No. 12021/7/2003-Trg.l.
GOVERNMENT OF INDIA
MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES & PENSIONS
DEPARTMENT OF PERSONNEL & TRAINING

TRAINING DIVISION, BLOCK 04, 3FLOOR
OLD JNU CAMPUS, NEW DELHI -110067.
DATED 1 June, 2004,

All Ministries/ Departments and attached offices of Government of India
Chief Secretaries of States’'Union Territories

All Centra/Nationd/ State Training

Staff Colleges of Banks, PSU s (Centra & State)

Other Training Indtitutions (Government & Semi-Government only)

bk wNhpE

Sir/Madam,

You may be aware that the Training Divison of Department of Personnd &
Traning, Govenment of India is sponsoring ‘Traning Needs Andyss (TNA)
courses based on a specidly designed peckage on the subject for the trainers of
vaious traning institutions from Minidries, Depatments, Organisations, Banks,
Public Sector Undertaking etc.

These courses are to be conducted under Nationd Cdendar in sdlected
Traning Inditutions viz. Uttaranchd Academy of Adminigration-Nanitd, MCR
HRD Inditute of Andhra Pradesh-Hyderabad, AIM -Chennai, RCVP Noronha AOA &
M- Bhopd, ATI-Kolkatay, HCM RIPA-Japur, AASC-Guwahati, SKIPA — Ranchi,
UPAA & M- Lucknow, IGPR &GV S Jipur and DDUSIRD-Lucknow. The detailed
information and the schedule of TNA coursss during 2004-2005 are enclosed.
Nominations of faculty membersofficers (not more than five in number) may be
soonsored for these courses. Nominaions will be accepted on the avalability of dots.
The courses are resdentid. No course fee is payable by the participants for atending
the course. The sponsoring authorities will have to pay for their participants the board
and lodging charges (@ Rs200/- per day per paticipant) directly to the hogt-Inditute.
The Paticipants should be consdered ‘on duty’ during the entire duration of the
course.

The nominaion forms, complete in dl respects (in the enclosed proforma),
should reach the hogt Inditute whose addresses are given in the enclosed ligt a least
4-weeks before the darting date of the course. The officers should not findize their
travel plans unless they have received conformetion from the concerned indtitute.

Y ours fathfully,

Sdl-
(Sadim Haque)

Director (Training)

Tde 26107960 & Fax:26107962

End: as above



TNA COURSE GUIDE

1. CONTEXT

The Nationad Traning Policy (NTP) emphaszes sysemdic approach to
traning for the purpose of enhancing peformance a  individud, group and
organizationd leve. For this purpose, NTP recommends-

Comprehensve andyss of Government Goa's and objectives
Concretizing the objectives of awork organization.

In depth exercise of studying performance based issues that lend themsdves to
be being treated by the training and linked non-training factors.

A Proper andyss of the job of individud functionaries by bregking it into
goecific task components and its linkages with lower, corresponding and
upervisory leves.

The NTP dipulaes that the exercise regarding identification of traning needs can
be initiaied by the organization itsdf, however they may involve some traning
experts. The TNA execise is expected to be comprehensve enough to cover Al
rdevant technologicd, technical, managerid and other aspects of organizationd
working, S0 that it yidds a complete picture of strong points that are harmonious with
the objectives of the organization and the week ones tha need to be addressed by
traning or othewise The TNA exedsng should reault in idetification of spedfic
problems that need to be addressed by traning and reaed nontraning/support
factors. Therefore, there is a need to equip the organizations with competence of
carying out Traning Need Andyss to improve its peformance and to prepare for
the future,

2. AIM OF THE TNA COURSE

The course aims at: -

A. Familiaisng participants with the need of sysematic Training Need Andyss
(TNA) and related challenges/congtraints.

B. Equipping participants with tools and techniques of carrying out TNA.

C. Devdoping competence to identify traning needs and formulaes
plangdrategies to link training with performance enhancement as envisaged in
the NTP.

D. Preparation of TNA reports enabling organization with competence to andyze
present/anticipated future performance-based issues.

OBJECTIVES: PRE-TRAINING: PRE TRAINING PHASE

Describe systematic gpproach to training



Explan goplicability of SAT concept for traning to enhancelimprove
performance in Government organizations.

Define the concept and terminologies rlevant to TNA.

Ligt sdient featuresrelated to TNA envisaged in NTP

OBJECTIVES:- TNA WORKSHOP (MODULE-1)
PERFORMANCE BASED ISSUES

Define the tem peformance peformance problem, dandards and
competence

Destribe  factors  contributing  to  performance  of  an  individua/group/
organization

Identify categories of performance

Segregate causes, effect and symptoms of a performance problem.

Generae solution for identified causes which can respond to performance
enhancement.

OBJECTIVES: JOB/TASK ANALYSIS (MODULE-II)

Define the term job andysis and task andlys's
Describe the stepsin carrying out job/task-andysis
List usesof job/task analysis

Conduct job/task andysisin agiven Studion
Identify jobs/tasks where training is needed.

OBJECTIVES: ORGANISATIONAL ANALYSIS

Describestepsin organizationd TNA

List tools and techniques needed to carryout TNA

| dentify sources of information of TNA

Identify documents of use in carrying out TNA

Apply tools and techniques of acquiring information for organizationd TNA
Conduct an organizationd TNA

OBJECTIVES: ORGANISATIONAL ANALYSIS (MODULE- 1)
ORGANISATIONAL ANALYSIS (1)

3.

Identify organizationd training needs and relaed non-training interventions
Obtain and andyze information using appropriate tools and techniques
Identify training and non-training implications

Prioritize and darify identified training reeds.

Plan srategies for meeting identified training-needs

Prepare areport on findings of the analyds

Present findings to management and seek their commitment/guidance.

COURSE METHODOLOGY

The course conggs of pre-traning phase wheren paticipants are sent some training
related documents with the concept of Systematic Approach to Training and Nationd



Policy. This is followed by a two week (10 working days) workshop wherein
paticipants will be provided leaning opportunities which will indude ecivities
concerned with the gpplication of concepts, practice, issue and Training Needs
andysis function in an organization/Inditution.

4, THE WORKSHOP

The workshop is basad on an intensve sries of individud and group ectivities, which
require full time commitment for five days In addition to forma workshop sessons
the participants will be involved in exercdise dudies and group work in the evenings
In order to ensure avalability of paticipants on full time beds the workshop is
residentid.

A Comprehensve st of handouts and performance ads induding checkliss and flow
chat will be provided. These are intended to provide participants with information
needed during the workshop and provide ready reference materid in the training
function. The peformance ads will hdp in completing ther individud projects as
dso assd in devdoping competence for effective performance of ther role by
feciliteting atransfer of learning in their own work Stuation.

TNA COURSE BROCHURE

CONTEXT

The Nationd Training Policy (NTP) emphasizes sysematic gpproach to training for
the purpose of enhancing performance a individud, group and organizationd leve.
For this purpose, NTP recommends-

1. Comprehensive analysis of Government Goals and obj ectives.
2. Concretizing the objectives of a work organization.
3. In depth exercise of studying performance based issues that lend

themselvesto be being treated by the training factors.

4, A Proper analysis of the job of individual functionaries by
breaking t into specific task components and its linkages with
lower, corresponding and supervisory levels.

The NTP dipulates that the exercise regarding identification of training needs can be
initiated by the organization itsdf, however they may involve some training experts.
The TNA execise is expected to be comprehensve enough to cover dl reevant
technologicd, technicd, managerid and other aspects of organizationd working, SO
that it yidds a complete picture of drong points that are harmonious with the
objectives of the organization and the weak ones that need to be addressed by training
or otherwise. The TNA exerdse should result in identification of specific problems
that need to be addressed by traning and rdaed non-training/support factors. The
organization, therefore need to be equipped with competence of carrying out Traning
Need Andysis.



Deveoping competence to cary out TNA sysematicdly would require training a
large number of training managers, line managers and trainers. Training of such a
large target population would require capacity building for conducting training need
andyss, which can be dandadized to a large extent dong with in-built flexibility so
that it can be run on a decentrdized bass. A proper badance between standardized
contents  with  optionsflexible tools for conducting TNA, which will reguire
fedilitating conceptudization of this course to suit organization/Deptt./State  specific
needs.

NEED FOR SYSTEMATICTNA
Theneed for systematic TNA arisesfrom the following:-

A. Traning in many cases may be the agppropriate response to an organizaion's
performance based issues But this may not be conddered as the only
responses to solve the performance problem.

B. Even when traning is an gppropricie response, it is dedrable to determine
what kind of traning. Also, before an organizaiion commits resources to
training, efforts must be made to determine as to where training might
improve the performance. The enquiry should be to find out whether training
is likdy to hdp/solve the organization's problems or whether the solution lies
dsawhere. If traning is one of the possble solutions or aleest a patid
solution, the kind of training required would have to be determined. Hence
Training Needs Anayss.

C. Traning has its own cods it does not come chegp. The cogt of training
involves sday of trainer, supporting saff, eguipment, transport, development
of traning maerid, communication, accommodation etc. Such costs would
become in fructuousiif the training need is not adequately assessed.

ROLE OF TRAINING FUNCTION

The NTP dipulates that respongbility of traning rests with the organization. Training
a large number of functionaries & cutting edge levd will require setting of training in
organization. In order to accomplish this every organization will have adminigtration,
vigilance, wdfare function, which will be looked &fter by a traning maneger to be
desgnated for the purpose. The training function encompasses dl activities amed a
improving the peformance with the hdp of traningleaning interventions and
includes.

a) Advisng management in formation of training and development policy

b) Preparing training plans and deciding training priorities

C) Andyss of peformance based issues and identificstion of traning
activitiesaress.

d) Providing gppropriate learning opportunitiesto al employees.

It is evident that the traning can play its role effectivdly, only when andyss of

peformance based issues is undeteken regulaly it identified where training

intervention and non-training implication can be combined and in wha manner, as



adso where training is one of the solutions, who need it and how to meet the identified
needs. It is this tak, done which will pave the way for working out gppropriate
drategies and evaduation of traning. Beng the fird tak, its comprehensves,
coverage and outcomes determine, contours of the training interventions. The board
methodology which training function, may follow, could be-

Identify discrepancies between the job requirement and the current
knowledge/skill/attitude at the designated levels in terms of the
Interventionsrequired.

Segr egate thetraining I nterventionsfrom the non-traininginter ventions.

Determine the methodology of training depending on thetarget groups,
their size, adequacy of training/learning resour ces available, the number
of functionaries of the target group who spared at atimefor training etc.

AIM OF THE TNA COURSE

Thecourseaimsat:-

e)

f)

)

Familiarisng paticipants with the need of sysematic TNA and reated
chdlenges/condraints.

Equipping participants with tools and techniques of carrying out TNA.

Preparation and Presentation of TNA reports in given formats enabling
organizations with competence to andyze performancebased issues, identify
traning needs and formulaes plangdrategies to link traning  with
performance enhancement as envisaged inthe NTP.

BENEFIT

The Govt./Public Sector NGO, Autonomous bodies organization will benefit
as they will have traned manpower to carry out systematic TNA, fadlitating

design of need based training courses.
It will hdp implementation of NTP and indtitutiondize the concept of SAT
It will make training systlem more responsive to the needs of organization.

The Project undertaken by the participants when completed, will demondrate
linkage between training and performance.

Successful completion of the project will result in meking training “Demand
Driven” ultimately resulting in improved performance.

COURSE STRUCTURE

The Structure of the course will consist of three phases-

Phasel : PRE-COURSE DEVELOPMENT



Phasell: TNA WORKSHOP

Pre-Cour se Development

This phase will provide paticipants an opportunity to sudy the concepts
underpinning and issues rdevant to training needs adlyss They will dso be made
familiar with NTP dipulations reaed to TNA. During this phase, sdected
participants will be sent PreCourse Reading Material (PCRM), three weeks before
commencement of the workshop. The PCRM would cover Systematic Approach to
Training (SAT) concepts, Andyss of peformance Problems and relevant extracts of
NTP, dong with some exercise. Participants will be expected to complete the study
and exercise before commencement of the workshaop.

TNA Workshop

The workshop will be run for two weeks (ten working days). It will include activities
concerned with the application of identification of performancebased issues, task/job
andyss, organizdtion traning needs andyss formulation of training drategies and
preparing a TNA report. The workshop will conclude with participants agreeing to
undertake individud project on identificstion of traning needs rdated to ther
organization.

TARGET GROUP FOR TNA COURSE

0 Officers form  government/depatment  involved in organizationd — —
development and performance improvement initigtives.

a Traning Managers/'Training Coordinators.

0 Depatment and intuitiond traners involvedlikdy to be involved in
undertaking TNA assgnments.

For more information you may contact Training Divison or the 11 Training
Institutions:

RCVP Noronha AocA&M Bhopal

RCVP Noronha Academy of Administration & Management,

Madhya Pradesh, Arera Colony, Hitkarni Nagar, Bhopa — 462 016.

(Tel #0755 — 5282808, 5279066 Fax # 5282808 Email: hmmishra@sancharnet.in
or hmmishra@indiatimes.com)

Uttaranchal AoA Nainital

Uttarancha Academy of Adminigration
Adrwell Camp, Oak Park, Nainital — 263 001.
(T # 05942 — 236068, 235011 Fax # 237642)

AASC Guwahayti

Assam Adminigtration Staff College, Jawahar Nagar,
Khanapara, Guwahati — 781 002

(Tel #0361 — 2263325, 2262372 Fax # 2262361)



HCM RIPA Jaipur
HCM Rgasthan State Inditute of Public Adminigtration,

Jawaharla Nehru Marg, Jaipur — 302 017.
(Td # 0141 — 270495056, 235011 Fax # 2705420, 2702542 Emal: rk4
choubisa@hotmail.com)

UPAA&M, Lucknow

U.P Academy of Administration & Management
Sector ‘D’ Aliganj, Lucknow - 226 024.

(Tel #0522 — 2379739 & Fax: 0522 - 2386747)

MCR HRD Institute of Andhra Pradesh, Hyder abad

MCR Human Resource Development Ingtitute of Andhra Pradesh,
Road No. 25, Jubilee Hills, Hyderabad - 500 033.

(Tel # 044 — 23548487 & Fax: 23548489, 2354887)

Indira Gandhi Panchayati Raj & Gramin Vikas Sansthan, Jaipur
Jawahar La Nehru Marg, Jaipur — 302 004
(Tde 0141 — 2706577 & 78 Fax: 2706575 E-mal: igprgvs@datainfosys.net)

Dr. Sri Krishna Institute of Pub. Admn., Ranchi
Government of Jharkhand, Meurs Road, Ranchi — 834 008
Tde 0651 — 2282813 Fax: 2283806

Administrative Training Institute, Kolkata
FC Block, Sector-111

Sdt Lake City, Kolkata— 700 091

Tde 3370120, 3374043 Fax: 3374015

Anna Institute of Management, Chennai
‘Kanchi’ No. 161, P.S. Kurmarasamy Rga Sda (Greenways Road)
Chennai — 6000 028

(044 — 24937170, 2493827 Fax: 24937062 E-mail: am@giasnd0Ll.vsil.net.in

Deen Dayal Upadhyay State I nstitute of Rural Development

Bakshi Ka Taab, Indaurabagh, Kucknow — 227 202.

Tde 05212 — 298291, Fax 298292 Emal: Imjoshi2d@rediffmal.com &
ddusrdup@rediffmail.com

NATIONAL CALENDAR COURSE FOR TNA 2004-2005

Sl. No. I nstitute Proposed Dates
1 AOA, Bhopal 2-13 Augud, 04
2. ATI, Kolkaa 6-17 December, 04
3. HCM RIPA, Jaipur 19-30 uly, 04
4. AIM Chennai 13-24 September, 04
5. MCR HRD lIstt. Of AP, Hyderabad 16-27 Augug, 04
6. AASC, Guwahdti 19-30 duly, 04




DDUSIRD Lucknow

7. AASC, Guwahati 4-15 October, 04

8. SKIPA Ranchi 6-17 December, 04

9. UPAA&M, Lucknow 6-18 September, 04
10. UPAA&M, Lucknow 15-26 November, 04
1L UAOA, Nanitd 23 Aug.-3 Sept. 04
12 IGPR&GV'S, Japur 31 May-11 June, 2004
13 IGPR&GVS, Jaipur 16-27 August, 2004
14.

23 Aug-3 Sept., 04




NOMINATION FORM

T RAINING COURSE ON TRAINING NEEDSANALYS'S

Y ou must use photocopies of this form. Please compete the form in capitd |etters.

Nominee's I nfor mation

m o~ W DN

Name

Designation Since(Date)

I nstitute/Organization

Pay Scale 5 Dateof Birth

Sex: Mae/Femae 7. Category : SC/ST/OBC/GENERAL
Address for communication (with PIN code and Email ID)

& B B B e

Telegraphic Address

E-mail

Fax

Telephonewith STD code (Off) (Res)

Experiencein the area. of managing and/or imparting training

14,

Details of Traning Course attended including Training of trainer Courses
with detes, duration and indtitution

Name of course Date and Duration Organized by

10




TRAINING COURSE ON TRAINING NEEDSANALYSIS

Sponsoring Authority’s Confirmation

1  Nameand designation of sponsoring authority:

2 Addressfor communication with (PIN Code)

Telegraphic Address

E-mail

Fax

Telephone

Nominee's Name

Nominee’ sDesignation Since

How does nominee's gpplication relate to the traning and development plan
and policy of the sponsoring authority (Organization/Inditutions)?

© P N OO g b~ W

10. Pess= give ddalls of those Training of Traner or Smilar courses for which
you have nominated your employees ealier. Have you collected any
feedback from the nominated officer regarding effectiveness of training and
trander of leaning in job gStuation? If yes would you like to share with us
your consdered views to fecilitate more use full learning?

Catified that the given paticulars are correct. The nominaion is made after
acataning the needs of the organization/inditution and the nominee, and if
sdected, the nominee will be rdieved on full time basis for the programme.

Date (Sgnature & Sed Sponsoring Authority)

11



