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CIRCULAR

The Directorate of Training is entrusted with the basic responsibility of cdndu_ct_i_hg

 training programmes for various . levels of officials/officers - in various areas of

administration, The Directorate has identified subjects needing basic knowledge and skill

for functional efficiency. A three days training course on “Basic Functional Efficiency’
" in Establishment/Service Matters” is an important course in the list. The Course shall
commence on 12" December, 2011 to _14"' ])_.e'cg.n__lber, 2011 _(Mo_nday_ - Wed_n'e_s_da'y)._ o

IMPORTANCE OF 'm'i: COURSE

Government rules, regulations, instructions and orders relating to Establishment/Service

are the safeguards against ad hoc measures, arbitrary decisions and discretions. Rules and
regulations are framed to ensure objectivity and fairness. The course covers the Leave |
* Rules, FR & SR, CCS (CCA) Rules, Temporary Service Rules, LTC Rules, Medical
Attendance Rules, Staff Car Rules, 6™ Pay Commission Report etc. which are necessary
" in day to day functioning of anyIGovemrner';t-_de'}:ia;r'tr'nent'/o'fﬁcc. o

The Course has been designed to be_neﬁf those _-..és'sign'_ed duties of dealing/processing/ -

deciding Establishment/Service matters. Tt shall also be useful for those posted in the

Government corporations/local/autonomous bodies. The course: would be useful to -

functionaries both at the lowet/middle Management. Training Module/Learning Units are:
enclosed. = L U T C
OBJECTIVE §_QiTH_E COURSE L
At the end of the Course the participants will be able to : 3
1. Explain significance of the rules/instructions in day-to-day functioning.

Define basic concepts contained in the rulesfinstructions. . '

- Develop attitude to invoke rules and instructions appropriately. '_ B

CONTENTS OF THE COURSE

. Basic provisions of FR & SR and CCS (CCA) Ruiles, important concepts and
' terms. - o - s
20 Recruitment and appo_intmcnt_(Direct, Temporary, Deputation, Co;npa’ssidnate).- _
3. - Probation, Regularization/Confirmation, Lien, Seniority and Promotion (including
ACP). S
4. Retirement, Resignation, Termma'tionfRemovalfDismissal, Retrenchment and Re-
- employment. '
Reservations in Service and Roster design.
Pay, Pay fixation, Allowances. -
Leave Rules, Attendance and Punctuality.

Medical Attendance Rules and Health Scheme.
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9. Conﬁdentlal Reports and Basics of CCS (Conduct) Rules.
10.  Maintenance of Records.
11. - Service Associations, Welfare and Facnlmes

METHODQLQGY OF THE COURSE

‘The Course woulcl be conducted by experts and expertenced in' the -area of = .
Establtshment/Serv1ce Matters While lecture method would be generally followed case
studies and practical exercises may also be included in some sessions. The Course would
be interactive and parttcnpants encouraged to raise questlons and get the doubts cleared.

NQMINATIQNS FOR THE COURSE

1. The Course envisages class strength of __Q Part101pants

2. Nominations shall be accepted on first-come-first-serve basis.

3 Nomination letter along with bio-data form of the partlmpants m the format
prescribed (enclosed) may be sent by 5" December, 2011.

Nominations received after 5™ December, 2011 may not be entertamed :
Outstation participants are requested to proceed for training cnly after recexpt ot o
confirmation of acceptance of nomination. S '

QTHER INSTRI JCTIONS . _
‘1, ' Participants are expected to come prepared w1th basw mformatlon on the course _
~ ~ subject..

2. Participants may brmg copxes of the latest departmental/Govemment cnrculars:’
~ orders/reports “etc., relating to the course subject, if any available. ThlS would
" benefit other partlelpants, the Ditectorate and also the faculty.
 Participants are expected to observe punctuality and regularity. S :
4. Participants are expected to keep their moblle phones on silent mode durmg the

‘training sessions.
5. Partlclpants are expected to complete exercmes/questlonnalres, 1f any, dlstnbuted by o

- the faculty. during any training session and also fill up the feedback form. . _

6. Participants are expected: to utilize the knowledge gained during the tralmng for
efficient discharge of their duties.

7. ‘Participants may contact the undemgned for any mformatlonfclanﬁcat}on on
' training course. :
8. Contact/correspondence may be made on phone noS. 22308552, fax no. 2230’?822
: 122308556 email address utcs_@mc in . _ '
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