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Preface;

Serving people is a constitutional obligation of every public servant of Bangladesh.
Individual development is a must for serving others. It is recognized that training is one
of the major instruments for HRD.

In our “Public Administration Training Policy” there is a mandatory provision of
sixty hours training course at periodic intervals, preferably once a year to refresh, update
and upgrade knowledge for all government officials irrespective of the classes. But this
kind of refresher.course is yet to be implemented. MOE has taken the initiative of
imparting training to all to enhance overall efficiency of government employees, which
constitute about more than one million; through compact distance training and outreach
training programs.

An eight members committee was constituted with Ad. Secretary, JS (Admin), JS
(APD), JS (CPT) of MOE and representatives from the training institutions like BPATC,
BIAM and BCS Admin Academy. They were assigned responsibility to develop
coordinated training curricula of at least 20 to 30 hours of training for this year (2007-
2008) for employees of MOE and it’s under command organization. The committee was
also assigned to suggest as to what to be done in future for personnel of other
government/ autonomous/ semi-autonomous bodies and corporations,

The committee had many sittings to come up with an effective need-based training
curricula with special emphasis on computer literacy and English proficiency. The expert
group formulated periodic training modules for all officers and staff including the driver.
Course contents have clearly been spelt out with objectives and outlines of session
schedule. But there will be liberty for the organizing authority to include or exclude any
topic of the course contents assessing the needs of the participants. Almost all the -
modules have oneday formal training program with 1-2 hours training session in the
following months. ‘

No special budgetary provision has been considered. Normal annual budget
allocation for training will be released soon. Faculties of the training institutions will
work as key resource persons and they will be responsible for implementation and
evaluation of the programme.

Finally, this training module has been prepared only to guide training activities, to
maintain a set of standard and uniformity of training program. CPT wing will work as the
training cell. We hope that this module will help public servants in building their capacity
and prepare them to face up-coming challenges of new public management in the 21st

century.
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{ Md. Abdus %alam Khan )
Secretary
Ministry of Establishment
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Training module for Secretary & Additional Secretary Level officers:

Objectives:

To maintain & further sharpen the leadership qualities of citizen centric,
pro-people, forward looking modern bureaucracy in order to lead the subordinate
bureaucracy in achieving predetermined vision of the Ministry.

Schedule of the Day-long Development Workshop

First Quarter of the Year :

Time Topics
09.15-09.30 | Expectation from the Workshop
09.31-10.45 | Vision Focused Strategic Management
10.46-11.15 | Tea Break
11.16- 01.30 | Implementation of Citizen Charter
01.30- 02.16 | Lunch & Prayer
02.16- 03.30 | Stakeholder Analysis & Citizen Centric Management
03.31- 04.45 | Techniques of Effective Inspection

Second Quarter of the Year:

Time Topics
09.15-09.30 | Expectation from the Workshop
09.31-10.45 | Networking Contemporary Governance
10.46-11.15 | Tea Break
11.16- 01.30 | Managing Competency and Results
01.30- 02.16 | Lunch & Prayer
02.16- 03.30 | Managing Changes and Reform in Public Sector

Third Quarter of the Year:

Time Topics

09.15-09.30 | Expectation from the Workshop

09.31-10.45 | Rules of Business and Allocation of Business

10.46-11.15 | Tea Break

11.16- 01.30 | Analysis of the Stages of DP with Special Emphasis on the
Common Errors in DP under the Government Servant (Discipline
& Appeal) Rules, 1985,

01.30-02.16 | Lunch & Prayer

02.16- 03.30 | Management of Writs and Civil Suites.

‘f



Fourth Quarter of the Year:

f Time

Topics

09.15-09.30 | Expectation from the Workshop

09.31-10.45 | Techniques of Institutional Capacity Building in Public Sector

10.46-11.15 | Tea Break

11.16- 01.30 | Ensuring Transparency, Accountability, and Quality Service

Through E-Governance,

01.30- 02.16 | Lunch & Prayer

02.16- 03.30 | MDGs, SDGs, PRS and Techniques of PPP (Public-Private

Partnership)

Training Method

Organizing workshops and seminars on above topics with the participation
of the 15 officials in a working group.

Daylong Development Workshop will be organized in every quarter of the
year.

Expectation from the participants will be taken from the first session and
accordingly the authority can modify the contents of the workshop/training
programmes.

Ministry of Establishment will take the lead of organizing those workshops &
seminars for updating concepts and ideas of the officials of the ministry
through sharing updated knowledge and views.

Ministry of Establishment will assign Secretaries and Additional secretaries to
prepare keynote papet to be presented in every working session.

Rector of the BPATC will implement the programme.

Wor . . .
o1 ksh.ops af’ld seminars may be organized with the secretaries, additional
secretaries of the ministries of the concern cluster.

Workshop must be on practical problem and case study based.

Occasionally assistance of professional trainer or resource persons could be
sought for.
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Training module for the Joint Secretary Level officers:

Objectives:

Refresh the memory of the participant with modern development concepts,
management issues and techniques in order

a. To achieve better understanding about reform agenda and thus, be sensitized
to be reform friendly leader of change.

b. Be capable in understanding the real needs of the clients, strength and
weakness of the organization and thus, be capable in serving the people and

the organization in a dynamic manner.

Schedule of the Day-long Development Workshop

First Quarter of the Year:

Time Topics
09.15-09.30 | Expectation from the Workshop
09.31-10.45 | Managing Competency and Results
10.46-11.15 | Tea Break
11.16- 01.30 | TQM and Managing Quality Life-cycle of the Officers
01.30- 02.16 | Lunch & Prayer
02.16- 03.30 | Knowledge Management

Second Quarter of the Year:

Time Topics
09.15-09.30 | Expectation from the Workshop
09.31-10.45 | Strategic Management
10.46-11.15 | Tea Break
11.16- 01.30 | Leadership, Self Analysis & Team Building
01.30- 02.16 | Lunch & Prayer
02.16- 03.30 | Good Governance

Third Quarter of the Year:

Time Topics
09.15-09.30 | Expectation from the Workshop
09.31-10.45 | Implementation of Citizen Charter
10.46-11.15 { Tea Break
11.16- 01.30 | Office Automation and E-governance
01.30- 02.16 | Lunch & Prayer
02.16- 03.30 | Public Procurement Rules




Fourth Quarter of the Year:

—

Time Topics

09.15-09.30 | Expectation from the Workshop

09.31-10.45 | MDGs, SDGs, PRS and Techniques of PPP (Public-Private
Partnership)

10.46-11.15 | Tea Break

11.16- 01.30 | Negotiation Skill

01.30- 02.16 | Lunch & Prayer

02.16- 03.30 | Management of Public Finance and Recent Reform Initiatives in
' Public Finance Management

Training Methods:

- Organizing workshops and seminars on above topics with the
participation of the 30 officials in a working group.

- Development Workshop will be organized in every quarter of the year.

- Expectation from the participants will be taken from the first session
and accordingly the authority can modify the contents of the
workshop/training program. '

- Ministry of Establishment will take the lead of organizing those
workshops & seminars for updating concepts and ideas of the officials

of the Ministry through sharing updated knowledge and views.

- Ministry of Establishment will assign Joint Secretaries to prepare
keynote paper to be presented in every working session

. BPATC will implement the program.

. Workshops and seminars may be organized with the joint secretaries of
the ministries of the concern cluster.

. Workshop must be on practical problem and case study based.

- Occasionally assistance of professional trainer or resource persons couid
be sought for.

-
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Training module for the Deputy Secretary, Senior Assistant Secretary and Assistant
Secretary Level officers:

Objectives:

Refresh the memory and sensitize the mindset of the targeted officials in adopting
skills, tools and techniques of modern office management to enhance the capacity to
serve the clients efficiently, effectively and expeditiously.

First Quarter of the Year (Preferably in January/February):

Time Topics
09.15-09.30 | Expectation from the Workshop
09.31-10.45 | Modern Office Management
10.46-11.15 | Tea Break
11.16- 01.30 | TQM/Profit Management
01.30- 02,16 | Lunch & Prayer

02.16- 03.30 | Managing Performance

03.31- 04.45 | Secretarial Instructions (Forms of written communication, Levels of
Disposal of Files, Classification of Files and Handling of Classified

Documents)

03.31- 04.45 | The Public Procurement Act

Monthly 90 minutes Training (Before or after Coordination Meeting of the month):

Month Topics Time
First Month | English Language Skill 2 hours
Second Computer Skill 2 Hours
Month
Third Month | Implementation of Citizen Charter 2 hours
Fourth E-governance ' 2 hours
Month
Fifth Month | Competency framework and self analysis 2 hours
Sixth Month | MDGs, SDGs, PRS and PPP (Public-private | 2 hours
partnership)

Seventh Managing Change in Public Sector 2 hours

Month o -

Eighth Financial Management 2 hours

Month _

Ninth Month | Sclf-development and Career Development | 2 hours
Strategy :

Tenth Month | Concept of Development, Sustainable Development | 2hours
and Recent Development Trend of Bangladesh




Training Method

More emphasis is required to be attached in skills (English language,

coraputer skill) development through practice sessions.

Expectation from the participants will be taken from the first session and
accordingly the authority can modify the contents of the workshop/training

program.
Concern ministry will implement the program.
Training would be exercise oriented.

Workshop must be on practical problem and case study based.

Balanced mix of lecture & workshop is recommended in case of sensitizing
the mindset of participants on any modern development and management
concepts. Co-operation from the training institute like BPATC, BCS(Admin)

Academy, BIAM etc may be sought.

Overall training management

Accordin

Preparation of training calendar
Engure compliance of training calendar
One appropriate official would be entrusted to monitor the training aspects.

Third party evaluation, may be done by BPATC

Training Module for the officers of the District Administyration

yearly for the officers & staffs of District Administration.

(2)
o)

The Programme will be organized as under:
One day (8hours) Training Course

2 hours Training Course in each subsequent 11 months

One day Training course for the officer’s of district administration.
05]'ectives of the training:

To increase the efficiency of the officer’s of district administration
To change their attitude for people welfare.

To equip them to face the challenge of 21% century.

g to the para 2.11, 2.12 & 3.0 of Public Administration Tentatively
Training Policy, the M/O Establishment decided to design a 30 hours training programme
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Course contents (For one day , 8 hours)

Time Subject

09.00-10.00 | Objectives and modalities of the training and Expectation of the

participants

10.05-11.20 Official Correspondence

11.20-11.40 Tea Break

11.40-13.00 | File Management

13.00-14.00 Lunch & Prayer

14.00-15.25 Co-operation with Peoples Representative, NGOs and others Govt.

Departments.

15.25-17.00 | Implementation of Citizens Charter

Topics of the subsequent 11 section (02 hours/month).

1% month Computer

2" month Art of public speaking

3™ Month Official Correspondence

4" month Invitation and Arrangement of seminar/workshop/meeting
5" month Writing Note and preparing draft

6" month Office Inspection '

7" month Inspection of development project

8 month Maintaining official discipline of the GOB
9" month Land management

10" month Women and children

11" month Disaster Management

Training Methodology:

1.
2.

At first there will be one-day(8 hours) Training Pragramme.

After conducting the one day course 2 hours training section may be implemented in
each month in the district level, preferably before or after the monthly co-ordination
meeting.

The above course may be arranged before or after any rcgular/pre-séhcdulcd meeting
of the district administration also.

Resource persons may be selected locally or may be invited from the nearby training
institutes.

The DC will monitor the progress of Computer expertise and public speaking
capability in each month (if possible day to day).

Contents may be changed as per expectation of the participants after discussion in the
first session and day to day.
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