r.mibus/ 

general in nature. The role played by inter-personal rclGtions 

and attitudes of individual en~loyoes townrds work, people with 

who~ they work and the Bank's custor:J.ers have a groat bearing on 

the quality as well as the quantity of work perfornance. 

However, the courses dosigned in the pest have 2lnost left out 

these behe.viourcl aspects. In view of the :lrofile of the 

C8.nc.ic1A.tes b el~n,:::;inc: tr: the new Gen ero.. tic n 0 f tho post-in4.c~JCmd-

ence era joining the Bank, the need for their proper orientation 

in those areas is 2.cutely felt. It will, therefore, be desiratib 

that the train ing courses should devote sooo tine to the 

attitudinal aspects, group behaviour, custoner service, 

rationale of the role responsibility of the indivi1uel, 

significance of the purpos e of the job performec1, signiflcance 

of the hUr:J.~ resources at all levels, th8 purpose of discipline 
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systen, ~portancG of tine management, the role of trade unions, 

etc. Accordingly, these areas nay be included in all the above 

courses, viz., induction as well as the condensed functional 

courses for specific departnents, with differen~ enphasis nfter 

the induction course, as by the tine an enploycc reaches such a 

stabe, he would h~ve G~ined sufficient experience in the Bank 

and would be familiar with the worle situation. For the senior 

eI!lployces, conflict si tuations could be discussed in c.n objective 

manner with the aiQ of c~ses 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 ~y 

adverse effect, but would help in reinforcement since all 

enployees will not necessarily be attending all the courses but 

a maximun of 3 to 4 courses over a spun of 12 years depending 

upon how quickly they are able to qualify for promotion to 

officers' grade, which position will vary fron office to office 

and froD employee to eoployee. Further, in the context of the 

acceler!'>.tcd :;}::.ce ,::f ci:'211gCS all round, in v:::.lues 8.Dd. styles of 

life, Dethods ann conditions of work, etc., such exposure at 

intervals of 3 to 4 ye~rs would not tend to be repetitive but 

can be actually expected to be beneficial. 

On-the-j ob Training 

4.15 Through perfornance of routine jobs of different 

varieties in different departments over a period. of time under 

the gui~ance of other colleagues and superiors, an employee of 
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even average ability has the opportunity of inproving his 

functional efficiency. In the process he alsJ inproves his 

speed. and accuracy 2.nr~ cains confidence in dischargin.:; his 

duties. In the context of increasing vol~~e and variety of work 

the existing arrangenents are provine progressively inadequate 

and it has beco~e necess~ry to devise a conscious and organised 

syster:l for providi:tC on-thc _j ob training in thc c~epartnGI1 ts. 

The resp c cti ve c.o:J.3.rt.J:.lents /s ections anc~ tho officers will, no 

doubt, continuc to h~ve a pivotal anc c0nstructivG role to play 

in this effort. SODe dcpGrtoents like ~gricultural Cre~it 

Departr.lent, Econooic DClX1.rtnent etc. have alrccvly cvolvc':~ their 

own intcrnal systen of sectional training to suit their 

requircoen ts Me. such initiative has to be el1c(jurc.';c;ec:', 

strengthened 2..nc:' inprove:l. These aspects of on-the-j ob training 

are discussed in detGil in Chapter No.9 

(iii) Rreparatory Course 

4.16 A special fCcture of this course is th~t it is of 

i1'Jrlc rliate relc""l7lIlcc 2.:.1' :::'irect usc to the tr?inccs eligil:;lc ~'J 

tru{e the qUGlifyin~ exnmination for promotion to the officeT 

cadre. Natur~ly, the trc~nces participatc irJ this course with 

a much greater sense of seriousness, comnitment and expcctation 

of all the courses. The degrec of self-motiv3.tion of the 

trainees in this course is the highes t. Inci(len tally, this is 

one course th:1.t givcs an emplOyee a fairly goo::'.. i·loa of the 

totality of the Bank's functions anu working, besides explaining 
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the intric2.cics of the pr:;visions of the Reseryo 3e..nk of In(;'in 

hoot 1934 in minute c1eto.ils. 

4.17 1113 is known, this course is cl2si:;;ne~L 2,11'~~ con(~ucted on the 

basis of the agreement wi th the Employeos' ,t.ssGciation nnC'. no 

changes are sugg es teC'~ the rein. 

4.18 la. 17erson wh'--' joins the c()n'J.on cadre t::l::es 2.b~ut 10 t8 12 

years on 8.J'l avern.~:e to qunlify 2.S an officer in the Banle. (In 

newly set-up offices, this period is, however le3ser). Th.", 

:placement 2.nc. ret2.tLm of the individual enljloyce sh:.:uld be so 

plannecl th"'..t orc~in8..rily he is require~l t·o work for not r:J.orc thc..n 

3 to 4 years on an aver2.gc in a mnjor c.epartnont. In sud: 8. 

situt'..tion, the enployce besides attending the induction c.)u:rse 

at the point of recruitnent will have the opportunity of 

attending ab:-)ut 3 of the condensed. functional courses 2.t 

intervals of 3 to 4 yeurs before taking pc..rt in preparatory 

course for al!pe2.rin.::.~ in the que.lifyinb eX2.iJ.inn tion for proIlOtion 

as an officer. This woul~. provide sufficient and. neanin::;fuJ. 

trC'.inin.~ opportun i ti:: s . tG an inr~i vi·"'- uc,l enJ)loyoe in tho (''I''I-f:;TC 

span of his cleric2.1 cnreer, since even ill t:'::G r"':'lst i'~cal 

s1 tuation it may not bo feasible f'.)r any 'JI'Gc.:Cliso.tL:n to tr~.in 

its staff in 2.11 the arens of its functioning to so cure a c.cGroe 

of thoroubhness, expertise and all rounl perfoction. 

4.19 The conparative position of the total r~ur2.ti(n of the 

trclnin~ span unc1er the existing 2on(1 the proI)os e~l systeDs:;f 

1nsti tutional cleric2..1 tr<::.inin.; comprisin.s vL'"ri JUS types ;)f 



cours es is given below. 

Exist inr; C)~9~ 

Integrated Incuction 
Coursl. 

Special C-::urs e for 
Opcr8. ti:one.l 
DcpC'.rtncnts 

Spo cinl Cours e for 
Specialised 
Departmen ts 

60 . 
• 

- 5 weeks I~~ucti:~ 0~ursa 

FunctL.DJ.l C~)ur3C;S 

- 6 weeks Banking Depnrtr:1.cmt -

Issue Dep~rtmcnt 

- 6 weaks E.C.D. 

DBOD etc. 
De]! ,:,~rtne!1 ts 

ACD/.ARDC 

2 1,'1ccks 

21/2 weeks 

11J2 weeks 

11/2 weeks 

2 weeks 

2 weeks 

Tctal : 17 weeks Tot2.l : 11~/2 weeks 

Preparatory Course - 2 weeks Pre~ar2.tory C~urse - 2 weol:s 

Grund TDtC!.l : 19 weeks Grand Totel: 131/2 \'leeks 
======== --------------------

4.20 It will be observed from the ebove thnt the pro~osec 

courses talcen to 3ethcr (GxcludinG preparatory c ,Jurs os) will 

require only 111J2 vlCa~::s durin,:; the entire spo.n of clcric(.~l 

career averaging 10 to 12 yc:,.rs J as agains t 17 weeks un-:.:'cr tre 

cxistin~ .:::~I'r~~.i:lbc:.-:::,:,. ... :.~s. This by itsclf woul~L c:cl)ntc suffic.L.ent 

spare trcdninG cap2.ci ty in the existinc Tr'"'..ini:;]~; Centres tc; 

facili ta to trainin:; of c;, ~uch larger TIllrJber of cnpl.)yees [".:;y:-~rt 

from savin; in terr.ls of res::::urC·3S. 

4.21 By the t inc- em cr:J.ployeo conplctes the prep2.r2.t ':.ry C Gu;-se 

and qualifies as a Ste.ff Officer, in most cases he also 

si~ul tnneously cODj!lotes at l(:ast Part I of tho Institute c.;i 

Bankers Ex2nination. Thus at the st2..Gc of entry into thc 
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officer cadre, an employee is usually a qualified, wall-trained 

and experienced individual in the age group ranGing fron 25 to 

40 in cUfferent offices, d.ej;;ndinz on local seniority. 

Traininb Grid 

4.22 The scheme of the proposed clerical trG.inin;; consisting 

of the in'luction course an(~ the various condensed functional 

courses supplenentoc by systematic on-the-job taining, followed 

ultinately by tho ~rop2r~tory course will tru{e c~re of the entix 

range of trainin~; require~cnts in knowledGe, skills and 

atti tudes, at the cleri cal. level prior to th e induction of an 

employee into the officer-cadre, thus layinc down the foundation 

of a training ladder or gricl covering further 2..reas of functiorel 

and developmental traininG' with ~ifferent enphasis, for 

-officer- staff .at -the Rcscry~ Brmk-. Stai'1~_ GDllegc, BruikerB 

Training College ane. College of AgrJcul turnl Ba..'1king. 

Reconmend3tions with regard to tho trainin~ requirements at the 

supervisory level and above, are being nade by the Working Group 

for officc~ tr:.i11::";:!~-~ (un2cr :Jr. V.R. Cirvo..nte). However~ in 

designing the contents of the proposeQ clerical traininG courses 

care has been taken to see (in consultation vlith the other 

Working Group) that as far as possible, unnecessary overlappinG 

and duplication is avoided in the coverage by the Zenal Tr~ining 

Centres and the Reserve Bank of India Staff College. 
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4.23, There is a lr..r2;e number of Clerks Grade II, who were 

eli~hlc to truce the prosent inc1uction course, but have not had 

the benefit thereof r1ue to vE'.rious reasons, inclu(",in.:; inadequ2..te 

trainin~ capacity at the Zonal Training Centres. This back-log 

includes also employees belonbin;.; to the combined cac.rc vlho have 

been posted directly to departments other than Cash Departoent. 

AlthouGh the propos ce. inrluction course ,has been r.:1csigned GO meet 

the re quirenent of nC\<T-entran ts, it woule. be necessary to c.eputo 

these employee s als'o to the induction course bofo 1"e they are 

posted to the Cash Department as the course ~eals with the 

working of the Cash Dep~rtoent. This problem is likely tJ arise 

mainly in Bombay whore the number of new recruits postoc to Cash 

~partment initially has hitherto been wuch less than those 

posted to other departments. Other emllloyees \'lho could not be 

deputed to the inc~uction course can str8.ightwo..y be deputc':~ to 

the proposeQ condensed functional ceurses. They may be given 

4.24 Sicilarly those employees in the ca~re of Clerks Gr2ce II 
l~sistants etc. who have not rcceive~ the benefit of either of 

the 6 week trainin: programmes currently helQ 2t Zon~l Tr2ining 

Centres, may be given priority for being depute2 to the proposed 

functional courses. 

4.25 The nee~ for er)osure to Management inputs in respect of 

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

courses e.s well. 

4.26 As discussed in Chapter 2, no institutional traininc 

fncilitics exist for categories of non-officer staff (other than 

Coin/Note Ex:nminers belonginj to the cormon cac.re en c. clerical 

staff of the Bank). The notable cateGories nre -

i) i-wS8istants...:.f Econooic DepEl.rtment and Dc.partmen t uf 

Stntis tics. 

ii) Cain/Note Ex:aoiners an1 Tellers of Cash Department, who du 

not belong to the connon cadre and as such do not cone 

unCI.er the purview of the combined seniority scheI:le. 

iii) Typists 

iv) Telephone Operators 

v) Employees of thc Hachine Section in the llipe.rmen t 

of Statistics, Bonbay? 

vi) Assistant Caretakcrs/Carctru{ors. 

4.27 Fr:'"1n ·~:lC . :\l:1t ·;f vic#" - f "bui12in:.:; Up". sense of 

belonginG to the org2..nisation ancl a sense of involvcnent in thc 

otherwise routine and monotonous types of jobs nne to develop 

appropriate o.tti tuC':.es 8.11(1. to faniliaris e them \</i th the 

organisation, it is osscmtinl th::-..t no new app·')intee in the B311k 

is left out of the scope of an induction pragr~noe. Accordingly, 

the 2-week induction proc;ranme has been so designed as to cover 

in the firs t week only subj ects relating to ccneral 
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faI!liliarisation, overview of the or~anisatiGn p cus toner s er'Vice 

and other behavioural science aspects, followel by the Cash 

Depe.rtoent conpo~:~c:~t in the ,:~\.:coEd WGck. All the new recruits of 

the ab9ve categories can be expo sec to an induction course 

correspondinG to the first week syllab~s of tho new induction 

course. In the c~se of Stenogr~~hers and tTl)ists, further 

special short duration courses of a day or two can be conducted 

on areas of tine 'J.2.nncenent, avoidance of wastc.i::,e of st2..ti :;mery, 

their role significMce, etc. Similarly short duration courses 

in the case of Telephone Operators, cnn be conducted enphasising 

the inportance of pr:.tiencc, Boarcl o.anners 2 .. Il':1 politeness to 

callers, connecting then to the concerned dep~rtrJent and 

generally developing helpful attitude etc. Coin/Note Ex~ners 

who do not belonG to the coobined cadre, :f.oX'Ji'll the core staff of 

the Cash Depf'..I' toen t frOB whom the higher Class III pos ts like 

Group Supervisors r:.nu Tellers in the department arc filled up 

at present. They are actu311y left to fend for themselves 

without any sort 0:: tr'-'inin,7" instituti:mal or on-the-job~ till 

they ul tirnately lZet their pronotion as il.ssist211t Tre8.surers. 

This is not desirable as they also should be afforde~ 

opportuni ties to dovelop nncl equip thensol ves adequately to 

discharge their assi~e~ duties efficiently. ~ crash prograooc 

could be arranged to expose this class of cnployees to sone 

insti tutional trEining. The pro,J;rClJDe coule. be of short 

durntion of about 9 workin2 i'tays with part II 2.11(1 the behaviournl 
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science inputs of part I of the syllabus of the proposed 

induction course ~s the course contents. Some sort of refresher 

course could be considered even for th8 staff belonging to the 

combined cadre at centres like Calcutta, Madras and New Delhi, 

whose normal stay in the Cash Dep2X'tIJent, b:Jfore they arC! 

transferred to other departments depending upon vacancies, is 

generally for an unduly long period of 8 to 10 years, so th~t 

the staff will have the opportunity of getting exposed to 

institutional tre.ining at regule.r intervc..ls. In the case of 

Tellers who are prospective Assist2Dt Treasurers, they csn be 

exposed to a modified course somewhat simile,r to the one 

presently conducted for J~ssistant Treasurers at the Reserve Bank 

Staff College. In the case of iiSsistants of the Economic 

Department and Departoent of Statistics, who are acaderaic:c.lly 

well qualified suitable technical courses in consultation with 

the respective departments may be designed in addition to their 

own departmental training. 

4.28 Even as regards suborcinate s tnff, the need for their 

proper induction in the Bank cnnnot be ignored. However, 

practices in the matter of their recruitment vary from office 

to office. luso employees working on a p2rt-time basis are 

taken into tho cadre of peons/mazdoors. In view of the pr~ctical 

difficul ties in or'2:anisinG any formcl class-room trail':Ll1g l'Jr 

them, we may have to think of sui t2.ble al terna ti ve arr2.l1gt)I_:CYlt. 

In Chapter 9 it has been propos ed that we should have in each 

office/departoent a treining officer to look after the 
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de?artnental on-the-job tr~ininG. The newly recruite~ peons/ 

De..zCl.oors could be sent to this officer in convenient bc:tchcs 

for n couple of days of faniliarisation sessions. 

4.29 It is also necessary to expose the subordinate staff to 

behavioural aspe cts, which nay help to c.evelo:p [!:rec.ter c~igni ty· 

of labour, sense of responsibility 2n~ create a feeling th2t 

they are also cared for by the Bank. This n~ have to be done, 

if neces s2.ry, in sinl.Jle rCGional languc.ge, by consul tin . .:; eXiJert3 

in thc fielc: of psychologYf in 1-dny/2-G.8.Y workshops org8l1ised 

at suitable interv~ls. 

I**********i 
*********** 



C HAP T E R - 5 

TRAINING SPECIFICATION 

Hc.vins iclcm tifie~l the broad areas of tra.ining n ec:~s for 

the non-officer stuff in the Bunk in aspects Buch ns knowledGe, 

skills, attitudes etc., and the different courses requirec for 

then at vc.rious st~Ges, we have now to deternine suitable 

trainin:3 sl)e cifi co..ti')ns viz. training designs, nethoc.1s all,,: ai:~s 

to be use~ for aidinc the desired st~atecy. These aspects are 

dealt with in this Chapter and ~ci~·th(; noxt. 

~ e.in i!!£i De si (';n 

5.2 TakinG all tho relevant factors into cons ic1erati0n ~ the 

appropriate trc::.ininG strateGY will have to be built around. the 

following two propos i ti 'Jns. 

(i) Introcluction of a variety of conc1ense(~ courses of short 

c1uration Df in..'J.ec.iate relevance to tho trninees e...lc:' 

(ii) Augmentation of the training facili tics r..::quireC, like 

nore training chnnnels/ccmtres an:::' better infr2.structural 

support. 

5.3 i..s alronr1y· proposed in the previ'Jus Cho..pter the following 

cond.8nseci proGrannes of short clure.tion nay be conc:ucted c.t the 

various Zonnl Trr>.ining Centres. 

1. Induction Course 

2. DBGD, DNBC,IDICQC" 
Lt!:!) etc. 

- 2 

- 2 

..lOcks (Generc.l ind.uction 

weeks 

1 wee!c + Issue ane1 
C2.sh DeIJartoent 
1 week). 



• 68 • • • 

5. L.CD, LIllO - 2 weeks 

4. Excha..?lgc Control Deptt .... - 11/2 weeks (9 W'Jrkin~j (lays) 

5. Issue Dcpc.rtnent - 11/2 weeks (9 workinc: Jays) 

6. Banking Departoent 
(In cl u,l in~: DAD/PAD, 
PD~, Securities 
DeJ:) ar tEle n t and 
General A(lminis tra-
tion Sections) - 2V2 weeks 

5.4 It will be seen th2..t the prop::lsed. pattern of the traininG 

cours es is s onewha t different fran the cxistin;; arr:m:;el"1cnts. 

At present the in':'uction course is a sort of inte::;rc.tcc1 course 

wi th an over~:,o8e of functional lrnowledc;c pert2..ininc to v2..rious 

deJ?artLlGnts of the Bank, most of which are nlJt of iLU;1Cc1i2.te 

relevance to 2. new recruit who belonGS to the conDine.] ca':"re ancl 

has accordinGly to spend hiS/her early part of the carecr in the 

CaSh. Dcparment. To such a new entrant, detailed knowledge 

about other departoents will become relevant only nt the tioo of 

his/her initial postinb in those cepc.rtuonts after his/her tenum 

in the C2.sh Dc:p3rtnent. In the proposed in:'1..uc ti~n course sin ce 

the initial pos tint; of the new recruit is to be in the C[1.sh 

Departr::J.ent, special emphaSis has been ,~iven on the functions e.nd 

workinG of the C2.sh Departocnt in p3.I'ticular and the Issue 

Department in i;encr2.1. .h.t the same tinc, in view of the • 

importance of organis ational commi to.en t, relational sIcills, 

custoIler service, etc. , suitable inputs pert2.ininJ to thes'] 

areas have also be en propos cd. l~ccorG.inGly, the syllabus f~r 

the innuction course has beon suitably IloCificd an~ the course 
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dur2..tion prollOSCC:' to be rcc..ucec, tc 2 weeks by shoc:':ling det: .. ils 

not quite relev::nt at the p;)int of entry. 

5.5 In the l)ro~)osecl lJ8.ttCI'll~ in o.ccor::'..2.Dce with the str::.t~.:=;y 

thl'.t trainin,3 shoul~:: be direct, innec.ia.to G.nc~ rclev:mt, the 

existing functionc.l courses he.ve been further divic1ec1 to serve 

the neeHLs of sl")o cific de.i)nrtnents, to facili t::1.te tro.ininc.-;f 

st~ff for a p~rtic~lar departnent at the tine of their entry 

into or as scan as possi~le after they ere p2sted to a new 

c.epo.rtment. i..s rcco.rds tho course contents of the prol)OS ::"'.. 

c ondens ed functicnL1.l cour3es, no subs tantial ch:?l1ses in the 

syllabi of the existinG s:x~cial cGurses, relntin: to functional 

areas, have b con sUlj~~cs teQ as the c.JverG.GG on these aspc cts in 

the existin; cour3es is considered to bo adequc.to. Howcvor, in 

accorc:'anc e with the pr:)l1osecl tr"-inins s trat e6Y sui to.bl e 

behavioural inputs have been proD os e·~1. 

5.6 The det~ils of the syllC1.bi/course contents fJr the 

various proposc~L c·Jurses have been tentntively fr2.D.cd 

ace()rr~i:n·:ly a.ftcr tc.kin~ int~) consi~cr?,ti:m t:'lC syllC1.':i/er1.~::,se 

con ten ts of the existinc courses, the now ::::.n'. e'Der(;Ll1~ needs, 

etc. un::' in c::;nsultatL)n wi th t!1C concernc1 faculty nenbcrs 2.n--:1. 

officers and he~ds of the various Clepartr.1.Jnts. V2.luo.'Jle 

sUGGestions recai vael fron the V2.ri ClUB offie os, past t1:'C'.inees, 

etc. have also been taken into considoro.tion. The ~ehavioural 

oonponents of the vnrious courses have been drawn up in 

consultation with ecinent Managenent experts. The syllabi arc 
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gi von in ,Annexures III t::> VIII. Thes c h2.ve 'been ,:lraWTI u:; in 

consult~tion with the respective de)aruJcnts. 

5.7 For tho s~ooth work1n~ of the new str~te:y, which is 

built Clrounc~ Cl. varie ty of short-tern cours 8S ~ there has to l}C 2. 

departure frol:J. the existing prnctice of c::m c:'uc tin..:; the ccurS es 

at the Zonal Tr~ining Centres on an ac-hoc basis. De~en~inG on 

the capacity of the iniividual Zonal TraininG Centres (i.e. the 

number of ch8.nnels provided., the nu'":J.bcr of tr:c.inoos th2.t C::'1 l:::e 

handled etc. ) it w::>ulc1 be necessary to chalk out sufficiently 

in advance o.n. nnnual plan of traininG prograTJ.i:les to be cDn(.~ucted 

at Zoncl. Tra.ining Cen tres. This Day be ·~:'.Jne nore np;,ropri2.tcly 

by tho Tr2..inin~ Division in Central Office by prescribin:; 

suitable tr~inll1~ inventory returns for individunl offices 8.S 

recoonended in Chapter 12. As state~ in that Chapter this will 

call for a close cOJrnination between nan-power planninG, 

trainin~ anc ~lncen~1t at various offices. Adjustnents cnn be 

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

T::ainin(': C2.po.ci tv,: 

5.8 In proGr~~in6 the courses, a gap of atleast 3 cays on 

an averc_(;e I:J.8.y be given between 2 courses for attending tc 

miscell2.neous itens of work like course reports, adjustments in 

time tables etc. Taking into account the total duration of 

11¥2 weeks for the above 6 progracnes and about 3 weeks in all 

for the ga~s between ~~o inQividual ~roGr~es, it will be 

possible to conc:'uct about 6 courses in 16 weeks :per channel. 
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After proviQinc 8 weeks per year for cJnducting preparat~ry 

courses~ 44 weeks would be available in a year for conductinG 

the regular trc..inin;:; courses. Thus, durin;:~ a year about 16 

prO-;rClJ:Jr.1eS can be conc"'..ucte·:~ in each channel an:-l if the nuober 

of trcinees continues to be 30 (as per the existin~ j)r2.ctice) 

in each pro0rmlDe, a total number of 480 trainees ccn be trained 

in one channel in each ~f the Zonel TrLininG Centres at 

New Delhi, CLlcutta and Madras. Thus, in these 3 Zonal Tr'c.'.ining 

Centres we C2n tr2.in a tot2l nunber ~f 480 x 3 = 1440 trninees 

per year. 

5.9 . In Bonbay Zonru. TraininG Centre, where the nUr.J.ber of staff 

to be trained in preparatory courses is normally 500 to 550 

(acoordiDG to the trenc in the last 3 years) we can leave 

12 weeks for the se courses in each of the 3 ch2l1nels (Bonbay 

Zonal Trainin:; Centre has an existinG c2.:;:'9.ci ty of runnin,: 3 

channels at a time). On the basiS deto.ilec"'.. above, 15 pr03r8.IlDeS 

can be ccnQucte1 per channel durins the year. Thus, in Zonal 

Tr2.inin~3 Centre, BJLi.'::-ay 3 x 15 x 30 = 1350 trainees can be. 

tra.ined. in reGular progr2Jrmes clul:inG a YOnI'. Therefore , it can 

be projGctec1 th2.t wi th the proposed pro::..;r2.LliJeS ane.. takins [. 

trainee capacity of 30 trainees f·:>r eC'.ch pro;7onlile, a rnaxiLlW."l 

number of 1440 + 1350 = 2790 trainees can be traineQ durinG the 

year in all the 4 Zonal Trainin~ Centres with the existing 

capaci ty. 
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5.10 'The annual -int2.ke of the new entrants in the conbined 

cadre is expected to be about 1000 on an all-IndiG basis. With 

a view to ensurinG that the new entrants are given induction 

training a t the point of entry in accorclance vii t.h the proposed. 

training stratecy, it will lJe necessary to reserve a tr8.inin::; 

capacity of about 1000 tr~inees per year for conductin2 inductkn 

proc;raIIlT1es. This "\Ilill lee.ve us with 2. cal')aci ty of about ~ 790 

for conductin~ functional courses. It sheul(":g how8ver, "]8 borne 

in mind here thct recruitment is nade in a CCD08n cadre of COll1/ 

Note ExruQiner/Clerk Grade II and these COBnon cadre candi~ates 

are initially posted to the Cash Departnent, ,""cis placing <.'..n equal 

number froD the Cash Department for being posted to other 

functional departQents. Therefore, if the annuel intake of new 

entrants in the combined cE'.dre is expectecl to be about 1000, 

about 700 to 800 conbined cadre staff will have to be tr~nsfeIrw 

out of the Cash Department for being posted to various other 

departmen ts c~epenc1ing U~1 on the vaoa.ncies in th ose clepartr.wn ts p 

assuLling th~.t of the 1000 new entrants, sc'ue 200 to 300 WO').J':". be 

aGainst ac1cU tionru. vacancies in the Cash Dep2xtI1ent itself ct 

(Ufferen t centres on ac coun t of openinG of a("~~~i tional Note 

Exanination Sections, or aGainst additional vacancies at 

centres where Cash Depar~Jent is not in existence, like 

Trivandrun, Cochin, Bhopal, Indore etc. Consequently, out of 

the availa~le training capacity, about 700 to 800 seats will 

have to be reserved for exposing the st~ff released fron the 
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Cash Dep~tment to the various condensed courses de~endin0 upon 

the department to which they are to be posted. 
I 

5.11 This will le8.vc us with a cap8.ci ty of abJut 1090 = 

(2790 - 1000 - 700) seats for exposing to c~ndensed functional 

courses those staff wh:> are cl.ue for later8.1 movement froD one 

Qe~artoent to another and also those who hQve not h~_ any 

training opportunity so far. In this context it may be relevant 

to state th2t as per the latest avail8.ble statistics (1978) 

there are 4977 e~ployees consistinG of 2228 Clerks Grade II anQ 

2749 Clerks Gracle I who have not had any training opportunity 

so far. It is, therefore, clear that the existi..."1,:; traininG 

capacity is not at all adequate to satisfy the trainin~ needs 

of new recruits and those staff due for lateral Dovenent from 

one ~epartocnt to another from tine to time and also to tackle 

the existinG huze back-log. In the circunstances it is sUb:3estai 

thr:t the tr2..inin.:; cup ::-..ci ty may be suitably aU2,1'Jen tee!. by 

increasinG the number of channels at the existinG centres and 

also openinc; new centres. With the shiftin:; of the M~chir.G 

Section of the Sta tis tics Department frOTI the Byculla Office to 

the Ge..rmcnt House, adequate space coul.::' be Dade available in the 

Byculla Office premises to start one more channel. AlthouGh 

handling of more than three channels at a tr2ining centre !!lay 

make the training establiE~ent somewhat unwielay, this 

ad~itional channel at Byculla is proposed considering the 

availability of space and the hUGe back-log at BO!!lbay alone 
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(1783 out of the total back-log of 4977). 1~ soon as the 

back-log is cleared this channel could be closed. Similarly, 

at C8lcutta considerable space is available et the Zonal 

Training Centre for accnmmodating at least two more channels. 

In addition it is suggested that at least two additional trnining 

centres may be opened vii th immedi[>.te effect one at Nagpur and 

other at Hyderubad 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 building, there should 

not be any difficulty in getting adequate space for the purpose, 

ei ther in the main building or in the annexe building. Besides, 

both the c~ntres have locational advantages. The t~aining 

centre at Hyderabad, particularly could be utilised to org&nise 

training programmes for the staff of Hyderabad Office as also 

smaller offices like Trivandrum, Cochin and 3hubaneswar, and 

also take over some of the beck-log of the f.12.dras and Bangalore 

('fficeD. Tr~lining centre at lJagpur can orgc.niss the training 

programmes for the ste.ff of l!agpur, Jaipur, Bhopal, Indore and 

Ahmedabad offices m1d also help in clearing the back-log of 

Delhi and Bombay offices. \Vi th the propos eel additional chann els 

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 (Byculla - 540 + Calcutta -

1080 + Nagpur - 540 + Hyder~bad - 1080). The ~dditicnnl chann~ 

and centres could be closed down as soon as the back-log is 

cleared. It would, however, be desirable to develop the centre 

at Hydero.bad in view of the space constraint at the No.dras and 

Delhi centres. The break-up of the untrained staff is given 

below : 

Bombay 

iilimedabad _ Nagpur ~ 
Indore _ J3.ipur 

New Delhi .. Ke..npur & 
Lucknow - Chandigarh -

= 1,783 

246 + 149 + 7 + 238 = 640 

Bhopal ~ Jammu 511 + 147 + 27 + 16 + 11 = 712 

Calcutta _ Patna -
Bhubaneswar - Gauhati 

Madras - Bangalorc -
Trivandrum - Cochin -
Hyderabad 

603 + 184 + 77 + 100 = 

350 + 282 + 46 + 55 + 145 = 

964 

878 

5.12 In deputing employees for tr::tining in the proposed 

con dens ed functional courses, it is recommended the,t the 

untrcined employees m2Y be given priority OV9r those who ~~C 

some training either in the existing induction progr2mmes or 

the relevant 6-week special course. Similarly the employees 

who are eligible for being empRnelled in the cadre of Staff 

Offic ers 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 estim2ted that the 



: 76 . • 

group that would need to receive training priority will consist 

of ClerIcs Grode II/Grade I with service ran~ing between 5 a.nd 

10 years. 

5.13 It may also be added that under the proposed training 

strategy, the tr2ining effort is almost directly sought to be 

linked with the "recurring training needs" arising on account of 

rotation of an employee from one depa.rtment/group of departments 

to another. In this sense, it may not be very logical to ref€r 

to any "back-log of tr8.inees" as such, as at present. In other 

words, the need for training an employee should bG considered to 

have arisen only if and when he moves to a new department. 

5.14 For ,the success of the scheme of functional courses, 
. . 

sufficient tr~ining reserves will have to be created at each 

office, so as to ensure full utilisation of training cap2.ci ty 

without affecting the smooth functioning of the department. In 

this connection recommendations given in Chapters 4 and 9 of 

this Report may ple~se be seen. 

5.15 Faculty will not only h~ve to be strengthened but t~9 

members of the fe.culty should be in a posi tion to handle any 

functional area. 

5.16 i> .. t present the tr3.ining capacity of each channel is 

;0 trainees per batch. This has been the strength fixed since 

the introduction of training in the B2111c and has been working 

satisfactorily in the context of the long-dur2.tion 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 b~tch 

needsto be reviewed. For conducting the condensed short-term 

courses effectively p class-room sessions will he.ve to be not 

only discussion-oriented but also supplemented by suitable 

hand-outs/other study material; also greater recourse to modern 

teaching aids like overhead projector, slides, films, flip 

ch2.rts, etc. will be inevitable. .All the se cc.ll for a compact 

group of say, not more than 20 trainees per b~tch, so thc.t 

meaningful discussions axe possible and the trainees receive 

adequate personal attention. The Bank,may, therefore, aim at 

suitably reducing the trnining capacity of each channel, as a 

long term objective. 

**********i 
t********** 



C HAP T E R - 6 

TRAINING METHODOLOGY 6tND AIDS 

Effectiveness of both the training strategy and the actual 

training progrE'JDllles may get ::nhcmced or hampered depending, 

among other things, on the tr2.ining methods 2.nd aids employed in 

con duc ting the tr2.in ing c ours es. There are a variety of training 

methods which c:em be sui tp..bly built into 2. tr~.ining programme 

and a number of modern and sophisticated tr2ining aids and tools 

are also available for facilitGting the process of learning and 

enhancing the effectiveness of the progr~es. The choice of 

methods will, however, clepend upon certain trPininci facilities, 

trainer's capacity, prejudices and preferences, number of 

participants and also the design of the progrm~~e. 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. Mechanical use of these aids, without relevance to 

the requirements of a particular programme, may smack of 

'gimmickry'. A proper selection and blending of the different 

programme in the light of the course contents and duration, is 

of utmost importance. This calls for ability 2nd ingenuity on 

the part of the faculty members. 

6.2 The methods and aids currently in usc in the clericGl 

training progrnmmes at the Zonal Training Centres are detailed 

below :-



1. Lectures 
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2. Group discussions 

• • 

3. Review sessions/q'l.estion-ansvver sessions 

4. Trainee talks 

5. Practic~l exercises 

6. Writt0n tests 

7. ''Model BeJlk" exercises 

8. Visits to operati anal departments 

9. Charts 

10. S,ecimen books/registers, returns Qnd 
other fa rI!ls. 

11 • Films 

6.3 There is at present a substantial reliance on the 'lectum 

method' and the remaining aids/methods are only supple~ental. 

'Trainee talks' form a part of the curriculum in every prograome, 

so as to help the ecployees to overcome initial couDunic~tion 

barriers and develop self-confidence for public speaking on a 

subj ect of relev2Jlce to bank-'-:1g and economics. 

6.4 By nnd large the lecture I!lethod, supported by discussions, 

charts, practical exercises and visits, etc. net the requirements 

of the clerical training adequately, as these courses were 

essentially evolved for the purpose of widening the cognitive 

knowledge and. inpr'Jving promotional chances. Besides, reli2.l1ce 

on the traditional lecture method w~s inevitable in the absence 

of any exposure of the faculty members to the modern trGining 
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methodology. However, a fresh look at the vcrious methods and 

2.ids needs to bo tc.ken to identify the ones thF'.t \V'ould meet the 

requirements of tho proposed condensen courses of short duration. 

:LGcture method 

6.5 Despite the present day criticism against this nethod, it 

will h~ve to continuo as the maD1stay in the clerical trc.ining 

progr.::.:mm.es. Steps nay, however, be t3...1can to sui tnbly train the 

f~cu1ty members so that they will develop the ability to make 

the lectures more effective and absorbing. The Instructor should 

endeavour to make the session a two way traffic by encouraging 

discussions. To break the monotony as also to minimise loss in 

transmission, such lectures could be combined with illustrative 

charts, graphs end diagrams where relevant. Live cases could 

also be discusseQ in the course of the talks for exposing tho 

trainees to typical situetions and problems. Tho faculty membem 

should not present the profile of a dominant, authoritetive, 

omniscient person but that of a facilitator; this would drew the 

trC'inecs out into 0.. fres anc, fr2,nk discuGsion of the subject 

without any inhibition. In the short duration courses, the 

lectures will have to be necessarily supplemented by appropriate 

background reading/study material and could, therefore, be made 

more dis cus sion-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 h~ve sone background knowledge of the working of 
, 

the depa.rtment to which the particular progr2.rune pertains and 

will rlso require provision c:f adequate study naterial notes, 

etc. to the partici,ants in advance and prepnration on their 

part before they come for discussion. Group discussions h2ve 

been included in thG deSigns of the existing courses but it has 

been the experience that most of the trainees do not p~rticipate 

in the discussicns. liS the short duration functional courses 

recommended are for employees 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 aiBCUssions 

by the participants ~e encouraged by the faculty curing the 

regular sessions. 

Case Stud.ies 

6.7 In gcncr2.1 s tho c['"se c:turlics h:J.v·o not b:::m J:ln2e uso of in 

the trnining course~ conducted at t~e Zonal Tr3.ining Centres. 

Actual cases and incidents in operational as well ns human 

~ela ti ons areas can be effectively used in the propose::'!. condensed 

courses by developing case material for discussions in the cla.ss 

room to help the participants to develop an objective attitude 

towards problems and also, to some extent, inculcnte 

problem-solving skills. 
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Tests/Practical Exercises/Model Bank 

6.8 The number of tests conducted (-I~t weekly intervale in the 

existing long-duration cours..:s are largely essay-type examinaticns 

which tend to be more like memory tests. They do not either 

facilitate learning or provide satisfa8tory TIeasure of the 

learning that has taken place. We have accordingly reco~ended 

in Chapter 8 that such tests may be dispensed with. Practical 

C'~('>.,..~" "" "s w:!.:';~ CHl't: 1-, ei!!g evaluated, but followc::1 by d.is cus~':' ons , 

can however be designed on certain aspects to facilitate 

learning. For better understanding of the operational departnats, 

it may be worthwhile to develop simulatia.n exercises with a 

t~y Bank' (Model Bank), as is being done, though in a linited 

way, in the Zonal Training Centre at Madras at present. 

!~ogrammed Instructions 

6.9 The development of programmed instructions will 

facilitate self learning by participants. Well prepared texts 

will have the advantage of individualising the sicultaneous 

training of m?.ny T,l2.rticillants in certo.in skills. The essence of 

such a programme is that it takes the Trainer's place in several 

important and time consuming respects. Inc1iviQunls can also 

work through such programmes in their own time as well as at 

their own speecl. j;.ttempts mny be made to develop such programmed 

instruc~ions in some of the intricate procedure~ areas, 

initielly in consult~tion with experts in this area. Assistance 

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



: 83 

Trainee Tallrs 

. 
• 

6.10 J.lI3 stated earlier in this chapter, these 15 minute talks 

were introduced with n view to giving some eleIllGntary training 

to ~he emp~uyees in tne art of public speak~g on a subject of 

their choice in the area of banking, cconoDics, etc. The 

proposed short-duration courses, however, may not peroit holding 

of these lecturettes, which require nearly 8 sessions per course. 

:Us~_..2f Auc.i~-ViS.Ec:.~LVisue~ i..ids 

6.11 The modern a.udio-visual or visual aids cons iderably 

facilitate the lenrning process and it is essential th2.t every 

training centre is equip~ed with audio-visual ai~s, e~d +-h8 

faculty members tr~ined thoroughly in the use of these aids. It 

is considered that the following audio-visual/visual ai~s shoul~ 

be available at ev'cry Zonal Training Centre :-

i) Glass boards : 

At prGsent, except in the Zonal Training Centre c.t 

BycuUa, there 2.re very ordinary wooden black boards in the 

Zonal Trainin g Cen+,ros. Thede neer". to be replacec. by good 

quality glass-boarcls with grem be..ckgroun·::' of the type in use in 

Zonal Training Centre, Byculla for better 1.'"isual. impact. 

Ii) Flannol/Hagnetic boa.rds : 

Visual impact of teaching points can be heightened by 

p:cetl E:W ~i llg -~iJ.~ill. on bLI.'ips dis played on flann el/magneti c boards. 

Preparation of such strips helps the faculty members to 

structure the talks. 
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iii) Prestosign/Prestograph Display Boards : 

These boards can be advantageously used for presenting 

various statistical data in an effective and 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 

effi~ient shuffling of prominent data. The provision of such a 

boar~,' in each clas s room will add to the te2.c hing <lie,::: o~ t'!.c 

faculty. 

i'v) Overhead Pro j ector (OliI' l 
The advantages of the OHP are too well-known to need any 

discussion here. In the conte~t of the short duration courses, 

use of OHP will help save considerable time which would otherwise 

be required for writing on black-board. A number of Indian makes 

of OHP in moderate price range are presently available. There 

is also no difficulty in obtaining celluloid sheets for making 

slides. 

v) Audi9_-VjSl1~1 Ce].l 

The use of modern Audio-Visucl aids in Zonal Training 

Centres as propos ed above would require ( 0.) -intensive 

pre-training to the faculty members in the use of the various 

~dio-Visual aids; and (b) creation of c Cell, on a centralised 

OC:lSlS, ior p-L'e.J:li:1.I'a ~.i.LJ.Q of the charts, slides, 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 visual impact~ which alone can 

facilit~te retention. The; ~pertise being developed in College 

of Agricultural Banking in the sphere of audio-visuals could 'be 

profitably shared by the Zonal Tre.inir,g Centres also. 

vi) Films : 

Two films viz~, one on Reserve Bank of India and another 

en Bank of Fngland, are being shown to the trainees of all 

programmes at present and are generally appreciated by them. 

The film on Bank of England, though iraportant and having 

excellent commentary on tre.di tion~ central banking functicJns, 

is not intelligible enough to most of the trainees because of 

the heavy \'1estern accent with which the trainees - especially 

from mofussil centres - are not faQiliar. luso in the context 

of the functions presently performed b:-~ the Reserve Be.nk of 

India, the film has only historical value. Therefore, this film 

need not be shown at 7,on8ol Training Centres. Evc:r1 as regards 

the cmn~bus filM en R"'80rve Brn:J'( of Inclin·, it would. be 

worthwhile to bring out the revised film (under contemplation) 

in both English and Hindi versions i.n vicw of tile increaSing 

importance of Hindi. 

It nay also be cOl1sidc:ce(~ whether we could bring out 

short 1i1mB ~n spec~iic operational areas of say, Issue and 

Banking Departments. Such films will, to a great extent, 

obviate the need for visits to these departnents for practical 



- . . 86 • • 

training. How8ver, ir. view of the high cost in naking films, 

and the difficulties in revising then at frequent intervals of 

time. making of filmo may b .. confined to those operatione.l areas/ 

aspects which are not likely to change materially for 

sufficiently long period of time. 

For courses on :~ricultural Credit Department/Agricultural 

Refin~.,ce and DGv810pment Corporation, it will be useful if 

,..nlc"r~,,+' filIJS on rural crec-:'it; 

are supplied to all Zcnal Training Centres. 

The Zonal Training Centres do not have any film 

projector and presently resort to borrowing the same from either 

Bankers TraininG College/Staff College or outside Insti tutions/ 

banks. This arrangement will not be workable as the films will 

have to be exhibited more often and also in greater numbe~. It 

will, therefore, be necessary to provide each Zonal Training 

Centre with one 8 rnm/16 rom projector, a 'whi-ce portable screen 

and other ancilliary equipment. 

6.12 The present workl02.d on the I:nstructors, Zonal Training 
• 

Centre being too heavy and e.s o?crntional dcp3rtments have not 

been able to help in brm ging out auitable dossiers on the 

working of various cepartnents or functions of the Bank due to 

various practical d.if1'i.cul ties, pre:Jaration of the right type 

of study material aSSUI:WS crucial inportanoe. Such r:w .. terial 

\'lould support and supplement the learning at the Training Centre 
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anel help to reinfr)rce the the oretical or cogni ti-.,re lrnowledge 

acquired in the course i'lhen the trainees returr to the delJartmen1:13~ 

The departmental nanuals thc~selves are not often up-to-date and 

very limited copies are available for ready reference. 

Preparati on of sMall he.ndou ts explainillg the ve.rious a.sp'3cts of 

the different fUi'1cticms perfornecl by the Bal1k will be of great 

assis tance. 

In t~e cortcxt of the proposc1 short C r"'!".",r- ,...."':! 
~ ~- I~ __ 

such study I!laterial is absolutely essent.in.l, <J.S lot of ti~c that 

is currently devoted to natters which do not need to be 

explaincd/cle.rified in detail could be saved e.nd the training 

time utilised more effectively to restricted areas whar€ 

detailed explanation, clarification or suppleI!lentary inforoation 

is necessary for proper understanding of the subject/procedure 

by the participants. Study material is likely to be all the 

Dore us eful LTJ. th e training progra.mnes relating ttl' speci2.lised 

Departuents like Department of Banking Operations and Development/ 

Indu..c, erial F~.!1C'..l1cC DC'p"'~tnent, Ac;ricul tnro..) 0xoodi t Department/ 

Agricultur2..1 Refinance and Development Corporation etc. Even 

in respect of opcre.tional departmen ts, such af' Banking cmd Issue, 

suitable material needs to be developed in the f'orm of sho:",t 

handouts and flow charts, to exple.in in detail the various 

aspects of the procedures in the departments. 

6.14 Instructors should have sufficie~t sp~~e time to prepare 

the study material end to have it up-dateG. from t':;"me tc -Gir'"e. 
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Updating has become very important as frequent changes are 

taking place. Also the tr2.ining establishnents should be placed 

on the free nailing list fa: all the pUblications- brought out by 

Res erve Bank of In dia • 

Librar;y 

6.15 The annual grant of Rs.350/- for :purchase of books for 

the Zonal Training Cen-cre library is too neagrG cGnsidering the 

important aid and supplement to the class-roon learning has to 

be adeuqately developed in the Zonal Training Centres. 

6.16 Besides an initi21 grant of Rs.5,OOO/- to augment the 

existing stock of books, a recurring annual grant of Rs.2 i OOO/-

may be made. 

6.17 A large number of books h~ve becooe outdated. vfuenever 

possible, these may be substi tl.lted by the latest editions ( The 

olc_er voluoes in such· cas es could be written cff. A sui tablG 

procedur e for disposal of such W"ri ttGn off volumeL i:12,Y be 

considering the pros and con8 since the Bnnkin6 DGpartment 

Manual is silent on thi s point ano the librarians of Banlmrs 

Training College and Econonic Doparment who It·-erG inforJ:ilally 

consul ted, ware also not a",rare whether any procedure has been 

prescribed mld have not, therefore, to-ken up disposal of such 

old and useless editions. 
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6.18 To preserve the books in the Zonel TrGining Centre 

libraries in good conQition, these may be got bound periodically 

and tJ minir.1ise ctrtl'1age ~ the -Jooks may be provided with 

transparent cellophane jackets. 

6.19 The Zone~ Training Centre library should also have at 

least one Daily Newspaper in English/Hindi and one Financial 

daily, at least ~ couple of Indian financie~ periodicals besides 

generai magazines of literary/educationcl value like Render~a 

Digest, Il~ustrated Weekly, Dharmayug, Sarika (Hindi) etc. 

More copies of the programTIed learning texts developed by the 

NIBM on various Banking subjects should be stocked. At present, 

the Zonal TraininG Centres have only 'display copies'. 

**********' 
~********** 



C HAP T E R - 7 

FACULTY FOR THE ZONAL TRJ .. INING CENTRES 

Strength of Faculty 

In the beginninG, each of the four Zonal Tr2.ining Centres 

had only one Instructor and training was confined to Clerks 

Grade II - new entrants or those with less than 5 years' service. 

The assistance of Personnel Officer and other departmental 

officers was made avail~ble to the Instructor. These nrran3enents 

did not, however, work s~tisfactorily. With the introduction of 

the 12-week comprehensive course for Clerks Grade I an adQitional 

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 ad~itional channels at the Zonal Training 

Centre, Byculla, the faculty strength waS gradually increased 

to 3,5 and 6. At other centres, the strength renained at 2 till 

recently. In early 1978, it was decided to assign to the Zonal 

Training Centres a ne'" role of frequently neeting the cirect 

recruits in the cadres of Staff Officers Grade 'll.' and Gr2Cle 'B' 

their on-the-j ob training progr8IJ.ne. In vi ew of the large number 

of such officers on trr'.ining the various c..epartnen ts of the Bank 

at different centres and as it was not possible for the existing 

strength of the faculty to absorb this a(l.~i tional 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 terBs of number of class-rOOD sessions) on the 



-: 91 . 
• 

Instructors attached to the Zonal Training Centres as compared 

to their counterparts in other training institutions of the Bank 

or other banks/organisations. BesiGes, the Instructors in the 

Zonal Training Centre are saddled with non-academic (adLlinistra­

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, 

etc. an~ 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 

must keep himself abreast; and (b) use of modern teaching methods 

and audio-visual aids, would demand lot of adv2~ce preparation. 

The faculty strength should accordingly be reviewed and 

increased suitably, where necessary, in the light of the above 

as <llsr) the C'..c~'~.i ti'-'~1;-:',.1 c:12.nnels rocoDr!endcd in Chapter 5 S0 as 

to ensure t~~t no Instructor is required to handle more than 

2 sessions, on an average, per day. 

Creation of Administration Wing 

7.3 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 pr oposed 

training arrangements with quicker turnover of courses, it will 
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be absolutely essential to provide each Zonal Training Centre 

with one Staff Officer Grade 'A' a Clerk-cum-Librarian, to look , 
after administrative and otr~r miscellaneous items of work 

including maintenance of records, library, correspondence with 

departments/other institutions, etc. m1d a Stenographer Grade II 

and a IUftry, in addition to the existing complement of staff, 

viz. 1 typist and 1 peon. At Byculla in view of the large number 

of ch~nnels being run, the complement of staff may be on a 

suitably 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. 

Selection and Development of Faculty 

7.4 Apart fror! increasing the TIUlllcricci strength of the 

faculty'at Zonal Trai~ing Centres as stated above, what is more 

important is the selection 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 bubstantial 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 

to ot:'lcr colleges and vi ce versa may also be consid.crcd. 

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 qualifications, 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 

quulific~tion, what is more important is that (a) the officer 

should have a good image in the organisational departments not 

o~ly as n knowledgeablo and competent officer but also as ~ 

person who maintains good relations with his superiors, 

colleagues and subordinates; and (b) he should be able to 

communicate 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 

suitabl!ity on the two counts referred to above. A better 

course would be to entrust this work to an internal Selection 



: 94 :-

Committee, consisting of the Deputy Governor/Executive Director, 

Manager (Training) and the Principals of the Staff College, 

Bankers Training College e~Q 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 purpOSG, it will "'.:'::: 

necessary to advise the Principals of the Colleges to spot out 

such of the trainee-officers, as would shape well in a teaching 

assignment. 

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 prep2re 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. Apext from his professional cJmpetence, 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-converse~t 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 po:::sible. 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 con ference of the Instructcrs, 

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 subj ect. 

Guest faculty 

7.8 The reliance. on departmental or outside speakers for talks 

in Zonal Training Cen tres 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 sI,eakers, for the following two 

reasons :-

(i) The benefit of the high ex~ertise 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; 8~d 

(ii) association of capable senior officers, especially 

from Centr21 Office departments, with the training courses would 
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boost the mor~le of both the Instructors and the trainees and 

also provide an opportunity to the s t.:'.ff for informal communica­

tion \.u th the senior officers from Centrol Office. 

7.9 The guidelines for deputntion of dopartment~l officers 

for handling sessions at the Bank's training est~blishments have 

been issued by Central Office from time to time, the last one 

being given in their circular Tng.No.530/G.1-78/79 c3ted 22nd 

August 1978. It may be stated that the ceiling of Rs.500/-

per annum as honorarium fixed in the above circular might work 

as a disincentive to departmental officers coming forwardsto.' 

give talks, once the limit is reached and to that extent, the 

purpose in introducing the honorarium itself may get defeated. 

As alre~dy explained oarlier, for being effective and useful as 

an Instructor, an officer must have not only professional 

competence, but nlso ability to effectively communicate and 

create a favourable climate for learning. If these qualities 

which ~re essential for making the session purposeful are looked 

for i:1 ~':fic8Ts iT: tho depllrtment, the fiel(1 \-muld be r2.thc1:' 

narrow for the departmental-in-charge for selecting the right 

type of officer for the assignment. The prGsGnt ceiling may, 

therefore, adversely affect the interest of the trainees. The 

posi tion in this regard may be reviewed and ~hD.-.cciling on 

honorarium removed, to restore the st2.tus quo ante. In this 

connection a separate note prepared by Shri P.Y. PadhYG, . .at- .''''-:-:a 

I~ef.l})cr of th\3 w.orl~inr; , .. l:r:.'Jup ri' 1s ::;1 veri i:i:l }.l1nexure XVII. 
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7.10 In the absence of suitable opportunities for growth or 

promotional opportunities in the teaching line the experiment 

of creating core f~culty in Bankers Training College has not 

proved to be quite successful. It would, therefore, be 

desirable thnt the faculty should have a fixed tenure of 

assignment ranging between 3 and 5 years as at present. For' 

maintaining continuity, however, not more than ¥3 of the Qembers 

should be withdrawn at a time. 

J**********~ 
.".**********1 



C HAP T E R - 8 

EVALUATICN OF TRAINING -
In this ch~pter an attempt has been made to discuss one 

of tho battltng ~d somewhat oontroversial 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, t~erefore, necessary to 

hQ.vc sorr.e so:,t of a s~rstem of evaluating the tr2...i.."'1ing, getting 

timely feedback so th~t 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 

of training depends on many other extraneous factors, e.g. the 

calibre of the trainee, motivation to the trainee for making 

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

acquired knowledge and skills when he returns to the organisation, 

etc. 

8.2 The basic objectives of trainingprogrmillUes being to help 

tee 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 progro.mmes 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 quality and usefulness of 

the progr3.mrae and (iii) the extent to which the training has 

impro'.red the performance of the employee, on-the-j o'b and brought 

about a ch~nge in his attitude and work behaviour. Since all 

training prograi,u:nes 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 genor2J.l~:" assessed through periodical practical exercises, 

written tests, etc., while assessment in regard to the quality 

and usefulness 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 method 

employed by most of the training institutions to get such 

feedback from the participents is to prescribe a questionnaire 

which the trainees arc asked to complete usually at the 

conclusion of their training and the replies given by them are 

discussed with them in the valedictory session. The feed.back so 

rocei vod is p-:'1-ve~~ O.UC consi(1,ercttion while rlcQ,cin 7 revi ews I"')"!: the - ~ 

training progr&~me. Rut 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 acquirec from the training 

institution on the job after he goes back to the department and 

how effective the training programme has been in not only 

bringing about n 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 atti tu':'o 

e~d behaviour of his colleagues. 

Exis tin r; sys.:t_~!2! 

8.3 As far as the clerical st~ff are concerned, the present 

system of evaluation consists of only 2.ssessing how far the 

trainees have ben~fited by the course and how useful and 

effective the course has been from the point of view of the 

trainees. bs a part of the tr~ininb programme, the trainees of 

the various regul~r tr~ining courses conductee at the Zonal 

TraininJ 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 

i) Written tests on various 
subjects taught 

ii) Tr~inec t~lks • • 

i) l'lri ttcn tos ts on vc.rious 
subjects taught 

ii) Trainee tal~s • • 

iii) Group discussions on topics 
of comnon interest 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

To tal Marks 

• • 

• • 

400 

100 

Total : 500 
----------

• • 400 

• • 100 

• • 100 
-----

Total • 600 • 
----------
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On the basis of the Darks secured in the written tests, trcinec 

talks and group discussi~ns, the trninees ~re placed in the 

order of merit. The traine'_s securing th3 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 Courses). The system of evaluation of trainees also 

provi des for 2. confid.cn tial report to be re cord0d on ever-.i 

trainee and sen t to the parent departraen t for being placed in 

the trainee's personal file. The report, in the form shown in 

Annexure XI., is recorded e.fter the training is concluded on the 

basis of the perfornance of the trainees in the tests indicated 

above. Besides what has been mentioned aoove, the Instructor of 

the Zonal Training Centre also undertruces mid-te~ appraisal of 

the trainees who are found to be not trueing sufficient interest, 

by having periodical ncetings and discussions with them as 

suggested in Trcining Division Endorsement Tng.No.52/Z.1-77/78 

da tee.. 5th tTuly 19 7 7 

8.4 To what extent the tr~ining programme was effective is 

known froo the trainees thcnselves at the time of the valedictory 

session. As a part of the valedictory session, the tr~inees are 

asked to give their impressions of the training course and t'o 

offer their suggestions for improving the utility of the traimmg. 

The various suggestions mado by successive batches of tre~nees 

of various courses are referred to the Training Division, 
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Central Offic 0, 21. ong ',vi th th e comments of th e Zonal Training 

Centre. These suggestions are taken into account by th e Training 

Divisj_0'!1 Pot -l:;~:c tir'-C of revi.evlin.'3 the v,\:,:-:-i.C'us courses. Lfter a 

course is con cluded, the Zonal Tr::"ining Centres also send 

'course-end reports' on each training course to the Tr2.ining 

Division. The report, inter alia, gives the statistical 

information such as total. number of tallcs given by the Faculty 

attached to tho Zone~ Training Centre as well as by the visiting 

speakers drawn from other departments, the allocation of time 

among the various items and general observ~tions 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 

are prepared are given in Annexures IX, X & XI 

Suggestions 

8.5 In regard to evaluation of trainees so as to assess the 

extent to which the training programme has increased their 

knowledge and skills, opini::-'TI is somewhat divided. While some 

are oi -en e op~nion that tes ts in the course of a training 

programme will create some sort of psychological barrier to 

free learning and taking initiative, therG is another view that 

properly administered exercises c~d tests followed by discussions 

and proper counselling will increase the level of learning of 

the participants. However, it is our view that under the 

proposed pattern of ~r~ning progracmes consisting of short 

duration functional courses, there is not much of a scope for 
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conducting te~ts to evaluate the perform2Dce of the trainees in 

the tra ining cours es. It is also felt that such writ ten tests 

and evaluation of the trainc"')s tend to inhibit the trainees from 

developing a free and close relationship wi"th the trainers and 

often vitiate the relationship among t~8 trainees themselves. 

Instead of explorin~ nevI methods, the trninees will hold 

themselves 1ack Lllle:. shrink from ta'l(ing the risks of learning, 

,.,'hi ch :i s not cO!1ducive to the training process. It I!ley be added 

that such tests/evaluation has beon 'discontinued in the Staff 

College, Mad~us and is not in existence for the Central Banking 

Courses at Bnnkers TraininG Collego s Bomb~y. Another 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 at the end of the 

programme and then conpare the marks obt~ined by them for their 

answers in the t,!!O questionnaires. Considering that the clerical 

staff under the propoBcd ~attGrn of tr2ining programnes will be 

when they are poste~ to a new department, this method of 

assessment nay not serve much of a purpose in their case. It is, 

therefore, re cOnlnendGd that the sys teD of evaluating the 

indi vidual trainees may be done away with. In our view 

discontinuanue OJ. 1.8S1;8 would not abate interest of the trainees 

in the training prograr.~es so long as the progr~~es have direct 

relevance to them. On the other hand, the tre.inees could be 
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expected to participate more freely in the progr2~me as the 

tensions associ8.ted with the tests, aBsessnent, .ra.nking etc. 

will not be obsessing their minds. For condensed functional 

courses, suitable practical exercises on specific aspects could 

be designed to facilitate learning an(~ to relate theqry with 

experience. Thero need not be any evaluation of the perfornance 

of the participants on these exercises? but the exercises should 

to followed by C:'i3 cussions and counselling. In keeping with tha 

above reco~endation to co away with the trainee-evaluation, it 

is also recornnended that no confidsntial reports on individual 

trainees may be recorded by the Traiaing 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. At the conclusion 

of the course, each trainee may be given a 'participation 

certifica te " a copy of which may be filcc1 in his service file. 

8.6 In order to assess the effectiveness and usefulness of 

sug6csting a questionnaire to be conplcted by the trainees on 

the lines obt2ining at other trnining centres. To elicit free 

and uninhibited reactions from the particiPants it would be 

advisable to permit them to keep anonymity and complete the 

questionnaire without Giving their nc.u:les or signatures. !rhe 

replies given by the trainees could be discussed in the class 

by the Instructors on the concluding day and the summary of the 
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dis cuss ions could be forwarded by the ZonD.l Training Centres 

to the Training Division soon a.fter the conclusion of tho courSG. 

The :f'·~rm of the proposed. quc..stionnaire is given in lUmexu:':'e XII. 

Course-end reports nay continue to be sent to the fraining 

Divisi on in the forDs given in AnncxuIes IX, X & XI for the 

induction, condensed functional and preparatory courses 

respectively. 

s.7 As rc:::.r"s tho assessment in reg2.rc1 to the improvef'lcnt 

as a result af the traininG in the 'lllOrk performance and wor~{: 

behaviour of the employees in the departncnt, it is doubtful 

whether it is pr~cticable to attempt any thing effective 2nd 

worthwhile, because, as already explaineQ earlier, the 

effectiveness of training dopends on a nUI!1ber of extrnneous 

factors. Besides, the benefits of tr~ining are subtle and not 

easily perceptible. It is only after sufficient passage of time 

' . ...,hen 0. nunber of employees in various cadres have undergone 

appropriate tr~ining courses that the benefici~l results of such 

tr~iniY1:!, e£,.-P'Irts 3tc::.rt showing thcnsel ves. In the ce.se of junior 

officers, our Staff College, Madras ha.s c. systeL1 of o'btaining a 

feed-back from the c1c:tle.rt~:1c:m ts six nonths <'.fter the tr2.inc c 

reports back from the training insti tu tien for duty, throuGh 

questionnaires to be conpleted by the ex-trainee ~s well as by 

the departmental-in-charge. This method of feed-back, however, 

is found to be not very effective in as Duch as the answers to 

the questions tend to be unreelistic and often exaggerated and 
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the difference in the quality of the perfornance of tho employee 

before and after the training is very often not at all perceptfllle 

be car' .. se of the routine natu:cc of most 0 f the jobs. This 

difficulty will be all the more pronounced in the case of 

°non-officer staff. Therefore, this sort of assessing the 

training effectiveness is beset with numerous problems and 

practical difficulties, If, however, our proposal contained in 

C1J.c1~~l::l 9 to ~1~·" ... TJ..'aining Officers is aocepted, these Training 

Officers, whose job it will be to keep a constnnt track of the 

development and progress of the onployeos during their 

on-the-job tr['.ining i:-;nne~,iately after the insti tu:tional training 

anc. even when the y ere worl-c ing at regula.r clesks, will be in a 

posi ti on to provide useful feed-back to the Training Centres 

informally as well as through well designed questionnai~es 

completed by thetl periodically, say half-yearly. The system. of 

evaluation of training has to be considered as an ongoing 

activity to be built into the pattern of training programmes, 

providec.. 

**********~ 
~**********I 



~·H APT E,R - 9 

ON THE JOB TRAINING 

In order to opti~isG the benefits of institutional 

tr2.ini_ng, there is the need "for 2. proper integration of th(;; 

insti tution2:l training with placement e.nc. on-the-job training. 

Institutional trc.ining and on-the-j ob trcining are complementary 

in nature. The institutional traininG ioparted to the staff in 

the Zonal Training Centres should, accordingly, be follGwed by a 

':!c".l-::.J~annecl c:n1 E:ys tenatic I on-the-j ob f depar.J.;merJ tal traLlint;; 

programQe, as otherwise the training will not be complete and 

adve..ntages 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 trainees, a syste~ati-

cally planned depart~ental training in continuation of the 

institutional training will go a long way to help the employees 

to reinforce the knowle1be acquired during the institutional 

training and also to acquire skills or inprove the skills 

already acquirec, in carrying out the cep~rtmental \~rk. 

9.2 !n the present Gcheme, except in the c[~se of new recruits 

pos tee. to the Cash Department, there is no s2.tis factory 

arrangement for :iI:lpartlng on-the-j ob training to enployeos posted 

to various departnents on cOr:J.pletion of their trainingmnthe Zonal 

Training Centre. Certain cepartr:J.ents like AgriCUltural Credit 

Da~~rtment and tho Dopartmcnt of St2.tistics have, at their own 

initiative, devised some arrangements for dGpar~lental training 
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for new h~ncs posted to their departments. In other departments, 

the ste.ff E'.Xe pos ted to the dG~ling desks str2.iGh taway -wi thout 

any practical training in rC.12.rd to the job to be done at these 

desks. They are left completely to fend for themselves, so to 

say, and consequently during the first few days they are" likely 

to mal-ce more fils takes in their worl-c or t22ce longer time in 

completing the assign.od task, thereby h2.:r.J.pering the smooth 

f"~ct5()Di"': of tho section/departme:.1t. This is a comDon 

phenomenon particularly in operational departments. imother 

phenomenon noticed because of the lack of a systematic 

on-the-job tr2.ining 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 

oecome indispens2.ble to the section/department for want of 

sufficiently trained personnel to take their place. In the 

process, the departwcnts find it difficult to implement the 

'job rotation' scheme. 

9~3 In orier to overc~me such difficulties, it is essential 

that every clepartr:lent/office should have systematic arran Gem en ts· 

suited to their own needs and requirements for affording 

'on-the-job' tr::ining to new entrants. For this purpose, it 

may be necessary ~o sanction sufficient training reserve posts 

to each major department/office, so that the department/office 

may identify 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 Exruliner/Clerk Grade II and their initial posting 

in tre Cash Departmen t is f-.::llowed strictly, vacancies in other 

departments will be normally filled up only by drawing the 

required number fron the Cash Departnent and exposing -them to 

the relevant cOnQensed functional course. In such a oase the 

question of providing trainin,0 reserves to departmen ts other 

~:1an .1..;he Cash Depc.rtoont will not arise. While staff to be 

transferred out of the Cash Department and posted to another 

department are w1dergoing training the relev~t condensed course 

in the Zonal Trnining 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 sanctione ,:1 to the Cash Dopartmen t of the office /branch. 

However, 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 transferred on account of 

lQtC!r?.l f:'J,:"ili ty _ On-the-j ab tr2.ininc to the nO'ltl en trants can 

be provided by lceepingthem on a supernumerary basis for about 

2 weeks and rotating them to work on the core desks under the 

guidance of the staff post"cd 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 checks 

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 departmen tal 

traiLing, who will whenever necessary hold truining sessions and 

desk courses for the trainees to make their on-the-job training 

more effective. The new entrants will be able to pick up the 

work quickly on account of the theoretical background provided 

to then already by the Zonal Training Centres in the recent past 

or ilIWledic..!icly b~fo~e the posting. Once the departmen t has a 

few well-trained persons, replacements will be easier and 

lateral mobility can be arranged more systematicallY without 

causing any dislocation to the working of any department. A 
f 

well organised and systematic on-the-job training will go a long 

way to increase the effectiveness of the condensed functional 

courses. However, such a programme can be successful 

only if its implementation is carried out methodically and 

scrupulously. 

Preparution of Job Cards/Flow Chart~ 

9 ,I;. .!,~ 'J tl:c:c roquiroLlent for succe ssful il:l:p~ .. .Jrlontation of the 

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

mmed learning texts and Flow Charts. Job Cards may be prepared 

for each important desk in a section/department. Description of 

the job may be gi von in the card in such a way that the various 

steps involved in doing tho worle are indica ted 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-j ob training, a canst lllt 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 given p~oper 6~idance and instructions about the 

work assigned to them so that they will. Wld€!rstand the practices 

.:...~~.::.. j;.:::,::,::C:: .. TC2.. It will also have to be ensured with the help 

of training cards and such records that all the employees get 

all-round traininti 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 tht.'8 e functions are entrusted to him in addition 

to his normal duties. The tendency would be to leave the 

trainees mainly to the guidance of their experienced colleagues, 

J.ftcr SOfie il1i tic',l ;;u:'_1,':'..YlcC .~r.d instIucti )ns from the officp.r 

concerned~ The new entrants will also be hesitant to approach 

their immediate superior for clarific:'..tions and guide.nce as they 

would elways find him busy and preoccupied. lilthough 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 



• • 112 • • 

of the defective and wrong practices of his colleagues, (iii) all 

colleagues or even the immediate superior may not have the 

abilj~y to impart the knowlc ~ge effectively, and (iv) the 

colleagues and superiors may not have the time and patience to 

give guiclance to the new hand, burdened. as they nre with their 

own work, nor ,,,ill they be in that frame of mind so necessary 

for training. In view of this it is reconrnended th~t each 

:==ic ;:;/':rc...."'1c~ c..n r1 ~2.ch of the maj or central offic e c1epu:... tmai. ts 

may be sanctioned the post of a Training Officer in Grade B or C, 

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 Trainmg 

Officers may be necessary, one for the General Side Departments 

and another for the Specialised Departmen ts. 

9.6 In this connection a reference is invited to Central 

Office letter Staff No a 14246/23(a)-77/78 dated 21st June 1978 

in terms of which an !lddi ti anal post of Instructor was sanctioned 

sessions =or directly recruited officers in g~ades A and B who 

are on training in the various departments in Bombay. A similar 

post has been sanctioned tc each of the other three Zonal 

Training Centres also for the se~e purposee This arrangement, 

however, has not been working satisfactorily especially in 

Bombay as the dC~Lrtments are spread over in different buildings 

and the number of directly recruited officers is very larg9~ 
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These posts I:lay be combined with the proposed Training Officers' 

posts and the Tr.':-i.ning Officers entrusted vIi th a wider reslJonsi­

bili ty 0f l,,~l~j.~ -: Gfter the on -the-j ob tr2.L"Yl ing of officers as 

well as cleric~l staff. 

9.7 As Qlready nentloned ~arlier, for successful implenenta-

tion of the on-the-job tra.ining scher:le, job cards/flow charts 

for each desk are very necessary. lUthouGh instructions in this 

regard are alrendy there, nothing worthwhile has been done in 

this direction in any of the offices/departments. With the 

creation of Training Officers' posts and ~anning them with 

hand-picked competent officers, this very important work of 

preparing and. continue.lly up-dating job car;ls c oulei. nlso l)e 

entrusted to them. 

9.8 They could also be entrusted with the work of @aintaining 

suit2.blc records in each department to keep a constent track on 

the rotation of ench enpl ayee from desk to desk so th,:'..t job 

rotRtion can be affected systematically and scientifically. 

~") r' 
'.;J.;) 

Officers can also kee~ a liaison with tho Tr~ining Centres and 

provide a sort of Gcner2l feed back to the centres and also 

serve as visiting faculty, whenever rcquirec. 

9.10 It has to be reGlised th2t proper on-the-job trainin~ 

leads to the building up of a pernanent rune highly useful asset 

to tho insti tu tion which will pay· high dividends in the long run 

by way of better output and improved internal working. 

I**********i 
*********** 



2-H APT E R - 10 

INFRASTRUCTURAL FACILITIES, ETC. AT ZONAL TRAINING CENTRE 

Unlike other training establishments 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 train:ing 

insti tutions. Consequently, all that has been done is to find 

out sufficient floor space in the office prenises itself to 

provide for class-room acco~odation for seating 30 to 35 persons 

nnd a room for the Instructor(s). This has, in some Zonal 

Training Centres, placed severe constraints even on provision 

of basic teachin~ a~enities like good seating/class-room 

arr~ngements, blnck-boar~s, fans,lighting arr~ngements, library, 

etc. Apart fron causing considerable inconvenience to both the 

trainees and the Instructors, this pattern of setting up Zonal 

Training Centres has done considerable damage to the cause of 

the clerical training as Zonal Tre.ining Centres have come to be 

perceived as "second-rate" training institutions by menbers of 
I 

staff and officers selected to nan the faculty positions. It 

h2.S been 2.1rcr',~~y ;:~ -t,,':'..t,::--: in Chnpter 7 that officers empanalled 

for faculty positions are generally reluctant to accept posting 

at the Zonal Training Centres. The setting up of Zonal Training - -

Centres on departraental pa~t~~n has also placed severe constraint 

on having recourse to Docern teaching methods and hence Zonal 

Training Centres have been functioning only on outQoded lines. 

10.2 It is essential that this state of affnirs is not allowed 

to continue and that the arrangements/facilities at the Zonal 
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Training Centres are brought" on par with other conparable 

training institutions in the banking ino.ustry. The long-term 

gonl in this rc::;~::."~ B~lJu.l-: DO to run Zon8.1 Trci.nins Centres as 

residential institutions like Staff C()112g~, Bankers Treining 

College etc., so that the Centres will have proper academic 

atmosphere and environment so conducive to ·learning. The 

possib:.lity of t21:::ing buildings on lease basis for this 'purpose 

as an alternative to constructing our own buildings, which is a 
. . 

time consuming process, cou.ld be explored. In the I!leantlrne, it 

is necessary to consiC',er what improvements coulcl be· made in the 

existing infrastructural facilities so as to facilitate learning 

in a more conduoive atmosphere. OUr recommendations in this 

regard are contnined in the following paragraphs. 

Seating arr2.ngemen ts 

10.3 The present seating arrangements are suited for traaitional 

lecture-method of teaching. With greater reliance on discussions 
-

ann. I1')dern teachin3 aiets, tIl.; arrangements will have to be 

suitably modified. For better visual impact and greater 

eye-coptact, 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 

existin'3 roo~s. Ls stated in Chapter 5 it vl.Julc1. also be 

necessary in the long run to renuce the number of trainees 

per channel to 20. 
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10.4 J,.s the class-roons are in the office preDises, in busy 

business 10c<::.li ti8S p t:lCre is consic.er2.ble c.isturbance on account 

of noise all around dUG to passinG vehicles, pedestrians, etc. 

especially in Zonal Training Centres at Bonbay, Calcutta and 

Madras. In New Delhi, the disturbance is on account of the 

members of staff visiting canteen, dispensary, etc. in th~ 

neighbourhood of the Zonal Training Centre. It is, therefore, 

necessary to have the class-room inspected for considering 

whether these disturbances, as also ec~~ing, could be reduced/ 

eliminated by proper acoustic treatoent. 

Desk plates 

10.5 Arrangetlents 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 channel, 

with sufficient quantity of P.V.C. alphabets. 

SugP~y of folders etc. 

10.6 At present, trainees 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 nedium-sized pad 

(instea~ of an exercise book) each, especially as under the 

proposec tr~ining strategy trainees will have to be furnisheQ 

with a nUI!lber 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, etc. has been alreedy strcssed 

in Chapter 6. Suitable arran,;e:1Cnts such £).s wooden stands for 

reading roon with tables anQ chairs for reading the library 

books, nagazines, etc. neeQ to be nade. Suitable record rOOD 

facility for preserving old periodica1s/n~~azines for reference/ 

research purposes shoulc also be available to the centre. 

Supply of copies 0 f 'Functions & ~vorking of R.B. I. t etc. 

10. 8 l~t the stage of induct ion of a new c[l:;}loyee into the 

organisation, he/she is anxious to know as Duch as possible about 

the organisation. In the present 5:week Integrated Induction 

Prograone, we issue copies of Functions & Worlcing of Reserve 

Bank of India to trainees for reference during the course. 

However, under the proposed short duration course, there will 

hardly bc any tine for the trainees to apply theflselves to the 

reading of this bock, especially as the courses are not 

residential. It is desirabl~ to bring out a suitable snaIl 

booklet givlng the new entrants a fairly good idea of the working 

of the various deparruents of the Bank ano. other reI ated natters. 

A number of banks have brought out such publications. Pending 

this, we nay supply a copy of the Functions & Working of Reserve 

Bank of India to every new entre~t free of charge. 

10.9 ilB for other functional courses, we may bring out snaIl 

pamphlets expla1nlllg briefly the functions of the respective 

departnents. For instance, l~ricultural Refinance and 
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Developnent Corporation/Industrial Developuent B2~k or India had 

published snaIl pamphlets on the functions and working of their 

outline of Exchange Centrol in India'. The preparation of such 

pamphlets/booklets may be t2.1cen up in earnest and copies thereof 

supplied to trainees at the conclusion of the relevant course. 

Se:ving of Tea/Coffee 

10.10 At present, trainees have to visit the staff canteen or 

depend upon the canteen boys who visit various departments, 
- -

including Zonal Training Centres, for supply of tea/ooffee. - -
Apart from the considerable ineonvenience involved in this 

arrangement, the time at which tea/coffee could be served to the 

trainees does not some time synchronise with the tea/coffee 

break, resulting in late return of the trainees to the 
- -
class-room. It is recornoended that the Bank should make proper 

arrang~ent for serving tea/coffee to both the trainees and 

Instructors at the Zonal Training Centres, at its cost, during 

tne 'tea-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 

tr.-n.inep.s and the Instructors, vlhich 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. For Induction Course, the 

presence of Manager(Training) and/or Personnel Manager will be 

welcomp at s'1.ch f11!1ctions. This will also :Jrovide the concerned 

departnents/TraininJ Division with first-hand knowledge about 

the views of the participants on traininJ in General anQ the 

specific proJraooe in particular. 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 

adequate scale may be sanctioneQ for the valedictory function 

as well. 

~cursions 

10.12 Excursions were being arranged in the context of the 

lengthy, 12-week training courses, with a view to breru{ing the 

monotony and proviuing 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 provic:'c opportunity for building up good raport with 

in extra-curricular fields and in generp~ promote better human 

relations. It is the general opinion of psychologists alse that 

excursions not only create a diversion from routine but also 

exercise potent influence on promoting better human understnniling 

besides other euucetional value. They are also useful for 

overcoming or defrosting pent up frustrations. However, 

strictly speakine, the proposed short-term courses do not afford 
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. 
sufficient scape for such excursions. The position may, 

therefore, 'be r0viewed to consi.-:er whether it will be worthwhile 

courses in the weG!t-enr'1.., sc:.y, S':1.tur'~.:1Y or Sunday. In case it 

is ~.ecirlec~ to nrr8.l1Gc such outinGs , it is necessary the.t .:il.l 

expenses on tr2.ns~)ort, lunch, tea, etc. nre !:let by the Bank C'.Ild 

that faculty menbers arc associated with the outing, as a part 

of their assiennent in the Zon3.1 Tr~"..inin.= Centre. 

Notice Boarcl 

10.13 Prestosign notice boards of stnn~ar~ sizes, fixed on a 

tripod stand, arc bein~ used. by most of the traininG institutions 

for indicatinG the pro[5r.~TO}mes in session, the venue, etc. Such 
• 

notice boards have become an essenti~l part of the training 

institutions, as they proviae instant information, on the current 

training activity, which especially guest speakers and Central 

Office officials visiting training centres !ilay like to know at 

a glrunce. This is all the ~ore necessary in a centre where more 

than one progreJllr.1e is in session. It is, ther.::;iore, recommended 

that prestosib~ notice boards of appropriate size may be supplied 

to all the Zonal Trainins Centres. 

Residential arrangements for outstation trainees 

1 C. 14 ·l']:,.c :ge.1·}1,~ 1].;::.s T(;S8rVed one or two flnts in t be staff 

colonies at Bom'bay, Calcutt.:'., Madras an:1. New Delhi to house a 

few outstatilJ:!'1 trainees. The members of the Group visi tcf ... the 

flats nt Cnlcutta. It was noticed that they were sparsely 
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furnished. Besides, it w~s represented to the Group that if 

there is/are fenale trainees from outstation centres, only one 

fla t is left fc,:'..~ the use of 6 to 8 r.J.2.le trainees, which is not 

a s ntisfactory arrangemen t. In the mctropoli tan ci ties , it j.s 

bec oming cHfficul t to finel sui table hotel acc ornmo:1ation within 

the amount of daily hal tin,; allowance aclnissible to the cle-rical 

staff. At the same time, it is essential that an employee who 

has come away from his family should have proper lodging (~lJ 

boarding) arran:zements. so that his min~. is free of anxiety and 

tension; otherwise his receptivity might be affected. It is, 

therefore, essential to improve the present arrangements in this 

regard. The Bank may consicer tru{in~ a couple of flats on lease 

for this purpose in any convenient locality, not far off from 

the training centre. The Lxisting flats/new flats may also be 

adequately furnished. It is suggested th:J.t there should be 

provision for a cot, mattress, pillow, a writing tablo 9 a chair 

and a cupboard. per trainee. 

/**********' 
***********" 
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TRl .. INING FACILITIES FOR OTHER 
C.i~TEGORIES OF NON -OFFICER STL.FF 

As 2.1read.y Llentionccl in Chapter 4, at present llo training 

facilities 2re aVcilable to the employees selonging to various 

non-claricel caGres~ such as Typists, Stenographers, Telephone 

OperatJrs, Caret9Jcers/"~ssistant C2retc:C.::ers, etc. It is necessary 

to consider in (~ue courSG provisinn Qf suitable training 

facilities t'J thcse cClcLres, which woul:: help thC:L:1 to iI:J.pr'Jvc 

their efficiency. Our recoITILlendations in this reGD.r(l are 

contninea in the following paragraphs. 

11.2 The training strate~y for the non-clerical workmen 

categories may also be the S2DG as in the case of the clericQl 

staff viz. an induction course at the point of entry into the 

Bank and thereafter functional Gourses tailored accor~ing to the 

requirements of the respective jobs. Even if suitable functio~ 

courses are considered not very essential and also practicable 

for these categories of staff, an induction prograrrme is a must 

for any new entr2.Yl t to the Bank. 

11.3 So far as the induction course is concerned, it may be 

stated that the programne reco~~ended for clerical staff 

consists of two parts viz., part I dealing with induction aspects 

proper, i.e., familiarisin;~ the new entr2.l1t with the banking 

system, the r01e of banks and the Reserve Batik of In~ia, 

organisatiunD.i set-up of the Reserve Bank, role responsibility, 

inter-personal relatio~s, terms and con~itions of service of 

employees, custoner service, etc. and part II dealing with the 
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c1et:1.ils of the \'li,:·rlc of the:: C!)..sh Dcp2,rtncn. t whcr~ the enpl :~yo(.'~; 

vi-II b.:... 'r('(il..:irc:1 t<; VO':;J.'k L:-, .,·,,:li~t.(!ly. rJj'll c;';.:u~' a..t1..on .. R! ·t~a:bm1ng. 

It ".;i~_1 he: ·f',·s::'~·'1~ .. " +~r "'":~P-C'i.':.:t..;.. ~po,~"'!:~f;.~~t~..:.~-thc c~~l,1..:res 

of T:yp.i:-~t~~ 'T1::lcph')n0 -~~:'. t·'r~"J!i;:.t-e. ~·l.ttt. })~~t I ~ the propcrsed 

11.4 For enployees L1 service p thoir ·}ejJut2..tion for suitable 

tr2..ininJ courses which will help in improving their efficiency 

may have to be consi~ered. In view of the small number of 

er:lployees belongin6 to these categories c.md the practic2.1 

difficulties in sparinb their services en-block, it may not be 

possible to run any trninin] programmes for them in the Zonal 

TraininG Centres. Perhaps, deputati0n of these employees to 

appropriate short-term courses conductec by outside institutions 

could be thought of. For instance, Typists could be sent, in 

soall batches, to attencl courses in the English lan.-~uage, 

orG2..nise(1 "by private coaching institutLms. The Typists c>..re 

only H.S.L.C. or S.3.C. e~n'~ with the stress on use of regional 

languabes as IJ.ediur.l of instruction, most 01' the new recrui ts arc 

not likely to have goon comnanc over EnGlish, which is essential 

for the performance of their ~uties efficiently. It is also 

necessary thRt they shoul~ have some systematic training in 

business correspon~ence and filing. 

11.5 ~s reGards 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 



cOl!1municntion skills as they are often the fir.st point of contact 

wi th tJ:D..e B2:l11{ for the outsi(~.c worl~c ['.n~' it is through thei r 

style of rcs~l::nsc th'"'.t the ima;;e of the institution is either 

enhancec_ or lowerell. T·:) be in a position of Greater assist.:?nce 

to the callE:rs, they :::.u~;ht to kncrw n()t cnly- about the telephone 

extension s of Senior Officers nne. ,'iepartElents, but also about 

the broad functions of ~ifferGnt deparn~ents so that they could 

gui:"..e the callors to the correct departnent or officer. Pu~)lic 

relati ems , telephone mo.nners, communicati:~n sIcills, customer 

service ane:' ~levelopIi1ent of the clesirec. hel~ful an:} patient 

attitude are thus some of the areas in which our Telephone 

Operators shoulQ be Given training. For this purpose, they 

could be cte::;,ute1 to sui table programmes run by outsi<e conmercial 

institutions. Pexticipation in the Bank's induction course will 

be of help to them in gettinz a fairly good idea about the 

functions of the various departments of the Batik. 

11.6 As reb~rcs l~sistant Caretakers/Caretakers Grade II, 

their G.u tie s relate mainly to maintenance of the Bank's p:r:emises -

office as well 8.S st?.ff quarters, han_~ing over/taking over of 

flats, etc. A su"'Jstanti21 part of their working time is spent 

in dealing with the maintene.nce staff, other employees/officers 

of the Bank. It woul~, therefore, be worthwhile c.esigning 

suitable short courses for them in inter-personel relationship 

and behavioural 2spects. It needs to be mentioned here that the 

post of Assis taut Caretaker is genernlly filled. by promoting a 
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suit~ble senior employee in subor~in~te cadre. It is, therefore, 

necessary to ~evcte sufficient attentL)n to tho development of 

the incunbc'1t. Since these -employees are olso concernect with 
I 

maintenance of -the B3l1k's prol1erty, it is vlorthVThile consic1ering 

their deput2tion to short courses in civil defence (FirefiGhting 

etc.) or,.:':anisE:;c1 by the State Government authori ti GS. 

11.7 The Review Group also reco-~iscs, in principle, the need 

for provic.in::; suitable trcining opportunity to th e r1ach1ne 

Section staff, subordin2..te staff etc. D.ll1 recornncmrts that this 

may be examinec1 in depth in due course of time by the Training 

Divisicn for necessary action. The priorities demand that our 

immediate attention be devote~ to the tr~ining of the larGO 

number of clerical staff which constitutes a substantial 

proportLm of non-officer staff 8.l'lc"':. from whom we have to build 

almos t tho en tire futu:r.e supervi'Sory an(l officer force. 

/**'********' 
*********** 



C H ~ PTE R - 12 

RO:£!E OF TR.lntING DIVISION 

The or~E~iGation is one ~f the three parties to the ent~ 

trCtininc; scheMe, the :;ther two pc'lrtics ~)oin'3 the trainers 2.11e1.. the 

tro.inecs. The Sto.ff/:r.1anac;er' s Section Clt offices/branches and. 

the Department of A('ninistrntion aIle: Persr:mnel, in zeneral and. 

the Training Divisi on, in l)articul.:~r II at Centr2.l Office level 

have, therefore, an i::1j)crt:-":1t role to pl.:lY to ensure the success 

of the traininG proi·~r.3JTl.mes. It is tho functi on and responsibility 

of the administr2ticn to 10 the work of p12~ninG, ~d planninJ 

of traininG has to be in conjunction with corporate planning, 

man-po\'TCr plannint; ane. cnreer path :;;Jlannin3. There shoulr. also 

be perfect coordination between recruitment, trainiD3 and 

placement. For this purpose the concerned sections in the 

Departmen t of ~:llJ.in.iBtrati:lD an-:1.. Personnel nay be regrouped a."Y]~~ 

reorsaniseQ, if necessary. It has also to be borne in minQ thGt 

a traininz programme will be ccmplete only if it is properly 

supplemen te'1.. by sys tematic ~n -the-j ob tre.i.l1in0 rul("~ job rot2.tion 

ane. ac..equately supported by provid.inG sUI>:Jortin3 services, 

creatin Gas tinulatin.-~ an ~1 satis fyinc: cliIil2.to an:1.. eV:Jlvinci 

healthy policies so as to Q.atch in·'.ivic"'.u8.l I::;rowth with 

or~anisati:Jnal neerls. 

12.2 It is the functi·)l1 of the Trainin; Divisirm to clarify 

the precise objectives of traini.l1Z de~en~ing upon the work 

assignments an'.l placer.1Cnts of the em::Yloyees ['.TId. ir1..entify their 

tr2inin:-; nee·:"..s frem tirJ.e to time and evolve a suitable training 
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strategy, both short term and long term p on the b~sis of the 

training needs identified. The Training Division may draw up an 

annu<.tl '!)'.aTJ "!:c::: +h 1.S !'urpos Q. At pres en t training for clerical 

staff is organised in a highly centralised manner, the Training 

Division t~cing decisions in all matters such as the nature of 

the progran~es to be conducted s the course contents, duration, 

etc. For the effective functioning of the training centres it 

is desirable that the centres should have some say in the matter 

of training designs, course oontents, methods to match require-

ments, duration, etc. 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 uniformity in the conducting of the programmes at the 

various centres. For tllis 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 their activities and also to facilitate adequate 

forwa.rd pl2l..unint:?;. T1:.l.6 usual danger 01 the se meetings degLnera t-

ing into routine meetings should, however, be avoided. \fuile 

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, greatGr emphaSis in such meetings should be on course 

designs, role of trainers, adequacy or inadequacy of orgaYlisa­

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 

trainin.<j s+I'::des:~: evol"red. vlith the same obj ectives in view and 

as a prelude to formulating annual training plan p 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 Zonal Training Centres, the Training Division 

can make an eValuation of the effectiveness of the various 

programmes, Wilich could also be discussed at the annual meetings. 

The same forum may be made use of by the Training Division to 

discuss any modification, changes etc. in the course syllabi 

that the TrJdning 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 

the practical difficulties/problems that the Instructors may 

face in this regard. 

12.3 It is need.J..~ss -GO illdntion t:;]a-~ 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 particular. The 

Training Division should also provide the faculty with opportu­

nities for further professional improvement and gr~wth through 

a variation of roles, for instance by affording opportunities 
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to the faculty members of the Zonal Training Centres to function 

in the othel' training institutions of the Bank like Staff 

Collc.""c·(.~,· • .. J_:',·.· .. ~.·.L·~·.s, ""o~l ' " o-f' :··~ ... c~l·C·Ul·h·-·',·1 ?"''!'\l(";n·~ Pune and _ • • _ _ • ..1 _.", '_.. ..L ___ ~) ~ ..L •• ". _ • • ..!.J u.. ~ ... ..L. 0 P ,_ 

Bankers Training College, Bombay, and through contact with the 

faculty members of outside sister organisations and also through 

special faculty development progr2JIlmes from time to time. 

12.4 The Training Division has also to playa 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 manning new centres if and when 

considered necessary. In the absence of a proper faculty supply 

plan, the training centres may have to work with inadequate 

strength, resulting in adve- 'se effect on the quality of training 

and demotivation of the faculty due to overstrain. Further, the 

training plans may get dislocated, re~ulting in wastage of 

training capacity and a tendency may also creep in to resort to 

adhocism a11d posting officers ~ who are !Jot fully equipped to 
, 

handle trainL11g assignments, as faculty members. It is, 

therefore, of utmost importance that there should be a sound and 

scientific plan to meet the faculty requirements and this 

ros'pOllOi bili tY-will h~vc. to be dis eh~-rgcd by -tlw-rra.tning 

lD1"'.,ris! on. 
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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 

re-sponsi.oility of the Training Division to continually assess 

and analyse the employee population needing various types of 

training and scientifically plan the supply of participants to 

the different training centres for the appropriate programmes, 

so that the staff may receiv~ the right type of training at the 

right time end 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 p:l.rtic.ipan cs are also deputed to these courses on an 

adhoc basis. according to the convenienee of both the depart­

ments and the participants. The essence of the proposed pattern 

of training programI!' '28 , he"lever, is that training should bo 

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 Boon 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 2. particti.lar operational dep.3.I'tmen t at 2. time, So as to 

arr~~ge a progrrum~e pertaining to thQt p2rticular department 

with the uSl1.2.1 stT.'ength of P:J.rt icipe.:nts • This difficulty may 

not arise in Bombay because of the vast Central Office Depertrnents 

located in Bonbay, but the problem will certainly arise at other 

centres. Such a problem may arise at centres other then Bombay 

even in arranging the induction courses, as proposed, at tLe 

point of entry into the Bank. However, in view of the great 

advantage in the proposed pattern because of the relevance to 

immediate work situation and the motivating effect this immedi~~~ 

relevance of the programmes will have on the participants, suci:~ 

practical difficulties, which are not at all insurmountable, 

should not st2.nd in the way of the implementation of the scheme. 

The solution would be to remove the zonal barriers, group 

together the parti0ipants corresponding to the anticipated end 

existing vacancies from as many offices as will nake up the 

usual strength for a progr~me and hold the progrnmme at a centre 

choSGl1 in E.iv:::"l1C8, evenly distributinf;; the V::::':"iOwlS pro.;r~_':;3 

between the different Zonal Tr?ining CeJ1tres. This arr2l1gement 

.would. involve .collectioD9.lldproper. analysis and classification 
.. 

?f.)1a,t·e .. e.~~1~1"ttile· employ:e e, pOpulation o'fall. the.:·o~fi ce s needing 

:·.a~ffe··r~:~·t· :~~P.~s: of . :tr:ai~-i~g" :,~nd'· pla,nn:t;ng·, . pro~ r. tl.r~ing:' and· 

:;~~~!~1~M~1=:til~:t!~'~2:~:~~~f:f::~!~;~;'~f~e 
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res~ective centres. This work has, therefore, to be oentralised 

for effective implementation of th e proposed pattern of tr2.ining 
, 

and the Training Divisi on is the proper departmen t to undertclce 

this work. 

12.7 In view of what has been stated in the foregoing paragraph, 
.. 

it would become necessary for the Training Division to draw up 

well in advance a calendar of various training courses that it 

intends to conduct at the various Zonal Training Centres in the 

course of say next 6 ~ on the lines being dr~wn up by the 

Bankers Training College and circulate it to the offices and 

branches well ahead of time. To begin with, a time-table of 

various training courses oan be drawn up for each calender 

quarter, and in course of time it can be extended to cover h~lf 

yearly periods. The time-table for any calendar quarter should 

be, finalised by the end of the first month of the preceding 

quarter and made available to all 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 clerical staff from one 

department to another. The offices and branches will have 

suffieient time to draw up th~ list of trainees for various 

oourses and also to make alternative arrangements for providing 

substitutes in place of those ~o are to be released for the 

various training programmes. The trainees selected for various 

training courses can be advised of their deputation well in 
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adv&nce and hence can come prepared for meaningful participation 

in the training. The Zonal Training Centres will also be 

receiving the names of trainees well in advance and can make 

ready the course materials, handouts and various 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 

calendar 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 stntements 

and records suggested 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. This statement will be sent by offices to 

the Training Division. Annexure XIV will give an idea of the 

number of clerks likely to be available for training in various 

functional 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 



• • 134 • • 

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 giv8n 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 tru~en in regard to their 

inter-departmental transfer, indication to this effect being 

given by the 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-d~te). 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 showa, in 

Annexure XVI. 



• . 135 • . 

12.10 The statements in Annexures XIII~~~nd XIV rc.l.nting to n 

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 i.dea of the number of candidates to 

be recruited from outside and help to plan the induction course. 

Part II of Annexure XIV will give information about those 

recruits belonging to the combined cadre who were posted directly 

to 'the departments other than the Cash Department and who may 

have to be posted to the Cash Department after exposing then to 

the induction course which has a Cash Department component. 
.. . . ..~ 

With all these data collected from all the offices and branches, 

consolidated and intelligently analysed, it should be an easy 

matter for the Training Division to properly plan the induction 

and condensed functional courses and distribute the courses 

between the different Zonal Training Centres. Of course 

centralisation of each course at a particular centre would mean 

that most of the participants would be from outside centres. . . 
" 

To a limited extent this position is obt~ining even now with 

the courses conducted.on a zonal brsis and outstation trainees 
- .".-

mostly are ma~ing their 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 ln our colonies in bigger 

centres for outstation trainees till such time vie make the 

training institutions for clerical staff also residential as 

recommended in Chapter 10. 

12.11 The Training Division should tru~e initiative to set up 

once again as in the past at every centre where a ZtJnal TrCti!'...~ __ -.":. 

Centre is fUnctioning, a regional advisory committee consisting 

of the local Manager (who may be ex-o:ffic.i:b Chairman) and hee.tis 

of maj or departments like Department of Banking Ope:!.'ati ons e11e... 

Development, Agricultural Credit Department, -Exchange Control - . 

Department, Economic Department and Department of Statistics 

and the Instructor-in-Charge of Zonal Training Centre 

(Nember-Secretary) to deal with the administration of traini:..1g 

at the Zonal TrDinilig Centre within the policy f:!.'ame-work lai~ 

down by t!1.e Bank. 

12.12 Last but not the least is the role of building up 

favourable expectations ar.cl motiyation in ~!le participants. 

In this context it is important that the employees selected for 

training go for pD.r:t:l.ciputing in thc- ~~)rt);gln~::J:~e.s.,ussurcct 

th.o.tT'~ne .. Bc.nk re g.e.r.1..:s thgi r- trc::..initl gTll6~ :tP . .o,Coughl:r 

worthwhile and is taking necessary steps for their proper 

placement after training so as to enable 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 c:;reer path planning for them. Motivation in fact will be the 

res ul t 0 f a multi tude of acti ons the Bank takes in this regard. 

Provisi 0::.1 of adequate and comparable infrastructural facilities 

to the participants will also go a long .."ay in motivating them. 

In short the organisational commitment to training should be 

reflected through the Training Division. 

1**********7 
*********** 



Chapter 
~"_l'_~~a. 

1.2 

C HAP T E R --12 
Sill1MARY OF MAIN RECOVlNE1TDATIONS 

Main Reco~endations 

Training should be viewed us an investment in the 

development of the work-force. It is an effective 

means to provide against obsolescence. 

1.8 The need to develop relationcl skills among the cleri~ 

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. 

1.8 Since a great majority of the Officer cadre at the 

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

within the B~nk, 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. 

3.3 Success of the training effort depends on many 

extraneous factors, e.g. culture of organisation, 

its personnel polici~s, social environment, 

motivation of the trainee, motivation of the trainer, 

etc. Earnest efforts are, therefore, necessary to 

create a supporting climate that would not only be 
- -
conducive to the appreciation of training in its 

proper pex"spective but also contribute to its success. 
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Training should receive the priority it deserves. 

For training cannot achi~ve much if it is viewed as 

merely a ritual. Training activity should receive 

positive comrrdtment, 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, pronotion and development 

of staff. 

~'lell-qualified persons get selected for very routine 

and monotonous job in ~he 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 2nd 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 Cash Department so far as re~ittance 

duty is concerned. The younger generation of recruits 

is not only intelligent and better-informed but also 

more militant. Their attitudes and expectations and 

their concepts of disoipline and authority are different. 
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These are some of the f~ctors for which the 

solution lies in the realm of policy, outside the 

sphere of trcining. No amount of attitudinal 

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 

~onverge on : 

(i) cognitive learning for gaining knowledge in new 
, 

2Xeas and improving eristing knowledge in the 

relevant areas; 

{ii) sy3te~~tic '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 

training; D.!ld 

(iii) Preparatory 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 entrent 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. As 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 b€ of immediate releva~ce to thee. 

4.11 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 pos ted 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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tr8.ining reserves e.re created in the Cash Departraen t 

which can absorb any number of reserveS. At smaller 

centres like Bhopal, Indore etc. not having Cash 

Department, vccancies could be anticipated well in 

advance or kept unfilled till the new entrants are 

exposed to the induction trniuing. 

4.12 Benefit of induction courses should be available to 

4.13 

non-cleric~l staff like Typists, Telephone Operators, 

etc. also. 

Functional courses~ All 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 dcpartmen ts and should be 

of 2 to 3 weeks' duration. 

(i) Banking Department 

(including staff/establishment 

section/estate department - 21f2 weeks 

(ii) Issue Department - 11f2 weeks 

(iii) Exchange Control Department - 11f2 weeks 

(iv) DBOD, DNBC, DICGC, IFD - 2 weeks 

(v) ACD, ARDC - 2 weelcs 
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Having regard to the profile of the candidates 

joining the Bank and the need for their proper 

orientation, it will be desirable th~t tr~ining 

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 

4.18 

work, it has become necessary to devise a conscious 

and organised system for providing on-the-job training 

in the departments. 

No changes are suggested in the existing preparatory 

course, which is designed e~d conducted on the basis 

of the. agreement with the Employees' association. 

The placement and rot~tion 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. In 

that case, an employee will have an opportunity to 

attend 3 condensed courses at intervals of 3 to 4 

years till he becomes eligible for taking part in the 

preparatory course. 

Employees in the cadres of Clerks Grade I/Assistants 

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 ere eligible for being empanelled 

in the cadre of Staff Officer Grade A 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. 

5.11 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 time to time, as also to tackle the existing huge 

back-log. In the circumst2.nces, the training capacity 

may be suitably augmented by increasing the number 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 

5~151 
7.7 

5.16 

CD.lcutta. Additional training centres mey be opened 

at Nagpur Office and Hyderabad Office, th e latter with 

two channels. 

Faculty members 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 th~t 

will have to be used in conducting the courses, the 

training capacity of each channel may have to be 

suitably reduced; 



. 
• 145 • • 

6.5 Lecture method will have to continue as the mainstay 

in the clerical ~raining courses. Sessions could, 

however, be made a two way traffic, as far a~ possible, 
\ 

by encouraging discussions. Faculty m8mbers should be 

suitablY trained to make lectures more effective and 

absorbing. In the short duration courses, the lectures 

will have to be necessarily supplemEmted by appropriate 

background reading/study materiQI. 

6.8 Tho present ess~y type of written tests neither 

facilitate learning nor provide satisfactory ncasure 

of the learning that has taJ.cen 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. 

6.9 Efforts may be made to develop programmed learning 

material in some of the intricate procedural areas 

wi th the assistaIlce of experts, say, fron NIBr,,{ in the 

initial stages. 

6.11 Zonal Training Centres should be equipped with nodern 

audio-visual/visual aids like glass-boards, magnetic/ 

flannel boards, prestograph display boards, overhead 

projector, etc. 

The use of modern audio-visual aids would require 

intensive pre-training of faculty IDeDbers in the use 
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of these aids and creQtion of ~ centralised audio-visual 

c'ell, for preparation of tll c charts, slides, trCll1SperE::n .. 

clic'!?, cT."!. unr1.cr exp~:Lt '.3ui(.l2~:ce; this is necessary 

because preparation of audio-visual I18.tcrial requires 

lot of imaginatLm for creating proper visual inpact. 

Tho expertise being developed in th8 College of 

Agricul tural Banking in the sphere of audio-visuals 

could be profitably shared by the Zonal Training 

Centre s als o. 

The revised film on Reserve Bank of India nay Oe 

brou0ht out in both English and Hindi versions. It 

IDc:.y also be considered whether we could brinz out short 

filLls in specifi0 operation2.l areas of Issue and 

Banking Departnents. The mcl{ing of filns nay, however, 

bE:: c011fincd tc those operational areas/aspects which 

are not lilC€::ly to change naterially for sufficiently 

10n3 period of tine. 

In th(: contex'u oj:' th e short clu.:ca tiorl co urs os, 

prep.1.ration of the right typ;:; of study material 

assunes crucial import::mce, Q.S tr[~ining time 

could then be devoted more effectively to explaining 

or clClXifyint; areas where c1ct;-~iled exulanatitOn/ 

clarific~tion is necessary for better understanding 

of th e sub j e ct. 
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Thsre is need for enlC".'.rging the library f8.cili ti eS and 

for purch.:::.se of fincl1ci<?l journals, etc. p an initial 

~;r8.nt ·~f Rs. 5~, 000/ - and n.ml,ll[',l recurring ,3rant of 

Rs.2,000/- TIay bo ~2de. 

7.2 The class -rOOD sessions re quirecl to be hc:mdled by nn 

Instructor should be not more th!Jl1 2 h~)urs a dC:W, 

becnuse the te2.ching faculty should hElve enough spare 

tine to prepare their talks, other te~ching Daterials/ 

handouts, etc. anel continually updC'..te their o\m 

knowledge and data. The f~culty strength at Zonal 

Training Centres should be reviewed accordingly ~1d 
- -

increased suitably where necess~ry. 

7.3 In the proposed trnininz arr2 ngenents with quicker 

turn over of c au rses 1 it 'Vlill be n eCeS82,I'Y tD pri)vic~e 

a suit2.blc cO:-'lplenent of stLl:L' for 100~{ing after 

Qclninistr2.tive and oth er miscellaneous itel:J.s of worle. 

7.4 more is need for equalisation of opportunities and 

other faciliti..::s, and rot1.()vc~ of Jispc:ritics in the 

quantum of work-lo~d, tc the extent possible, in all 

tr2.ining institu.tions of the :S.:m~c. A syster.1 of 

rotntion of the faculty frOB Zonal ~'co.il1ing Centres 

to other Colleg~s and. vice versa 02.y be introduced. 

Tho present eligibility criteria und nethods of 

selection of officers fer the f2.culty assignI18n t o.lso 

call for revi ow. A second-class graduatc/post-grccduu te 
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officer, with sound knowledge of departnental work and 

pass es~ing apti tud.e for teaching ar~d cor:E~unication 

abilitiGs r.my scrVG th8 J)urpos3. The vlork of 

sele ction may be entrusted t'J an interno.l Selection 

ConnitteG, consisting of the Deputy Governor/Executive 

Director, Manager (Tr~ining) and Principals of thG 

3 Training Colleges. 

7.7 There is an inperative need for giying intGnsive 

tr2.inin g to the In structors 8.t the tiDe of their 

incluction as trainers or soon thereafter. Opportunities 

for further growth through participation in Trainers' 

Forum, Cc.se Workshops, etc. nay be provided to the 

Instructors. An annual confe~ence of Instructors 

attached to Zonal Training Centres may be organised. 

7.8 Relirunce on departmental or outside speruters for 

h2.ndling sessions in Zonal Trainin~ Centr~s nay be 

ninimal; but it r.J.a~T not be clesir2."J:lle tc totally 

elLminate guest speakers. 

7.10 The faculty should h2ve a fD:ed tenure of 

assigE~ent ranging between 3 and 5 years, as at 

present. For maintaininG continuity, not more" than 

1/3 of the menbers should be withdr2.'A/l1 at a tine. 

8.5 The systen of evaluating indiviclual tr8.inees may be 

done away with, so as to avoid creatin:s sone sort 

of psychological barrier to free learning and taking 

ini tiative. 



9.1 I 
9.3 

• • 149 • . 

In order to assess the utility of a training 

programme and to bring about improvements, a 

qne C1+j. ,:,nT"Fttr~ M.ay -.Je completed by the train eea 

without giving names and signatures, so as to obtain 

a feed back from the trainees in regard to the quality 

and usefulness of the progrmune, its objectives, scope, 

content, methodology, time ellocation, etc. 

The institutional training should be followed by a 

well-planned and systematic on-the-job departBent~l 

training programme. For this purpose sufficient 

training reserve posts should be sanctioned to each 

~ajor department/office. 

9.4 Job Cards may be prepared for each important desk in 

a Section/Depar~ent. The card may describe the job 

in a systematic sequential order in which it is 

performed. 

9.5 For successful inplenentation of the scheme of 

be kept on the development a::.1d progress of the persons 

during. their dc;partmental trc.i.ning and even thereafter. 

The existing arr2.!1gcmen ts in ... :1Johis regard suffers from 

a number of lir.li to. tLms 2 .. l1d it would be desirable to 

sanction the posts of Training Officers (in Grade 

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

Centres should be on par ,,,i th other cOf;lp.:xable 

tr2.inin,3 institutions. The l:::::n;--ter~ goal in thi s 

regard would be to run Zon21 Training Centres as 

residential institutions. }1oanwhile , suitable 

improvcoents should be nade in the existing 

infrastructural facilitic£ like improvement in seating 

arrangements, acoustic trea~ent to eliminate 

echoing and disturbance on ~ccount of noise, provision 

of desk plates, supply of folders, improvement in 

library and reading facilities, supply of Bank's 

publications, serving of tea/coffee, etc. 

Training Strategy for the non-clerical workmen 

categories may also be the sruue as in the case of 

clerical staff, viz. induction course at the point 

of entry anQ functional tr8ining thereafter tailored 

to the specific jo~ requirement. 

12.2 For effecttve functioning of the training centres 

they should have some say in the matter of training 

designs, course contents, tecching methods, course 

dur~tion, etc. Training Division may play the 

role of a coordinator for the Zonal Training Centres 

and ensure uniformity in conducting the programmes. 

Tr2ining division should maintain proper rapport with 

the Zonal Training Centres and for this purpo se hold 

periodical meetings with faculty at different centres. 
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12.3 Training division should maintain a close liaison with 

all the training insti tutions of the Bank as also 

outside i~stitutions, so ~s to provide suitable 

opportunities for growth to the staff in general and 

the faculty in particular. 

12.4 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 

Trnining Division. 

12.5 Training Division will have to assess and analyse the 

employee population needing various types of training 

and plan tpeir supply to different training centres 

for appropriate programmes, so that the staff might 

receive the right type of training at the right time. 

12.6 For conducting the functional courses, which have 
- , 

direct and immediate relevance, if necessary, tho 

Zonal barriors may be removed m1d the participants 

from various offices grouped toge-"her for makil'l5 up 

the usual strength for a proGramme and distribute the 

various programmes between the different Zonal 

Training Cent~os. This arrangement would involve 

collection and proper analYSis and classification of 

data about the employee population of all the offices 

needing different types of training. The requisite 

spade work in this regard may be oentrelised 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 

training and linkage bctvleS1J tr:::'.ining and career 

path planning, provision of 2.dequate infrastructural 

facilities to the participants, etc. The organisa­

tional cornmi tment to tr2.inil1g should be reflected 

through the Training Division. 

1***********/ 
*********** 
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The Group 1s thankful to the GO\lernor (Dr. I.G. Patel), 

Deputy Governo!.' (~l'1:ri ",R, 1..ll1gia) "'..~("1 EYecutive Director 

(Dr. A.K. B8Jlerji) for their ao.yicc C;.~;c1 gu1dance. 

14.2 The work of the Study Group ",as materially facilit2.ted by 

the discussions as also the cOID.l!lents received from the various 

offices. The persons whom the group met have teen numerous and 

it will be diff'icuJ."t 'co mention their names here individually. 

The Group is particularly thankful to the Nanaging Director of 

Agricultural Refinance and Development Corporation (Shri M.~. 

Chidambaram), the Chief Manager (Shri K.C. Banerjee), the Chief 

Accountant (Dr. M.V. Hate), the Officers in charge of all the 

Central Office Departments, the General Manager of Deposit 

Insurance and Credit Guaran teo Corporation, the ManageIS of Bombay, 

Calcutta, New Delhi and Madras Offices, the Principals of the 

Bank I S Training Colleges , Faculty Nenbors of t1.G Zonal Training 

Centres and all other offic '"'1:'S and staff \-lhom the Group met 

the valuable suggestions marl..:::. Th.e GT JUp is .J;hc.;.nkful to tho 

Managors/'Officers-in-charge of the :3 an 1: , s other offices at the 

centres not visited by the. Group for the comments and suggestions 

forwarded by them~ The Group also thanks the Principals and 

Faculty Members of the Training Establishments of other banks 

visited by the Group ana the Manag~uent Experts, listed below, 

for the opportunity afforded by them to the Group to have 
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valuable discussions with them :-

a) 1) Shri S.O. :~aioh, PrlnciI)aJ., Un! ted Eal1k of India 

b) 

Staff Training College, Calcutta· 

ii) Shri G.R. Deeksnit, 1'l'incipal, i....i...Li::UJ.CLOci.d .Diink ~.)-i:;.:.....:..i 
College, Calcutta 

iii) Shri V.T. Kameshwaran, FacUlty Leader, Central Bank 
of India Staff Training Contre, Hadras 

iv) Shri R.G. Mijar e~d other faculty mOQbers, 
Bank of Maharashtra Staff Training College, Pune 

v) Smt. R. Rajpal, Faculty Member with specialisation 
in Behavioural Science, Central Bank of India Staff 
Training Centre, New Delhi. 

vi) 

i) 

ii) 

iii) 

iv) 

Shri B.L. Roongta, Principal, United Commercial 
Bank Staff College, Calcutta 

Dr. Y.B. Damle, Director, Management Services ~partDent, 
Reserve Bank of India, Central Office, Bombay 

Shri ~.V. Deshmane, former Director, Management Services 
DiVision, Reserve Bank of India, Central Office, Bombay 

Shri S. R. Nohanc1as, Specialist in th e area of 
Industrial Relations and Personnel Management 

Shri Sharu Rangnekar, formerly Chairman of 
Searle (India) Ltd. 

v) Shri N; 1T8. ghl1.. 1 , Ex:(.~utive Di:t'ec·tor of Central 
B8.nk of india (iormel:iJ- i.irGctuJ... U':' :i.L':':3Iil). 

14.3 i ... special word of tha:1ks is due to the faculty members 

and ether staff of the Zonal Trc~ning Centre, Byculla who 

provided secretarial assistance to the Study Group, particularly 

to Shri P.R. Krishnamurthy and Shri G.K. Sharma, faculty members, 

for their ~luable assistance, as also to the officers of 

Central Agricultural CTedit Department, Department of Banking 
/ 

Operations and Develop~ent and Exchange Control Department for 

their assitancc in the finalisation of the course syllabi. 
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14.4 The Group received active cooperation qnd valuable 

assistance and guidance~ ~rom time to t1~e, ~rom Dr. V.ft. C~rvan~o, 

Officer St8.ff, which considerably fo.c iIi tated the working of 

the Group. 

14.5 Manager (Training) RI,ld the staff of the Training Division 

extended activo suppor't for tho effoctive functioning of tho 

Group. Manager ~ 'k.ralning)",as particularly helpIul in ar:cangl.:ug 

for discussions with outside exports an~ took active part in the 

deliberations. The officers and staff of the Training Division 

extended their active cooperation in promptly collecting and 

furnishing to the Group vexious statistical information needed 

by the Group. 

14.6 Tho working group derived the satisfaction of coming 

across discernible evidence of unan~ous zeal, concern and 

awareness shown by the various persons consul ted, about tho 

need and importance of training in mobilising the talent and 

training itself in the overall org3l1i-:atJ onal frame-wo~k and. 

the personnel function in tho Bank. Hopefully this encouraging 

trend should be a matter of satisfaction to those in the Bank 

concerned with personnel and training policies. 

The opportunity to conduct the Study was also a rewarding 

experience to the members of the \ilorlcing GrOu.p4 

'*'***~H"****i 4-ll-**-r.-****.)Hfo 
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.A NNE X U R E - I Re f : Para. 1 • 16 U Oh t 1 
::::"p-a-g-e""'-T1'li:-2~~ ap er-

QUE9TIONS FOR DISCUSSION 

l'1b.a t in your <J:;Jinlon, should be the obj ectives in providing 
training for the Cleric~l Staff 

a) with a few years' eXperience in the Bank and 

b) new ontrnnts 
viz. whether (i) knowledge, (ii) skills, 
fiii)~fi.~ti tude I.~ ~iX~~ ~Mdg&l~o~.i,~~p~~1;!2 ... 

If E!Q. ~ +rta.wt~ tlJJ\i119a~':'t~ Pf1.~t:b~~llr.~~rpYtt~ .. 

Do yo~ feel the existing training pro!~es meet these 
requirements? 1 \ 
a) If not, in \'lhat areas can ir1provo#ents~~e brought. abo~ t? 

b) If not, what in your opinion are fhe l\cuna e/deficiencle 
t " 

a) In your opinion what will be the fest ~y to provide 
training to the Clerical Staff? 

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

c) 1'lhat in your vi e \'1 , will make training p!:'ocess 
interesting and useful to the staff? 

4. a) Please indicate the existing 'on-the-job' training 
facilities a,vailable in your office/department/division 
to various categories of staff and whether any civision/ 
cell/officer is spec~fically assigned the task of 
}"I:l:J:::.r'-=::"~1; ~-,r:.~:":"::"8ul/i-::':'::--::'Y;~j:;1,)' trc_i.!l'::'r\:; to :;:e-:csonnI31 
newly inducted into the Department. 

b) Do you consider the existing 'on-the-job' training 
arrangements to be adequ~te or satisfactory? 'If not, 
kindly in~icate the direction for llJprOVenent. 

c) What efforts ~re required in the department "to ensure 
that the le~l~ing acquired in the tr~ining course is 
not only sustained, but nurtured further? 

5. What suggestion would you make regardins Departmentc.l 
training of employoes? 

a) 1,lh.ether this shou.ld be left to the rosp onsibility of 
the Sectional in-ch2.rge (Staff Officer Grade 'A')? 
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b) Whe ther thtire should be a lcnowledGeable training guide 
for each najor department? 

6. ~'iha t should be the frecnency of training opportunity to 
Cleric?l ~tc.f:P jT} "the E_".nJ~'s tr~,JninG establishments? 

7. For meeting the objectives of traininG (cf.Q.No.1 above) 
what should be the duration of tho InQuction Courses 
(viz.pfor new entrants)? 

8. vlhether the Induc·tion Courses should give the trainees -

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

OR 

b) also give an idea about banking LTl general. 

OR 

c) whether emphasis should be on telling-them the service 
conditions in R.B.I.~ motivation as)ects besides an 
overview of the Bank. 

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

OR 

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

Only at the Officer level. 
is 

b) If it/desired that some management behavioural input is 
necessary even in clerical traininG courses, what type 
of input woul( you recommon~? 

(i) for neW recruits; (li) f~r Staff with a few years' 
experience. 

10. What do you feel will be the advnntages to -

a) the employees and b) -;;he Bank 

in introducing the aforesaid management concepts at the 
clerical level? 
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11. What ty~e of training should follow the Induction Training? 

viz. On sp e C'1_fic jobs. 

ca 
.A general faI!liliarise..tioTI round of the Departm.ents before 
being put O~ spcci£ic jobs. 

12. a) vlhether in resre ct of subsequent training programmes 
after the Induction Course, there should be an element 
of selectivi ty? 

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

13. ',t/hether thc cxisting Special Courses for Senior Clerks are:­

a) adequate in course contents and coverage. 

b) not relevant and can be dispensed with. 

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

14. \fuether in tensive capsule courses should be followed. by 
a quick round of t~aining in selecte~ seats? Suggest the 
duration for such capsule courses e~d the training in 
importe.nt scats. 

15. Do you feel that on return from tre..ining the employees work 
with better sense ofQ~derstanding,show inquisitiveness to 
learn new tusks, etc. 

16. How far in your opiniol}, the existing insti tutional traininl 
pr0g~'a.L.ll.l~3 havc; 0.C1i.h: .. r~L:6d the. (jJ:.i\"..Lu.~':'vJ..i...:..l UJ.lc:. ac..winisJ~rati ',TO 

efficiency of the Bank in general and of your department in 
particular? 

(1) To a great extent a 

(2) To some extent. 

(3) Hardly perceptible. 

17. 'fuat is the general impact of training on the employees? 

18. What are your views about the arrangements that should be 
available-L~ the training establishments having regard to 
the physical e~d phychological needs of the training? 
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19. What are your views in regard to the selection of the 
teaching staff and their own development in the area 
of training ~ 

20. 9.) Whe.t sh)t~ld. b/3 the o~enure of the teaching staff? 

b) Should there be a f core ' complement or should all the 
members be rotated at peT.iodi~al intervals? 

21. a) Apart from existing library facility at the Z.T.Cs. which 
comprises of Books, Bank's Publications, Journals on 
banking, Commerce etc. and Dossiers on various depart­
ments, '<lhether you consic..2J:' th3.t 2l1Y other variety of 
study material should be provided to the trainees? 

b) If so, what should be the nature of such stuo.y material 
and whether these should be provided 

i) a few days before commencement of training 

OR 

il) during tre.ining 

OR 

iii) for the post training period? 

************')fo 

COURSES CONDUCTED BY ZON.liL TR..h.INI}:G CENTHES 

The Zonal ~J"~:ti"l');Ylo7 Centres oJere estqblished in the year 1963 and 
0. I; l-il.'(;: i:> ell t., L; U i!L! u.l.;\J tlJ.IS;O II u-w ilJo \j v;';'~o':':; (;lJ ..z o:c cl';' f.z\;:;:., ':::l1C C Q. "!; og a­
ries of Clerical Steff of the Bank. 

Particulars of the 
Course 

1. Integr~ted Induction 
course for Clerks 
Grade II/Coin-Note 
Examiners ~rade II 
either newly recruited 
or who have not 
completed one year's 
service in the Bank. 

Duration : 5 weeks 

Course Objective as prescribed by 
Cen trp.l Off ic e 

To introduce the trainees to the 
institution, to explain to them the 
main features o; of the working of the 
Bank, its place in the banking 
system of the country, the employees' 
conditions of service and the nature 
of the wor~{ they are likely to 
perform. The whole idea is that the 
employees should not find themselves 
at sea, as it were, when posted to 
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2. Inte~rated Induction 
Cours e fOI' 0.i.ei:Kd Grade 
II who have completed 
more than one year's, 
service but less than 
five years' service. 

Duration : 5 weeks 

3. Special cOurse for 
Clerks Gr.I/Gr.II 
(service usually 
ranging between 7 and 
20 years .inr1iheP l~ ',:." 

Bank) attached to Group 
I (Gener2.1 Side) 
Departments. 

Dura ti on : 6 weelcs 

4. Special Course for 
Cl~~~,::; G·.;,. .. : ~." Gruups 
II and III (specia­
lisec departments) 

Duration : 6 weeks 

5. Preparatory tr,J.ining 
course for Clerks Gr~I; 
Stenographers; . Econoni c 
ABo':;'s 'iJaJ.10.:; j-~;";. ~:"~-:-,~3ar­
ing for the exanination 
for empanelncnt to the 
cadre, of Staff Officers 
Grade '.A'. 
Duration : 12 werking 

5 • . Annexure - I (contd.) 

their respective departments and are 
ca:;::able of unc"'e~st211ding the signi­
ficance, in the whole scheme of 
things, of the wor1::: th2.t they are 
called upon t,) undertaJ~e from time 
tLJ w~ .... "". ...,~ ..... ,-- -' .~~.lr.~ L.~J:'~C;~i':"'~"';' ~l'C 
from the common cadre of Clerks-cum­
COin/Note £x?Jl1iners the creater 
emphaSis of tho course is on the 
Issue Department as they are expected 
to be posted in the Cash Department 
in the early part of their C2.reor. 

Same as above. A separate channel 
is being run for the employees who 
have coopleted 1 yo~r in the Ba~k 
but with less than five years' 
service to clear the back-Io~ of 
clerical staff \<lho have not unJer~ore 
any training. 

1~ intensive course with Speci2.1 
emphasis on the working of the 
General Side departments. This 
course is intende(l to wiclcm their 
general baokground anc'L underst311ding 
of the intricacies of the procedures 
followed by these departments and 
thereby to equip them for shouldering 
higher responsibilities in due 
course. 

.;jame as above. Emphasis on functio:$ 
..,.....,. ... --~."..., • -"-.'"f 

8.:..~ ., ""..t...lI..~lb ............ ..J.J..)""";, J.., ... ~..;v, ......... _1 - ... ~ ...... , 

IFD etc. 

~c objoct of this capsulc course 
conducted between June and September 
is to provide an opportunity to 
prospective candidates to get their 
d.oubts clarificc. through discussion 
oriented sessions spread over 12 
days per batch, on R.B.I. Act and 
functions and working of R.B.I. 

clays 
************** 
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TE.ACHING .AIDS/METHODS CURRENTLY .ADOPTED IE THE CLERICAL TRAINING 
PROG RlJ1MES 

1" Lcc.f;urcs ~ll'jvTi:r:~; scope f''Jr oU:Jst5_c:r:s ,:md. o.iscussions. 

2. 

3. 

4. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 
, .­I:;). 

Discussion-oriented lecture sessions (for Preparatory 
courses) • 

Group Discussions. 

Panel Discussions (for Proparatory Courses). 

Trp.in co tal'cs 

Films. 

Practical visits to operational departments. 

Review Sessions. 

Library faCilities/Study hours. 

Excursion for courses of 6 week duration. 

Use of illustrntive charts in a limited way. 

Use of proforma books and registers, specimen forms etc. 
as aids to lectures. 

Problems/Excercises for solution. 

Tests. 

ciiw:u,.La. t...L.0l! llioue.l.s V"~z. a model practical exercise has 
been tried·out at one of the trainin~ centres on balancing 
of day's Accounts in D.,L::.,.D. Suc": a nodel is being develo­
ped by other centres. 

****~.****** 
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Existing Syllabus 

INTEG&\TED INDUCTION COURSE FOR CLEIDCS 
Gru~E II/COIN-NOTE EXlJ1INERS GRADE II 

Role of money in the economic process 

(contd. ) 

RBI as the Central Banking Authority - Tr~diti0nal 
and Developmental ~Unctions 
Organisational set-up of the RBI 
Negotiable Instruments - Cheques 
Prin ciples of Double-entry Boole-keepinG_ 
English - No"ting ~ iJre.fting 
Staff Regulations 

Deposi t .A.ccounts Department 

Functions and Organisation 
Bank's Accounting Procedure 
Current Accounts 
Remittance Facilities Scheme 
Short Credits, D.D. Purchased, Payment Orders. 
Loans and AdvffilC es 

Pub~ic Accounts Dcpart~ent 

No.of 
hours 

2 

2 
2 
3 
3 
2 
5 

1 
2 
3 
1 
1 
1 

Functions and Organisation 1 
Receipts and Payments on Government ~ccount - Reporting 
of figures 3 
Clearing House 2 

Secu.l:i ties Dep~rtM'J!'lt : - Fu::.. ctian sand Org2.nisation; Sale 
a;ilu~·~~-C:~;~·~-v-::-:;-v,-,u.r~Lies, Treasury Bills etc. 3 

Exchange Control & RBI : - Obj ective & Management. 4 

Issue Departmen t 

Functions & Organisation 1 
Assets and Liabilities 1 
Currency Chests & Small Coin Depots - !-lechanism 2 
Cash Depar'tmenli - '£'unctions - Vnults and importance 
of sccuri ty aspects. 1 
Cash Department - Receipt and examination of fresh notes 
~d coins fr6m the Currency Note Press and Mints 
respectively. - 2 
Cash Department - Pac~.(ing and Despatch of remi tte.nce 
of notes and coins 1 
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Potdars "on remittance duty - duties and res:Jonsibilities. 1 
Cash Department - Receipt of soiled note remittances -
Note E--Ae.minat5.on SGction - Coin Shroffing Section -
Rece1.pt, :?ayment 8.~1·~ Exchan,oe Counters, Box Balance. 4 
Cla ;)iIA Se c~~ ~n - 1 
veriI~c~t~on ~eCG~on ~ u~v Sec~ion 1 
Resource 8ecti:-r. 2.n:l RGmitta . .nce Section 1 
Accounts Section 1 

Public Debt Office 

Functions and Organisation 
Forms of Government Securities - Characteristics 
Y!0?,tat1.oTI of New Loans - N.N.~l. 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.O.& D. 

What is a Bank? Recent Developments in Banking. 
Functions & Or6anisation of D.B.O.D. 
Supervision & Control of BanIta. 
Regulation of Credit - Bills Rediscounting Scheme 

1 
1 
1 
1 
1 
1 
1 
1 
1 

1 
1 
2 
2 

Functions and Or:~artis2.tion 1 
Rural"Credit - Role of RBI, SBI & Commercial Banks 2 
Produc·Gion-Orientec. System :Jf credit supply- Industrial 
fina.ncin". th,..,....."'":~ r:'''C'~8"!'ati'Ies, 2 
10ng lIel.'ili. It:rlU..li1g IUJ: 0'61.'l.cu.l tu.r~ 1 

I.F.D~ :- Finance for Small-scale Industries 1 

Statistics Department : - Functions and Org2nisation 1 

Central Office Departments 2 

Mnnag~_nt_eQ~yice? Division 2 

I.D~B.I. & UcT~I. ~- Functions and Organisation 

A.R.D.~. :- Functions and OrGanisation 

D.I~CoG.C. :- Functions and Organisation 

1 

1 

1 



Practical Training 

• • 

Visit to DAD~ PAD, PDO etc. 
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"r -1 c- .• ..f- -f-..... ,~"., - .... -. "'-'1"" •. ;. _.... .~.L TT".,), t,., r .- -- ....... - ........... --:,.., 
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Note Examination Section/Shroffing Section/ 
Verific2.ti·Jn Secti::m/Claims Section etc. 

Miscellaneous 

Inauguration and Introduction about the Training 
Programme. - , .., .. .• ' -. " --'-:'I I,:-r __ ~~.i."''''''''"'' u(,,;..., ...... .;..l..~ 

Written tests 
Film show 
Library Period (daily' 
Group Discussions 
Trainee talk tips 
Farewell 

10 
(2 days) 

10 
(2 days) 

2 
5 

12 
1 
112 
2 
1 
2 

SPECIAL COURSE FOR SENIOR CLERKS 1..TTACHED TO GROUIB II & III 
DSPARTMENTS - LIS T OF TOPICS COVERED 

Subject 

Appreciation sessions 

Scanning the bo.n~:ing industry environment - socio­
economic setting - dynamics of banking in the context 
of national plans - an overview of the bc:nkinz -Qnd 
econr""lic trends including R.:;ional Rural BaJ.11cs. 
F:.J.'1rt:i ::'1']8 2.:;'1.~ I.,r-)li::i:;,,~; of R..:."'3I spocific;o:,lly 'l,Jith 
reference to its developmental role as the central 
banking authority. 

Legal Background 

An overview of the Bankin [; ReGula tic::n i-a.ct 1949 
(including its application to cooperntive banks). 
RBI Act 1934 - Some s2.lient features 

General Banking 

Important provisions of Negotiable Instruoents Act 1881, 
particularly payment and collection of cheques, 

No.of 
hours 

2 

2 

4 
4 

endorsements, etc. 4 
Banker - Customer relationship 2 



: 10 Annexure - I (contd~ 

Dep£.3i ts 

Procedural ~ld technical as~ects of deposit accounts. 
Nark" ting an d public relati"ns aspects of deposi t 
r'nhL.:.8:=t.t5 ""Y' 

.uo..t.~l.Iol.T.l.I .. - .J..;YJ!<;;;~ v-'- ''':~''lAJ.1H:i .J..·~y''''-...L.:'':t;U "G -;..~ .::,· .... "'.JILli .. !;t.:...: 
by ba.""l1c3 and their scrutiny, 

2 

2 

2 

Ce::'leral princ:Lpios ui lendinG 2 
Loans a:ld advEmces ago.lust V8..rious types of securities 
SUC!l an pledge and hypcthGoaticm of produce, bills 
"""'"Y' ':'h.'"1.11 pel :=tJ1 d. clis c Ol"'.I1·;~ed J supply bill s ~ advanc es against 
shal:es, go.J..u, ::-':.LAt;CL Q",p6si t receipts and against hi~'e 
purch3.se agreements ~ e tc o 6 

(;·e:118::-a·.I_ P:::'i:lciples, analysis of balance sheets of limited 
compa.nies; prepo'I'2..tion of cash flow statements, interpre­
+;atLan' aI.'· ~'3.tioc (on.:;) practj cal exercise will be worked 
Ol1·'- "t,-- O"(;> 1)2·c..L.icipap·'·\ • l.o _ ." ~ l. _1 .. •. u. • l.o ) 

O~:,gailis8.t:i.o:rl ,xlc1 .f:\l.nci:5.ans of the Foreign Exchange 
:,\~:::_·2.::··~:-::c . .l t (if C,)jjTCflC :1:,c5a 1 banks - func tians and workinG 
a~ j.~'par~s~. eXi' orts, foreign remi ttanc es an d foreign. 

6 

;:;:'::"""'("1. sect~i .. ons .~ Returns required to be submitted by banks. 4 

..... v IJ._ ...... b "-"'"'-~......... ......- -- ,,···-· ... 0 

H5.ndi - Not")'1E'.[J~<1.l..d..raft1~g . 
RO~;_G of ElL .. Go::' :i.1Y"'ce is suinJ au thori ty ~Bric: c1iscr iptiol1 
of tlJ e wo:::-:::;.ng 0 i' Is S1..'..e DepartmGn t wi -ch reference to 
RBI Act) 
RBI as }3-:1nk;;:;::3 T :0al:'~;: (13:r'ief description of the working 
of DAD, oon80 lido. tion of accounts e-tc.) 
RBI aB banker to-~o~Grnnent (Brief description of the 
\.vork:L.lg of ?AIl,; c:ol1s01idation of Governl?...ont .Accounts 
c;.,. \..i~.J,.i:i ,.I.~Cl :5.!:-'lA- I 

Hanageh'ent of Public D9bt by RBI (Brief description of 
t~G 1,Arol'king of PI'O, Secretary I s Department and Central 
Dzbt SC!otion) 
RC''1 .. o of EBl: in o..dministering EXchange Control (Brief 
descr:Lption of the objeotives and working of Exchange 
UO:::ltrol) 

6 

2 

1 

1 

..• 
I 

1 

1 
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Department of Banking Operations & Development 
Functions and organisational set-up of the DBOD 2 
Branch licensing· policy - with specific reference to 
provisions of section 23 of the Banking Regulation Act, 
1949, scrutiny of applicati00s for opening of offices 
.. ··.~l"j.-; ~~1'1 ,~n·~'bi. ~.'. I~'1r'1,i:'. - scriJ.ti:1Y of r.l)pliC2.tioI!s of 
foreign banks to open offices in InQia - procedures for 
issue of licen~es - mninten2nce of various registers 
in the section. 4 
Lead Bank Scheme 2 
Credit Planning in the context of present economy 
(Directives issued by RBI frr,m time to time are 
discussed in the session) 2 
Credit can trol techniques - cre'ii t 8.uthcrisation scheme -
~:_-. ~.'-:-.!.:'~~ .• ;+10, :>:'eference to Report of Tantlon Study Group 4 
Policy & procedures rel~ting to refinance under sections 
17(2:'~a), 17(3)(A)· and 17(4)(c) with reference to the 
relative schemes 2 
Inspections of commercial banks - various types of 
inspections - discussion with reference to pr~visions 
of the Banking Regulation i~ct, 1949 3 
Programming of inspection of cOInuercial banks - strategy 
in regard to inspection techniques,editing anc' follow-up 
inspection reports 2 
Systems and procedures inspection - appro2-ch to system 
inspection - need to streamline functioning of commercial 
banks - discussion with specific reference to recommenda­
tions made in one of the reports on system and procedure 
ins pe cti on of coMmercial banks.· 2 
Policies and procedures relating to reconstruction, 
amalgamation anQ liquidation of banks 2 
AClI:1inistration of Sec.35(b) of B.R.Act - Nomination of 
Directors ~ Policies & Procedures for appointment etc. 
of r~ief Executive Officers of Banks 2 
~i:ffr,::"'::'t:"".l T' ':;:...':"'st P.:'.tes Schcr.o 1 
Consumption .Loans - Sivaraman Corumi ttee i.tepoI"t 1 
Customer Servico in Bank - Talwar/Varadachary Committee Report1 
Report of the Committee on Penal Rates & Service m~arges 1 
~ricultural Credit Department 
Functions 2~d organis~tional set-up of ACD 1 
History of the Cooperative Movement 
i~ Cooper~tive Banking Structure 

.~ ~., ~.'J"T) - }J.l Il'1 ('.i C'. Rural Credit Survey Report anct 4 
All India Rural Credit Review Committee report 

Role of RBI in rur~l credit 1 
Purpose, Policy etc. of NAC(LTO) Fund and N~C(Stabilisation) 
Fund - Processing of relative applications 2 
Policy rel~ting to short term and medium terms loans for 
agricultural purposes - processing of applications 4 
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SFD/MFAL agencies - Farmers Service Societies 2 
Provisions of Industrial Finance through cooperatives -
Working of Industrial Finance Section 2 
Functions & Working of Comm~rcial Banks Division 2 
Retu-'118 Pl.nC' 'br~""'~""" '_:tce'1<3in to ~. retU:t::'rl8 ~eceived by the 
iil;;l1-'d.J.. IIllll;;U II Q..Uu. IIU,", ...au....Hl~.c ill WJ:lil.:~.L tl1e;y are scrutinis ed 2 
Land development bcnks - long-term credit structure 2 
Inspection of apex and district cer: ~·r:cl co-operative banks-
policies and strategies in regcrd to inspection 3 
Problems of over dues 2 
Production - oriented sfstem of lending 
(i.e., Crop Loan System) 2 
InteC;'!ld.-t.cnr. of Co-operative Crecli t lnsti tutions -
~- Ha~ari Committee Report. 2 

Devel opmen t Bankin g. - ARDC 

Need for refinancing agency for long-term agricultural 
loans - set-up of ARDC, its constitution and management 2 
Sources of funds of ARDC - operational aspects -
disbursement of funds - achievements 2 
Project analysis for financing agricultural projects 3 

Other Institutions 

IDBI and UTI 2 
Working of Credit Guarantee Organisati0n 2 
DICGC - scrutiny of returns and payment of claims with 
regard to credit guarantee 2 
Department of Non-BEc.1king Companies- need for regulating 
the operations of non-ban~ing companies, types of various 
returns, scrutiny a~d follow-up measures 2 

OthE.._' Items 

Inauguration 
Film show 
Excursion 
Written tests 
Group Discussions 
Trainee.' talkS . 
Review session 
Trainee talk ti~s ,. ".' '. ',--,~.... .,., : -.-) 
.b...L.LJJ..'-"'--J ~.a:,.,.ti--"""""-'--'r':"J·,·-J 

Question - Answer Sessions 
Farewell 

2 
1 
5 
9 
4 
5 
2 
1 
1/2 
2 
3 



-: 13 : - l..rmexure - I (contd.) 
Existing Syllabus 

SPECIAL COURSE FOR SENIOR CLE?~S ATTACHED TO GROUP I 
DEPARTMENTS - LISl OF TOPICS COVERED 

Sub,j 'Jcts 

Organisational set-up of the Bank 

Issue Department 

R.B.I. as Note issuing authority - provisions of 
R.B.I. Act~ 1934. 
Issue Offices - Organise. tiona.l set-up 
Assets-and Liabilities of Issue Dep2Trraent 
Currency Chests a11(J. Small Coin Depots 
Cash Department - Iss ue Brai.1 ch - Re ce ipt 2....11G. Despatch 
of Notes and Coins 
Cash Department - Exchange Branch - ~.yor~:::ing of Note 
Examination Section 
Claims Section 
Verification Section 
Resource Section 
Remittance Section 
Issue Department - Accounts 

Deposit Accounts D8partment 

No.of 
hours 

2 

1 
1 
1 
2 

1 

1 
3 
1 
1 
1 
2 

Deposit Accounts Depart3ent - Statuto~ Provisions 1 
Accountin~ procedure in Deposit Accounts Departmen t 2 
Inter-Office Transactions - RBI General Account -
Daily statement 1 
Current Accounts 3 
Remittance Facilities Scheme 1 
Issuo and en cashmen t of re:':'LL ttances and T. T. purchase 1 
Dead 3~0Cl~ - E:::j?~:L1Cti-Gl{-CC ... 4.c·;o\,:(c-+;8 - Ci~.2..~~e;·-~ .. 4_0C':Qlmt 1 
Income Accounts 1 
Miscellaneous Accounts - SU!ldry Deposit Account - Suspense 
Account and Payment Orders Account 1 
Short Credits - Demand ~rafts purchased 1 
Grant of Loans m1G Advances to Scheduled Commercial 
Banl-cs and State Co-operative Banks 1 
Weekly statement of Affairs - Annual Closing of Accounts 
Preparation of Profit & Loss Account 1 

Public Accounts Department 

Clearing House 2 
Reserve Ba~k's role as Banker to Government - StatutoDY 
Provisions - Agreements 1 
Receipts and payment on Government Account - Reporting 
of figures etc. 4 



Public Debt Office 

• . 14 . 
• J.nnexure - I (contd.) 

Publio-Debt MeanL~g and Object - General Information 
FormA of Government Securi ti.es 
:0 J) (l O""o;~1'")i~r'.tio:1Q.I set-up 
Floatat~on 01· New lIoans 
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 
T0St ~n~e 8~~+~on 

~chan~ontrol Department 

Foreign Exchange - Concept - Exchange control objectives -
Terms and Definitions - Related provisions of the Foreign 
Exchange Regulations Act 1973 - InternationQI Payments and 
Receipts - Currency Areas - Rates of Exchange - Membership 

1 
1 
1 
1 
1 
2 
2 
1 
1 
1 
2 
1 

of I.M.F. - Dealin3s in Foreign Exchange 2 
Organisntion and jurisdiction of Exchange Control 
Department - Trade Control, Exchange Control etc. 2 
Prescribed Methods·of Payments - Provisions of Exchange 
Control Manual etc. Receipts from Exports - invisible 
exports, Non-resident Accounts etc. 2 
Foreign Investments in India and Indian Investments 
abroad - Statistical Returns etc. 2 
Exchan geAr i thme ti c 2 

Securities DepGrtment 

Func -Gi NlS o"f: ~?"'" ~ ... i tiGf! Dep;·_~.rtment - Administrators' 
lJepos~-t;S - U"liher .ueposi ts 
Collection and remittance of interest - Safe Custody 
of Articles. 
Treasury Bills 
Purchase and Sale of Securities 

Commercial subjects 

Negotiable Instruments Act, 1881 
Banker and Customer Relationship 
Principles of double-entry book-keeping 

Central Office - Departments 

Department of Accounts & Expenditure 
Department of Admiuiotration & Personnel. 

1 

1 
1 
2 

5 
2 
3 

2 
1 
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Central Accounts Section, Nagpur 
Management Services Divisio!'l 

English (including Noting, Drafting arrl Busines s 
correspondence) 

Staff Relations 
Staff Regulations 
Practice of Bankers in relation to various types of 
Deposit Accounts 
Hindi - Noting and Drafting 

other essential items 

Inauguration 
Farewell 
Traine e Talk Tips 
Film show 
Excursion 
Written Tests 
Practical Training (viRit to Departments) 
Trainee Talks 
Group Dis cussion 
Review Sessions 
Library l!er1od (daily) '.- .. 

**********~ 
4*****~****/ 

2 
1 

10 
4 
4 

2 
2 

2 
3 
1 
1 
5 

12 
20 

5 
4 
2 
1f2 



ANN E X U R E .. II Ref: Pare.. 2. 14 ~Chapter-2 
Page 25 I 

STATEMENT OF UND~R-UTILISATION OF TRI~INI1~ Cl~ACITY AT 

1976 

1977 

All:)catec"'. 
number of 
seats for 
trainee s 

(1 ' __ '::'_L ___ .. 

550 

465 

Z mULL TRAI!!.::::IN:.:.G~C:.;E=N:.:.T:.:RE:.=. _____ _ 

i~ctual 
nl"'.1!lbcr 

. of staff 

PCl'ce­
ntC1.Ce 
of 

de~:.n. ter;" unc1er 
by Deptts/ utili­
OfficGS for saticn 
trnining ___ ~12 ____ - __ i~l_ 

419 

328 

24% 

29% 

':J..locatec'. 
nlA.:.lber of 
seats for 
trainees 

160 

160 

Actu~l Perce-
nQ~ber ntaGc 
of staff . of 
deputed .. ~nrlcr 
by Dep tts/ :~_u:tl1l­
Office s for~3Cltl.an 
training 
___ {g2_--- __ i~2 _ 

138 

154 

14% 

4% 

1978 427 319 25% 165 150 6% 

1976 

1977 

1978 

----------------------------------------------------------
1442 1066 26% 485 442 9% 

----------------------------------------------------------
Z.T.C.,_New Delhi Z.T.C., Madras . ---------------------------- ----------------------------

Allocatect 
number of 
seats for 
trainees 

20 

60 

229 

Actual 
number 
of staff 
deputed 
by Dept-Gs/ 
Offices for 
trn.ining 

( r"\ 

15 

51 

198 

Perce­
ntage 
of . 
under 
utili­
sation 

_£i2--
25% 

15% 

14~ 

AlIa Ceo ted 
number of 
scats for 
trainses 

(., , 
-.--.-..!:...;,~--

220 

157 

170 

Actua.l 
number 
of staff 
de-Jutec. 
by· Deptts/ 
Offices for 
tr2.ining 

(2) -----------
203 

147 

151 

Perce­
nt~c 
of 
under 
utili­
sation 

(:~) ------
8% 

6% 

11% 
----------------------------------------------------------

309 < 264 547 501 8% 
... - .-.--------------------------~----------------------



L nNE X U R E - III 

nmUCTlo:i{ COURSE 

Rcf:para;5.6{Ch t 5 
Page. 69~u ap er-

---------"---.;;;;. 

1st 'Wl..:ek 

1. Inauguration and Preview of tr~ining. 

2. Ina.ian Banldng SystG!!J. - Role of ~B.I. 

No.of 
hours 

2 

1 

3. Orgenisational set-up of £1..13.1. - Varil)us DeparttlCnts. 5 

4. R.B. I. as a se::,vice o:r:'gcmis;-,.ticn ':~11d. iDj;J'Jrt2..nce of 
efficient service tJ B.:.::.J.llr's c·JTIstituents:-.nd public. 1 

5. Staff Regulations. 4 

6. Ban~'s personnel policies. 1 

7. Stclf relt'.tions. 2 

8. Organisational comoit~ents - Role responsibility -
Inter-person~l relations - Group bohaviour -
Cor.un.unication. 2 

9. Self Dovelopnont and attitudes. 2 

10. Hindi in Reserve Bank of India. 2 

11. Correspondence~ Inward, Outward, Filins etc. 1 

12. Cheque 3.S n :!'-Tec~otlGble Instrument - Vouchers. 1 

13 • .Jook-ko8 1'in" - ,Tournal,:Uedger and Trial BalC'.nco. 3 

14. Fil~ Sho"". 1 

2nd week 

1 5. Issue D..:;partLwil t - Obj e cti ves, or:;anis'J. tional 
set-up and functions. 2 

16. Cash Dep2.rtme:1 t - Func tions - Vaults - Import8..ncc 
OI secur~ty aspects. 1 

& 
17. Currency Chests/Small Coin Depots - their mechanisn. 1 

18. Receipts nnd exanination of consignment of 
fresh notes and coins. 2 

19. Re!nittunce of n:)tes and coins - Packing 8..nd. dospatch. 1 



Annexure - III (contd.) 
-: 2 :-

20. Remittance of notes and coins - Duties m1d 
responsibilities 0f Potdars on renittnnc0 duty. 1 

21. Worlting of }Tote Exami:nCl.tion Section. 4 

22. Coin Shroffing Section. 1 

23. Box B8lance - ExchGnge Counters and 
Receipts and Payment counters. 2 

~4. Vaults - Duties of Coin-Note Examiners - Various 
types of balences in the Vaults - Double locking, 
triple lcckinG nrran.;emcnts. 1 

25. Claims Section. 1 

26. Verification seotion/C. N. V. 1 

27. Visit to Issue Department. 5 

28. Study Hours. 3 

29. Valedictory Sossion. 2 

**********i 
t********** 

Total hours: 56 

( i. e. 2 weeks) 



A N N E X U R E - IV Ref:Para.5.6§Cha t r-5 
Page 69U p e 

BM~ING DEPARTMENT 

Subject No.of 
hours 

1. In augur a tion and Preview of Tr2.i~'.ing. 2 

2. Functions of a Central B2.nk -,vi th particular 
reference to Reserve Bank of India. 1 

3. Organisational Comnitments - Role responsibility -
InteT._personal relations - Group behaviour -
Communica ti on. 2 

4. Self Development and attitudes. 2 

5. Bank's personnel policies. 1 

6. Staff relations 2 

7. R.B.I. as a service organisation and irn:portanc.c 
of efficient service to Bank's constituents. 1 

8. Noting, Drafting and Correspondence 

English 

Hindi 

PU~LIC AC~UNTS DEPARTNE1TT 

10. ~vor!cing of Cle8..ri:ns House - Practical Exercise 

11. R.B.I. as Banker to Government - Statut-ory 
provisions - i...greements with Governments 
and Agency Banks. 

12. Government Acc ounis - Receipts 

13. Government .h.ccoun1:t3 - Payments - Consolidation -
and Reporting of figures 

14. Departmentalisation of Central Government 
Accounts - Collection Schemes/Pension Schemes 

15. Central Acc oUD ts Secti on. 

2 

2 

1 

1 

1 

1 

1 

1 

2 



-: 2 .Annexure - IV (contd.) 

DEPOSIT AccounTS DEPAR~ENT 

16. D.A.D. - Provisions of R.B.I. Act, 1934 
::;:'~:;''::''u''''''!o .. ..:; -";'~:':"';;''''~b b"",->i~le~oJ. 1 

17. Bank's Accounting System. 2 

18. Maintenance of Current Accounts - .b.ccourtt Opening 
formalities, CIA Ledgers, Operations etc. 2 

19. Current ~ccount Exercise 1 

20. Remi 1;1; an ce i.'acil.i ties Scheme - Issue and 
Encashment of remittances and T.T. purchase 3 

21. Short Credits - Demand Drafts Purchased 1 

22. Inter Office Transactions - R.B.I. General Account. 1 

23. Expenditure Accounts - Expenditure Rules, 1953. 1 

24. Income Accounts. 1 

25. Miscellaneous 1l.ccounts - Suspense l .. ccount, Sundry 
Deposits Account and Payment Orders Account. 1 

26. Purchase and sale of foreign currency. 1 

27. Grant of Loans and Advances to Scheduled 
Commercial Banks and State Co-operative Baru{s. 1 

28. Weekly stA.tement of a:... ~airs _ - __ ~nual ~~osi'ng of 
".CCO~1-CS .- j,- ~ ~ •• l,Cvl.ll1-~ ~~~ ~8....~:"~~O ~.a.leet. 1 

29. Model Bank Exercise. 4 

SECURITIES DEPARTMENT 

30. Functions of Securities Department - Safe 
Custody of Jttticles and Securities. 1 

5'1. .t'urCni:;l.b~ c .... w~ ";)t..o.:i.~ of Securities. 2 

32. Treasury Bills - Issue, Payment and Rediscounting. 1 

PUBLIC DEBT OFFICE 

33. Public Debt - Meaning & Object and Organisational 
set-up of P.D.O. 1 



3 ~nexure - IV (oontd.) 

34. Forms of Government Securities. 

35." TI-oatat:tol'l ('It' NE"W ~oanL. - New Loa~ 
" T". 
~U~~~V~/~~~~"e ~~~~~V~. 

36 _____ ..Endorsemen tsand their examination. 

,~ ~ ,R eNJ) .. S-ection and-Power Section. 

~eceiving ,Section &_Jeli'll..eJ;'X,_s.~tion-­
~ ," General RaJ ance .Book .. 

41~-' ___ ,.Accounts, Section-' ~S.G.L .. ,Section. 

42~ Debt Section/Lost Note Section. 

OTHER DEPARTMENTS 

43. Department of Accounts & Expenditure - Accounts 
Section and Central Debt Section. 

44. Estate Department. 

45. Establishment Section and Staff Section. 

GENERilL 

46. Film ~1:'1 ("hr. 

47. Study hours. 

48. Valedictory Session. 

1 

2 

2 

1 

.J:" 

1 

'2 

1 

2 

1 

1 

1 

3 

2 
----

Total hours : 71 

I**********~ 
"*********' 

(i.e.' 21J2 weeks) 



ANN E X U R E - V Ref: Para. 5. 6'~Chapter-5 
Page 69~ . 

ISSUE DEPARTMENT 

Subject 

1. Inauguration and Prc'7ie"v of Trc:.ining. 

2. Functions of a Central Bank with particular 
reference to Reserve Bank of India. 

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

4. Self Development and attitudes. 

5. Bank's personnel policies. 

6. Staff relations. 

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

8. Noting, Drafting and Correspondence 

No.of 
hours 

2 

1 

2 

2 

.... 
I 

2 

.. 

English 2 

Hindi 2 

9. R.B.I. 'as Note issuing authority - Salient 
provisions of R.B.I. Act, 1934. 2 

10. Organisational set-up of Issue Department - Brancnes -
O~fi08S - Cash and General Departments. 1 

11. ~Esets and Liabilities of Issue Department - Provisions 
of R.B.I. Act, 1934. 2 

12. Currency ches~ and Small Coin Depots - their mechanism. 2 

13. Resource Section - Remittance Section - Programming 
and planning of Remittances. 1 

14. Cash Department - Issue branch - Receipt of Notes 
and Coins. 1 

15. Cash Departmen~ - Issue branch - Despatch of 
Notes and Coin's. 1 



-: 2 :- J~nexure - V (contu.) 

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

17. Cast Department - Exchange branch - Box 
bal';;"llce - Public Counters. 

18. Claims Secti0n - Note Refund Rales 1975. 

19. Claims Section - Forged Notes - Procedure. 

20. ·Claims Section - Accounts. 

21. Yerific.ation section/C.N. V. 

22. ISsue Department - Accounts. 

23. Practical Exercise - Accounts. 

24. D.A.E. - Currency Section. 

25. Practical Visits. 

GENERAL 

26. Film Show. 

27. Study Hours. 

28. Valedictory Session. 

1**********7 *********** 

1 

1 

1 

1 

1 

1 

1 

a 
1 

1 

1 

2 
----

Total hours : 43 



ANN ~ X U R E ~ VI Ref:para.50~~Chapter_5 
15age '- ~_J ~ 

E~CF.1iliGE CONTROL DE.211.RTE~.~1 

SubJ ect 

2. Organisational cormr.itment - Role responsibility -
Inter-personal relations - Group behaviour -

No.of 
hGurs 

2 

Coa"1.unica tion. 2 

3. Self Development and atti-l;udes. 2 

4. B~~c I s personnel policie s. 1 

5. Staff relations. 2 

6. R.n.I. as a service Organisation and importance of 
efficient service to Bank's constituents. 1 

7. }Tot.~ng, Dre.fting and Correspondence 

English 

!Iincl.-i.. 

8. Int3rnational Trade and Balar.c8 of PayoentG - Related 
~ erL1.inology ant: def.~ni t5.ons - nn', ACU etc • 
..;rz::,mi s2.tic::-.:~ ., 

9. Functions of R~BuI. 'l1it~ pari:;icul2r re£'erence to 
I!l.ai~tenancc of exteX'11al 3to.tility- of ~-:upee -
Important Provisions of E.3.I~ Lct, 1934. 

10. His Gory of ExC~.2~r'I:'~' ';('\-n+,,,,')l l!'.· J'1diC'. - "Sxch"'.!lgG 
CO:J+;rol objectives Fnl m()thoQ.r.,. 

11. Important provision c; '.Jf FER~:", ~S73 - P_3sponsibilities 
of A.Ds. and other ;,::1. thori.seu. pers ons like I"icIley 

2 

2 

2 

-I , 

i 

ChangcI's and T"!:'avel .\gents ~ 1 

12. Currency Areas and. net~' ods of 3etJ~1-:::=.el1tof 
Inte~ation El obligations. 1 

13. Export of gOOd3 2.nd services - Exchange Cont:<:'ol 
Formali tie s, Re8.:' . .:..sat~ C'!~ r.-~ '::;''": ':: "'.88.3 e.x:tensio~L1 of 
limit, commiSSion, claims. 

14. G.R. etc. Forms - 8crutiny & Coding - Practical. 

1 

1 



2 • • Annexure - VI (contd.) 

15. Exchange Control and its relation with trade control -
Import of goods - Import Licensing and OGLs, 
priv.ate imports. 1 

16. Imp.,::c-Export of goods arid services - DQcumentary 
let-c;ers of crcdi t 22:~- ship,ing, etc. documents, 
guarantees. 1 

17. Foreign Travel (business, education, companies, 
Study tours, medical treatment, cultural tours, 
FTS [Holiday tours), delegations). 1 

18. Miscellaneous Remittances - Personal ~emittances. 1 

19. Non-Resident (Rupee/External) Accoun'ts, FCNR Ac.counts, 
Ordinary non-resident accounts p 3locked Accounts (Broad 
outlines only need be given), RIFEE Schemes. 2 

20. Foreign Investments in India an~ Indian Investments 
abroad (including immoveable property). 1 

21. Exchange hrit~~etic (Simple Calculations). 2 

22. Spot and Forward transactions by banks - maintenance 
of position and bala~ces. 1 

23. Foreign Exchange Markets - Exchange Rates. 1 

24. Returns & Statements - Compilat5.on of data - Balance 
of Payments Division~ 1 

25. Sc~tiny of Returns etc. - Practi~~. 2 

26. Orgc.~lisational set-up of Exchange Control Departrrent. 1 

GENERAL 

27. Film Show. 

28. Study Hours. 

29. Valedictory Session. 

I**********i 
******iI**** 

1 

3 

2 

Total hours : 43 
----

.i.e.) 1¥2 weeks) 



1 .. NNE XU R E - VII . Ref: Para. 5. 6~Chapter-5 
. Page ~~ 

D.B.O.D., I.F.D., D.N.B.C. & D.I.C.G.C. 

Subj ect 

1. I?auguration and Preview of Training. 

2. Indi~n BankL~g System - Recent developments. 

3. Functions of a Central Bank with particular 
reference to R.B.I. 

4. Organisational COI!lID.itments - Role responsibili"ty.­
Inter-personal relations - Group behaviour -
Communication. 

5. Self development and attitudes. 

6. Bank's personnel policies. 

7. Staff Relations. 

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

9. Noting, Drafting and -Correspoildence 

. English 

Hindi 
""' 

10. General principles of lending. 

11. Loans and advances against various types of securi ties. 

12. Loans to Priority/~eaker sectors (excluding exports) 
including DIR Schene and consumption loans ~ 

13. Loans for exports - another Priority Sector area. 

14. Sottle aspects of balance sheets of firms, companies 
from the lending banker's point of view. 

15.. organisational set-up of D.B~O~D. and Credi t Plannil1g 
and Banking Development Cell. 

16. Regional Rural Banks, "set-up ancl functions of Rural 
Planning and Credit Cell. . 

17. Provisions under R.B. I. Act relating to scheduled banks 
'Viz. sections 42, 43, 431~ relating to maintenance. o;{ 

No.of 
hours 

2 

1 

1 

2 

2 

1 

2 

1 

2 

2 

2 

2 

1 

1 

1 

1 



. . 2 . . i'..:n~:lexure - VII (oontd.) 

casl1. reserves; scheduled banJcs' regulations submission 
of weekly returns and their consolidation. 2 

18. Borr/wings from R.B.I.by Commercial banks under 
sec~~on 17 of R.B.I. ~c~, 1934. 1 

19. Reflnance frill Reserve Bank of Ind.ia under different 
schemes - Policy and Procedure. 2 

20. Salient features of· Banking Regulation 
~ct, 1949 vis-a-vis. 

!
a) S.B.I. and its subsidiaries. 
b) Nationalised banks. 
c) Private Sector banks. 
d) For e ign 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 authorise.tion 
scheme, recommendations of Study Group on 
follow-up of Bank Credit. (Tandon. Comni ttee). 

23. Siclc Indus tries and the 1r rehabili ta tion - Role 
of Reserve Bank of India. 

24. ~ranch licensing policy - Scrutiny ~~ ~pplications -

2 

1 

2 

1 

Haintenance of various regist.ers·. . 2 

25. Lead Bank Scheme, District and b~ock l~·el planning. 1 

26. Scrutiny of Returns received in D.B.O.D. - Practical. 2 

27.. Inspections of Cor.nnercial banks - Programming, 
techniques followed,'editing and follow-up etc. 3 

28. D.I.C.G.C. - set-up, functions and scrutiny of returns. 2 

29. D.N.B.C. - set-up, functions and scrutiny of returns. 2 

30. I.F.D. - set-up, functions and scrutiny of returns. 2 

GENERAL 

31. Film Show. 

32. Study Hours. 

33. Valedictory Session. 

*********iHt J.;**IfMMMM**/ 

1 

3 

.-~-
Total hours :_2~_ 

(i.e. 2 weeks) 



ANN E X U R E - VIII Ref:para,5·.6ICmpter_5 
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A. C. D. & A. R. D. C. 

Subject 

1. Inauguration and· Preview of Training. 

2. Functions of a Centr~l Bank with particular 
reference to Reserve Bank of India. 

3. Organ is e..tional commi tIDen ts - Role responsi bili"t:Jefo 
Inter-personal relations - Group behaviour -
Communication. 

4. Self development and attitudr 

5. Bank's personnel policies. 

6, Staff relations. 

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

8. Noting, Drafting and Correspondence 

No.of 
hours 

2 

1 

2 

2 

1 

2 

1 

English 2 

Hindi 2 

9. Background of Indian Rural EconoMY. 1 

10. Co-operative movement in India - Historical background. 1 

11. Recommendations of the .iUl Indie. Rural Credit Survey 
and Review Committees. 1 

12. Role of R.B.I. in the sphere of Rural Credit. 1 

13. Organisational set-up of A.C.D. 1 

14. Development of Co-operative Credit Structure. 1 

15. Salient Frovisions of R.B.I. Act, 1934 relating 
to finan cing of Co-operatives. 2 

16. Salient Provisions of B.R. Act, 1949 (1~ applicable 
to Co-operative Societies). 2 

17. Assistance provided from NAC (LTO) & NAC 
(Stabilisation) Funds. 1 



-: 2 :- Annexure - VIII (contd.) , 

18. Production ~·Oriented SysteB of lending for kgriculture. 1 

19. Policy nnd Procedure for S.T. & M.T. limits -
Scrutiny of applications. 2 

20. Fixation of S.T. & M.T. Limits - Case Studies. 2 

21. Credit ~uthorisation Scheme. 1 
i 

22. Financing of Small, Marginal and Economically wea}{ 
farmers - SFDA and other special programmes. 1 

23. Role of Commercial banks in financing Agriculture 
through co-operatives and Rehabilitation of weak 
central co-operative banks. 1 

24. Financing of Handloom Weaver IS societies and other 
industrial co-operatives. 1 

25. P~inciples & 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 A.C.D./Regional Offices. 1 

29. Scrutiny of Returns - Practical Exercise. 

30. Long-term financing by Land Development banks. 

AGRICULTURAL HEFINANCE AND DEVELOPl"IENT CORPOR.ATION 

31. Constitution, Management and Sources of funds. 

32. Functions end working. 

33. Formulation of Schemes. 

34. Finan cing of Scheme s. 

35. Film Show. 

36. Study Hours. 

37. Valediotory Session. 

2 

2 

1 

2 

1 

1 

1 

3 

2 ----
/**********it 
**111111******' 

. Total hours: 56 ----
(i.e. 2 weeks) 



Name of Course : 

From: 

ANN E X U R E - IX Ref:para.a.4IChapter_a 
Page 101 

REPORT ON ·TR1~INING COURSE 

B/F. 

To Tvlorking days 

Name of Centres fron which trainees 
were de:Q.uted 
lilimed- Bom- Byc=-Ind- Nag- C.~.B.Total 
abad bay ~ ~ pur Poona ____ _ 

*No.of trainees deputed 
for the Course --------------------------------------
Total No.of employees ._ 
given training • ----------------------------------------------------------------------------

*(a) No.of graduates trained-
(b) No.of undergraduates trained 

• • 
• • 

Particulars of talks delivered in the Course 

Name Designation 
-

(1 ) • • • • • • • • • • Instruotor 
( 2) • • • • • • • • • • -do-
( 3) • ••••••••• -do-

Officers from other departments 

(1) 
( 2) 

• ••••••••• 

• ••••••••• 

No.of days devoted in the eourse to 

No.of 
talks 

Total No.of hours 
devoted to talks 

Periods 

-do-
-do-

-do-
-do-

(a) Talks • • days (including praetical exercises,diseu­
ssions, tests and study/question hours). 

days (b) Practie als : 

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

Important Buggestions : 

General observation : 

1**********7 
*********** 
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REPOR~ ON THE T .'A::::~TING COURSE FOR OLERKS GRlillE 1/11 DM\ffl 
FROH DEPARTHENTS - SPECI1J, COURSE NO. 
----~----------------------~---------------------------

I. Number of trainees : 

(a) No.of employees 

N~me of the Ce~tres from which 
~~ainees were deputed 
lnd- lUime- Bom- Byc- Nag­
.£E.!L dabad bay ~.E£!:... 

who have received 
training in the 
Course under report. 

(h~ Total No.of employ­
ees who have received 
training in the 
Course for Clerks 
Grade I 

II. Particulars of the tGlks deliv2rod in the. Course by : 

the 

Total 

1. 1nstructur~ttached to Z.TeC. No.of talks No.or::"1.0UJ:.!3 
(a) ••.• o~e:. •••••• 

(b) ••• or r:""., •••• 

2. Officer$!rQm.other deE§rtments : 

(a) •••••••••••• 
(b) v ............ . 

3. Officers.from.the Associate Ins~itutions 
(a) 1lI ••••••••••• 

(b) .••••••••••• 

4. other. Visitors. 
(a) •••••••••••• 

(b) •••••••••••• 
III. Break uE of total time in hours 

(a) Talks a.nd Discussion 
(b) Practicals 
(c) Written tests 
(d) Inauguration, Film Show, 

Excurs,ion and Farewell 
(e) Study hours 
(f) Library period of 1J2 hour 

duration on days 

. .. 
.. hours (including Group · ... hours Dis cussion ,Discu·· 
• ssions. on test 
• hours papers " and trainee · talkB) .. 

· hours • 
• hours .. 

• hours · 



IV. Number of 

(D.) Talks 

Annexure - X (contd.) 
-: 2 :-

c:'e;l.s devoted in course to 

• • 

(b) Practicals 

. . 
days • 

days. 

V. il."ny" interes-cin:~ feature of the Course • • 

VI. Important SU;,0estions : 

VII. General Observations : 

1**********' 
***********, 



ANN E X U R E - XI Ref:para;8.4Ichapter_8 
Page.101~ 

i------------------------------~-------T------------------------------------------------, 
I I I 

: ZONAL TRlI.INING CENTRE : TRAINEE" ASSESSMENT FORN : 
I BYCULLA, BOMBAY I I 
I I I l ______________________________________ l ____________________________ -_________ . _________ J 
I I 

~ PARTICULARS OF TR~INEE : 
I I 

~------------------------------------------------------------------------------.---------~ , I I 

I Name : Desi ma tion : 
b I 

I Shr1 ~ Clerk Grade I 

: Kum.! Smt. :: 
1---- ----------- ---- .... ---- -- ---- ---- --- ---'-;- ---- -- -_ .. --------- -i----------------- -- --- ------1-i Educational Qualificati~ns : Date of Ap)ointment J 
I I I ,.-------------------,- ... -----------------i---o-----------------: I 
: i:..cademic : Professional: Others I I 

I : I : ~ 

~------------------J-------------------l--------------_____ l _____________ -______________ { 
: Office/ I 
I I 
: Department : 

~---------------------------------------------------------------------------------------i 
! Pl~RTIC1rrJ.Li.RS OF TRAINING ! 
~------------~-----------------------------~-----~------------------~-------------------~ 
I . . : I Duration I 
I Tra~nJ.ng Course for I Course No. : From . To I 
I I I I 

~----------------------------~-------------------r------------------1-------------------i I Clerks Grade I : : : : 
I Clerks Grade II/Coin-Note : : : I 
: Examiners Grade II: I I I 
I I : I I 
I I I I I 

I I 
I I I I ----_-____________ -_-___ l ________ -__________ L_-_______ -_-___ -__ J ___________ --____ --I 



• . 2 . . Annexure - XI (contd.) 

r-~-----~--------------------------------------w------------------------------------r 
~ ASS ESSMENT , 
I "" .11 

r------------------------ 1 -----------r----------------------------------------------I Put a" "tick" mark again- : 1 : : : : 
I st each i ten under 1 Very I Good 1 l .. dequate 1 Barely 1 Unprov~ : 
I appropriate column i Good: I : Adequate : I 

~-----------------~------~-----------~-----------~-----------L-_________ J ______ ---__ l - - 1 I I I I I 
1 1 I I I 1 

1. Manners and Conduct I I I I , I 
I I I I I I 

~----------i-----------J-----·-----~----------~-----------~ 
2. Gen~ral lntelligence : : : r : : 

I I 1 I I I 

. :-----------t-----------~-----------~----------~-----------~ 
3. Performance 1.n : 1 - 1 :.: -: : 

~----------i-----------f-----------~----------~-----------~ I I I I 'I 1 I 
I ( a) Wr itt en t est s I 1 : : : : 
I I I , I 

I ~-----------i-----------t-----------I----------~-----------r 1 (b) Oral" tests : I I I - I - I • I 

I ~----------~-----------l----------·~----------~-----------~ 
I .. I I I I I I 
• (1.) ~r8"ll1ep. talks I I' I: 
I ~------ ----1---·--------~ ---- -------~ -----------:-----------+ 
, ( " .) G D" • I I r I 1 1 
I 1.1. roup 1.SCUSS1.0!l3 I 1 I 1 1 

I ~----------J-----------1-----------~----------JL-------___ to 14. l..sse3S· :9"'1t for the: : : I : 1 
: cours e as a whole 1 1 I I 1 I 
, I 1 1 I I I t ... _______ .• _____________ -_ .... __________ ~--___ - ____ -..1_. __ ____ - ___ L-__ -----__ ..J..-_________ ,J, 

, I 

I SFECIA.Ii ll~RKS, IF lillY : i , : 
~-----------------------------------------------------------------------------------~ I I I I 
I BOMB.A.Y I I 
I I I 
I Date : I INSTRUCTOR I INSTRUCTOR I 
I I I I 
,----------... ------------______ I ______ ---~------- ... ---___ -. ___ !.. ______ .. _____ - __ ~----------~ 
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EV.ALUiI.TION OF Tfu~INING PROGRAMMES BY 
PARTICIP1.NTS - FORM OF QUESTIONNAIRE 

The information contained in ,this form is being obtained 
with a view to. evaluating the training programme which you have 
just completed. Your comments/suggestions will help the Bank 
to bring about improvements/modifications in the training 
prograrnne to enhance its utility. You are, therefore, requested 
to complete the form as objectively as possible. 

-~-----------------~-------------~------------------------------, 
1. Keeping the objective o~ the : , 

training programme 
what extent do you 

in mind, to: , 
feel the I 

objective has been attained? I , 
-~-------------------------------i------------------------------
2. What were your feelings/ 

expectations in regard to the 
training before co~ng here 
and what are they now? 

I 

I , 
I 
I 
I 
I 

I 
I 

-~-------------------------------+------------------------------
3. Do you feel that you have 

benefited by this training? 

If yes, in what way? 

, 
I 
I 
I 
I , , , 
I 
I 

-.-------------------------------~------------------------------, 
4. As a result of the training do: 

you feel th at you have now got: 
a better appreciation of the : 
working of - I 
department in particular and 'I 
the Reserve Bamc in general? , 

----------------------~----------~------------------------------



Imnexurc - XII (contd.) 
-: 2 .: -

-~---------------··--~------------T------------------------------
5. 1i/hnt have you to say in reg arc. ! 

to I 
f 

i) the duration of the course I 
ii) the course content 

iii) the allocation of ti~e 
among various topics 

Would you suggest any change/ 

f 
f 

f 
f 
I 

f , 
modification? I 

-~-------------------------------1-----------~------------------
6. What part of the train ing i , 

interested you IiloSt and why? ' , 
-------~----~-----~--------------~-------------~----------------- , , 

I 7. What part of the training , , 
interested you least and why? : , 

-·-------------------------------1------------------------------
8. Briefly mention how far do you~ 

feel this training would help r 

to improve your-functional , 
efficiency (i.e. your working : 
on the job, your ability to I 
work in a group and to deal --: 
with customers of the Bank etcJ , 

-~-------------------------------i------------------------------
9. Have you any COlTlI:lents/ l 

suggestions to offer on 
the techniques/methods 
employed for teaching. 

, 
I , , , , 
J , 

-----------~---------------------t------------------------------
10. 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 bookS, 
course materials etc.? 

, 
• , , , , , , , 
I , 
f ___ -------_______ -__ --______ ----~l ___ -_-________ --_-------------



Annexure - XII (contd.) 
~ . • 3 . 

• 

--·~----------------------------~T-~----~-----------------------, 
11. Have you any other I 

I 
suG~2stions to make? I 

--~------------------------------~----------------------._------, 
12. Would you recommend this I , , 

training to your colleagues? 1 , 
---------------------------------~------------------------------

*********~ 
4**********' 
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STATEMENT SH01'lING THE UNFILLED V.t'l.CliliCIES AND i .. NTICIPATED 
VACANCIES FOR THE 1TEXT QUARTER IN THE VARIOUS DEPARTMENTS 

.. ---------------------------------------------------------------------~-------------
Name of Depart~ent Unfilled vacancies 

Grade I Grade II 
lmtici¥ateQ vacancies* 
Grade Grade II Total Remarks 

-------------------------------------.---..... -----_ .. ------------------------------------
Cash Department 

Issue De:par.tm.ent 

Banking Department 

E. C. D. 

D.B.O.D. 
I. F. D. 
-b.I.C.G.C. 
D.N.B.C. 

A. C. D. 

A.R.D.C. 

Total 

--

----~-----------~---------~--~-------~~---------------------------------~----------
* ~cluding anticipated vacancies on account of possible lateral mobility. 

N.B. :- The statement pertaining to a particular quarter 1s 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) 
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STATEMENT SHOWING NUMBER OF CLERICS LIKELY TO BE AVj~ILABLE FOR TR.AINING IN 
V .. ~RIOUS FUNCTIONAL COURSES - Forr QU.l~RTER ENDING HAR9H/JUNEjSEPTEMBER/DECEMBER 79 

----------~--------1------------------7-------------T------------------------------~------NaI!1e of Derortnent , No. of Clerks hav~ng less than : No. of Clerks who are likely I Total 
(grouped according ~ 1 yero: service in the depart-: to be transferred from other 
to the functional : ment mentioned in col~ No.1 I departmenta to the depart-
courses avail~ble) I and nave not undergone train- ~ ments mentioned in column 

: ing course for that department \ N~.1 in the next quarter I 
, Grade I Grade II : GI'ade I Grade II ~ - - -~.., 

------~------------~-----------------~--------------~------------------------------ ------
t , t I Functional Course: : 

't , 

I ' , 
Issue Depc rtment I ; I 
(General), i 
Banl{ing Departr'ent l , , 
(i ~ e. DLI, 1?DO, r.AD,: I 
Securities ~eptt.) \ ; 

EOD I i 
DBODiIFD/DICGC/D1T]3C j ! 
ACD/.:~RDC: i 

t , 

-------~-----------~--------------.~-----------------~------------------------------.--- ~--
II Induction Course 

l~ o. of corr.:J:!:l.~,cdrc staff (i, e. C!li. Ex. Gr. I I/C~. 0 Gr. II T/J'OrJdng ir dep2 rtm8J1ts other 
t11"'·" cash de)f:l.rtJTIent who arc likely to be post8d to Cash D8p:~rtment ill th8 n,3xt . 

~~~~:~:_~~_ I.:~~-~~~:-~~:-~~~:~~~~_:~.~~~~~~_:~~~~~_~~~~:~=~:~_~~~~~:~ ___ -__________ l-___ --
N.B. :-- The statement pertaining to a pa"t'ticulc.r qUf'.rter is to be cor::piled as on 1st 

Jan1mry/1 st July/1 st Octob~r of the pi.'ecca.ir,g quart·~r ani seD G to Central Office, 
Tr2._:.ning Di vi sion by the 7th of thc~ t lIJ.ullth. 

(T,Q ... ,;B,E ,~.m~~~_ ~,9 ~~1~}~BLI.N~J'~0._R.:~V:u:I0!I) 
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STLTEMENT SHa¥ING DETAILS OF EX?ERIENCE OF CLERKS GR.I/GR.II 
WHO HAVE PUT IN MORE TH1~ 4 YEARS' SERVICE IN THE DEPaRTMENTS 
(OTHER THll.N CASH DEPTT.) IN WHICH THEY l .. RE PRESElJTLY WORKING 

----------------------~-~--------------------------------------------------------------

Nane Designation 

:He.me of 
the 
Departrnen t 
where 
working at 
present 

Length of 
service 
(in months) 
in the 
Deparm.ent 
where 
working at 
present 

Previous experience in other 
departments (in months) 
ea.-silTs-sue J3anKlng-ECIJDBOD lCD 

DNBC ARDC 
IFD 
DICGC 

RE­
MA­
RKS 

--------------------------------------------------------~------------------------------
1 ~ 

L 3 4 5 6 7 8 9 10 11 
---------------------------------------------------------------------------------------

-~--:-----.' ._---------------------------------------------------------------------------
l'T. B. :_ TrL3 statement PGrot.::.ining to a particulnr quarter if! to be compiled. as on 1st 

Jc:nuary/1st April/1st July/1st Or-tober 0 . the preC'8c1i1'1g quarter and furnished 
tc Nartager'E/8taf'f/Administration Section 'Jf the Cffice by the 7th of that 
month. 

(TO .BE STINT TO THE M"1NAGER~lST~:E'JU1J)M~~.f.sTi/-::.TImJ SEC~ION OJ!' THE OFFICE) 
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REGISTER OF TRAINING AND WORK EXPERIENCE FOR CLERKS 

Name of Employee 

Date of Appointment as Clerk Gr.II 

Qualifications 

IClerk Gr. I 
Date of Promotion asl .. 

S.O. Gr.A 

-----------~---------~-------------,------T-----~--------------~---------T~------------f " 'N f 'C °t·, , , p' d' , Name 0 ~ .. le I arne 0 I apac~ Y In I Fr miT I ~L'10 I Remarks I Initials 
Depe.rtrne:rt • the desk: which worked: 0 : 0: Yeard/Months I : 
-------~---t----------r-------------~------~-----4--------------~---------f-------------I I" • I 

• , • I I " 

-----------i----------~-------------t------+-----1--------------4---------~-------------I • • I I I· 

-----------~----------~-------------~------~-----~-~-----------4---------~-------------
~ 

I 'I I •• . .,. ., 
--------~-- ----------~-------------t------i-----i--------------i---------~-------------, . .,' .. 

• , 'I' I I ____ - ______ ~_-____ --__ L _____________ ~ _____ -~ _____ ~ ___________ ~ __ J _________ J ___ - ________ _ 

p l~:lTICnLARS OF TRAINING RECEIVED 

j-------.. ---------T-----.... t-- ... -------------,---·--T 
:Name of Training : Year :Name of Training: Year: 
• Course • t Course , • 

t-----------------1------i----------------{-----t 
t-··--_·--- -_. --.. ----i --~-o--·!-&,--------------t----···{ 
I ;: ;! 
f-·· ---; -------------.-t ------t---... -------- ----1- ---- i 
I " " t- ----------,.------i-.. ----~ -- ---~'-----_., ---1'·' -.. -- "I~ 
I 't r 

i, I. .L ___ .. ________ .·4 _____ .J..o- _____ .............. ...., ____ ~, ____ •..• - ___ .I. _ ..... _____ .l 

PARTICULARS OF WORK EXPERIENCE --
T-----------r--~---r----------,---~--~ 
iName of ,No.of • Name of .No.of' 
t I I I I 
~Depart.lli(mt ~ years ,Department: years I .L __ ... _____ . __ ..J _______ t.. ___________ L _____ .&. 

I " • I I. ___ ~ __ .. _. j __ . ____ r.,L __ ~ ______ --L _____ l 
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SCHlllE OF Pl .. YMENT OF HONORARIIDI TO THE Bl;J'IT{' S OFFICERS 

I am sorry to say that I do not share the views expressed 
in p2.rr .=.:::,~ph 7.9 Of the Group Report regarding payment of 
honorariuLl to the Ban...1.c' 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 pressur~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 
statement 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 
they may not be vocal about it. 

3. It had been the practice, since the very commencement of 
the Lraining scheme in the Bank, ,to draw upon the specialised 
knowledge and ,high expertise of competent departmental officers 
to suppleI!1ent the" training efforts of the Instructors attached 
to its training'establishments. No monetary compensation was 
being pdid to such officers till about 1970. 

4. The scheme o·f 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 is wrong to suppose that monetary compen-
sation would motivate people to give off ~heir 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 
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sight of the.objectives for which Jh monetary compensation is 
offered (e.g. scheme of reimbursement cf tea/lunch/dinner to 
superviR!)ry/officer staff). The scheme of payment of honorarium 
is uo exception to this. No wonder, despite several instructions 
issued by Central Office from time to time, it has not been 
possible for the heads of the various depar~ents 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 assignnen ts, in view of the monetary 
gains associated with the assignments and the selection and 
deputatiJn of officers for· talks has become a subject of 
controversy between the departnents and the training establish­
men ts as to who should have a final say in thi s regarCl .• 

8. With the practical difficulties faced by the DepartnenteJ.-
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 perfor~ance 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 employees expressed in general 
terms their dissatisfaction regarding the involvement of the 
gqest spe2kers .in the _teaching assignment. 

9). :In ~1.!l.e, >l1C.@:phonc ~;'P~ebt· o.f:a1:.-1ll0r0rim:t: ~J.tallod 
! 

t'Q.:.o.ch.i.ove-: :tl:tDi.obj.cxdi1T~~ fM':_ itli'oh -iet:~,i~ctu~ctr~~t 

~iBS ~ ~a. ~sitn:Erltl;~ ~ ~ -..at> cm.oi' ire .. d1n:amntd.l1lmd :it ~ :t!'!.c.be.tt er 
1"t-. wCl~dlcc..illortl1c· lntereat::..::pf~:;thmit;J1njn1D.TI. "_:'3~' -'::c .,:,i,j·--
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10. In para. 3.4-of the Report, the Group has recommended 
that the training ~ctivity needs to receive, for its success, 
p os i ti V·:-; (' ')Il1!':1i tr!len t, support an d inv 01 vemen t at all levels in 
the org2~isation. 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 maintnin this decision. 
It is high time we convinced our olficers to accept development 
of human resources as a very vital part of their day-to-day 
functions. It would indeed be a sad day for the Batik if it is 
not able to persuade_its officers to view the lecture-assignments 
in its own training centres/colleges as a very important 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. 

I*********~ 
***********/ 

Sd/-
(P.Y. Padhye) 

1 Meober 
14-6-1979 
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