\

Chapter
CHAPTER-1

£l

s et

CHAFTER-1I

i
22
e |
24
15
151
152
253
154
X1
2.7
4.
2.9,
210
L
b} ]
213
L4
L15

CHAPTER-II
Ll
k4

Ly
3a)

)
k.

Caw

CHAPTER-1V
4.1

42

4{u)

43

il

4.4

4.5

TRAINING MANLAL
TABLE OF CONTENTS.

Subject Page
INTRODUCTION AND THA INING OBJECTIVES I
Introduetion I
Five Neod For Training 1
Training Objectives |
TRAINING POLICY 2
Main Features of Training Palicy .
Fraining For Al 2
The Category wise and post wise detuil 2
Duties and Responsibilities of the Department 2
Organisational set up of the Diepartment 3
The Seerctariat 1
Ihe Dirvetorate 3
I'he District Level und other Teld offices 3
The Organizational Chaurt of the Department 4-7
Dhaties and Responsibilities of Key/Funetional Posts E-10
Training needs of the Department 10-13
Training Plan i3
Training Manager 13
Training Methodology 13
Training Concerns 13
Training Budper 13-14
Training Review Commitiees F]
Monitaring 4
Departmental measures to train its emplovees 14
TRAINING PLAN
Introduction 15
Approval of Tealning Plan 15
Organisation of Training 1516
Year wise no.of employees projected to be trained 6
during five vear period under H.P. State Training
Paolicy, 2009
Number of training to be attended at different levels L
Cost extimate of Annual Trutning Plan 7
TRAINING MODULES
Training module for newly recruited officers and stuff 18
Training of trainers I8
Trainer at various tevels for teaining of aewly recruited  15-19

CHTicers and stall

Training module of sponsored training programme L]
Tor officers & ministerial siaff arganteed by HIFA

Detail of Training Modules of sponsored Training 19-20
Programme for officers ond Ministerial Staff organiscd

By HIPFA

Training cum exposure visit of the officers aut sitle M
the Stane

Assessment of trainees 2ih
ANNEXURES

Cutegory wise sanetioned strength in the Department 2]-22

of Labour & Employment as on 3152001 {AnnexureD)

Wing wise sanctioned strength of Posts in Department 13

OF Laks ik E@W(ﬂhubwﬂ_ﬂ



Cost estimate of Departmental Tralning m N
A Simesure- 1

Frainiog Schedule (Annespre-IV) 1504
Truiming-cam-Expusure Visis of the officery 9

Cratsidy the Stote [AnnevnreV)

Inbuetbsi-cim-Lbriemintion Madnivs for the new In k1T
recruited BECK ot IMeecturute | Annesure-Y 1)

bnduetiim-cmm-UChrientation Modiles Tar the e Iy M
Reeruited LO ond Lis. o1 Direetorate (A nnexareV Iy

Inducrion-cum-Civicntation Mudules for the mew Is 12
Recruited Depuaty/Assit, INeector of Factories oy
IMirectornte (Annexure- VI

Induction-cum-{drientation Modules Toe e mes I 33
Riwruited S A5 a1 Directorate { Annexvure-1 %)

Indueting-com-Oricntating Moduies for Ui nen I u
Reeraited Clerk st Direciuraie { Annesure-X)

Three duys Trailog Modules for Laboure Wing 35
At HIr A [ Annevure-X1)

Three davs Training Madales for 12 mploy meal 30
Wing { Annevare- X1

Farmat for subimission of Trainiog Note by Officers 37
Attending trainiong st Teaining Institune (Annesare-X111)



@

CHAPTER-T

INTRODUCTION AND TRAINING OBIECTIVES,
LL Introddaction:-

There is o need Tor training of all Govemment emploveed, aol only af the time
ol industion in Governpent emplovment, but also ot regular intervals thereafier. 1o improve
their effectiveness. Capacity Building fise excellence amd sequisition of requisive skills,
knowledge snd unide is essential for the growth and development of the Depuriment
I'his will alse ensure efficient and effective public senvice delivers by 1l Department. in
thit rpidly changing sucio-eoonanic seenaris,
L2 The need for training: -

Ihe truming of @ specilic Training ['lan is essentinl in grder W maiitain qualay
and guantity of service and o improve the service delivery mechanism i the Department.
I e cormipetence. skills and attinsde of the Depammental enpluyess have a grest beasing on
the guality of e putpu, This casts duty wpon the Deporiment to anprose the competenee
of its emplovess.

1.3 Training Ohjectives:-

The obiective of the Labour & Emplovment Department Training "an can best he
deseribed i terms of copaeny building and enhancement of Human Capital thresugh un
integrated framewark of knowbedge, skill and antiwde,

Copacity building in Labour & Emplovment Depanment shall stive o
schieve the following ohjectives:-
= Enhancing professionsl knowledge and skills needed  For better perfopminoe of
cplovecs.
= Promoting better understanding of professional requirement as well as sensitizalion
tumards the socio-economic and political envieonment in which work i3 done: !
s  Bringing abon nghe snidingl orientaion,

®  Todevelop Trainers in-howse (with in the Deporiment ).




-

=

CHAPTER-1I

TRAINING MALICY

20 Mun femtores of Training Policy

As per Himachal Pridesh Training Policy, 2000 (fcer and (HTicials from

Class-i (i Class-1Y mre reguired 10 wndergn training Gar skl development @ ihe fime of

mdection amd 81 leust onee in five seers or before peomotion. The Truining [folicy has
following imporant feaiuncs

3.1 Training for All

The obpective of the Folicy s To peos e Traiming fo all Gl servants 1 pegulae

intervals durkng teeir corgdr. A% such Tralning would be Tmpartod 1o all the enployees di
L shour & Emplovment Depanment in a phabed mannes as under:-

L1

b

Training for Cliss-l w IV employees sholl focus on functional skills mmd
ultitudinal anentatbon resulting: imo efMicient delivery of public services. Clims-11
ned [V offeials are s be divided e 2 sub grops:-

Those officials heving & divect mterface with the public in teems of defivering u
service

Those officials dealing with goneral ddominstonive mrimers and Do domal ks

I3 The category wise wnd post wise detadl is given ot Annevore-] (FPage-21)
L4 Duties and Responsibilities of the Department,

Pepamimen of Labowr & Employvment bus o porioon the Rilowing Sinctios: -
Chive employment assistunce i the youth ond W esinhlish and maininin [ndusgrinl
Pence in the St
implementation of e Emphoyowenst Fachanges Compalons Natficanmm o
Wakame bes )AL 1958 and Rules, 1960, theough the network of the Dhreclonne, 67
Employment Exichanges. 2 University  Emplovment  Information. & Cioldance
Barcau, Special Employment Exchange (For Ploysically, Handicappind) anc Central
Emipdonment Cell. To register =nd sponser maimes of registensd voush agiains
wocancies nodified w Employment Exchampes. To give Voostong! Gusdame w
viibith. To cidlect. compile gl dissenimue Emplovment sttua in the Ohganisel
Seitor cvery Miee montha To wreange Comipus lsierviews amd lob Fairs fae youth
for job appartunities in Private Sechor
Ienpherneiiog o of 28 Céntoal and 2 State Labour 1aws including the Tdusteia
Dilspaes Act. Payment of Wages Aot Minimuim Wages Act, Shopa and
Commenciad Fatoblishnwnts Act, within 3 view to establishing and malntaming
Irnchisstrsial Peace inthe: Sante.
Implenientsition of Fattories A with o vl t eivaring bty and el of
amplovess working in Faglones
Iipdiemicntutbon of Building wd Oder Coninicthon Wk Wellhee A, through
BOCW Weblare Bopnd and Labour Wing of the Demariment. lor peomiding soions

weltare mehisure 1o sech warkors
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=& Organisational Set Up of Depactuent of Labour & Enaploy meni.

Ir Beod tersmy the Depurimisntal sitiap is divided o o fevels as uader

The Secreturn

The Directorily

The Dilavrin bewel sl abrer il offioes

There o a alear am distinct divissom of Taneriors betmeen e Secretr, e

Prireciorate wnd the Mheld olfces,
250 The Secretariag

Department of Labour & Employmant works undur the itimimistrrive comml o
the ACS (Lab & Foapy o the Govt, of HLIP who assists and prod ides suppon i the Misisr
bt Charge of o Exepirtenent, A0 e Cuont, puleion, piigeiriises, P, Aty amd Riles
afil fnstraitions e framed, spproved snd finally dssiel for implomesasion by e
SeCTRIrTat
252 The Dirccturate

The HBusctlre of tle  [Meectomate are Plannisg, Fismeial Murcgemen
Sonanirn oof pragress e vangs Aovs and Rulew ond providing necesary edissek
P State Giont. aboul. Enplementidlon of varives polbties wl progiinmes of e She
Lt i e Stade. Tl Direitionatid b bwsnded by thie L abour Commissamercum s Directir of
I mprlanyimenst, ond bie s gnppeorted by the offfesrs aud st e Directonane ind Geld e
253 The Distrben bes of mnd stbver el offives.
e Eniplay mivnt Wing:
There are Begionsl Employment Cflcers a Shimba, SNandi and Tharari=haly sid e
1 implapsmend Offleers an 211 othier 9 [istrici eadijuarides Thes wie ol |lemly of (3T
ol Drciing ot Edsbwirsing Officens (e all Dmploymens Offices m their Distrios | bere
are £2 Sub Office Employmest Exchanges tn all Disticrs, under  Employmnt
O Tieer Seriir Adslstnim 1Clerk
L Lubar W ing:
Prere are 12 Lotour Officers. st pll Distrer Heond Cheartens fexcept Kol iind Vunifrpur |
nd . Bamper wnd Baddi. They aie nlso Heads of Oifiee and UDrswing and Insbiiraling
EFieers G all Labour OfHees wider their jupsdiciivn There are 32 Lo Circlios. wnder
| b Cfficers mamoed [ Lubour Inspectn
9] Favtories Wing:
igre are 2 Deputy Divecive Vautotes <one 45 Sl add the other at U whe mindy
Ik alber implemeitition of the Facteries Act, Depury Diveetor Factories na is alao Heu!
ol Effice and Dirawing and Disbuesing Officer for his office.
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1. Labour Cosnwmnilssfoncr
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BUTIES AND RESPONSIBILITIES OF KEY [FUNCTION
_ There soe 28 cadres |y |
-"h:-h'hn.lml posis are given helow
Lhda) Officers af ihe Directoraic:

Depury Lim:r-lr

" | State Vocational Guidanes

r”_‘.i

. R
| Emiploymen Officer

& =

AL FOSTS.

Dhities and Responsibifilics

_i‘.k'rlh  administmative
Empluyment  Department  in Sule, he b
| fesponsible  for the efficien Warking ol
Depuriment apd excreieed all admindsiratise
finsncial powers. js cxercised by the
Eremariment in Himaehal Giowl. _In
alsa exenciscy Statutory Puveers

Hond o
L
h
Al
Hends o1 wse
mlddivkont 1o this be

he Department. The dutles and respansibilities o

£ the Labour &

as lnd down in the
Acts ..mEypl_-.'_\_i_t_q.-ni_w:!:l'a-:md_h"- the Deputment i
"He is the senlor most Depanmental Oificer o the

Lusbowgr W g el he mssiers | gbar I s lone
"To exervise ull perwers delegated 1 Bim o
perliiming w Administrative
"He 1 aleo he
Fuctories
*He approves the atanding: Orders upder  |he
Industrinl Emplovaiens | Srnding Ordery Act, 1944
[ *Hte looks Computerization of Labour Wi
f-He Is Public Information Officer for [ bour Wing
*He Is second sapior max Dhepuirtn

|l||,"
and financial muttors
Additional | Chjer

Inspector of

i the  Libiws Wing and he issinty  [bowr
~ OISO ST .

] *He is the senior most alTieer of (e Emolos end
Wing and he looks afier the Inplementution ol [he
EE(CNV AT, 1959 & Rules 19613,

*He ks afier romptersation of the Emplovmen

Wing

*Heis MO for Employmend Wing of the Dircctiseme
*Heiis Officer Incharge of Badger, Manning
and Re-Comcillntion with AG

*He Iooks  péter
Employvment Wing
*He i Nodul Officer log Vidhan Sabhg

leual  cuues Merlaning o

% In charge of Central Emplayment Coll wiich
| meets the wochnical & akilled AP reguirenen
of v Sector
*He ammnges  Job Fairs
ally for flae
ol Pvt. Seetor
*He momitors employment 50 70% Himachailis by
|1|_J1|1Ir|:w_.mll.1_'|ﬂ:_-.!r_-_1ll_c i Projecty.
"He the  quarterdy
compilation of ktatisncy of emplovin
Secior

ook after T'r:un'.lg needs of the [Denammesni

ind  Camipus - Ingeryiow
unskilbed munpower res|LireTents

Mmaitor Collocon  und

el b Ebrpand wsd

“He looks alier inspections of G nd Privsle

sector Eatablishmernits gl pMocessn 1w caser of

rrosecution ol Gt Seclor Estaltlslunienis

' -
il EMTcer i

"He loaks afler mipection o working  of
____1_I.|||'1-|-._|:v.rt||.'|.-| 1.'!_|_u-l_ = =: i |

"He looks ufier CTIPHMNCAl msistapee 341 the

[Mretiorate

“He monlions Vocatiooal Guidance Talks a1 disiics

level

M
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L -!"'"ﬁrmﬂ Inchorge T*Tic  manmmm Live l-'tc';:u-;w ] "Im}n:u'fl;
(Plocemiznt) Special Handieapped roprstrants and spmisoes thoir namwes
Emplovment sgninel  vocanches  resorved  for Physieally
Exchange (for "hysically | Handicamed, ,
handicapped | *He is Hindi Officer.

9 [ Deputy Dircctor Factories | *He fooks aller issuance of Faciory Licences and |
| their repewal.

| * Je 15 Vahicle Officer for Directorae.
* He 13 Siopes Officer lor Directorate,
10 ) Supemimenclent Grude-1 | *He s Usblighwent Offeer  and D00 G
[ | Diedorue, Me [s Mead ofOMiee |
11 Ilah OiMicer * He looks afier alf Jogal cises  owolving fhe
| Deparunent and lipises with 00 L'd Advecote
L. B . Gewerh WP -
Liboiby CiTicers in the field, = e
I. Deputy [Hrector Factories | * e looks sber progessing applcations for
i/na egistranion of Faclsies Licences
| | *He does inapecthons of Didtories wilhin s i
| | envmare sabity and jpovad healils oF conplovea
| warking thetein
i i Public Information O ieer for his Offiee.
L | Regional [ * Theey ave lochurge af the Emplaximent Fschange of
Employvinem EMTicers the  respoctive Divisional /Rogional Hemd Quisrior
Shimla Mondi & | cund montior znd contral working of all wiher |
Dharareshala | Ermiployinint Exchang e inthiele Distocts

| | * They maiptain Live Kegiwter of the registranms m the
| Reglonal Employment Exchiamges snd fponsaor
| them agaamst vpeincies molifed
|| * They inspect Gyt amd M0 Secior Establishmant in
their [rurricis
* Thety callewt gewpile amad dissammliysee
| | Employment Mariet Information |
| * Theey plve Vogmbimil Galilaies Taths within amnd
partside The REES. .
*They organise Job Fuis and Campus Infenvess for |
Put. Sector, i declded by Centrnd Evaplovawent Cell
® They are Heods of Office and 10k forall
| Employment T xchanges of thejr Dissrict,
* They are PIOs foe sl Eneploymen Exchanges

' | theit District.

3 | District Erplorviisent *They dkivall the work in their Dislrics, o5 @8 done by
Officers 4 af| ather Regionnl Erphoy et (Moo, detailed Berciushin e
L 4 [Hairict Heodgquerions. AL
4 Lshogr Ol *Thaey: book atter implementation of § abour s

wiltbn thesr Jurbsliction.
*Tlezy hodd conciliation mestiogs v case of dispuie
Dt wieiplon b Al watkers.

*They ossiut e TOCW Wetfiore Woand w collect
Cess and they alus régisier heneflelares

*They are Heads of office and DU for the Labour
Wi CMTioes b their nsrissbictlion,

| iy e PIOS wiliin teesir Jurisdiction.

Lbde) Other Field Offbees:
) Tsah Oiffice Emplovmaent | *The I chiwees are Emflovment ChilTicens
Exchanges S| Clerks
| s vl the vk For s Dinplayment
Exctampes o s done hJ HECN DO eomoept wanrk
redutied o 81 dond Sumtions of TIOO & DI

| * (0 Ters are nol authorised 1o inspect Estirhlishmenisy,
1. } Ty e APIO within their jurbudiction.
by | Babour lnspectons

ﬂhr_m snplemient | abiur Laws withon theie
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Junisshgtion
*They nlso assist Labour Officers wilh regaid to the
work of BOCW Welfore Board,

- *They are APIOs within their jurisdictions

LT TRAINING NEEDS OF THE DEFARTMENT

e Labour & Employment Deparmen is a regulslory Depinment and i) he
been ussigned the responsibility to kmplement Labour Laws, In order 1o Ueliver the services
effiviennly it is essential w upgrade the Ko kel and skill of the Depurimeneal emplovees
[His calls for 2 systemalic arpmiisation of Tenining m segular imervals within the [epartmeni
i at the Institutes bocated within und outside the Stte. In order 1o chalk ol & 1mining
sy I i important oassess the training reeds of the Department Jn the fin instunce

The Lmining needs of all codres in the Depariment dre as under:
2.7.(8) Cadre Wise Requirement of Tralning

Sr. | Name of the poxt | Nowl | Training reguirenent. l
Ro |  Posts | = - o]
.| Deputy Labour | 2 i a) Knowladge an sses related to [nplementation |
Lonmiasioies boint of Labomr Laws
Labour b) Knowledge on issues related 10 General
Camminiiaher | Adminisration, |

| 'e) Kinvwledye on other lssues like Tepm Building,
| Public Speaking. Stress Manopement.  Gendes
| Imbeilance. RT1 Act, e-Samadhan and other
| Chrievances Redreszal and 1T
[ ) Knowledye on ben practices bong fillowed in
b || bhier Swles and Organizations.
Deputy  Dimeetar of | 1 | @) Knowledge on s related 1o implememiation
Employment {of the Employment Cachanges (o lsors
Motifieanion of VocancicsiAel, 1059
by Keowledge on fsaves relaed w0 Geness)
Adiminstration
) Kiwraledge o uther insues like Team Bablding.
Public Spesking, Sircss Monagernent.  Gender
| vbalonee, RTT Act, e-Samadhan and other
| Limevances Rodressal and [
}dh Knowledge on best practices being followed in
T | other States wnd Orpanizationg -
Dopity  Dhrecior of |2 | @) kenovwledpe on issues relnted 1o implementation |
Fociories | il Latbseusr Livias espechilly Factories Ay, 1934, |
b) Enowledpe on baues relited 1w Gepersd
Adiminististion.  Office  procedure. Budger & |
LTRERTTTE |
enowledpe on  other  wames  like  Stres
Manngement,  Cender  Imbalonee. BT Ac,
e-samodhan and other Grievances Redrossul wngd
I
d) Kpawledge on best practices being followed in
§ L | viher Sustes and Organizations e —
4 Assistanl Direcior of | | [ 0} Knawvledge on issoes related to tmplerneniaticon
Factories ol Labour Laws especlally Factories Act, 1945
[B) Knowkdge on lisues related o Gemeral
| Administration, Office procedure, Dudger &
Agroumy,
leiRnowledpe on  other  Bsued  like  Siress
| Mandgement Uenider  Imbalance kT1 At
e-Samadhan and other Unevances Hedressal g
IT.

| 4} Kisowledige an best practiees beinp followed [

|




[ other States and Drgankzations,

| ) Knowledge on MSHIC Hubes, 1989 ot §
CAEPPR)  Rules, 1996 under  Enviromnent |
(Proteciion) Act, 199,

{1 Knowledge of ovemll wirking of HLIP Govi, and |
this Department _I
Reglonal B | Kpowledpe on issues related tn Implementalion
Employment Offieer of the Employment  Exchanges  (Compulsory | \

WotiTkation of VacanclesjAct, 1959,

| |b) Knowledge on bsues relaed to Geperal
| Administration,

| ¢} Knowledge on other issues like Team Building,
‘ Public Speaking, Siress  Management, Gender

Imbataoce, K11 Act, e-Sumadhan and other
| Urievinoes Redressal and 1T,
d) Knowledpe on best practices beinp, followed in
; | | | oibsey Suites and Organiaitfons,

6| Dhstrict Emﬁdﬂym_ml | 10 Ta i h.mnlm.ig: ondzsugs relnted o implememiation |
| Officer I jof the Employment  Exchanges {t‘unp-.:lsnry

| Nodificition of VacancicsiAcL 19549, |
| by Knowledge on issues  reloted 10 General
| Administration.
l <} knowledize on other tssues Lke Temm Bwlding.
| | Pablbc - Speaking. Stess  Mansgement, Uender |
| Imbalance, RT1 Act, g-Ramadhan and other |
| Cirigvances Rednsssal and IT,
| d} Knowledge on besl proctices being followed o
other States and Orgunizations

&) Knowledigs on Budged-Accouiii. DU and Head of |
Chifice:

M Bnowiledpee of ovierall work g of HLP, Govt, id
. | this Depantment for Direcl necruiis,
6. | Emplovinem Officer | 12 ' 0 ) Knowledpe on bwses related 10 |m|ﬂmu¢|qn
[ [ | af the Employment Exchanges (Compulssey |
Motifkcation of Voganciesiser, 19549,
| b Knowledge on other jssues like Public Speaking.

Stess Mopagement, RTL Act, Girievances |

L { | Redressal and IT |

I 7. Supetintendent liE] | n) Knowleshpe on Bidpes-Accomnts, [O0) and. §leml of

! Girade-l {HTlec and IT |

3 | Superinienden 12 o) Knowledpge on  Budger and  Accoums, |
| Cirmde=11 Esnblishment, Disciplinary Proceedings,

b Knowledge on issucs reloded 10 implementation
af the  Emploviment  Exchanges  (Compulsory
Notilication of Vacancics)Act, 1959, i
¢} Knowledge on other issues like Public Speaking,

Stress Monzgement.  RTI Aot Grievances
1. | Redrossal and 1T,
9 Labour Officer 12 ) Knowliadye on issues relaed 1o implementution

ol Labour Laws. |
b Bnowledpe on oiher issues like Tenm Building, |
Public Spesking, Stress Mamapement, Gender
Inbsilamee, BTT Act, e-Surnadhan and other
Cinevanees Redoessal and 11

¢) Knowledge on best practices heing followed in |
other Srotes and Organizations

d) Kmowledlge o Biabper-Accounts. DDO med Hewd of
O Fecie.

| €)'} Keowledge of overall working of H P, Gov

ard this Depariment for Direct recruits.

= g
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2) Knowledge of Luw in General,

b) Knowledge of filing , defending and following

up of legal crses m Courts.

£) Knowledge of working of all wings of this
il

33

) Knowledge on issues related to implementaticg
of Labour Laws.

) Knowledge on other issues |ike Public Speaking,
Stress Managemen, RT1 Act, Grievances Redressal
amd 1T,

¢} Knowledge of working of Labour Wing of this

3l
)

Senior Assistants

amp o tasues related o implementation
of the Employment Exchanges (Compulsory
Notifieation of Vacancieshaet, 1959, and Labour
Laws

1) Knowledye on other isiuis like Public Speaking.
Stress Mamagement, RTT Act, Uripvances
Redressal and [T

¢} Knowledge on Office Procedure and Financlal
M

13 | Statistical Assistant

nrglement.
1) Knowledge on issves related 1o implémentation
of  Employment  Exchanges  (Compulsory
Waotification of Vacancies)aet, 1939,
b) Knowled pe on ather isues like Public Speaking,
Seress Managemett, RTT Aet, grievances Redressal
and IT.
¢} Knowledge of working of Employmenl Wing
nnd Labour Wing of this Department
d)) Knowledge of overall working of this
DPrepartment for Direct pecmiis:
¢} Collection and compilatien of varous daa.

i4. | Computer Operotor

Knowledpe on 1T, related issues.

5] En:uu-fypuwlmmr
Seale Smuwmh:n‘

Serior

| Assistant.

Knowledpe on all asspeeta of Swenograghy,
Anending  of telephones,  Mamtenance  of
engagement  diory/ ormigement  for fours  and
Knowlkadge of Camputers.

16 | Clerk/Junior
Axsinte/Clerk-cum-

Data Entry Openitor

138

o} Knowledpe on issues reloted 1o implementation |
of the Employment Exchanges (Compuliosy |
Motification of VacanciesiAct, 1939
Laws.

b) Knowledge on other issees like RTI Aecr,
Girlevances Redreassl and IT..

¢} Knowledee on Office Procedure ond Financial
Management.

djknowledge  of  overll
Departrment for Direct receuits

and Labour |

working of this

17 | Delver

Knowledge on aoll aspects of deiving and
muintenance of vehicle and of Log Books .

Enowledge on all aspects of Doftri’s work ie
mainfensnee of record, 1o aflin service posiage
stamps on eivelopes, maintain their accounts,
prepare  enveloped/pociels. and  dispaich  dak
stltching of files cle, and to help the dispatcher fn
cinculation of ol printed mutter,

10 Peom

a) Knowledge on Difice Procedure, Baodget,
Accounts, and Computer gi¢. . 10 all Peans who are
eligible for promotion as Clecks ps per provisions
of B & P Rules.

by Knowledge on oll aspects of work of Peon Le
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dutles for officers  and officials  ineluding |
dlsiribution  of Duk, movement af fites inchuding |

(. — fire fighting elc. |
0 | Chowkidar \l‘l tﬂmﬁwunnmnllnmmrﬁuﬂnhmﬂww]
L L i diehuding (e fighting,

(21 Frash [ 1 :,I'ﬁlh'l'ﬁ-'l‘l.lﬂc on duiies ol Frosh wcluding fire

1] Vi | i

.1: | Sweeper |15 Knowledpe on  eleaping al Oifice pr:miu:a{

i i |
L |

| imeluding fire tighting. =
s |

Truining Schedube for all caubred of the Department is al Annexure-1V(Page-15)
25 Training Man

Departaent 1w requined Lo prepare i Training Man lor providing frufnling W It

ertiliniet during the year. The detniled fesmiures of the Traiming Mlan are grsn in Chapies- 111

14 Training Manager
Deparmient hus W dengnate Kodal OlGeer or Traiming Manager s mombor ool &0

ordinaie fhe human fEsOWCE development Lssues, He will pet us ~Training Manager™ 1o be

reaponsible tor menitering and implementation of Training Plan in the Depariment it per Siale

Fratring Poliey, 2009,

1,16, Training Methodology

Al uvitlable modern methods of waining like Yecture . grovp discussing . project work .

andio viswal moterinly, case atudies, pctwon lesrming. beain swrming experience sharing.

presenimiion e ghall be uscd for tesining of deparumenial employees i Trmning

Ipstilaies e ciorabe.

Best pirmctises in othet Yiatew/ Depaitments/Orinisations re to be replicasd n

e Pepartment afler visiting such SistesTieporiments! Organisatbons. Emplayees may nlsn be

wer. abroad for 1mining. For mecting futuny fequinement af Trainers, (he Depaniment shiall

sirive 10 develop in-hotse capaciies.

241 Tralning coneerns

L shaur amd Employment Department is primarly a Repulatory Deparmment reRpansanle

for fhe impemmintion of abaul 30 Acte |abour & Employment Depariment winild have to

continuously atluns 10 the changlng needs. Training programmes for thie employess would.

thereliie, Toous on:

s Comymataent

s Rule of Law

+ Hespolisivencss

»  AWITNESS

s Accouniability

o Functional Capabifity

o Transparency

o Dblic-Cenmiety

s Efficiency

2,42 T raiiing Budpgel
The Sue Govi shall be regusled 10 provide adedime funds under the S Plan
o e n e el (rabniing 10 e employees of the Depanment of TLabour & Employiment
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The H.P. Suse Tralning Pollcy, 2009 alms ot eciemarking approxinately 1% of the salaries
head of annual budpet for incwring expendinge on wraining of employees and accordingly
funds would be roquested From the Gove.
L13 Training review committees
The State level Empowered Committee headad by the Chiel Secretary reviews Annual
Action Plan for teaining of employees. The trining review commitiee of the
Department under the Chairpersonship of the Additional - Chief Secretary{(Lab &
Empishal] meet ot least once in every Chuarmer and shall monivor and review the work of
truining of employees of Labour & Employment Depanment,
214 Monitoring:-

To review the mplémentation of Labour & Employment Depariment Training Plan, the
following Committes is proposed 1o be constingred:-
8. Labour Commissioner-cum-Director of Emplovinant......... Chairman

b, Joint Labour Commissioner, oo sssserronan Meombaer
d. Establishment Officer of the Directorate of Lab. & Emp....... Member
Secretiry

The mesting of the Committee under the Chiirmanship of the Lubour Commissioners
cum-Dirgcior of Employment will take ploce on bi-annual basis and consider the fallovwing,
apant from any other ssue that may need s considemtion:

i.  Review ond monitoring of the nction plan vis-8-vis target and achisvernents in
Trainings imparted to its employess for last one yeoarsix months,
il Exploce and suggest the design and implementimlon of training courses, and
modules for its employees.
L15 The Depariment shall endeavour to implement the following measores o train ity
employvees.
o Induciion waining af the time of entry into Department,
¢ Carcer-span specific plan Le. truining for all will be compulsory, first ot the time of
Juining the service anid second at the time of cach promotion, of al Jeast obcs in
five years,
s Emplovess not attending training o per career-span specific plin would not be
eligible for promotions.
o  Eanrmarking funds for Troining in the Department
o Exposure to major development issses or pew technigues through shor duration
cotrses ond seminars.
* Trining would also nim ot exposing them 1o life spice teaining |2, personality
development, stress pod tine manngeiment, communication skills ete
#  Suitshle motivation incentives 1 be provided to the tminces for best performances
or for the knowledge and skills noquired during the trmining.
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CHAPTER -1
TRAINING PLAN

A0 Introduction
The traming plan aims o providiag trining 10 cach sl every emploves ance in
five years wind training 1o newly roerulted stafl s well. The training plan shall be roviewed
evimy yeor 0 achieve the above oljoctives,  Therw s wial sunctioned strongth of 421
siyliskes comprising of 28 codres m the Deparimont of Labour & Employment{ Annexure-1),
Approamicly about 85 cmplovees shall be trined in one financial year. The number of
employees o be trained may be mie depending wpan mumber of tainimgs to be given in mon
tho wne discipline to a group of employees in osder 1o cover all trafning novds. To obserye
cconomy, these officers and officials who are retising within two years, shall not be ordinarily
considered for training.
3.2 Approval of Training Plan;
The truining plon shall be por approved fram the Adinnksaralive Department
i the firsh quarter of Financial Year, so that the traming is orpused properly socording 1o the
plan. Since staff has to imerchangeably serve in more than ofie section or wilngn during servics
penad. therefore, training in more than one discipline is proposed 1 be iiven 0 keep the stall
it dale in the functioning of the: Department wnd o provide the hest service to the elions.
L3 Organisation of Trainlog |
Thete bt training infrastructure availahle i the Bepartment. Training 15 peoposed 1 be
impurted 1o the studf o8 under
¢ Iruining to Class-IV comprising of Peoans Chowkidar eic. will be imparted s Districi
Head Quimer level hy the Department. The Peons who are likely to hecome eligibke
for prosintion as Clerks under the quora shall be spansaired o HIPA for training whene
such trmiminig is repulody organised.
* Troinlng w Class-lll ministerind s2fT on office procedure and budger ere. shall be
organised at HIPA or its Dimrict fovel instinutis befng run ' By i However,
Depanment specific waining on lunctioning of Lakour Offices and Emplaymen
Exchanges shall be arganised at HIPA with other staff of the Depariment.
¢ Trining o Claws-11 & 11 cadres specific W ihis Department ke Labewr inspecton
Employment Officer dwll be armmnged w0 HIPA ulifiging HIPA fnfrastrociore, 1le
faculy shall be from: within the Deparment besides from HIFA NIC. In addition
afficials shnll be sponsored 10 the Truinings be organised by Cont. of tndia Trabnin
Inetitides flie Ceomml Institele (or Hesenrch amd Training In  Employmen
ServicestCIRTES 1and V.V Gilri Natiomnal Labour Tnstitutes, {VVGNLI
e Class<l Officers shofl be spomsored for Training on the ropular counes being
crgandsed by HIPA. They shall also be sominsted 1o the courses being held a1
CIRTES. VVONL] und Direciomre Ceneral, Fuctory Aadvice Service & Labour
It (DGEASLD)
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One month duration Induction Training shall be organised 10
Officers/Officials a1 Directorate of Labour & Employment. The |
Modules of 10 days are given i Annexure-V 1o IX. All

contenis shall be designed by HIPA.

Table 3a)Year wise number of employees projected o be trained during five yeur
period under the H.PStute Training Policy, 2009,

the newly recruited
nduction Trining
Guzelted Officers shall be
sponsored [or Foundation Tralning ot HIPA from time to time for which course

i TI Category "Towml | Year wise number of employees to be | Remarks i
No | Stren, trained.
1| Classel |28 ﬂh_l‘.i-'""‘.'s—f T35 5 ILlcaving  oui|
— Class-li T T S A A those who are 2|
Cluss-111 250 30 (30 [0 |3 30 | years from |
Class-1V 105 5 J1s (15 |18 15 refirement  and
!_ B | l 1 vacanl posis |

1.4 Number of Trainings to be Attended at different levels:
The number af trainings to be given 0 8 homogeneous group of employees al
various bevel of postings, promotions and placement shall depend upon their collective

training needs, The detsil i given in the following table:

Tahle-3{k)
T4r | Level of Pust | Induction | Refresher [ Training  and | Total |
| Mo, | Training | training | Exposure Visits | |
| | | Courses | oui side | |
| lwilhin Sgate | the State, |
) R l_ I | | | ,_I
A Oifleers:-
o W] s 1
|
i | Directomie. | 1 I -2 1-2 | 34 I
1 | Officers of| = . 1I
1
Employment | 1 12 |1-2 VR
| | | | |
“
- | ing ) l | |
i II Officors nl'i i |
) Labour Wing 11 | 1-2 | 1-2 | 34
L | | I
| B) Stafl:- l
i1, TSl ul1 | i
|E.|1l|1|nylm!1:|l | 1 | 12 | | 22 |
Wing [ ! 'I |
- J— - . 1
.' ]| Gufl of the | | [ I
| Labour Wing | 1 ! 1-2 |- |22 |
T3 Miniserial Staff | | ] i i
: |1 {12 |- | 22
. | !
T4 | Class IV Swfl |- [ 1 [
[ | Total II 3 713 3% T16-19
| - 1
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osl Estimaic of Annual Tralning Plan:

The cust estinuite of Annual Tralning Plan for the Departmental Employees
be prepared afier gotting the cost estimale from the concemed training insitules
“The performa for the same is given ot Anpexure-111{ Page-24)

The Departmental Officers shall also be sponsored in the courses: bomg
orgensed by National Produetivity Couneil and Other Instinges on important subjects 1ike
[Viasier Mamgement, Gender lsmues, Stress Mupnagement eic.

Best practices adopled by other Shalex, Govt, of India. Privite Sector also
need 1o be replicared in our Depariment for which trainimigs fvisite 10 such other Sties,
Covt. of Indin. Private Sector Establishments shall also be onganized from time in tme
Officers and Officials of this Depertment shull alss be consldered for trainings 1o Foreign
Coumtries to hone up tser skills

To develop in-house iriting capability, officers & officials of (his
Nepartmend (o0 o selective busish would be traived us 1roiners to equip them for imparting

iraimimgg, within the Depariment, in foiwre.{Mease also see parn 4.7)



I8
CHAFTER -1V
TRAINING MODULES

4.1 Training Module for Newly recroited Offcers and StalT.

The newly recruited officers like Distt. Employment Officers, Adsisiam
Director of Factones, Lobour Officers of the State Depaniment of Labour & Employment
shall be given Induction-cum-Orientastion Tralning as per the reguirements of the H.P. State
Training Policy, 2008, The induction trining programme shall have 30 dayy duration. The
training shall be given primarily in the Directorte of Labour & Employment.

#  Training on variows activities ol the Department, office procedire,
finnncinl sdministration, Conduct Rule, Service Rules, BTI Act and
Good Governance eft,

Training on Acts and Rules being enforced by the Department.
Training on day to day office work relating to dealing of P_.ULC., diary,
despatch and filing.
Annchment with Crirectorase Of¥icers as well as field Officers and fiekd
visia

The above Induction-cum-Crientstion Module for the newly meermuiied Officers: md
Crfficials s given at Annexore- Y1 to X.{Page 30-34)
4.2 Training of Trainers:

Depanment shall designate OfMicers o Dircctomte and st

Leviel ms Trainers, who will get irabning in relevant subjects m HIPA, CIRTES, VVGNLL,
DGEASLL and other Training Instinstes situated within and outside the Stote, These officers
shinll further provide minfng 1o the newly reeniited officers and sl at Stae and District
level. The designation of the wainer and subject of their training is given in Table 4(a)
below:-
Talile 4{a) Teainers at various Levels for Training of newly reeruited Officers and

stall,
Sr. | Place of | Designation of the | Subject  of  the | Trainees
Mo, | Posting Trainers. Training .
1 Directorate | Joint Deputy Labour Acts & Rules, | Labowr  Officers, Labour
Level Labour Conmmissions inspecior.
Deputy  Bhrector | The Foctories  Axy, ?.msimm Ihrectoe of
" actorics,
Factories 1648 Lat Off -
Inspectars,
Deputy  Diréctor, | Tha Emplovment | Regional histricd
Employment Exchanges Employment Cfficers,
(Compulsory Employment Officers, In
Wotification of | charges of Sub  Office
VacanclesiAet, 1959, | Emplovment Exchanges
Swle  Vocational | Vocational Guidance | Distt, Emplovment
Guidunee Offices, Officers, Employment
Oifficers, In chnrges of Sub
(Mfice Employmant
Exchmngess
Employment Emplovmem  Market | Dist, Employment
Market Information | Infimmeion anil | Officers, Emploviment
o Officer prosecoiion undet | Officers, In charpes of Sub
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9.
Employment Office Employment
Exchanges  { CNV) | Exchanges:
Act, 1959
Cfficer  Incharge | Working of Special | Dism Employment
Plagcement Emplovinent Officers, Employinent
Exchangs (for | Officers, In charges of Sub
Physizally }‘,-‘ Office Employment
Handicapped) [/ undl Exchanges.
Persons ! with
Disabilities Act,
Employrment Working of CEC und | Dist. Employment
Officer  (Cenfral | meeting  manpower | Officers, Employment
Employment Cell} | requirement of | Officers, In charges of Sub
Privage Sector | OfTice Emplayment
through Job Fair and | Exchunges.
= Compuleriztion,
p 8 Ficld Regional  /Distt. | Working of | Employment Officers and
O Employmeni Employment lncharges  and  Class. 111
Crfficers. Exchanges. safll  of  Employment
Exchanges.
Labour Officers. Warking of Labour | Labour Inspectors.
Wing

4.3 Training Module of Sponsored Tralning Progeamme for Officers and Minksierial :
Stalf organised by HIFA:
Officers and ministerial saff is also sponsored by the Department for Teaining in
varipus. subjects like Financial Adminisirmion, Service Rules ele orgonised by HIPA from
1ime to time for the employees of various Depariments of State Govi. About 35 employees of
the Labour & Employment Departinent shall be sponsored for each tmining programme. The
detall of various training modules is given in Table 5{b} below. Efforts shull also be made for
sponsoring maximum numbers of woman employees in sponsored tmining  programme for the
truning at the Regional Centres of HIPA in the Distriot in arder fo avoid wiy hardship to them
in truvelling to distant travelling [nstitutes.
Tuble 4 (b) Detadl of Tralning Medules of Sponsored Tralning Programmie For Officers

Sr. Ne

and Ministerinl Stalf
Tithe of the Training Module

nised by HIPA.

Dhiaration

I

Citizen Charter and Service Delivery

Management Development Frogmmme

Good Governance

Demoeratic De-centralisation of Development

ight to Information Act, 2005,

Environment lssues in Economic Development.

Ciender Empowerment and I-'chhpmnl

Combaring Corruption in Administration

Disaster Management

Stress Monygement

Protoction of Consumer Rights.

Communication Skills

Establishment Rules

Reservition in Services

3 in § dayw.

!-.
i

i has
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il 20
ﬂuﬁ_ | Record Managemen! IV SEEES e
(T6 | Moling and Drafting ' ' |
| |_I._'r Agsured Carrier Progressaon _I

14 | Citizen Centric Adennistration

M Application Stutistic and use of Data in Govt

| 21 }?;mpmh:: Course on e-mail/ Infernet Handling |
| | and Website development |

4.4 Trpining —cum-Exposure Visil of the Officers outside the State,

It is imporiant that ofl employees are updated on their knowledge penodically and
poduainted with the Intest developimend not anly in their aren of working bot also with the eve
changing scenano in the dilferent pans of the country. There are vanious institutes of Mutiona
arid Internationnl jmportance engaged in imining |n Employmeni, Labour & Factories roluted
Acts and Ruled i the Country, The visits of employvess 1o these Instilutes and oy Sinie Tk
Cujarat, Maharashim, Kemla, kamatics and West Bengal which have dane pood work, will
definliely enhance their knowledge and skills; which they can apply 10 theif areas of working
it the State. Dfficers may nlso be sent sbrosd (or expesure to best Imemational Practiees The
detatly pre 4 Annexure-V{Page-29)

4.3 Assessment of Tralnees

e departmental oMicers deputed for traiming 10 vanous instioaes for anending
redriesher training courses within State and outside the Syate shall be porindically asscased. The
feed back on various tmining sourses attended by them, and relevance of coures or mocdles
for the up gradation of helr knowledge shall be obained from ench trainee o the end of their
iraining programme. A performa hos been designed Tor the trainees in this regand. Each trines
offices whall submit (he fied back an relevance of the training on the prescribed perfnrma and
the training programme and madule shall be revdesigned accordingly. A copy of performa i1

given ot Annesure-X1(Fage-3T)
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Annexure-1
Category wise sanctioned strength in Department of Labour & Emplovmeni as on
3152011
sr. NAME OF THE POST | CATEGORY SANCTIONED | FILLED | VACANT
bt POST
I Labour Commissioner- | Cliss- 1 1 .
cum=CHrector
Employment
2 Joim Lbour | Class-| I I .
Commissioner
3 Deeputy Lahour | Class-1 [ I .
L Commissioner |
4 Deputy Direcior | Class-1 1 i - |
. Employment - |
5 | Darector | Class-1 i 2 - |
| Factories !
6. | Assistant Director of | Class-1 1 - 1 |
| Factories -
T | Regionsl Employment | Class-1 ) 0 8
Officer(RED-3, EMIO-
. BVGOD-1,Dy Chief2
& Dificer in
| Charge{P}-1
K| Superintendent Gr-1 Class-] 1 1 =
4 | Disrict  Employment | Class-| 10 9 |
1L | (MTicer
10. | Lobour Officer Class:11 12 11 I
1] Law Officer Class-1i | 0 l
[2. | Personol Assstunt Class-11 | | -
1%, | Esmplovment Oifieer Closs-11 Iz 9 1
14| Superimendent Ge-11 Class-11 12 1 2
15 ] Junior Senle | Class-{11 I I -
L Stenographer
It | Statstienl Adsstant {hmss-111 14 i1 2
7 Senior Assistant [T 58 35 3
18 | Labour inspector Class-111 33 32 1
19, | Stena-Typist Class-111 2 1 I
20| Junior Assistant Clmss-111 59 21 18
21 Clerk (2 on Contract & | Class-H1 as 23 7
" 1 o f seconediigni §
| Compiter Operator Clnss=111 1 1 o
23, | Diiver Class-111 3 k] ]
2. | Dafirj Class-IV 2 1 1
- Frash Class-1Y 1 1 ]
26, | Peoni? on Conivact) Class-1V 21 b 17
7 Chowkidar Clasz-1V 12 ] 1]
28, | Sweeper Clasz-1V 4 1 3
iA) | TOTAL ELC] | 136




STAFF POSITION IN LABOUR COURT SHIMLA.

=

Sr. | NAME OF THE POST | CATEGORY | SANCTION | FILLED Tw.cmr
Ne. EDPOST |
A Pretiding Officer Class-| 1 13 r 1] =
2 5r.Scale Stenographar | Class-ll| 1 1 | 1]
3 Readar-cum-Assistant | Class-lil 2 2 ]
(51 Assistant) e el
4 Anhaimad (Clerk) Class.lll |2 2 1]
One post on Contract | | ]
5 Stenc-Typist Class-l| [ | 1 ] |
| {Contract Basis ) . -
§ Driver Class-ll K [ 0
T Dafiri Class-IV 1 1 ¥
8 Peaon Class-fv 1 1 o
(B) TOTAL 10 10 o
STAFF POSITION IN LABOUR COURT DHARAMSHALA,
SN |NAME OF THE POST | SANCTIONE | FILLED |VACAN |
0 oPOST | )|
1 | Presiding Officer 11 1 0
2 : 'i-::lmHu 1 E o
Stenographerconiracl
| basis) e = S |
3 Readar.cum-Assistant | Class-1| - 1]
| i5r Assistant) | |
4 Ahaimad (Clerk) Class-lll 2 |2 | O
| {contract basis) | |
5 Steno-Typisl Class-ll 1 1 [ |
| (contract basn) oA N | e 11
6 _ |Dnver(contract) | Class-lii 1 ! 0
T Daftri Class-Iv 1 11 [1]
B Paon{contract) Class-IV 1 1 1]
g Sweopar-cum- Clags-Iy 1 11 o
Chowkidar{contract
basis) = | el |
(C) |TOTAL i1 (11 1]
(K}+{B}+(C] GRAND | 421 | 295 126
| |rovaL |
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Aginexuie-11

Category whse sanctioned streagth of Posts in Departiment of Labour & Employment.

S.No | Name of wing | Category  of | Total Gender  wise  number  of
aff ithe | post Strength | emplovees in position out of
Department total as on 31122010

Men | Women

1. | Employment | Class-l 20 17 3

| Wing Class-11 26 26 -
Class-111 179 158 21
Class-1¥ Kl n L]
I! Labour Wing | Class-1 b3 L -
Class-=[1 12 12 -
Class-111 T 62 5
Class-1V e ] I
3. Factory Wing | Class-] i i | =
Class-11 - - | -
Class-111 . | 1
Class-1Y - i =
Tuotal 421 L)) 4 :
G Total 41 A7R 43
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Annexure-111
Coit esthmute of Depurtmental Training at HIPA
Category ol | Tiilde of the | Mo, of | Durstion | Mome  of | l::nﬁl-rl Totml
emplayves 10 | Tralning Employee | of Trkining diy Employer | Expenditure
bt truinesd Frogramme | & 1o be | Troisimg | Ineiiuie, { Ha ) (.0
L Tralned i |
RECQy, DEDs | Traiming an 50 Jdan HiFA 5T Ady
Sapid.Gr-Il. | working of
LR Emplayment |
Sr sl W
Jr i,
H{Hu b - - o e
L0h, Lads, Traiming on a0 3 HIFA asis 287,460
Sr.Amtt, wirhing uf |
Clarla Luhour
Wing J
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Annexure-1V
Training Schedule
Culegory of (he Titke of the Traimng [ i B af
Emplayee b be Programme e Now b | of Training
Trained e Trulning Tnstitmie.
= jmayer | indays
Seeint Labour | al Lraaning in HIPA o8 wee | 2 3 u HIPA
Comramsissione’ related w Genzmal
Dty Labowr | Adminigratin and LT
(Wi
hnmrm fiat .uw -num
] by |
mplwrmm -ni‘ leui . HD?-;:
emlhh; o tenm bulliling | o 3 ) HIPA
Public  Spesking,  Sirews
o G
Insbalince [RTI, Act,
E-Gi-ﬂ'ill amd O
Cirlevences Redeessal
dmm Piactices in  Otber | 2 6 dpnner States
"Dty Dhrecion a:Tmm HiFA on s | 1 ] o HIPA
reluzed 1] Generul
{ Saplayenac) Adimistrmion und 1T,
¥iTminmg for sesior officers 1
n CIRTES. ou |’ " &n’i;m
amplementation iof the EE
i build
eiTraiming on lesm iy
Jublic  Spedking, Stress ! 3 EHIFA
Mansgemens  ,  Cender
imbetnnee K11, A,
E-Samadban  suk  Other
Cariev et Iedredaal |
dj.am Practices im  Onhar | | & P
Dupuy | Darecior | &) Traming b HIPA on ivsoes | 2 3 & HIPA
| . rekated i} Ganamnl
| S Adwiiistration and 1.1
Iyl rmiming for senior officers
s DGFAsLl . on |’ * ;‘fﬁﬁ'
[ implrrmentation. of | Latour
Laws especially Factories
Agy 1L
«fTrabing on \eans buikdeg | 2 1 SMIPA
Jnablic  Speaking,  Strest
Aanagermeal o Chender
linbglance BT, Azl
ESamadhan and  Other
Crievances Pedrawal
dilben  Patices in  Other | p d10her
o ) HIPA
el Trminlng oo olffics | ) 3
procedare mnd  Finsnels)
Adminiratinn
osietn Directoe OF | &) Tronmg in HIFA on s | 1 3 B WA
Fackoxies relabed [ Chenaral
Adinlnksiretson wd LT.
biTminmg  Ff  offien =
VVONLL on iplenemation | ! b :m“
@l Labar Lowy, expecially
F:El_'lﬂﬁd.lll-l‘-l
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| ciTraining on team building | | ]
Fablle  Spasking, Sirma CHHIPA
v Gender
Imbiglance JTI, Ao,
E-Semmilban  and
Grievances Redeessal 2 §
diBest  Praciess o Ovher ¥ nher Smies
Slates . ;
#)Training oa MSHIC Rikes | ! &
| Auay nsed e HNGH AL
CAIEPPR jRules, 1066 undar
Envirenmant (Pratection )
L RL | 42
Mfousdition  Course for NHIFA
Ciazetiod Officen i 0
gilmdugtion (mming
gl
of Lab &
Enp.
Hegaomsl i Trammg s HIPA on issees | B F] nl HIPa
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ANNEXURE- VI

Induction-cum-Orientation  Training Modale for the newly reeruited [isty
Employment Officers st Directorate of Labour & Employment, Shimla for 30

days.
Anachment with Deputy Director Employment for the 3 duys
Employment Exchanges (Compulsory Notifieation of Vacancies)
el Rules, Employmieni Exchange Working .
Alischmeni with Swie  Vocational Guidance Officer for | 3 daya.
Vocational Guidance work ineluding V.G Talks.
Attachment with Employment Market Information Officer Yor | Fdays
EMI Working, inspeciion and prosecution of establishments,
Attachment  with  Officer  Incharge  (Plecemenl) Special | 3 days
Employment Exchange{for PH) for work related 10 pegisteation
and sponsoring of physically handicapped nnd Persons with
Dhmibilities Act | |
Artachment with Employment Officer, Central Etnploymem Cell, T 1 days '
for procedure o mee skilled oad  unskilled  manpower |
requirement of private secwor and implementution of employment
o T0%% Himachalis in Industries and Hydro Eleetric Projects, l
Atiuchment with Establishment Officer 10 lean work relwed 10 | 3 days: |
Establistiment, Head of Office,
Atachment with DDO 1o learn work relaied to DDOship and | 3 days.
Ageonns.
Atuchment with Law Officer to leam procedure to deal with legal | 3 days.
MEINSE,
Anpchment with Regional Employment OfTicer, Shimla fo se | 5 davs.
and! bern working of Diste. Level Employment Exchanges.
Ariefing Session with Director Employment 1 duy,
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J ANNEXURE-V1
Induction-cum-Crieniation Troining Module for the mewly reeruited Labour
OTicers anid Labaur Inspeciors at Dircetirale of Labunr & Fmpleyment, Shimi
for 30 cluys.

T Attachment with ok Labour Coenmissioner for F‘h;ﬂ:‘ﬂ‘_rﬁ'll.:j!iﬂﬂ | & days
| of Lobour Laws

|
— !'__'l_—
Comrmssioner  for | 3 days

[Aiachment  with  Depity  Labawr

jmplementation ol Latbsour Lawa |

“Afhmen with  Deputy Toocior f Facionics  for | 2days o
I Iinplemetation of Factorics Act, (RT3 .
I_.-'mx-h-rﬁm'm EO. (CEC) Tor lnEl-?ntnhﬂiﬂﬁ ‘ol mll Tdays
Fmploymen Exchanges [Compulsory Notifieation of Vacahcies)
sch. 1950 aml Wules. especially inspection of Privole setior |
| Extnblistment 10 kniow emplovinent sils of T0%% Himachalin in I|

|
| Tndhstries and HEP

R ———— e x

i. Attachiment with Entablishment Offieer 3 divs

I_Mm:lmwn'l with DDB0 _— 13 daw 1
Anschinent with Law Offizer o — | 3diys

I.;'I.lil.clt‘-l.:rntﬂld';\'i.lh Labour CHDcer, Shimli io leam ;n_l‘p:;Eni |

Labour C{Tice | days

e e et S —— !
Briefing Sesslon with Lahoor Comrmissiones | day

——

*ry
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AMMEXLHRE-IX
Induction-cam-Orientation Traming Module Tor the newly recvuited Statistienl

Assistant ot Directorate of Labour & Employment, Shimla for 30 daye

Attachrment with Jolm Laboar l._'l.'IIIII'I'II'\u‘.‘iIIIII.l.:l. and S.A. (Labour), | \I:l.:.:.

| Attachment with EMID and SA (EMT) I d;.ip 1

wirk

. Attschment with REQ Shimla and SA( RED Shimin)

" Atwchment with Supdit-Il (Establishmenl section) to Jearn Gl | 2 dovy,
I
I v davs

| Attachiment with Labour OlRcer Slimils ﬁd.-n %

Drefing Session with Labowe  Commissioner-cum-Direcios | tay

Employment



ANNEXURE-VII
(nductinn-cum-Orientaticn Teabiting Modale for the new Iy recrubbed Assistanl

[Hrector of Fagtories a1 Dirccinrate of Labour & Employment, Shimis for 30 duys.

\ .*.LL.n."IamE il Wit

R Joinl Labout Commimoner a8 imiplementation | 2 days |

1
of Lobowr Laws

Afiachment  with [‘!cp{n_y' Tomour  CodminisshoneT for | 2 da¥s

pmplemerniulion ol Labour Lavws

_.-\au..:'l-'u.ur:; writh [iepull L‘Ii|-_~r|n:_ of Faclanes for | 9 days |

.. implementation of Enctories Act, 1944

T Atmchment with EO (CEC)  for implementation ol the | 2 days
Emploviment Lxehamges {Compralsory sotificmion of Vacangies)

wel 1959 and Roles

'.I!'-';E.an_m'm l:_'sl.'ll.!li.!.tl.l!:fl:'-l'l.l-l;.m_-i-L"ET == | 1'l_|.f-l:lj-_'= .

(Ariachment with DDO = — 3w
e o E— S |
' Avmchmien with Liw Officer i days

| — = _— N - - -
;.-11'.-.1..'I1m1:1|.| with Deputy Direcor ol Factoncs Upa 0 see miid | Sdays

| teapn working of ALF

Sexstan With Chiel E':TII.EIPT-\';I-HI-l'lu."lnl!lr_“j { Labour I day

Briefing
L onmymisspone ) |
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ANNEXURE-X
Induetion-cum-Orientation Training Module for the newly recruited Clerks an
Directorate of Labour & Emplovment, Shimls for 30 days.
Artachment with Supdtt. Grall (Establishment) o lesrn how 1o | 10 days
open files, maintin record and deal PUC, estnblishment work,
PRAIS.

Attaghment with Jeint Labour Commisstoner | tny
Amachiment with Deputy Director Employment I day
Attachment with Deputy Director Factorics I day
Attachiment in Dinry Dispatch Scctlon 5 days
Attuolunent in REE Shimly 5 days
Altachment in Labour Office Shimin 5 days
Arachment with Compuier Operator in Directorate 3 dayn,

Beiefing  Session  with  Labour  Comnmissioner-cum-Dinecior | | day.
Employment




ANNEXURE-X|
THREE DAYS TRAINING FROGRAMME FOR LARGUR WING AT P,

e = S

T —— B < 1 ]
i S Fneilitanon and Weleame s | Labowr Commissianer

an _r_ll_‘!!JEE'.H_'.I] Address

E e o =
(3| The BOCW Ay, 1595
.I

) ! —

L Industrial Disputey Act, g —— —y s =
o Tingeeact Labour (RRA) Act 190 e .

t Industrial Dhisputes MLy — - —— | =l
(7 | Factories Azt [048 & workmen Compenaiiion | BN
| jacL iy o e . =
(& | The Ficlares Agr LSeetion 1 1o 60) i
| —2 4l Eection | -

| The Factories Aci (Section 61 10 hF

(o] Frade Unions Act 1926 & Ciilg iﬂﬁﬁ.—u ‘_[l'i:(_'_' _——_:
[ — "1'"'-'!.' l'ﬂi_ﬂ_:& — e | e -
|~ [P, Indusrm] Estis [National and Festhal | DOF Wl
Holidays, Cisual & Sick |egye ) AL, 1969, & | ,
M —toonducting of nspections .} ==
I2 IFqu.JI Remunemtion Aq. 1996 & P-1.'11rm||_-.'l e
| Benefl ALl s -t w LN
M3 | Puyinent of Granaily Aet 1653 | DL

14 HE. Shops & Commercial Esic_ et 1965 : Labour Comnsissioner |
1<

| | Defending Casen in the Cogr & Prosccution | HIPA Focuity

Ercecuiclo be followed —

76 Payment of Bonms Al 1965 & Payment of | Labour Commissioner

— .,_.F"éﬂzﬂgﬁ-l._.__._h e ey |
I Induistrial Emplovinent (Standing Orders) Ad, | Labour Commissioner |

| 1946 |

(T8 | Motor Transport Warkers e, 1961 & Payment | DLC ot

et e - S T

18 .'-'-f_ml‘"_ﬂﬂiqw.-ﬁ?&.liﬂ@_ . e N =
RJi] | Interstaie Migrant Workmen (R G &CS)Aet, [ wdoe

fo L. - - L T S R
2 | Plantation Labour Acr, 1951 — | BDF S

5 | Bionrded 1iiber .‘i:-;hmr_,i.h_;-liu.m Act, 1976 & | DILC

st oild Labour (PER) Act ——t 1
[33 | E-Sarmuisthan & BT1 A & HIPA NIC Faculty
L —lemall — YT
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ARNEXURE-X1T

THREE DAYS TRAINING PROGRAMME FOR EMPLOYMENT WING AT

LA
SESSION TOrc FACULTY
DAY
1 Intreduction o the treining progrmme, Registmzion, LCcum-DE
Re-Regisimtion, Renewnl and Lapsme. Transfer of &
Registraiion record 33k
2 The EE(CNV) Act, 195% and Rules, 1960, Sponsoring DDE
Post Spansaring work.
3 Vocational Guidonee BVGO
- Central Employment Cell & Caimpus Inferviews EQ{CEC)
DAY-I
5 Spevial Employment Exchange (for PH) Sponaoring OlFH)
of I"H by SEEifor PH) & by EEs. Foreign Employment
& Manpower Expor Buresis
&, State Employment Market Information Unit, Inspection EMID)
Of Estnblishments, issunce of Show Cause Notices &
Prosecution of Establishimems,
7 RTT Act and e-Samadinn HIPA Faculty
8 Public dealing & Stress Management HIPA Faculty
DAY
9. Computer and perlpherals working, [nlemet acoees NICHIFA
Wonrd Star, e-muails through NICEMAIL, Yahoo ete. Faculty
10 Proctical Session on Compulers -o-
1] EEMIS Softwire spplication af present & in future. MIC Foculty
i Internctive nnd valediciory session LCweum-DE
&

DDE
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ANNEXURE-XIHI
Farmat for submission of tmining note by (he officers atending tealning o
the Traming Instituge:

L. e of the Training Institute:

z Name of the Officer

3 MNome of the Designation

4 Title of the Traming Programmme

- Drsratbon of the Training:

b, Traiming methodology adoped during training scssion

rf felevance of the Tradnlag (or enbancing service delivery
£ Ritevance of the Training for enbancing skills’ knowledge
9

Bl note on iraining apended nnd  supgestiions for furber
improvement, 1 any:
Signature

Name ond sddress of the
Tromince Officer OfMicial



