No.4/7/2005-2Trg
HARYANA GOVERNMENT
CHIEF SECRETARY OFFICE

TRAINING DEPARTMENT

Dated Chandigarh the 29™ April, 2010.

To
1. All the Financial Commissioners & Principal
Secretaries/Commissioners and Secretaries to Govt.,Haryana.
2. All the Heads of Departments in Haryana.

Subject Training of Trainers Course on Design of Training (DoT) to be held
from June 28 to July 02, 2010.

Sir/Madam,

I am directed to refer to the subject noted above and to inform you that the
Govt. of India, Institute of Secretariat Training & Management, Department of
Personnel and Training, New Delhi is organizing a training course cited at subject at
New Delhi. Interested officers can exercise their options before 14" May, 2010 on the

prescribed format. Details of the Training Programme are available on the web site

http://csharyana.gov.in  (under the heading of Training Branch/Training

Announcements).
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Telephone No. 26102597; Fax No. 261 04183

Dated, New Delhi, the 29" March 2010

To:-
1. Secretaries of all Ministries/Departments of Government of india
f‘q M o 2. Chief Secretaries of all States/Union Territories
3. All Central/National/State Training Institutions.
| 4. Heads of all Central PSU/Autonomous Bodies

Subject: Training of Trainers Course on Design of Training (DoT) to be held from

June 28 to July 02, 2010

1) SEI', p iy » ¢ T Tt

Il am direcﬁed to say that this Institute will conduct one Training of Trainers Course on
DESIGN OF TRAINING (DoT) during June 28 to July 02, 2010

¥ 2.%% ¥The DoT course aims at equipping thé participants with the 'knowledge and skill fer
. making-a course design, which then can be used by the sponsoring organisation as a
- resource person. Details about the DoT Course, eligibility criteria etc. can be seen in the

Course Information Sheet, enclosed at Appendix-l. The Nomination From for applying to
this course is at Appendix-|l.

30 9 ISTM is the “Lead Training Institute” in the country for imparting training of trainers'
.+ course and is located at the old campus of the Jawaharlal Nehru University at south Delhi.
1 The National Training Policy, promulgated by the Government of India emphasises “Training
- for all.” Keeping in view the large work force, there is a need to develop in house expertise

on imparting training.

4. . In order to undergo DoT Course, the panicipanté must have completed Direct
Trainers Skills(DTS) Course.

_ 5, It is requested that nomination of eligible and interested candidates may please be

forwarded to the undersigned, on or before May 21, 2010. Only those candidates may be

" relieved swhose ' nominations - the ' institute  has ‘accepted and you have received a

communication to that effect, b

Yourmfuny,
A
(Chandan/fv‘!ukherj )
Deputy Director &
Course Co-ordinator

Tel. 011-26102597
Email: chandan@nic.in






ELIGIBILITY:

COURSE INFORMATION SHEET
[TITLE: Design of Training Kl
COURSE CODE: DoT 4{
‘DURATION; - ONE WEEK: FROM JUNE 28 TO JULY 02, 2010.
ITIS AFULL TIME RESIDENTIAL COURSE.
*  Middle level officers of Ministries/Departments of Central

and State Governments and its attached and subordinate
offices. )

¢ Trainers of Central/State Training Institutions

* MUST HAVE COMPLETED DIREGT TRAINERS
SKILLS (DTS) coliBes—— .

SKILLS (DTS) COURSE

OBJECTIVE OF THE
COURSE:

T ————
TRAINING METHODS: |

!

* Distinguish between designing leaming units', ‘courses
and 'training programmes'.
" Explain the term "task' as a basic feature of training |

design.

* Identify constraints that will influence the design of
training.

* Determine the boundary within which training is to be
designed. '

* Apply ways of leaming to a task to be learned.
* Write objectives in behavioural terms.
® ; Distinguish between 'performance objectives', training
objectives' and ‘enabling objectives'.
* Categorise behaviour in terms of knowledge and skill.
* "'Describe the influence of ‘entry behaviour' on training
design.
* Apply the concept of ‘Andragogy’ to training design.
* Develop performance aids. |
* ' Apply the concept of 'Acceptable Learning Standard' to [
the design of training.
* Evaluate training methods.
" Select appropriate training methods.
= Apply the concept of 'Transfer of Learning' to the design
) of training. -
* Describe the terms ‘assessment’, internal vaiidation’,
‘external validation' and 'evaluation’,
* " Include four levels of evaluation to a design proposal.
* Prepare a design proposal.
* . Present training design proposals for management
appreval. .
* Prepare an action plan for a design project.
* Complete a design project.

. Group Exercises
* Discussions
* Presentations by participants J
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COURSE FEE:

The Course is designed as a Residential Course. An
amount of Rs. 1,000/~ (rupees one thousand only)
@ Rs. 200/- (rupees two hundreds only) per participants per |
day is to be paid by the participant in CASH to the ISTM, ;
Hostel, towards charges for meals etc. The participants are |
also required to pay room charges for their stay at ISTM, |

-Hostel that is other than the aforesaid amount. Sponsoring |

Authority, is required to reimburse the expenditure to be
incurred by the participants as mentioned above in addition to
TA. No other course fee is to be paid by the sponsoring
authority except those mentioned above. |

|

HOSTEL FACILITIES: | ISTM has modest hostel facilities on twin sharing basis. It is t
Vv 9 {3 only for the course participants and family is not allowed to |
stay in the Hostel. The Hostel is situated at Block-I, JNU(old) |
Campus, New Meharauli Road,  New Delhi-110067. |
Tel. 011-26172571

LAST DATE FOR ?
SENDING May 21, 2010 !
NOMINATION FORM . |
|
TO WHOM THE Shri Chandan Mukherjee, Deputy Director, Room No., 103 |
NOMINATION FORM Administrative Block, JNU(OId) Campus, New Meharauli |

Road, New Delhi —110067. Fax: 91-11-26104183

IS TO BE SENT
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ANNEXURE-I

_ Page 1 of 2
NOMINATION FORM
DESIGN OF TRAINING (DoT) COURSE
NOMINEE'S INFORMATION
1. | NAME
2. DESIGNATION
!
3. | ORGANISATION [
4. | SCALE OF PAY
5. | DATE OF BIRTH
6, SEX
7. | CATEGORY
8. | COMPLETE OFFICE SECTION/UNIT
ADDRESS (WHERE THE
NOMINEE IS POSTED AT | ROOM
PRESENT) NO./FLOOR
' BUILDING NAME
ROAD NAME
CITY/PIN CODE
TELEPHONE/FAX
9. EXPERIENCE, IF ANY, IN
THE AREA OF TRAINING
10. | KNOWLEDGE OF HINDI READ/WRITE/SPEAK READ | WRITE | SPEAK
1 11. | WHETHER HOSTEL REQUIRED NOT REQUIRED I
REQUIRED OR NOT
12. | DATES FOR ATTENDING
] DTS COURSE
13. | OTHER TRAINING OF
TRAINER (ToT) '
COURSES ATTENDED

Signature of the Nominee






ANNEXURE-i
Page 2 of 2
NOMINATION FORM
DESIGN OF TRAINING (DoT) COURSE
SPONSORING AUTHORITIY'S CONFIRMATION
ﬁ. NAME OF THE
SPONSORING AUTHORITY
2. | ADDRESS FOR
COMMUNICATION (WITH
PIN CODE)
3. | TELEPHONE NUMBER
4. [FAXIEMAIL
5. | NOMINEE'S NAME | 1
6. | NOMINEE'S DESIGNATION
7T_”TWE'"‘-_"WE?'_‘THT{ IR W
TRAINING TO BE
IMPARTED  ON  THE
NOMINEE  wiLL g
USEFUL TO THE
| OrRGANISATION —

Certified that the given particulars are correct, the nomination s made after
-ascertaining the training needs of the nominee, and if selected the nominee will be
relieved on full time basis for the programme

PLACE

Signature & Seal of Sponsoring Authority
DATE |
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