WESTERN RAILWAY

P.5S No.161/2014 Headguarter Office,
Churchgate, Mumbai-20

No, E(R&T)1136/01 Policy Date:05.07.2015

Tao,

All DRMs / CWMs & Units Incharge,

C/- Genl. Secy., WREU-GTR / WRMS-BCT,

C/- Z5-All India SC/ST Rly Employees. Assn,"W' Zone, Mumbai
C/- £5-All India OBC Rly Empl. Assn, Mumbai.

Sub:  Rewvision of Training Modules of Clerk Categories of Personnel
Deptt.

A copy of Raillway Board's letter No E(MPP)2014/3/21 dated
15.12.2014 (R.B.E.N0.142/2014) is sent herewith for information, guidance
and necessary action.

Encl: As above.
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{ N. M. Kamath )
SPO(RET)
For General Manager { E)
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MINISTRY OF RAILWAYS {i?-{ HEIEE]]
RAILWAY BOARD (IWd @75
REE Mo, J'l-f’t»,u’i[ﬂ_&ﬂ
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The Gengal Manades,
Tl Indicin Babwops.

&Ub: Aevition of Training Modules of Clerk Categories of Personnel Dapth,

The Cammittes comstituted for modificolian of the Training Modulsd of
Inial/Framaiional/Zefresner Course of Clere Categones viz. Jurar Clere Srslerk, Chia
Oiffica Supdt. Law sssistord, PYWI ele has submitted s cepon

i after considsning The Reporl sobmitad oy he Commitles. Board 1MEt 0z
acproved that framing modile for clerk cotzganes would e obunder

» Induclion Couss of Clerks/Sr.Clerks 21 days
«  Rafrester Course for Clene/Sr.Clerks . & days every Syears
= Refeshar Course for O8O/ E & days every S yaan
o Induciion Couse for Low Assisians |2 deys
5 Tre Traimng Modules/delolled couse contents are enciosea al Annguisras |10
1 Al the hrainess may be provided with comprenensive study matensl an each of

the {opics af the beainning o! the i imng programme.  Tha ranee; ore gxpected to
@0 fne mistenial and came prepored for discuswon. At the beginning of Ihe Cios 2
diggnastic 1est may be condusted Dy woy af objective guastions o e day's tooic
which can be of 0 aueshons, However, no weigntoge will be aven fgr v morc
aobtoined in theses 1ests and wml* net e acdded in the monks sgored o the final
avaluotion,

5 rindly acknowiedge rec2ipr.

DA Treiming Meduls [Annesune 1 toiv) :.-.f -
(Anuradho 5 rlqh,
Cirechor{tiFE)
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ANNEXUREA

Proposaed (Revised] Training Module of PERS-01

DEFARTMENT Fersonnef

ACTIMITY CENTRE Fersanne! Training Centre

DESIGMATION CLERK/ SR, CLERK

STAGE IMDUCTION

DURATION 1 days

Al LTo provide inputs that facilitate integration of inductass with the

arganization’s aims and abjectives.
2. Provide basic knowledge of Establishment rules and procedurnes

| Duratian

Module | DESCRIFTION

e — [
INTRODUCTION TO RAILWAYS- | |
* organization structure, functions [
* role of ministeral Staff in these gy |
* Parsonnel riment = roles & functions.

a1/01 el Deparime oles & i

* Future avenues of growth (AYCin the persernel Department).
* Basic introduction 1o fundamental Rules & IREM (Vol. 1 & 1], IREC [Vol | &
| I} ete
| * 5afoby and Disaster prevention - Office Sa fety, First Aid
CFFICE SEILLS —
Eiling systam - |
* Opening —Closing of fles & prinziples of putting file numbers |
* Miaintenance of fites & other record l
{
{
|

Q102 | * Noting, drafting 1 ¥ day
* Diary; codes/manuals/ paliey troulars/moritoring systems
" senvice record — opening, entries & maintenance

* Schedule of power

* Customer Care, ethics, interperzonal skills

INFORMATION TECHNOLOGY/ COMPUTER KNOWLEDGE

" Importance of Information Technaingy

* Introdugtion af computers = Hardware, Software, Oparating system & | fone |

| spplications i haur |

Q1103 | * Introduction ta M3 Difice applications —(a) M5 Word | daily |

| th) MS-Excel fe) MS- acess (d) M5 - power point | along |
! * Communication = internaet, F Mail, Metworking with

| * Hindi applications, printing other |

* Computerization of Dfice work including returns and statistics topics) |

MANPOWER PLANNING —
" Manpower inveniory = book of sanction/monitoring systems
*manpawer optimization ~ techniques available and uzed -
benchmarking/work study redeployment
*Procedures For creation af regwlar posts) supernumerany pasts/ surrender of
pasts! transfer of posts W day
* Development of manpowerseills —
| types of training = categories for which training is ma_r_:_li?_:ur-.-- importance of

| 01/04




* Seloctions from Groun “C° to Greup "B [Garetted selertion) oy B

* Procedure & elgibility for LDCE & GOCE i

* Assessment of vacancies, reservation) roster

| * Selection /Promotion vnder 40P /MACE scheme |

| * Pancl, currency of parel 5 exiension of curreney of panel
LEAVERULES. - il

| *Different kinds of leave, admissibility, imitation, competency regarding

sanchion

* Procedure for credit and debiy of leave [

* Maintenance of leave zccounts |

* Grasting encashment of leave in various Sircumstances like Retiremont,

death, rosignation, absorption i other departmant, in service legye

encashment T ;

| CONDUCT RULES - L T e B

| 0110 | "Applicability on railway servants, provisians abiout mevezbis, immoveable % day |

A day

propesty, for commercizl stafl, sexual harassment, Dowry etc
LEGAL MATTERS - B
= Court cases
| 01/11 | ~ Dratting of Para wise commonts
* Filing ot affidavits
| * Appeais . |
INDUSTRIAL RELATIONS — T S =
] * Recogmition of unions, Associations, Stafl councils | {
| * procedure for opening of new branches |
* faeetings — Informal, Mon-paymant, PMM, PREM, 108 | {
01712 | "Entiternents of union/Associntions affice bearors — Special Pass, Special Hiday |
| Casualleave, Transiar etc
"Facilities 1o unianfAssaciation — bullding, telephone, fax, computer, news |
‘ paDars gic
L | Deahng with (rl.‘ml}nstr:l['ansul'!:Ihnranaﬁ,’gheru\-{_.h.r:_um,:ms..l Associationg i
| PENSION RULES - T -
| | *Supesannuation, death, resignation, Moluntary/prematire retirement-
*Prnsion, PCRG, commutation, leave encashment, GIS, PF & DU - caleulasion |
| * procedure of revision af pension, provisianal nengian |
* delayed payment of settlermnent dup: [
" nion vacation of Railway accommadation Olday |
| * Maore than one claimant
' | " Exgratiz to widows/children of SRPF [contributony) & surviving retired SRFF
[eontributary] employess
* New Fension System
| VARIQUS ACTS — (AN INTRGDOUCTION)
* Payment of Wages Act
I * Minimum Wapes At i
0114 | * Emploves Compensation Act 1%
* Factory Act . day
* Industrial Dispute Act
| | * Right ta inlormation Act 2005




[+ ights and Enitlements of persons with cis-abilities

* Contract Labour (Repulation & Abolition) Act, 15971,

*Sozual Harassment af wamen at waorkplace {Prevention, Prohibition &
| Redressalp Act, 2013

| ALLOWANCES -
| *variaus allawances, their calsulations and conditions for drawl- {Trarsport, - O day
| HEA, MHA: MDA, Training Allowanee, DA/TA etcincludiag aliowances for

| funning ategory employess |

0115

| AOVAMCES -

| * interest frae and interest bearing advances {for conveyance, Camputer, on

transfor nateral calamities, festivals, HOA etc.) —eligibility, conditions, | Yiday
recavery, el

* Withdrawal and advance from orovident fund --conditions, Caleulation and

recavery |

[ 01116

PASS RULES
01/17 | * Kind of passes & PTOs, cligibility & entitlement |01 day
* Panzlty/fines far misuse, loss of Passes

WELFARE ACTIVITIES &STAFF BENEFIT FUND
* 51aff benefit fund - aims and objects, formation of committees at various
level, source, axpenditure, competent authority, per capita annual grant
' * Tachnical scholarship far dependent wards of railway amplover, schalarship
for higher education, hostel subsidy
01/18 | * Holiday homes
* Railway institutes 01 day
* Handweralt centre
*S1alf Cantecn—statutory& non statutory
* Homoeopathy, Ayunvedic dispansary
| * Medizal benefits—liberalized health scheme |
| " cuanier Policy |

DISCIPLINE AND APPEAL RULES -

" Ponalty- procedure for imposing minor & major penalties

* Disciplimary Autharity, Enquiry officer, Defense Helper

" Ex parie achion

* Enlry of penalty in service records

" Procedure for implementing penaltio: |

| 91/19 | * 2Hfect of panalty on service carecr | 1%
" Special provisions under ride 14 day

-7 Different forms used

* How 1o prepare a charge shest

* Procedure for imposing penalty on retired gersons
* Appeal against penalty

" Ravision & Roview

RAIBHASHA
| * Introduction, provision under Constitetlon of India
01720 | * OFicial language act, OFicial language rules
* lenitering committers on varigus lsvel
| *Incentives, awerds .




T Chack points etc. |

RESERVATION POLICY
* mpservation of SC/ST/OBC N direct recruiiment
| * feseryation of SC/ST in promotion

[__ * pAgintenance of reseryation raster register i
i T PERFORMANCE APFRAIGAL
* ACRAPAR |

| 'gufa2 | * Conyeying of adverse commeants | 5day |
' * Lifecton promatian |
| l * Rewards/ dwards )

..... — e ——————

L
I

| 01,21

| l TGRS OF WORK AND PERIOD OF REST RULES !
* cizseifications of pasts [
|« guby hours of staff, periad of rest long an, shart off
| ¢ proparation of duty rosters
| | * job analysis | |
| ‘overtime; gt - |
T STORE PRDCUREMENT T
| * Srack B nan stock Items
lg1f2a | * indents for procurement
| i Cifferont forms used |
| * Local purchase o .
[CACCOUNTS B AUDIT ' | |
« rpugiure of Baihway Accounts B working patiem
* audget preparation & review |
|« pracedure of patsing bills
* Mincation Head
= Canon of financial propriety |
* Imprest |
| * Audit _ o
01/26 | Field visitto DRM's Gifice/ Workshopy Store Depat. _I 0L day
| | FINAL EXAMINATION [ o1day |

| 01f25

e — e
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Proposed (Ravised) Training Madule for - PERS.02

DEPARTMENT Parsonnel

ACTIVITY CENTRE Personnck Training Centro
DESIGNATION CLERKS &R, CLERK

STAGE REFRESHER [pnce in 3 years)
DURATION b days

AlAS 1. To refresh / improve knowiedge

2. To build on the work experience

3. To provide fusther inputs in specific essential areas 1o a3 to
development of analytical and problem selving ahilines

4, To encourage participants to share their sxperiences and ro

RE-Il

anable

mical

of dowbts through active participation, group assignments, projects,

prasentations ere

Revised |
tadute
Mo,

DESCRIFTION

Duration

0Zf01

| reservation in recruitment, horizantal {hath wertical reservation), maintenance of

MAN POWER FLANNING AND RECRUITMENT PLANNING — ) I
“MANPOWER PLANMING, surrender znd creation of posts inclieding work charged

posts, [EMOOrary pOsE, supernumerary posts, vacaacy bank, benchmarking, areas of |
redundant xctivities, areas af expansion, Multi skilling, Boak of Sanctions etc. ]
*RECRUITMENT through REE's, RRC's, recruitment against sports quota, apprentices, |
land losers quota, appainiment on compassionale prounds, engogemert of |
substitutes, and the Lboralized Active Hetirement Schems for Guaranieed
Employment for Safety Staff (LARGESS). All aspects ralated to racruitment such as
policy interpretation, vacancy assessment, preparation of indents, application of

reservation roastars,  conduct of written fesls, inlorviews, formation of panels,
netification, medical axamination of successtul candidates, character and zntecedont
werification, appointment, atc

implementation of Aporentices Act in Indian Raifway establishments and the
absorption of medically de-categorized staff in alternativa posts

Yioday

02/02

| COMPENSATION MANAGEMENT (PAY B ALLOWANCES) AND ACCOUNTS & AUDIT

"Work relating to pay and allgwances like monthly salary Bills, processing and
sanction for payment of various alfowanzes Including allawances 1o the runming
stafll, processing & sanction of loans and advances to the failway amployees and
recavery thereof, income tax Hability, TS, PF & GIS deductions, PLA PAYMENT, pay
fixation in czse of appolntment and promotion (functional and ron functinnal
pramations etc), dealing with instances of pay protection ato, reimbursement of
tuition fees and lagal expenses, TA & OT tlaims. |
* fuciget preparation & review, budget allocalion, August review, Estimates, Audit,

nz/03 |

precessing for purchase ! maintenance of affics squipments, Imprest

1day

INDUSTRIAL RELATIONS, LEGAL ESTABLISHMENT MATTERS, INDUSTRIAL/LABOUR
LAWS, STAFF GRIEVANCE REDRESSAL SYSTEM AND STAFF WELEARE - |




*Dealing with recognized trade urions, mestings- inimm?hl:m:;a?mcnt, PNM,
PREM, ICM, dealing with Industrial disputes, strives, lockouts, dharanas, gheraos, | Lday
! provisions of Industrial Disputes Act, Labour Enforcement Officers and labaur courts.

i Crealing with unrecognized Trade Unkons and Associatons oic,

*all matters related to service law, desling with establishment related cases filed in
CAT, High Cowrts, Supreme Court, EHective handiing of court cases, filling of review
Pelitions, SUF and refated sues. _
“tnforcement and compliance of wariows legislations iz, Factories Act, s '
applicability o Workshops and other Railwey establishments, Special Rules for
warkshop staff in Bailwiys, Payment of Wages Act, Workmen's Compengation Act,
| ex-gratia payment, Contract Labour (Regulation & Abelition) Act, incentive bonus
| scheme, Minimum  Wages Act, Right to Infermation Act 2005, Rights and
| Entitiements of persons with dis-abilities Act, Sexual Harassment of women at |
| workplace |Pravention, Pretibition & Redressal) sct, 2013 etg |
| *Hours af Employment Regulations, condwcting of job analysis, payment af |

overtime, etc.
| *Grievance Redressal mechanism, staff Wellare —various activities, Stalf Benefit
| Fund, Consumer Co-op, Societies, medical assistance, educational assistance etc,

02/05

CAREER PROGARESSION AND PERFORMAMCE MANAGEMENT -

*Channels of promaotian, Selection & Non Selection, Suitability, Trade Tast, LDCE &
GOCE, ACP/MACP scheme, Assessment of vacancies, reservation rulgs/roster, Panal,
cusrency af panel, its extension, Appeal 2gainst Panelfselect listftrade test, sealed
cover procedura etc ¥ day
*ACR/AFAR: procedurd, maintaining of recoeds, their annual filling vp by the
employees, reporting officer, s review and acceprance, its use in selections)
| postings, conveying of adverse remarks, its effect on promaotion etc NAR, sealed
caver procedure oic. i

DISCIPLINE AND APPEAL RULES, IMPLEMENTATION DF ACTIONS ARISING DUT OF |
VIGILAMCE MATTERS AND CONDUCT RULES - |
A matters relating to Disciplinary & Appeal Roles, 15628 wiz enor & major |
ponalties, thelr procedure, Disciphnary Authonty, Enguiry officer, Defense Helper, ex
parte action, appzel aganst penalty, Revision & Review, eftact of penalty on service | 1day
career, pracediyte for impoting peaalty on retired persons, apolication of rules to a
case study elc

*Haitway Servicas Conduct Rules, 1565 and their applicability on Ratlway servants
khcdulnfiDiscipjlnaw Powers and matters ansing qut al vigilange actan

LE&AY E-HH_.ULE, PASS RULES AND JOIMING TIME |

*Pass Rules, its intergretation and impiementatian, ¥inds af passes & PTOs, ehgibiliy |

g eptitlement, Penalty/fines for misusa vlg | ¥aday
| *Lpava rules, different kinds of leave and theis admissibility, Emitation, cormpetency |
regafding sanction, mantenance of lpave accounts | leave sncashment while in |

service, Jolning time 2tc




I st
| SrnloRTY AND P.ESEWJ.M'ION POLICY -
| *Rulas raguiating dpterrrinaiian of snniar
| .
| mocessany AN not necessary, an jeansie

pyrizhrment g re promotion, iELEr-5E caniarity, greinrily U

Upggar | A surples rtafl, senionity to <taff promote

sprpuision of resereation far Scheduls
|

Ilsa'ﬂ:';v and non-satety catepory POSi.
|
Lo e

S

: _._.___._.______,_._._.——-—
| | MAAMAG ErAEMT OF pOST EET'.H.EN'I'ENT RENEFITS —
| *|pterpretation R irﬁnlt:mematkm af Pansion risies
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1
1
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[l o
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ANNEXLIRE-[]
Proposed [Revised) Training Medule - PERS-03
DEPARTMENT Personneg|
ACTIWVITYCENTRE Fersonnel Training Cantre
DESIGNATION a5 JCHIEF 0575wl
STAGE REFRESHER {once in 3 years)
DURATION B days
AipAS 1.7 provide inputs at the supervisory lewel for facilitating retpansive

and reliable decision making

2. To develap analytical and problem solving capabilities

3. This shauld be a combined pregram lor 03 and SRWL 5o that
ceordingtion between affice and field is doveloped ang
mfermation/experience sharod

4. Diseussion of case studips he ysad 10 comarehend issues berer

e 7 — — ™
| Revsed | Duratian i

Madiie | DESCRISTION

&

- |
o _Fupsnwsnni- SKILLS, LEADERSHIP, CHANGE AND IS MANAGEERT
| * Aol of Supervisar in Personnel and other Departinents, Leadership shyles, {
a Mativation,  Comeunication, Time Management,  Sirpss Management, ety |
Interpersanal Skitls, customar carp, mteraction with staff as well as retired sia |
{ and their families, teambuilding atc :
MANPOWER PLANNING, RECRUITMENT PLANNING AND COMPASSIONATE
| GROUND APPOINTMENTS ~ issue, problems and analysis of deta
“Examination af oroposal for creation of POST kaeping in view yardsticks, bench |
| | marking, work stody FEperts, vacancy bank, matching surrender, HOEH, links
! | [specially creation of running staff & orher safery & operational CRIEpOries
| pasts), idennification and redeployment of surplus stalf incluting medically da- | |
| catogorized staff, multiskilling, Book of Sanctions [
03702 " Al Espects reiated te rules, u_rncn-.-luru:*s, thair interprotation an.d advanee
| | Bleaning far recruitment, Recrutment through 8RR, RRC's, apainst sports
QUata. apprantices, land losers QuUEtT, appeintmanl on Compastionate |
grounds, enpapement of substitutes, and the Liboralized artive Ratirerment |
dcheme For Guaranteed Employment for Safery 5taff [LARGESS). Aoplication of |
| TEIBVATIAN n  recruitment  including  for people  with  disabilities |
Implementation of Angrentices Act in Indian Riilway establishmene. |
*Conducting inquiry for 0.2, appeaintment, Preparation of cast sheet for such
| appaintment keeping inview the inquiry repart, age limit, educaticnal
| qualification, competency olc | |
, | CONPENSATION MANAGEMENT [FAY & ALLOWANCES), ACCOUNTS & AUDIT |
| B3s03 | AND STORE PROCUREMENT - -issum, problems and anabysis of data
| ! “Hules and their interpratation relating to fixatian undar RS {RF] Rules, 2008 & |
i further darifications ﬂ'-l:‘-TELI-'-I'IE'-'._p:'lY."I'IEﬂ[ of various J|!D‘n.‘-'ﬂ-"|l’_:_ﬂ,$ including

Wday




allowances to the running staff, loans and advances to the Aaflway employees
ang rocovery thereof, income tax liability, TOS, PF & GI5 deductions, FLR
paymont, pay fxation in case of promotion (functional ard non functional

ciaims.

* Budget preparation & review, budget allecation, August reviow, Dstimates,
audit, processing far purchase ¢ maintenance of office equipments, Imorest,
estahlishment  costs, constiuctlon organization, Dealing with Accounts
inspoction note, Audit para, Dralt Pars etc

*Stare Procurement, Stock & mon stock ilems,  Indents oreparation
procurement & drawl of Stores, Inventory Control, Local purchase
*Waorks, preparztion of proposals for works programme, Wotdcharge
mstimiates .

for

promations etc), pay protection, Stepping up, Meat Balow Rule (WBRLTA & 0T |

" INDUSTRIAL  RELATIONS,  LEGAL  ESTABLISHMENT  MATTERS, |
INDUSTRIAL/LABOUR LAWS, STAFF GRIEVANCE REDRESSAL SYSTEM AND
| STAFF WELFARE -

! *Dealing with trade unions, various kinds of mectings- PHM, PREM, JCM ptc,
: dealing with imgusirial disputes, strikes, lockouss, dharanas, gheraos,
| Preparation of ramarks/reply for the concliation proceedings. Dealing with |
uarecognized Trade Unions and Associations etr, t
*all matters related to service law, establishment rzlated cases filed \n CAT, |
High Courts, Supreme Court, Effective handling of court cases, filling of reviow
fetitions, SLF and refated jssues. Deading with AT) cases & citizen's charter &
other related fegisiative measures affecting sdministration |
*enforcement and compliance of various fegislations iz, Factodas Act, its
applicability 10 Workshops and other Railway establishments, Special Bules for
Workshop staff in Balheays, Payment of Wages &ct, Workmen's Compensation
Acl, ex-pratia paymant, prepasation of proposals lor compensation under £ C
03/0a | Act/Ex Gratia =t Contract Labowr [Regulation & abolition) Act, incentive |
bonus scheme, Minimum Wages Act, RIght to informalion Act 2005, Rights 2nd |
entitlements of persans with dis-abilitias At Sexunl Harassment of wamean at |
workplace (Prevention, Prohibition & Hedressal] Aet, 2013 per, Disalay nfi
abstracts of Labour Laws at varous Units, :
THOER- Anaiysis of fules & procedure for eptimum utilization of manpower & |
te curtail overtime, job analysis for classilicatian/reclassification of posts, |
examination of over time cliims including rasters and links with a view 13 |
reduce over time claims. Bocking of runnming, nen — rusnicg and other |
travelling staff and oreparation of finks. |
*Grievance Redressal mechanism, Checking of records and essure compliance |
of Labaur Laws during =tation inspection, eomplaint rogistars etc I
*Stalf Welfare - Colonies. Holidzy Homes, Co-Opeeative Societies, Eailway |
Schools, Handicraft Centre's, Canteens, Scout & Guides, cultural activities, 587,

| Medical Fatilities, RELHS

| *Pass Rules
_i__’ Leave rules

1day

:CF\H:EER PROGRESSION ANG PEAFORMANCE MANAGEMENT -
| *Analysis of rnles and procedures related o Selection, Mon Selection,
suitability, Trade Test, LDCE & GOCE, ACP/MACP schome, Assessment of

03705

¥ day




vacancies, reservation rulesfroster, Panel, currency ufupﬁn'-_*l. its. gxfension.
| Appeal against Panel/select list/trade tast, sealad cover procedure stc
| = ACR/aPARs, procedure, maintaining of racards, rommunication of aldverse

03/08

| comments ete MBA, sealed cover procedure elc. |

I pISCIPLIME AND ARPEAL RULES IMPLEMENTATION OF ACTIONS ARISING .
GUT OF VIGHANCE MATTERS AND CONDUCT RULES - i .

| + A1l matters refating to Disaplinary & Appeal Rutes, 1968 viz minar & magar | |
penaltics, their procedure, |malementation & combination of varicus penalties
Disciplinary Autharity, Enquiry officer, Defance Helper, Soeaking orders, :

' Srhedule of Powers, ex parte action, appeal against penalty, Revision & f |

| Sayiew, effzct of penalty an service carcer, proce dure for impoting penalty an | f

| retited pereans, appiication of rules to @ case studdy eic

| *Railway Services Conduct Rules, 1966 and their applicabifity ono Railway | |

| sprvants, granting HOC for passport & Ex-india Leave |

Sehedule of Disciplinary Powers and matters arising out of vigitznce action

e

SEMIORITY AND RESERVATION POUICY -

spules and their interpretation peraining to determingtion of seniority, on

racruitment where Initial training is necessary and nob necassary, on trensier,

promation, reversion due to punishment & re promaiian, integrated and

iptes-se semionity, seniarity to medically de-categorized fsurplus staif, [ 4 day

| seniority to staff promated by applying reservation ot {

l *pravision of reservation for Schedule Caste and S¢heduled Tribe empioyacs, | ‘
maintaiping  reservation  Toasters, pther relaxations available o SC/ST |

[ candidates in safety and nacn-salety category posts, procadure or de= |

| reservation of pasts l B

0308

MANAGEMENT OF POST RETIREMENT BENE FITS - i
*mterpretation & implementation of Penzien rales {new and old], provident
fund rules, leave encashment rules, Gratuity rules, cut in DERG and its delayed
payment, retzntion of  raiway sccommadation,  sanciion of retirement |
benefits to omployees wnder different circumstances [suparanniaiion, ¥, gay
i yaluntary retirement, fesignation, death, dismissal, technical absorption et
| impact aof Disciplinary & Lppeal Aules, penaitics elc on retirernent benefits,
conduct af Pension adalats, timely settiement and Redressal of grievances |
| related o settloment, Ex gratia to widows/children of SARF [contributary) & |
| surviving retired SAPF [contributary), procedure In case of more than one
claimant ancmalies in pension rovisionfeation, Mew fensicn System, I
| apglication of rulestoa case study . |

03f08

[ hmalysis of rles and procedures in 2 given lopic (proup achvity] and | '
dentification of redundant areas of requiremants for change/modification lr day |

! 0310

INFORMATION TECHNOLOGY/ COMPUTER KNOWLEDGE | {one hour |
| * |mportance of Infarmation Technaloiy daily
*Update on information technology uSage — development of 3 menitaring | alang with
program im EXCEL/ACIESS {group activity) | orhEr |
* Computerization of Dffice wark inclading returas and statistics topics]

FIlAL EXARTIMATION




ANNEXURE-TY

Prepesed |Revised] Training Module - PERS-04

DEPARTMENT Personng|

ACTIMITYCEMTRE Persannel Tramning Canlre

DESIGMATION Law Assistant

STAGE Induction

[ILRATION 12 days

AR5 1.Ta provide inputs that facifitate imtegration of induciees with the

arganization’s aims and objectives.
2. Prowvide basic knowledge of establishment rules and procecures

[ | Duratiea |
Revised | BESCRIPTION
Module Mo |
| INTRODUCTION TO RAILWAYS- I
* arganization structure, functions !
| * Parsonnel Department —roles & functions
* Folo af Law Assistant in thase
* Future avenues of growth [AVC),
* Batic introduction to Fundamental Rules & IREM (Vol. 1 & 00, IREC {Vel. | &
[} ete
* Safety and Disaster prevention — Dfice Safety, First Aid
*Oiffice skills, noting, deafting
omafo2 Palices, rules and procedures refating to recruitment, genaral cﬂﬁif'i'lviaﬁ;df"_.'_ 2days
| sarvice, carger progression/promotion, seniority
| 0403 Palicas, rutes and procedures retating to Discipline and Appaal Aules and, 1day [
Conduct Rules -
0d/0d Folices, rules amd procedures relating to Fay fination, Alln'w.anceﬁ, Advances _lm
| and Pensicn !
04/05 Polices, rules and procedures relating to Reservation, Leave rules, Pass 1-&;1,_
rules, HOER
CWARIOUS ACTS < (AN INTRODUCTION}

* Payment of Wages Art

" Minimum Wapgas Act

* Employes Compensation Act
| " Factory Act

* industrial Disputes Act

* Railway Act | |
[ O4/0f |7 CAT Act | 2 days
| * Railway property unlawful possession Act |
| T Consumer Act [

04/t

| | * Tenanty Act
i Mudical stamp Act
| * Right to Information Act 2005
| " Rignts and Entitlerments of porsons with dis-abilities
* Contract Labour {Regulation & Abelitien) Act, 1971
i *Sexual Harassment of women al workelace {Prevention, Prohibition & J




" Redressal) Act, 2013

D07

Legal Matters =

L]

Court Case

Rele of diffarent courts

Preparatian of writien staigmant

Filling of Affidavits

Apncals

Homination of Raileay Advocates
Briefing, chasing & monitering

Case contestoll by more than ane office
Contemyl cases

Vetting of Plaacing

preparation of nete for filing appealSLP before Hign
Courl or Supreme Sows

Arhitration & Caoncilialion matters
MHRC rmetters

D&A rules

RCT Act

Court procedures in Genzral

2 days

" 04/08

| Fiell it to Labour Commissioner Court/CAT/High Court/Supreme

| Court

(1409

1 day

| Informatian fechnalogy usage + interngt and netwarking

Computerization of Office work including monitoring of courd cases

SPL LINBS Searching of Judgments on varigus topics

"oarin

| FIMAL EXANMINATION

Lhr. daily |

along with
| other topics

1day




