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1.00

PRELIMINARIES  
National training Policy desires that the training is to be imparted for all employees of the Organization for minimum 7 days in a calendar year and the funds to the extent of at least 1.5% of salary budget (to be gradually increased to 5%) should be reserved for such training needs. 
Induction training to the Engineers, Technicians and other staffs, at the time of joining the Organization, is imparted by the Training Centers at Koradi & Nasik. Some specialized courses are also conducted at these training centers. These employees and all other remaining employees are  given refresher training at regular interval. 
At present, the need of giving refresher courses to all engineers, Chemists, Technicians and other employees as per statutory provisions cannot be fulfilled with existing infrastructures at Main Training Centers. Hence it is planned to establish Training Sub Centers at Major power plants under functional control of Main Training Centres to cope up with training needs of power plant besides the efforts taken by Koradi & Nasik Training Centres. It is necessary to develop appropriate facilities & capabilities in every power station to impart such statutory in-plant training to these staff.
Further, in present set up, training programs are decided at Top Level and Power Stations heads (or Sectional heads) are asked to depute the staff for these training courses as notified by Main Training Centres. In this methodology, trainees are deputed without examining the competencies required for target performance and by considering sectional training needs and entry behavior of individual employee. As such, the effects of training by value addition in sectional performance are not reflected.

Koradi Training Centre has therefore submitted a proposal for Long Term Training Plan of Mahagenco vide office Note dated 16.02.2007 which was approved by Hon. Managing Director, MSPGCL. The presentation was made by then General Manager (Training) KTC Koradi in Operating Committee Meeting (OCM) Mumbai on 05.01.2008 to present the features of Long Term Training Plan in Mahagenco which suggested formation of Training Sub Centres in major power plants of Mahagenco. As per directives of Hon. Managing Director, a working Group comprising of four members (CGM Finance, CGM TPS Khaperkheda, CGM TPS Koradi and KTC Head) to suggest Road Map for implementation of Long Term Training Plan in Mahagenco.
The working Group has submitted its report to MSPGCL Management in April 2009 and submitted draft Training Policy and Training Strategy to be adopted for implementation in Mahagenco. As per the suggestion given by above Working Committee, a five member “Training Advisory Committee” is constituted in May 2009 by appointing following members

1. Shri M.R. Shelar, Director (Operations), MSPGCL, Mumbai
2. Shri A.P. Choudhari , Executive Director (HR), MSPGCL, Mumbai
3. Shri A.D.Palamwar, Former-Director, MSPGCL 

4. Shri Vinay Bapat, Former-Director, MSPGCL
5. Shri  R.K.Sharma, Principal Director, NPTI, Nagpur
Under the scheme of Long Term Training Plan of Mahagenco, first Training Sub Centre was established at Khaperkheda TPS on 16.08.2007 whereas second Training Sub Centre was opened at CSTPS Chandrapur on 15.08.2008. All other station heads were given mandate to establish Training Sub Centeres at their respective Power Plant and guidelines were released by Koradi Training Centre for the same.
In MORM of May 2009, Hon. Managing Director has taken review of existing state of affairs of training in Mahagenco. It was decided to gear up for better Performance Monitoring System by linking Station Performance aspects to Sectional performance aspects and identify the performance gap in every functional area so that appropriate efforts can be taken to enhance the competencies of functional staff by identifying training need by scientific exercise.

It is now decided that all major power station heads shall take initiative for opening of Training Sub Centre at their power stations. In every section in every power plant in Mahagenco, FOSTs (Forum of Sectional Teams) shall be established by inviting  applications from interested faculties and training coordinators in the proforma circulated by KTC, Koradi and by nominating two functional experts  to promote standardization of best practices in Generation O&M. It is decided to promote brainstorming amongst inter power station functional FOSTs members in each identified functional area.

Every TSC (Training Sub Centre) shall promote formation of such FOSTs amongst all class I & II staffs as well as Quality Circles activities for all sectional staff including technicians & workers. The performance objectives & benchmarks at corporate level shall be linked to station level & sectional level benchmarks and performance gaps shall be identified by listing out all performance issues to brainstorm for finalizing necessary check lists and action plan for targeting performance enhancements at sectional level. It is further decided to implement special project for transformation of Mahagenco into Learning Organization. 
For guidance of all stake holders, a “Training Manual” is being published and the draft of this “Training Manual for Mahagenco” is now displayed on web site of Koradi Training Centre for review and suggestions of all concerned.
2.00

TRAINING POLICY OF MAHAGENCO




   
Mahagenco training POLICY  STATEMENT

To transform Mahagenco in to a Learning Organisation 

· by adopting learning culture in all walks of organizational activities with  minimum seven days training per year for all, to develop their potential to the maximum and contribute their best to the Mahagenco, 

· by covering statutory Induction level training, Simulator training, Refresher courses, Training at Manufacturer’s works, training on reforms/ Change Management, Contract  labour training, Management development plans, Educational upgradation plan including Distance education,

· by conducting periodical training need analysis and identifying planned training interventions for each level of transition in an employee’s career, 

· by planning & implementing technical training and skill upgradation, personality development, IT & Computer skills upgradation involving in Organisational development issues,

· by upgrading and continuously improving training infrastructure and training organizational structure,

· involving opportunities for training imparted at outside training institutions and foreign training to meritorious candidates through objective selection criteria,

so as to reach ultimate goal of CUSTOMER SATISFACTION THROUGH REDUCTION IN COST OF DELIVERED POWER AND SUPPLY OF RELIABLE AND QUALITY POWER AT ADEQUATE AND IMPROVING LEVELS OF EFFICIENCY AND ACCOUNTABILITY.

TRAINING POLICY
PREFACE

National training Policy mandates that the training is to be imparted to all employees of the Organization for minimum 7 days in a year and funds to the extent of at least 1.5% of salary budget (to be gradually increased to 5%) needs to be allocated and spent for the training purposes.   

In view of above, a decision has already been taken to open Training Sub Centers at major power plants. A working group of four members is formed as per directives of Hon. Managing Director, MSPGCL in OCM dated 05.01.2008 to formulate a draft Training Policy for the Company.

A. Training infrastructure
A.1. Main Training Center & Sub training centers

As per guidelines with National Training Policy, Mahagenco shall maintain two main training centers at Koradi & other at Nashik with opening of Sub Training Centers at power stations also to meet the training requirements.

A.1.1. There shall be adequate Training infrastructure commensurate with the present training programs in MSPGCL and also to meet the future expansions in MSPGCL.

A.1.2. Separate & Full fledged Office of Chief General Manager (Training) shall be established at Koradi in the premises of existing Koradi Training Center. There shall be two Main Training Centres (MTCs) at Koradi & Nashik. Training Sub Centres (TSCs) shall be established at major power stations as already decided & approved.

A.1.3. Chief General Manager (Training) shall frame outline for all IL training & other trainings. While deciding so he shall consult concerned departmental heads & power station heads for such trainings of the staff appointed by them. 

A.1.4. Training syllabus for routine Induction level /refresher courses in yearly calendar and  any newly designed courses to be conducted at any main training centres or  training sub centres shall be approved by Chief General Manager (Training). While doing so, he shall be guided by directives issued from functional Directors of MSPGCL.

B. Training Need Assessment

B.1.1. There shall be mandatory Training Need Assessment (TNA) for every job in organization both in terms of initial assessment of training requirements (One time exercise) and for continuous updation of training courses (Yearly TNA).

B.1.2. A training program must be preceded by certain preparatory exercise for identification of organizational training needs through in-house exercise but under the guidance of external training consultant /expert. A TNA should be supplemented by job analysis for individual functionaries, studying linkage with lower, corresponding and superior levels. 

B.1.3. Initial TNA shall be done by KTC with the help of outside consultation.  For this, proper Performance Management System shall be installed to link Station Performance Objectives to Section Performance Objectives by correlating it with Key Performance Aspects and functional competencies within section.

B.1.4. Continuous updation of TNA shall be done by core group in every Training Sub Center on the basis of data submitted by section heads about the knowledge & skill requirements and performance gap existed in section for achieving target objectives. 
C. FORMULATION OF TRAINING COURSES

C.1. DESIGN OF TRAINING PROGRAMMES

C.1.1. Training programs shall be designed towards continuous pursuit of excellence of specific power station. 

C.1.2. Under continuous updation of TNA of power station, Training Sub Centres (TSCs) have to prepare specific training program to overcome the perceived Performance Gaps in achieving desired level of excellence of individual power station.

C.1.3. Training shall be designed as per the knowledge area and specific to the job to be performed by individual employee during the year of training and shall be based on TNA.

C.1.4. There shall be section wise target set for achieving excellence in following main core areas of training. Such targets shall be fixed based on Training need assessment (TNA) of sectional staff.

· General Management Competence area

· Job wise knowledge area

· Computer Knowledge and application area

· Specialized Functional Knowledge and emerging concepts
The Training need assessment (TNA) shall be focused on sectional need to achieve excellence and requirement of sectional staffs to have desired level of literacy in each of above knowledge area.  In case the situation demands, the task of assessing such needs shall be decided after expert consultations. Such expert consultations may also be proposed for assessment of improvements at sectional level and to perform third party operation audit for measurement of effectiveness of training and conducting quarterly examination of sectional staff.  

Induction Level Training 
C.1.5. Every employee joining this organization shall undergo Induction Level (I.L.) Training.

C.1.6. For those employees who have exempted from undergoing IL training shall have to attend special I.L. crash training program of one month duration.

C.1.7. Design of training for ‘Exempted staff’ from IL training: Short term crash course shall be designed by Koradi Training Centre as per initial TNA.


Refresher Courses/ Other trainings
C.1.8. There shall be Refresher Courses and on-site/ On job training sessions which shall be designed specific to employees’ current jobs in section. 

C.1.9. Refresher Courses & On Site Training sessions shall be designed by Koradi Training Centre on the subject suggested by respective TSC for specific section to suit the overall efficiency level contemplated for that power station. 

C.1.10. Training courses shall be approved by Chief General Manager (Training). Final training calendar for that power station shall be prepared by Koradi Training Centre.

C.1.11. Within six month of promotion to SE & above level in all cadre, officers should be sent on conceptual training on policy framework, emerging trends in power sector & related issues.

C.1.12. Besides above course designs, there will be specially designed courses such as present simulators which will assimilate for cutting edge technology. This will also be specific to emergencies handled by staff in their power stations and based on case studies & instances faced by such power station or similar other power plants. These packages will be conducted by the KTC / Training Sub Centres.

C.1.13. Present strategy for conducting need based seminars & workshops at Koradi & Nashik Training Centers should be continued.

C.1.14. Courses to bring suitable behavioral & attitudinal changes shall be included in training programs.

D. TRAINING STARTEGY

D.1.1. Every staff in power plant shall undergo 42 Hours of rigorous training session per year which shall  include 

· Theoretical class room sessions  

· On site/ On job training to be imparted by sectional faculties

· Self learning sessions for Senior officers/engineers & section heads

· RC Courses, seminars & workshop at Main training centers (KTC/NTC)

· Deputation to outside institutions for identified courses by Chief General Manager (Training) as per Training needs of sectional staff.

D.1.2. For every staff in power plant, list of subjects for every staff in power station shall be decided in advance.  

D.1.3. Every staff shall in turn know the expected course sessions to be attended by him in TSC. For every subject to be attended by respective category of staffs, there shall be three occasions for every staff to attend and section incharge has to plan the schedule of deputation of these staffs on any occasions as per sectional convenience.

D.1.4. Chief General Manager (Training) shall tie up with Advance Vocational Training institutions for training of artisans ITI holders for specialized training in their related trades.

D.1.5. Chief General Manager (Training) shall tie up with Established Institution for graduation and post graduation courses in Power Engineering/ Financial Management Courses. Suitable candidates from MSPGCL as well as outside entrants shall be inducted in these courses with promising career in MSPGCL. The detailed scheme shall be worked out by Chief General Manager (Training).

D.1.6. Chief General Manager (Training) shall arrange to tie up with suitable Management Institutions for training of Section Incharge and above including station heads for training in area of business competencies & management excellence.

D.1.7. Chief General Manager (Training) shall explore the possibility of conducting departmental examination by outside professional bodies for Accounts & GAD.

D.1.8. To advise on the matters related to Training in MSPGCL, there shall be five members Training Committee headed by one of the functional  Directors of MSPGCL, at least two Experts from Retired employees known for their excellence in Power related services, at least   1 Expert from Academic Field with Power Engineering background.  The Committee shall meet at least once in quarter. Executive Director (HR) and Chief General Manager (Training) shall attend all meetings of Training Committee.

E. MONITORING AND EVALUATING TRAINING/ POST TRAINING STEPS

E.1.1.  Having set a mechanism for objective based design of training, there should be yearly monitoring to check for measurement of achieved results with appropriate feedback to training centers so that necessary changes are done in training course design. 

E.1.2. There shall be suitable mechanism in Performance Management System of MSPGCL for measurements & analysis of feedback on the Performance gap bridged by training.    

E.1.3.  Encouraging Action Plan: There should be proper encouragement to the employees immediately after training to do follow up action on the knowledge gained during training.

E.1.4. TNA should cover judicious assessment of number of people to be deputed for training. 

E.1.5. The staff should be put at least for one year on such job for which he has been given training.

F. DEVELOPMENTS OF TRAINERS

F.1. Selection of trainers

F.1.1. The trainers / Faculty members shall be from the list of Faculty member of Training Centre.

F.1.2. The trainers being the nerve centre of training activities should be selected judiciously keeping in view the skill and aptitude. It is extremely important that a trainer acts as a role model for the trainees. 

F.1.3. Trainers should be selected very carefully since substantial investment would be made in them for modeling them as effective trainers in terms of time & money. 

F.2. Trainer Development

F.2.1. Based on the observation by training centre and evaluation by participants, need for enhancing proficiency of trainers shall be decided.

F.2.2. Every trainer shall undergo course on “training for trainers” before actually putting on to task. He should have undergone appropriate training to understand the basic of training profession. The Course on “Direct Trainers Skills” and “Design of training skills” conducted by the department of Personnel & Trainings of GOI shall be interalia considered for this purpose.

F.2.3. All the trainers deputed at Sub Training Centers as well as training centers at Koradi & Nashik must have undergone these basic training courses for trainers before deploying on actual tasks.

F.2.4. Once the trainers are appointed to work at any of Sub Training Centers or Main Training Centers, he should be recognized as trainer for whole life span in the organization and even if he is posted back to the field his expertise in training should be continued to be utilized for in service & on job training.

G. Training for Senior Officers & Section Incharges

G.1.1. Besides the top down training as discussed above There will be a lateral training of sorts by ways of organizing seminars to discuss, deliberate and brainstorm on best practices followed on various performance parameters. 

G.1.2. The detailed framework for organizing such conclave / seminar shall be finalized by CGM (Training) in consultation with Functional directors.

G.1.3. Each training program is usually focused to debate on one of the predetermined list of issues on which pre training paper shall be submitted by each participant.  

G.1.4. Training dept will have most recently updated portals/ sites, magazines, publications and this list shall be disseminated to all officers SE & above. 

H.  TRAINING CALENDAR

H.1. Comprehensive annual training calendar based on TNA and subsequent course formulation shall be prepared by Chief General Manager (Training) and circulated to all.
I. Constitution of Advisory Committee

To advise on the matters related to Training in MSPGCL, there shall be five members Training Committee headed by one of the functional  Directors of MSPGCL, at least two Experts from Retired employees known for their excellence in Power related services, at least   1 Expert from Academic Field with Power Engineering background.  The Committee shall meet at least once in quarter. Executive Director (HR) and Chief General Manager (Training) shall attend all meetings of Training Committee.

3.00
TRAINING STRATEGIES FOR IMPLEMENTATION OF LONG TERM TRAINING PLAN IN MAHAGENCO





   
A. TRAINING FOR ALL
A.1. The training has to be organized for all levels from the lowest to highest. For the purpose of appropriate training design, the employee domain may be divided into following category.

A.1.1. First Area Category shall be employees in Corporate office in MSPGCL  
A.1.2. Second Area Category shall be employees from all Major power plants with further grouped for similar units divided into stages as under.

· Koradi TPS :  a. Group K-1: Stage I/II staff & office of CGM (O&M); 





  b. Group K-2: Stage III & Station Common Services





  c. Group K-3: New Plant O&M Staff, ED-II Office, Project Office




  d. Group K-4: SE Testing office, Koradi TPS, TIC Nagpur
· 



  d. Group K-5: Koradi Training Centre

· Khaperkheda TPS: a. Group KH-1: Stage I/II staff & CGM(O&M) OFFICE; 




  

b. Group KH-2: Stage III & Station Common Services




  

c. Group KH-3: New Plant O&M Staff



  

d. Group KH-4: Construction/Project Offices,  
· Chandrapur STPS: a. Group CH-1: Stage I/II staff & CGM(O&M) OFFICE; 




    

b. Group CH-2: Stage III & Station Common Services




    

c. Group CH-3: New Plant O&M Staff



  

d. Group CH-4: Construction/Project Offices,  
· Paras  TPS :  a. Group PRS-1: Old plant staff & office of CGM (O&M); 



      
b. Group PRS-2: New Plant & Station Common Services



  
c. Group PRS-3: Construction/Project Offices,  
· Bhusawal TPS : a. Group BSL-1: Stage I staff & office of CGM(O&M); 



          
b. Group BSL-2: 210 MW & Station Common Services



          
c. Group BSL-3: New Plant O&M Staff



  
d. Group BSL-4: Construction/Project Offices,  
· Nashik TPS :
a. Group NSK-1: Stage I staff & office of CGM(O&M); 



        

b. Group NSK-2: 210 MW & Station Common Services





c. Group NSK-3: Nashik Training Centre
· Parli TPS :  
a. Group PRL-1: Stage I staff & office of CGM(O&M); 



   

b. Group PRL-2: 210 MW & Station Common Services



   

c. Group PRL-3: New Plant O&M Staff



  
d. Group PRL-4: Construction/Project Offices,  
· Uran TPS :  a. Group URN-1: ALL staff & office of CGM(O&M); 



  
b. Group URN-2: Construction/Project Offices,  
· Hydro PS :  a. Group H-1: ALL Hydro staff at Head Office, Mumbai, 



   

b. Group H-2: ALL Hydro staff at Koyana HGS, Pophali,





c. Group H-3: Small Hydro staff under SE Pune HP Circle.
B. 



c. Group H-4: Small Hydro staff under SE Nashik HP Circle.
B.1.1.1. There shall be graded categories of staffs for designing training plan for respective Area group after conducting scientific TNA.

· Senior Engineers from CGM to SE.

· All sectional heads 

· All middle management staffs up to Sub Engr (G) with division as       

(i)      Engineering & Technical cadres and 

(ii) Other Cadres.    

· Class III/IV Cadre with division as 

(iii) Technical cadres and 

(iv) Other Cadres  

     For last two categories, namely middle management cadre & Class III/IV cadre (mainly Technicians), training plans shall be focused on sectional TNA.

B.1.2. Special training for Managers/ Section heads & above

B.1.2.1. There shall be a systematic training to all Managers/ section heads. There should be two days training every year to these officers for interchange of their expertise and experience amongst the horizontal mix of participants drawn from different power stations. 

B.1.2.2. These groups shall be formed as under Function wise (BM, TM, EM, TIC, WTP, CHP) across MSPGCL.  

C. DESIGN OF TRAINING PROGRAMMES

C.1.1. Main Training Centres i.e. Koradi & Nashik training centers in association with respective Sub Training Center shall associate in the task of design of separate training programs for each group area of respective power station.

C.1.2. These training programs shall be based on Performance Objectives of such group area of that power station based on job analysis & Training Need Assessment (TNA) of specific focused area. There should be greater dependence on action based training methods, that is to say, on-site/on-job training, training in the field, action-research, on site group exercise and so on. 
Where such direct action orientation for training is not feasible, work environment simulating training methods like role playing, games and in-tray exercises may be used. Various audio visual aids especially for distance learning should be extensively used with a view to reaching a larger clientele that cannot be reached immediately by more direct training methods. The class room method and other methods involving person-to-person interaction shall be vital in the scheme of training.

C.1.3. The present simulators for 210 MW Units shall be re-oriented to have Digital screens similar to that available in individual power station so that trainees can feel the environment exactly as per their own work place. Simulator training course to be given to staff shall be specific to emergencies handled by staff in their power stations and based on case studies & instances faced by such power station or similar other power plants.
C.1.4. Every upcoming new plant shall have simulator arrangement which shall be procured / provided during project stage itself. 
C.1.5. Specific packages & courses for on-site training on simulators shall be designed so that no plant engineers shall be ignorant about actions practices actually at same site on which he is expected to handle the emergency situations.  
C.1.6. CBT packages shall be used for self learning process for staff working in control room of power plant. Licenses of these CBT packages shall cover these aspects.

D. DETAILING OF PRE TRAINING STEPS

D.1. IDENTIFYING THE PERFORMANCE GAP

D.1.1. The first step is to identify the performance gap in relation to desired overall performance level with the aim to bridge the gap through training program designed to meet the targeted performance objectives. 

· Every power station through its training Sub Center shall assess such performance gap in respect of benchmarks decided for that power station through yearly TNA exercise & section wise feedbacks.

· Chief General Manager (Training) shall then arrange to analyse the training requirements to bridge these performance gaps, in common or power station wise. 
· The responsibility to ensure timely Setting of Yearly Sectional Objectives by Proper Performance Planning and conducting TNA (Training Need Assessment) of all sectional staff to identify the performance gap due to need of training intervention to ensure proper competencies of sectional staff by systematic career planning shall be of concerned section head. He shall, with the help of FOST members (Forum of Sectional Team) ensure that Station TNA team & TSC team are called upon to enter into agreement with SE & section Head to conduct TNA timely as planned.

D.2. SETTING OF TRAINING OBJECTIVES TO BRIDGE THE SPECIFIC PERFORMANCE GAP

D.2.1. Every section in all MSPGCL Power Plants shall have its Forum of Sectional Team (FOST) comprising of Functional Experts, Faculties and Training Coordinators in the section.

D.2.2. The Training Plan for Sectional staff in any specific power plant or Mahagenco office shall be finalized by respective Training Sub Centre in consultation with section head based on identified performance gaps by involving FOST members of such section through regular brainstorming sessions.   
D.2.3. Training Sub Center shall arrange to prepare Training Plan for year in consultation with station head for submission for approval of competent authority by consolidating sectional training plans with specific training as well as Performance Objectives to bridge the identified Performance gap of related sections.
D.2.4. Training syllabus for any newly designed courses to be conducted at any Main Training Centre or Training Sub Centre, shall be submitted for approval of competent authority through Head of the Training Department at KTC, Koradi.

D.2.5. The proposal for training to be imparted at Training Sub Centre, and also the proposals for training to be given by deputing staff at Main Training Centres or other institutions outside the Mahagenco shall be prepared by respective Training Sub Centre, office or Power Station of Mahagenco, in advance for any budget year.   

D.2.6. The  training Plan for specific power plant or Mahagenco office indicating section wise coverage of staff for designed training courses aimed to cover at least 7 days per year per staff shall be finalized by Main Training centre (Koradi/ Nashik) in consultation with respective Training Sub Centre, office or Power Station of Mahagenco.   

D.2.7. Training Objectives for each course shall be formulated & reviewed by Chief General Manager (Training) every year during the process of finalizing the training calendar on the basis of training plans suggested by Training Sub Centres, offices & Power Stations of Mahagenco. 
D.2.8. Performance Objectives in relation to each of training program in respect of group of sectional trainees shall be decided by concerned section incharge who shall depute these staff for such training course.  MTCs or TSCs conducting training shall collect, maintain, review & measure the value additions by achievement of these performance objectives as per guidelines issued by CGM (Training).
D.3. POST TRAINING STEPS NEEDED TO BE TAKEN

D.3.1. Pre training exercises, the training process and steps to be taken after the training shall form part of a continuum. Each is indispensable in the scheme of things and must follow a well-ordered sequence.  

D.3.2. Not everything that trainee has imbibed may be immediately applicable to work system. Once the trainees come back after training, the power station/ office must put them in appropriate slots.  
D.3.3. Since design of training is done only after considering the need of trainees at power station after due consultation to section wise need, it will not be difficult to place them in appropriate slots in which they are trained. Sub Training Center shall arrange to keep the records of trained staff and help the power station management in assessing the performance improvement of such trainees after the training.

D.4. CONCURRENT MONITORING AND EVALUATION

D.4.1. After every training event incorporated in Consolidated Training Plan for Power station or office of Mahagenco, post training evaluation shall be done by the Training Sub Centre. The vital point to be investigated is whether or not it has bridged the performance gap and enhanced the knowledge of participants required for bridging such performance gap?  

D.4.2. Evaluation of the effectiveness of training in achieving the training objectives is the responsibility of Main Training Centre whereas evaluation of the effectiveness of training in achieving the performance objectives related to specific Power station or office shall be the responsibility of the Training Sub Centre. 

D.4.3. Chief General Manager (Training) shall arrange for the help of third party evaluator or expert if necessary. Such evaluation shall be helpful in changing the methodology utilized for training in future.

E. TRAINING INFRASTRUCTURE  

E.1. Respective Incharge of Power Station or Office of Mahagenco shall arrange to provide separate budget for initial training equipments, training aids and service contracts for proper running of day to day training activities as per guidelines to be issued by Chief General Manager (Training).  

E.2. Initially training Sub Centre at Major Power Plants in Mahagenco shall be established by sparing at least two staffs exclusively and training hall as well as Training office arrangements.  The proposal for permanent staff set up and final infrastructure requirements shall be processed by respective Power Station.
E.3. Proposals for yearly Capital & Revenue expenses Budget for Training Sub Centre shall be processed by respective power station and it shall be sent to Chief General Manager (Training) for consolidation before submission of approval to concerned competent authority.

F. DEVELOPMENTS OF TRAINERS

F.1. Selection of trainers
F.1.1. All Power Stations or offices in Mahagenco shall furnish the list of staff interested in giving services as trainers in Mahagenco Training Activities. 
F.1.2. The criteria & process for selection of trainers shall be finalized by Chief General Manager (Training) in consultation with functional Director. 

F.2. Maintaining list of Resource persons with their identified capabilities & expertise

F.2.1. A separate well scrutinized list of Resource persons with their identified capabilities & expertise shall be maintained by Training Head through comprehensive & well defined selection method.
F.2.2. For this , Head Office HRD section shall arrange to release a circular inviting applications from MSPGCL staff interested in career as Training Coordinators in consultation with Chief General Manager (Training).
G. Training for Senior Officers & Section Incharges

G.1.1. Chief General Manager (Training) shall arrange to process annual as well as long term Training Plan for training of senior officers & section incharges in Mahagenco for approval of competent authority. 

H. PROCESS OF DESIGNING  TRAINING PROGRAM FOR POWER PLANT 
H.1. TRAINING NEED ASSESSMENT

H.1.1. Section wise, function wise and job wise TNA (Training Need Assessment) shall be the first step at all the power stations & offices in MSPGCL. 

H.1.2. As this is time consuming process to do job analysis and TNA for all sections; training program for next one year shall be designed on the basis of in-house assessment of performance gap arrived by interaction between respective Training Sub Centre and Team from Main Training Centres.

H.1.3. They shall jointly list out the Performance Objectives of respective Power station/ office and Performance Gap which can possibly be bridged by training. These shall be compiled in the form of section wise training objectives for designing yearly calendar.  

H.2. INDUCTION LEVEL TRAINING

H.2.1. At present there is no balance employees which are remained to be undergone in Induction Level (I.L.) Training as per CEA norms.  List of expected number of New entrants at JE level and Sub Engineers level shall be made available by Corporate HR Department to Training centers for every next five years to facilitate long term planning.

H.2.2. The list of Technicians expected to be inducted during current year shall be made available in advance to KTC so as to plan the schedule for their I.L. training as per CEA norms.

H.2.3. At present there is no I.L. Training Course for HRD, Accounts, welfare, Security or Civil Engineers, Chemist & other support services. These courses can be designed on the basis of TNA of these employees. It is proposed to conduct in-house and on site job awareness course for half day duration with in section through sectional faculties.  These shall be followed by yearly RC courses for different specific groups amongst these staff on the basis of performance gap & set performance objectives.

H.2.4. The standard guidelines for documentation of performance gap and performance objectives shall be finalized by CGM (Training) while conducting TNA with the help of outside consultancy. These guidelines shall be embedded in ISO documentation by every office/ power station of MSPGCL. 
H.3. TRAINING THROUGH REFRESHER COURSES

H.3.1. At present there are standard refresher courses being conducted at KTC/ NTC for Engineers and Artisans. Some of these courses are for HRD & Accounts staff also. The deputation of staff to these courses during the budget year shall be decided well in advance by all power stations and offices of Mahagenco.  The respective training sub centers shall monitor the actual progress of training accomplished. 

H.3.2. In addition to these Refresher Courses at KTC/ NTC, need based training programs shall be designed for engineers &  technicians and other support services staff at  Training Sub  Center.  
H.4. TRAINING THROUGH SPECIAL COURSES

H.4.1. As per the common interest of all power plants & offices in Mahagenco, other special courses shall be designed based on special requisition from these power stations/offices with specific targeted performance gap and to achieve specific performance objectives.

H.5. NEED BASED TRAINING THROUGH SEMINARS & WORKSHOPS

H.5.1. Mahagenco Training  Head shall identify the needs of conducting seminars & workshops to be conducted along with courses decided as per yearly training calendar with due consultation of heads of all offices & power Stations. These shall be conducted mainly at Koradi/ Nashik Training Centers and also at Training Sub Centers as mutually  decided & as per approval/ direction from H.O.

H.6. SIMULATOR TRAINING  

H.6.1. Mahagenco Training Head shall process the proposal to acquire the know how of the training simulator for every new plants/ new technology adopted in Mahagenco. It is proposed to order such Training simulator with every new type of power plant in the project stage only.

I. TRAINING CALENDAR

I.1.1. Comprehensive annual training calendar based on TNA and subsequent course formulation shall be prepared by Chief General Manager (Training) and circulated to all.

I.1.2. All training Sub Centres shall prepare the training Calendar to cover yearly targets set by Chief General Manager (Training) for staffs in associated power plant heads. These training calendars shall be forwarded for approval to Head office through Chief General Manager (Training).
I.1.3. All training Calendars shall be submitted to Competent Authority in Head Office for administrative approval of course plans & expenditures on or before end of previous year. TNA exercise shall be completed before planning such calendar.

I.1.4. Training Calendar of all Training Centers & Training Sub Centers shall be maintained  on KTC Web Site by office of CGM (Training).
4.00

BASIC CONCEPTS IN SETTING PERFORMANCE OBJECTIVES
Presently performance of all power stations are reviewed in MORM (Monthly Operation Review Meeting) monthly corporate level meeting and analysis of deviations are done jointly on the basis of reporting formats which are based on CEA data formats. The performance monitoring is generally done station wise and unit wise.  All the power stations have been doing performance optimization exercise, efficiency monitoring exercise, maintenance planning, HR mapping etc and are registered under ISO 9001.  

For assessment of Individual personnel performance, there is Traditional Confidential Report writing process by immediate superior as Reporting Officer and by one more upper level superior as Accepting officer. These Confidential reports are evaluated for the purpose of Promotions, transfers & other related matters.  

The matters of minor lapses and major misconducts are dealt with the process of disciplinary proceeding including departmental enquiries, suspensions etc.

All financial incentives are dealt during pay revision every five years.

However there is a need to have systematic and standard means of monitoring related sectional activities by linking quantified efforts required for fulfillment of given sectional target. It is also necessary to ensure availability of required competencies and resources in sectional set up so as to practically plan and achieve the sectional performance targets by taking timely actions on seemingly deviations by accurate measurement of resource gap and by anticipating the efforts necessary to bridge such resource gap. It is further necessary to enhance the capabilities of staff by inculcation of required competencies (Knowledge, Skill and attitude) by systematic design of training.
It is further necessary to reward the sincere learning efforts and best practices adopted in each functional area which boosts up the profitability and also promote the enthusiasm and competitive team spirit within Mahagenco.

In view of this, it is desired to have a mechanism to link the benchmarks fixed for station level performance to the sectional performance aspects so that mechanism can be created for inspiring commitments for targets from each staff. 

4.01 Issues Related to Standardization of Station Performance Objectives
3.01.1 Involving Top cadres in Mahagenco, Station Management and section Heads along with related sectional staff in systematic Performance Planning exercise.

The change in the existing system of monitoring performance is necessary but more predominantly it is required to realize this necessity by all in Mahagenco. There shall have to be unanimity about the approach to standardization of work practices at Station Level & Section level in each functional area.  

For this first step is to establish clarity of actions and to devise well understood implementation plan and educate all strategic Managers about the approach in implementation of such Long Term Implementation Plan so that they shall be able to express their commitment at all level of Management & inspire the staff to follow it. 

Everyone in Organization needs to have clarity of his roles in terms of exact tasks to be done & extent of responsibilities to be shared as well as amount of risks involved along with probability of failure in each event. In other way, we must go for a project of transforming Mahagenco into a learning organization where every employee immediately identifies his roles & responsibilities on joining the new assignments with clarity of tasks, key performance aspects and key performance indicators. He shall be able to relate all inter-relations in the tasks assigned to each members of team in their roles to perform direct, supervisory, reporting or special responsibilities.


In case of any failure, instead of blaming someone blindly, we shall be able to relate it either to risk already predicted or to the negligence after well established process of root cause analysis by expert team in each functional area with aim to improve further.

3.01.2 How to begin and break the ice?

Can anyone imagine the sectional arrangement like those in the dreams of every one of us? Imagine, You joined in a section, may be as a bottom most supervisor or a middle management cadre or section head. When you join at any place of work, you wish someone should explain you what is to be done & what are you expected to do. But in real life scenario, it takes days to learn even that. 

Imagine if someone comes to greet you, welcome you to new place & to introduce you to your place of work, to section head telling your area of expertise, positive qualities & possible usefulness to organization. You are introduced to your predecessor from whom you are supposed to take charge. 

You are given a CD containing video clip of your area of work explaining physical shape, look & work processes; defining your works, responsibilities, authorities, resources, assets, budget and present status of plans & ongoing activities, contractors, suppliers & other stake holders and all relevant matters. You are given Long Term Plans & Short Term Plans for reliability of assets. You are given list of subjects, topics & related chapters which you are expected to know to handle the charge. You are given copies of O&M Manual, works instructions, procedures and standing orders and computer arrangement (either in common or exclusive) and clean & decent place for your office.  

As a member of sectional team, you are given access to sectional web site containing information and also platform to share your views. You can share ideas, you can plan your career in functional areas, you can learn & gain the knowledge & skill to acquire competence & expertise in given functional area as & when you have time for that. You can choose your training quota & subjects. You can plan betterment of works assigned applying your own innovative ideas in your limited area of work. You can compete for excellence. You can share the fruits of outcome in monetary terms & in values. But how can it will be possible.

Remember, there is no short cut to achieve all these. We have to team up & find the way ourselves. We have to start somewhere as it shall not be achieved automatically.

Administrative Circular No. 72 dated 06.06.2009 has set a ground for entry of Performance based monitoring & commitments of targets. It was an idea inspired by NTPC Performance Management System. In their “DISHA PROJECT” to transform the NTPC into Learning Organisation, they used it as one of the 14 initiatives implemented in NTPC. 

It is good that MSPGCL adopted new method of Performance Monitoring Exercise, though in limited and restricted manner initially. Now it is our task to design, develop & adopt a new system with major shift in prevailing culture.

For every functional area, it shall be necessary to identify the list of sectional objectives and related performance aspects so that staff can select the target performance for each quarter and mould their commitments into step by step and planned implementation strategy. 

For every performance target which has to be specific, Measurable, Achievable, Realistic and time bound (SMART), we have to identify the required resources and competence. It is also necessary to define the roles of staff who are expected to share the sectional performance target with definite expected strategy & style i.e. best practices in that functional area. We are planning to deploy the consultant to help us in these tasks..

We have well defined functional structure at all level. It needs to re-define it with more objective clarity. For every functional area, it shall be necessary to identify the list of sectional objectives and related performance issues/ aspects so that staff can understand individual role to achieve the given benchmarks and mould their commitments into step by step and planned implementation strategy. 

As per Long Term Training Plan, it shall be necessary to conduct initial TNA (Training Need Analysis) at all levels in the Mahagenco. For every performance target which has to be specific, Measurable, Achievable, Realistic and time bound (SMART), we have to identify the required resources and competence. It is also necessary to define the roles of staff who are expected to share the sectional performance target with definite expected strategy & style i.e. best practices in that functional area.
The individual staff in his role as a subordinate, has to perform given task whereas as a boss/ superior/ supervisor/mentor, he has responsibility to provide required resources and to solve difficulties faced in execution of tasks by his subordinates. For this we need to establish well defined Performance Management System after conducting initial TNA (Training Need Analysis) at all levels in Mahagenco. 

KTC has previously submitted a proposal to deploy HR Consultant (preferably NTPC) for two fold purposes, one is to establish proper PMS (Performance Management System) and another is to conduct initial TNA (Training Need Analysis). But when these are not materialized, we have developed internal team of TNA Consultants by selecting two training coordinators from each TSC & each MTC (Training Sub Centres & Main Training Centres) to undergo special training of conducting TNA.
Now recently approval is given to deploy M/S NTPC, Noida to carry out first initial TNA at Koradi TPS and it is planned to be conducted in July-August 2010.
3.01.3 Short term & Long Term Strategy for PMS establishment 
At present, we have developed various systems for performance Monitoring.  Traditional Confidential Reporting System is already there which has lost its significance with changing scenario of Energy Sector and we need more proficient system to replace existing CR system. The individual approach in monitoring performance is also adopted by top managers to suit their requirements but such approach reflects into more damages to standardization efforts in long run. Lot of formats & Reports are developed in Mahagenco which are not standardized to some extent in ISO 9001 Quality system adopted by most of power plants in Mahagenco. However the lack of strict audits results in dilution of practical implementation in actual day to day transactions.

Lack of proper IT supports has resulted into enormous increase in work load at execution level staffs and presently almost everyone in sectional set up is busy in submitting data, reports & presentation to his superiors to facilitate chain of reporting up to top level. Sectional staffs as well as station staffs   find hardly time for effective execution of tasks due to such excessive reporting tasks generated by existing work culture. We have to develop such system in which superior is compelled to capture  timely reports at the time of execution only and in no case the subordinates are compelled to give report of any tasks which is not in execution now and already completed.
Every Corporate office, power plant, project scheme or any office in Mahagenco all activities shall have to be based on short term & long term plan with proper feasibility study and detailed project report associated with budget exercise and implementation plan. It shall have to be assigned to defined project team for execution with proper defined roles & responsibilities. Every one of such executing team shall have to take charge of responsibilities with defined set of assets & resources. The Performance Monitoring System shall be able to monitor day to day progress and also identify the timely reporting requirements with aspect of data accumulation for future decision making processes.
A. Approach for deciding Key Performance Aspects and related / Key Performance Indicators, Generalization & Implementation
In changing business scenario, we need to adopt new strategies based on market conditions and changed circumstances. As such, we should always brainstorm on the competitive factors to ensure performance enhancements on all fronts. Hence every section shall act as independent business unit to ensure all measures to contribute to the growth of organization.  

For this purpose, KTC has circulated a format for selection of Functional experts from each section so that in MSPGCL we can built up proper forum for interaction between all similar functional experts from similar sections in all power plants of Mahagenco through knowledge portal  or through meetings, seminars, workshops and emails. The section heads and functional experts shall play key roles in initiating these efforts under the guidance of all senior ranked officers in power plants. For this every section shall have FOSTs (Forum of Sectional Teams) comprising of two functional experts, approved faculties and training coordinators amongst all class I & II staffs. Similarly every section shall also promote activities of Quality Circles of all sectional staffs. 

The Training Sub Centres shall coordinate the activities with the help of Main Training Centres and help in compilation and analysis of data, organizing conclaves, seminars and meetings of functional experts & identified knowledgeable faculties in their power plant by forming Functional FOST for each functional area. They shall prepare ground for selecting the best practices for optimizing the performance in selected functional areas and put these details of standard selected best practices on the Knowledge portal which is being made ready by MSPGCL as per instructions given by Hon. Managing Director in MORM.
Above processes of linking performance aspects of Station with sectional targets and assessing achievement / contribution in the success stories & failures shall be given scientific touch for achieving perfection under the guidance of selected consultants so that unambiguous system of financial incentives can be proposed for introduction of motivational aspects in accepting the challenges. Section head and FOSTs members shall play key roles in this process of identifying performance issues through healthy brainstorming exercise.
B. Formal Steps for establishment of Performance Management System at Station level 
· Setting of initial Performance benchmarks – Station Baseline 


It is necessary to create 
a well founded structure for initiating proper establishment of Performance Management System in each section, each functional area, each power station & office of MSPGCL and also in corporate office of Mahagenco.


Senior Engineers should come forward to take lead in these activities by setting up FOSTs in each section, establishing Functional FOSTs in each functional area and to set expected performance / benchmarks to be achieved by each section as a team.  Section heads shall start brainstorming to discuss with their staff to explore various means of strategic plans in reference to the benchmarks set at station level for their sectional contribution in station performance.   
· Inviting applications for career as Certified Training Coordinators  

· Selection of Functional Experts from each section

· Inviting application for In-house faculties from each section

· Proper setup for inter power stations Functional FOSTs brainstorming

· Process of transforming Mahagenco into Learning Organisation

· Devising means/ formats of measurement of sectional results/ achievements and continuous monitoring thereof, by involving functional experts, in-house faculties, external faculties & training coordinators.

· Setting up ground for interaction of Section Heads with every sub sectional team  for commitment of targets for Quarterly achievement

· To assess/predict synergy effect for reliability of results/ achievements 

On experimental basis, KTC has organized inter Power Station brainstorming sessions of Boiler (O&M) FOSTs and also of HRD FOSTs amongst FOSTs members from all major power plants & offices in Mahagenco during 2009-10.

 For this all Boiler Maintenance sections have constituted FOSTs in each BM sections in each TSC, then all these FOSTs members selected 5 members team of Functional FOSTs for their TSC with one leader & one associated leader. They have interacted with each other and arranged inter power station Functional FOSTs meet at Koradi Training Centre. They identified all performance issues in Boiler (O&M) functional area being  faced by all Mahagenco plants/ offices and allocated each of these amongst all TSC FOSTs. They prepared themselves for each of  these performance issues and then conducted round of brainstorming on these through video conferencing. The video clips of these discussions are made available on www.ktcmahagenco.com for reference of all staffs. The responsibility to coordinate Boiler (O&M) teams is with TSC Parli.
Similar preliminary brainstorming is also initiated for HRD section with responsibility to coordinate with TSC TPS Koradi and Electric Maintenance section with responsibility to coordinate with TSC TPS Bhusawal. 

C. Process of identifying personal skill & knowledge & selection of functional experts and recognizing their role in performance excellence
· Establishing Forum of Sectional FOSTs in Mahagenco

After having selected functional experts from each section (Say Boiler Maintenance – 0001) in all the power stations & offices in Mahagenco including Corporate office; each of such section shall constitute FOSTs – Forum of Sectional Teams with two functional experts and faculties from such section. 

· Establishing Functional FOST at each TSC for each functional area

After establishing working of FOSTs in each section of identified functional area (Like 0001) in such TSC, all such FOSTs shall come together to form a five member team of Functional FOST in such TSC for such identified functional area (Like 0001).  All TSCs i.e. major power plants in Mahagenco shall have such Functional FOSTs with one leader & one associated leader of Functional FOST. These shall be the forum for establishing the best performing practices in that functional area. 

List of all functional area in which such functional FOST are to be established shall be circulated by Main Training Centre at KTC Koradi.  For each of such functional area, the responsibility to coordinate all Functional FOSTs in such functional area shall be given to specific TSC.
· One Training Sub Centre to take lead role in selected functional area

One of the major power station where Training Sub Centre is established shall take the responsibility of coordinating the efforts of these functional FOSTs of selected functional area by organizing meeting for interaction, seminars, conclaves and taking all efforts necessary for best utilization of their expertise and to standardize the best practices for use in Mahagenco.

· Conducting Initial TNA at all Mahagenco Power Plants & offices

· Regular exercise of six monthly TNA
· One Training Sub Centre to take lead role in selected functional area

· Corporate office to Guide for best Synergy effect of all Functional FOSTs  across Mahagenco.

Monitoring of the activities and utility of creating such Functional FOSTs in respect of cost benefits and value addition shall be reviewed in each quarter by Corporate office through discussions in Training Advisory Committee meetings so that intensity as well as amount of time & efforts on such activities in future can be decided.
D. Identifying performance Gap and Process of establishing Training   objectives to bridge Performance Gap
The process of identifying the performance gap and process of establishing Training Objectives to bridge the performance gap is an expert area. This needs training and preparation of teams engaged in linking activities like Initial TNA, Job Evaluation, Competence mapping, assessment of personnel proficiency & attitude, Design of training etc.

 At present, Main Training Centres decide the training programs and participants are called as per predefined quota. At Training Sub Centre, the process shall be just reversed. It means, section head shall decide about the areas of knowledge & skill for which training is necessary to their staff during budget year. This will be done with the help of team of trained Coordinators & faculties i.e. FOSTs members in designing the training with measurable/ desirable impact & addition in competence of staff.
Initially the process of identifying the performance gap, identifying training needs of sectional staff and designing of sectional calendar shall be started with the help of TSC Training Coordinators, faculties & functional experts by exposing them to special course on “Training of Trainers” to these groups (FOSTs members). We shall be further assisted by HR Expert teams & TNA (Training Need Analysis) Teams in this aspect.

E.  Establishing Process of Performance Based Incentives & Rewards
Corporate office of Mahagenco has to evolve process for establishing Performance Based Incentives & rewards.

(Broad classification of Station level, sectional level & functional expert level incentives are to be incorporated in Final Training Manual. Suggestions are invited.)

F.    Difficulties likely to be experienced





 (These are to be incorporated in Final   Training Manual. Suggestions are invited.)

5.0 ESTABLISHMENT OF TRAINING SUB CENTRES AT MAJOR POWER STATIONS IN MAHAGENCO  
Considering National Training Policy requirements, Koradi Training Centre has submitted office note No. KTC/GR-III/ADM/1662 dated 20.02.2007 which was approved by Hon. Managing Director, MSPGCL, Mumbai. The salient features of this plan wee as under.
1. Almost all Power Stations are already conducting training activities locally as per ISO requirements and have necessary initial infrastructure for the same (at least 1 class room & office cabin for training staff). With the same infrastructure, the sub centers are proposed to be established initially. Hence proposed plan can be implemented initially without any additional investment on infrastructure.   

2. Long Term Plan is prepared to cover Fixed cost & variable cost expenditure at first instant amounting to Rs. 613 lacs (i.e. 1.5% of Employees ARR/ Salary) as total training cost.  Out of these cost, all the fixed cost components (Depreciation & Interest, Employees expenses, O&M expenses, A&G expenses, Interest on WC) and some of variable cost components ( like Electricity Charges, course materials etc) are only book transfers. Only honorium and additional catering expenses as well as capital expenditure in arranging some training aids for sub centers shall be relevent cost in the decision to establish working of sub centers under control of CGM (TRG).

3. At present, no senior officers above the rank of Executive Engineer are generally sent for training at KTC/ NTC. It is proposed that training of these senior staff shall be outsourced to outside competent agency. However special workshop is being organised to cover working Executive Engineers & promottees separately. Training need of these staff, if outsourced, is not included in the present proposal.

4. It is proposed to identify need of theoretical class room training and on-site practical training at each sub center separately and separate course syllabus may be designed for such courses by sub center in charge in consultation with CGM of that power station & CGM (TRG) Koradi. This will reduce infrastructure needs (class rooms & related training aids) at sub centers to some extent at initial stage and will be a need based training of power station. 

Considering success of initial set up, further infrastructure can be thought of in next phase to increase the training budget from 1.5% to 5% of Employees’ expenses contribution in ARR.

5. In second phase, computer courses and simulator facilities are proposed to be provided at every power station in its sub center to expand training program at such centers. Separate infrastructure shall be necessary for such additions.

6. After establishing as above, training can be extended on commercial basis at Sub centers even for outside organisations as is being done at KTC/NTC.

7. The office of CGM (TRG), KTC, Koradi shall be developed as a main center to administer the training activities at all these centers & sub centers and all matter related to training policy of Mahagenco. After initial establishment of sub centers and starting the initial level activities, KTC shall be further expanded & developed as “Mahagenco’s Training, Research & Development Activities Hub” with full fledged technical, administrative, accounting and welfare staff provision to manage the training needs of Human resources deployed in Mahagenco.  It is learnt that due to up-coming 500 MW sets at Koradi, the present campus of Koradi Training Center shall be required to be shifted possibly from present location. The new location is already identified & marked on the drawing and proposal is sent to head office for allocating this site for development of necessary infrastructure for New Koradi Training Center vide TO Office Note No. KTC/Gr-IV/ New-Trg-Bldg/Fl.No.121 / 0944 dated 07.09.2006. (Copy of Office Note is enclosed as Annexure-VI). This expenditure can be clubbed with upcoming project.

8. The up-coming power stations of 250 MW capacity are schematically similar to units of 500 MW capacity. The simulator facility being developed at CSTPS should be used for training courses related to 250/ 500 MW sets. For this it is proposed to develop infrastructure for Simulator suitable to related power plant at each sub center in further development phase after initiatial establishment of sub center.

9. Due to availability Based Tarriff regime & need of data accumulations as per MERC requirements for efficiency & cost parameters, the computer applications & management of software shall take priority in all management activities. As such every sub center is proposed to gear up with modern computer class room & software management hub to cope up with the training need in computing techniques. It is proposed to develop such computer class room at each sub center in further development phase after initial establishment of sub center.

Thereafter as directed by Hon. Executive Director (Gen O&M), MSGCL, Mumbai, Action Plan for implementation was prepared by Koradi Training Center and is submitted vide KTC/Gr-III/ADM/3194 dated 14.09.2007. 
The presentation was made by General Manager (TRG), Koradi Training Center in OCM on 05.01.2008 to appraise Hon. Managing Director, MSPGCL.During the presentation in OCM on 05.01.2008 about Long Term Training Plan of Mahagenco, Hon. Managing Director has constituted a working group consisting of following members with a mandate to evolve comprehensive policy & planning document on training in Mahagenco.  
· Chief General Manager (F&A), MSPGCL, Mumbai

· Chief General Manager (Gen O&M), KTPS, MSPGCL, Koradi

· Chief General Manager (Gen O&M), TPS, MSPGCL, Khaperkheda

· Chief General Manager (TRG), MSPGCL, KTC, Koradi 

The Working Group has submitted it’s report and presented in MORM dated 7th May 2009. In the mean time, twp power stations, namely Khaperkheda TPS and Chandrapur STPS have established Training Sub Centres.
5.01 Initial Implementation Plan – Formal steps     



  
5.01.1 Starting of TSC with initial existing Infrastructure/ resources

  Almost all Power Stations are already conducting training activities locally as per ISO training needs /requirements. Same initial existing infrastructure are to be used for TSC activities at the beginning (at least 1 class room & office cabin for training staff).    

Initially the present training coordinators looking the work of managing training under ISO requirements shall be deputed to Training Sub Center. These staff will manage present courses being conducted under ISO plus the additional courses to ensure optimum utilization of available resources & infrastructure 

TSC Training Coordinators shall prepare proposed training calendar for remaining period of current year 2009-10 and submit it in the proforma already circulated by Koradi Training Centre. All these courses shall be designed as per requirements of KTC Quality procedure based on the sectional/ station performance needs.   All Course Plan & Course materials/ literatures shall be arranged by KTC as per approved calendar for TSC.

TSC (Training Sub Centre) shall finalise the list of Departmental In-House faculties, Departmental faculties and Outside Guest faculties by collecting applications from each of them along with their CVs.  Every MSPGCL staff opting for in-house faculty shall be requested to submit   Format for enrollment of In-house faculties is already circulated by KTC, so as to enable KTC to initiate process for approval of faculty in the list of in-house faculties for TSC. The payment of Honorarium for TSC budget shall be allowed only to the approved faculties as per procedure circulated by CGM (Training), KTC, Koradi.

Every new TSC shall follow all Quality procedures as per KTC ISO norms for conduct of training courses at TSC.  KTC shall arrange to conduct internal audit periodically to ensure continual growth of TSC in all respect.

5.01.2 Selection of Training Coordinators & Qualification criteria for Certified Trainers in MSPGCL          
To become eligible for “Certified Training Coordinator for Training Sub Centers in Mahagenco”, these coordinators have to obtain Certificate issued by CGM (Training), KTC, Koradi based on their performance in following Learning events

· Successful completion of 2/3 days training Course for Training Coordination for Design of Training either conducted or organized by KTC, Koradi 

OR

Successful completion of training Course on DTS (Direct Trainers Skill) / DOT (Design of Training) conducted by ISTM, New Delhi or any other equivalent approved institute listed by KTC Koradi.

· Successful completion of Certification Course on QMS Internal Auditor for ISO 9001:2000.

· Completion & submission of Project Report on actual design of training at site allocated by CGM (Training)  and on approval thereto.  
5.01.3 Initial Training of Trainers
Koradi Training Centre has conducted first course on “Training for Trainers for Design of Training” from 17 to 19 October 2008, followed by three days training from 20 to 22 Oct 2008 from Training Coordinators nominated by various power stations in Mahagenco. 

Now after establishment of TSC at all Major power stations as per Long Term Training Plan and Implementation Plan, Station Head is expected to take review of competence of nominated Training Coordinators and their willingness to become eligible as “Certified Training Coordinator for Training Sub Centers in Mahagenco”. 

From any TSC in Mahagenco, any faculty or any functional expert or any officer of the rank of section incharge and above can opt to become eligible as “Certified Training Coordinator for Training Sub Centers in Mahagenco” by submitting application to that effect. 
KTC shall plan and arrange the “Training for Trainers” for all such applicants on pro-rota basis. If there are many numbers of aspirants for such eligibility, then KTC shall formulate special procedure to deal with acceptance of candidates for acquiring the competence as training Coordinators.
  
5.01.4 Initial Training Need Assessment
A training/learning needs analysis (TNA) is a review of learning and development needs for workers, contractors and officers in MSPGCL. It considers the skills, knowledge and behaviour these people need, and how to develop them effectively. 

Organisational TNA should ideally be undertaken at 3 levels: 

• Organisational level 

• Team/departmental level 

• Individual level 

These three levels are inter-linked, and using this structure will help ensure a balanced analysis that takes into account the big picture as well as the specific needs of individuals. 

Methods that can be used to identify learning needs include: 

•  Analysis of existing strategies and plan to identify what skills are needed for delivery 

•   Questionnaires – paper based or online 

•   One-to-one interviews 

• Focus groups - facilitated small group discussions with a representative sample of people. 

The outcome of your TNA should be a robust learning and development plan, based on research and linked to organisational, team and individual objectives. Some of the questions that one might like to ask before undertaking an analysis of learning needs are: 

1. Do we have a strategic and organisational plan? 

2. Do we have an appraisal system in place? 

3. Do all staff have an up to date job description? 

4. Do all staff have written objectives? 

5. Do we have a competency framework in place? 

6. Do we have a training strategy and/or a stated commitment to the value of learning and development for our staff/volunteers and trustees? 

7. Do we have processes (formal and informal) in place for effective consultation across the organisation? 

Training/learning needs analysis at organizational level shall start with a review of the organisation’s strategic and operational plans.  The first step is SWOT analysis for Organisation. Once you have a strategic picture of the organisation’s objectives, performance and future direction, we can review this from the perspective of the knowledge, skills and behaviours required by our strategic managers ansd section incharges that can help our organisation to build on its strengths and address weaknesses. 
Analysis of learning needs shall also be undertaken at department/ sectional team level.  It will involve taking into account both the needs of individuals, but also anything that can help the department or team to work together as effectively as possible. It shall require involvement of the people “who really know about what’s going on” - on the ground. The people who are delivering services are the ones who can decide what outcomes are really needed, and help to determine learning opportunities that are fit for purpose. 
A key tool for identifying learning needs at this level are appraisals or performance reviews. It will need system of agreeing to work objectives & targets at sectional level.
In order for TNA at sectional level to be effective, section incharge will need to have the necessary knowledge and skills to work with staff  to help them identify their needs and how to meet them. We might consider using a competency framework as a basis for job design, appraisal and training needs analysis. Competencies are statements of effective behaviour in meeting a particular outcome. You can develop competencies internally, or draw on existing competencies as a starting point. Setting some agreed standard for competencies   for particular roles in specific functional area is  a good starting point. 
At individual level, appraisal and supervision meetings allow individuals to reflect on their own learning needs in relation to their work objectives. What additional skills and learning do they need to improve what they do? 

It is important to take into account people’s career ambitions and personal development objectives. People are unlikely to remain motivated if there is no progression or challenge built into their work. However, there is also a need to be realistic about what you can offer by way of development opportunities and not to raise expectations too high. “If you are asking for people’s training needs, then as an organisation you need to be able to meet them, or at least partly meet them, relatively quickly. If people ask for training and don’t receive it they can get disenchanted and it affects their view of training” 
Identifying learning needs at individual level is not just about what needs to be learnt, it is also about how best to do it.

Some questions to ask for your personal development plan1 

1. What do you want to get from your work? 

2. What are your strengths? 

3. What areas would you like to improve? 

4. Where would you like more responsibility? 

5. What is preventing you from developing as you would like? 

6. Which interests or talents would you like to develop? 

7. How do you like to learn? 

8. What skills or experience would allow you to feel more confident at work? 

The outcome of training/learning needs analysis at an individual level should be a personal development plan which outlines personal learning objectives, linking them to the agreed work objectives. 

As already elaborated in para 4.01 and specifically in para 4.03.01 A to F, we shall be deploying HR Consultant to deal with these issues.
( Exact process of Initial TNA and subsequent Yearly TNA shall be incorporated in Final Training Manual. Suggestions are invited.)

5.01.5 Linking station Performance Objectives to Sectional Objectives
   As already elaborated in para 4.01  ( Exact process shall be incorporated in Final Training Manua after advise from HR Consultantl. Suggestions if any are invited.)
5.01.6 Linking Performance Objectives with Key Performance Aspects
      As already elaborated in para 4.01  ( Exact process shall be incorporated in Final Training Manua after advise from HR Consultantl. Suggestions if any are invited.)
5.01.7 Formulating Sectional Key Performance Indicators
   As already elaborated in para 4.01  ( Exact process shall be incorporated in Final Training Manua after advise from HR Consultantl. Suggestions if any are invited.)
5.02 Proper Re-Establishment of Training Organisation



5.02.1 Main Training Centres & Training Sub Centres








5.02.2 Functional Organisation
All Training Sub Centres shall work as per functional directions issued by CGM (Trg) KTC, Koradi. The staff at TSC shall be the expert staff who are in a position to understand the dual role of TSC in recognizing the control of both of the authorities i.e. Station Head and Training Head. This is necessary during the initial phase of establishment of Training Sub Centres. 

Expertise services of designing the training by analyzing all necessary inputs from TNA exercise at Organizational, Station, Sectional and individual levels are in the nature of advisory services to be given to station heads and sectional managers. These services involve enormous decisions which need to be based on data from sectional heads without any influence from Station Head and superiors so that all well established & scientific techniques of transforming attitude and enhancing skill can be freely deployed without compromising quality of training and performance gap in commensurate with performance targets to be achieved.
In Mahagenco, during this phase of transformation, staff resources are limited and there is no staff reserve to role through proper Induction & refresher training. In such situation, there can be  undue pressures on the station head in managing the operations at plant level.  Due to this situation, initially the administrative control is retained with station head to ensure flexible approach in framing the training program and to facilitate development of Mahagenco as learning organization with active cooperation and participation of Station Management. 

The Training Calendar at TSC shall be finalized totally under the administrative control of Station Head but as per function direction of Training Head. Quantity of Training shall be prerogative of Station head while quality of training shall be under the control of Training Head of Mahagenco.  
5.02.3 Functional activities for initial establishment of system

· This office has circulated formats for identifying (a) Self Interested Sectional In house faculties (b) Self Motivated /Interested Training Coordinators and (c) Functional/ Sectional experts. (Ref. T.O.L.No. KTC/Gr-I/ Fl.No. 151/0810 & 0811 both dated  28.05.2009)

· This office has also submitted format to Hon. ED (HR) for Senior Management Cadre (a) to survey their opinion on present state of training in Mahagenco and (b) to make survey of present utilization of strategic management competence profile (Ref. T.O.L.No. KTC/TSC/ Fl.No. 151/0839 dated 01.06.2009 )

· This office has also circulated urgency in completion of project assigned to present training coordinators, assigned during special training conducted at KTC from 17 to 19 October 2008 by performing TNA of sample section for identifying performance gap & to design training objectives to bridge the performance gap.  
· This office has circulated for immediate formation/ opening  of Training Sub Centres at all Major power stations and also to take review of all letters sent by KTC in respect of TSC opening with proper quality procedures to be adopted   
· This office has sent enquiries to M/S NTPC, M/S NPTI and M/S Evonik for their consultancy services to link Station performance aspects to Sectional performance aspects through appropriate KPAs and KPIs (Key Performance Aspects & Indicators)
· The priority task before us is to establish Basic Performance Management System in every Power Station and every office of Mahagenco including our Corporate office as per guidelines issued vide Administrative Circular No. 72 dated 06.06.2009 issued from office of Hon. Executive Director (HR), MSPGCL, Mumbai  

· Station Head to address this issue in a common meeting and evolve a time bound schedule for all section incharges to follow for first exercise on fixing personnel performance tasks and targets in relation to sectional performance aspects during the first quarter of April to June 2009. At the same time, each of sectional staff/ sub group should be encouraged to plan personnel performance tasks and targets for second quarter of July to Sept 2009. Every section has to decide their own procedure, formats and method of interaction in line with standard guidelines fixed for their station.

· Then we have to decide the target date for organizing the one day conference of in-house functional experts, aspirants for training Coordinators & In-house faculties and section incharge and also interested participants at each power station by identifying  “focus area  for standardizing the best O&M practices in that functional / sectional focus area”

· For example suppose, we identify Nine priority functional area like HRD, Finance/ Accounts, CHP (O&M), Turbine (O&M), Boiler (O&M), TIC (O&M) &  Electrical (O&M), Stores, POG/ Efficiency etc and decide to do exercise of assessing sectional performance Gap in these functional areas so that we can (1) standardize existing best O&M practices (2) identify resource gap in respect of Man (Competence/ HR), Machine (Assets Reliability & housekeeping)  & Money (Budget priorities/ Cash Flow).

· The special functional area like P&P, Works, CPF, IT-MIS,  Civil, Security, Coal Procurements and other various functions in which various offices in MSPGCL are engaged shall have to play contributory role in above exercise.

· First step is every power station head   (Koradi, K’kheda,   Chandrapur, Paras, Bhusawal, Nashik, Parli, Hydro & Uran) shall identify one functional area to focus for their in-house TNA exercise, standardization and identification of existing Resource gap. For example say Koradi -  Turbine O&M, K’Kheda – CHP (O&M), Chandrapur- Boiler (O&M), Paras – TIC (O&M), Bhusawal – Electrical (O&M), Nashik – Stores, Parli – POG/Efficiency, Uran (HRD) and Hydro (Finance/ Accounts).

· They shall individually focus on time bound establishment of TSC at their power station, form group of sectional experts, training coordinators, In-house faculties and interested staff for organizing first one day workshop at their power station (preferably in August 2009) in which they shall invite all functional stake holders so that modus operandi for linking station performance aspect to sectional performance aspects can be decided. The appointed consultant shall guide the gathering and interact for arriving at best decision.

· The consultant identified & finalized by CGM (Training) shall work with us during the months of September to December 2009 to guide the TSCs infinalising initial training calendar for 2010-11 based on identified existing performance gap & Sectional training objectives.

· The consultant M/S Power Age Engineering Consultant, Mumbai working under order placed by CGM (Works) shall  formulate guidelines on Quality Assurance in respect of Performance Appraisal & related training matters at TSCs & sectional areas.

· The forum of stake holders for focus functional with individual power station and concerned TSC shall arrive at initial ground rules under guidance of consultants.

· HRD in Mahagenco has to play key role in providing appropriate staff provisions, incentives and timely interventions in associated matters. They have to associate with above functional standardization drive for HRD with concerned power station & TSC.

· Finance section  in HO Mahagenco has to play key role in providing appropriate budget, cash flow and timely interventions in finance& accounts related matters. They have to associate with above functional standardization drive for Finance & accounting with concerned power station & TSC.

· CGM (Stores) has to play key role and associate with above functional standardization drive for Stores with concerned power station & TSC.

· IT, Civil, TIC, Coal Coordination, P&P and Projects, Environment, Security and other common departments in Mahagenco   are to associate with above functional standardization drive for their role in all functions with power stations & TSCs.

· Thereafter, we have to decide the target date for organizing three days training course by KTC/ NGTC on “Training for Trainers” at each TSC covering target participants in that power station (selected functional experts,  selected training Coordinators & In-house faculties and representatives of section incharges) with total limited to 25-30 participants.   

5.02.4 Process Flow Diagram for initial establishment of TSC






5.02.5 Process Flow Diagram for Full-fledged TSC
 







5.02.6 Initial enrollment of faculties & their approvals

1. There shall be three groups of faculties, namely In-house faculties, Mahagenco Faculties and Outside Guest Faculties.
2. The In-house & Mahagenco faculties already enrolled with KTC or NTC shall have to register at individual TSC.  Each TSC of Mahagenco shall maintain separate list of TSC faculties enrolled, registered & approved at their TSC. 
3. The list of approved faculties shall be displayed on web site of KTC, Koardi (www.ktcmahagenco.com).

4. Only approved In-house & Mahagenco faculties can be given honorarium from the sanctioned Revenue budget of TSC. TSC shall submit monthly statement of honorarium paid by TSC to CGM (Trg), duly audited by local accounts section.
5. Every In-house & Mahagenco faculty registered & approved by TSC shall have to submit the updated detailed write up for every topics delivered by them, along with computer displays like PPT show and possible question bank thereon as per the quality policy framework of KTC. TSC shall maintain this data on CD with proper preservation thereof. 

6. After receipt of any application for enrollment of In-house & Mahagenco faculty, CGM (Trg) shall complete the process of approval of faculty within 30 days from the date of receipt of application forwarded by TSC through respective MTC. The list of In-house & MSPGCL faculties under the process of approval shall be 

7. The list of all Guest faculties shall be prepared by individual TSC and shall be sent for approval of CGM (Trg), KTC, Koradi. Standard Procedure for enrolling Guest faculties is under preparation and shall be notified in due course.  The present list of Guest faculties shall be scruitinised as per directions given by CGM (Trg) in each case.
5.02.7 Deciding Training Courses during first year 2009-10 
1. As per Implementation Plan, all TSCs are expected to start working by August end 2009.  
2. CGM (Trg) shall depute team of internal auditors as per ISO norms of KTC Koradi to all TSCs so as to check the infrastructure, facilities, procedures and provisions made available at TSC and to suggest improvement therein.
3. The training Cooordinators are expected to  prepare the training calendar and submit for approval of competent authority through CGM (Trg), in such a way that regulal training courses as per this training calendar are started from September 2009.

4. The detailed process of preparation of training calendar involves (a) identifying performance gap in section (b) setting job wise performance objectives (c) Process of performance Counseling and (d) deciding sectional training programs.

5. From sectional training programs, training calendar for TSC can be prepared. For detailed step by step procedures, please refer related work instructions and check lists.
5.02.8 Process of approvals of training courses at start
1. After preparation of training calendar, it is necessary to process for its approval by Competent authority under schedule Sixteen of Service Regulations. 

2. Approval is required in two aspects (a) Syllabus for the course and (b) Expenses for Honorarium, literature, stationery and catering etc. The office note format for such office note is already circulated by KTC. 

3. The detailed procedure is given in work instructions.


 
5.02.9 Other initial constraints & their remedies

1. After opening ceremony of TSC, training coordinators shall always be in contact with concerned Main Training Centre (KTC or NGTC). For Training related activities all ISO formats applicable to KTC shall also be applicable to all TSC in Mahagenco. If any changes are required in KTC ISO format, TSC coordinator can discuss directly to KTC Head, so that right suggestions can be implemented quickly. 

2.  Once the training calendar for specific training sub center is approved & finalized, any change, postponement or cancellation of any part of course shall be done strictly as per laid down procedure approved by KTC.

3. In case of cancellation or postponement of training is required at the eleventh hour (due to less participation or  other such reasons  ), intimation shall be given on phone to CGM (Trg), KTC or Course Director at KTC deputed for this purpose. Such intimation shall be followed by the fax report in the prescribed proforma.

4. For every Training Sub Center, it is proposed to post 1 EE, 1 Dy EE, 1 AE, 2 JEs, 1 LDC (Acctts/GAD) and 1 Peon as approved in the LT Training Plan.  However initially at least One EE & One DyEE/AE/JE  shall be deputed by power station head to start course coverage as  decided.

5. The staff shall be increased after getting sanction from Head Office to enhance the course coverage to cover training to 100% staff with target to achieve goal of 7 days training per staff per year.

6. The station head shall initiate the proposal for staff sanction to head office after initial establishment of TSC.

7. Respective station head shall identify the suitable location for establishment of permanent set up for Training Sub Center for power station as proposed in LT Training Plan of MSPGCL.

8. For every Training Sub Center following training aids shall be arranged at initial stage.  

· LCD Projector with computer in every class room 

· Phones / intercom arrangements for staff

· Communication system (collar mikes) in every class room

· 1 No Xerox machine  

· Audio visuals & display arrangements for CBT Packages

5.03 Work Instructions for working at TSC  




5.03.1 Selection of Training Coordinators at MTCs  & TSCs.  
1 As already elaborated above, initially the present training coordinators looking the work of managing training under ISO requirements at every power station shall be deputed to Training Sub Center of that power station.
2 Following staff pattern is identified in the Long Term Training Plan in the office note approved by Hon. Managing Director, MSPGCL.  
Training  Sub Center Staff Structure

 For every Training Sub Center, it is proposed to post 1 EE, 1 Dy EE, 1 AE, 2 JEs, 1 LDC (Acctts/GAD) and 1 Peon. 

Total new & additional staff proposed  
	  Sr.

  No.
	Category
	No. of Post sanction vide Office order No. HR/ SCC 1600 dt. 02/11/2009
	No. of posts proposed (Final position after new sanction including existing staff)

	
	
	KTC
	NTC
	Total
	CGM
	KTC
	NTC
	Sub Centres
	Total

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	A) Tech. Category
	
	
	
	
	
	
	
	

	1
	Chief General Manager
	01
	-
	01
	-
	01
	01
	-
	02

	2
	Superintending Engineer
	01
	01
	02
	
	01
	01
	-
	02

	3
	Executive Engineer
	04
	02
	06
	
	04
	03
	09
	16

	4
	Dy. Executive Engineer
	05
	04
	09
	
	07
	04
	09
	20

	5
	Assistant Engineer
	01
	03
	04
	
	04
	03
	09
	17

	6
	J.E.
	
	
	
	
	02
	02
	18
	22

	
	                              Sub Total
	12
	10
	22
	 
	19
	15
	45
	79

	
	B) HR STAFF
	
	
	
	
	
	
	
	

	7
	Dy. Establishment Officer
	
	
	
	 
	01
	01
	-
	02

	8
	Stenographer
	01
	-
	01
	 
	01
	01
	-
	02

	9
	L.D.C. (HR)
	-
	-
	-
	 
	01
	01
	-
	02

	10
	Driver
	02
	01
	03
	 
	02
	01
	-
	03

	11
	Peon
	01
	-
	01
	 
	01
	01
	09
	11

	
	                               Sub Total
	04
	01
	05
	 
	06
	05
	09
	20

	
	C) A/C Staff
	 
	 
	 
	 
	 
	 
	 
	

	12
	Accounts Officer
	-
	-
	-
	-
	-
	-
	-
	-

	13
	Assistant Accountant
	-
	-
	-
	-
	-
	-
	-
	-

	14
	L.D.C. (A/C)
	-
	-
	-
	 
	01
	01
	09
	11

	
	                               Sub Total
	
	
	
	 
	01
	01
	09
	11

	
	                            Grand Total
	16
	11
	27
	 
	26
	21
	63
	110


3 Office of CGM (Training) shall be separate administrative office which shall be established in the New Administrative Building proposed at KTC, Koradi. He shall be assisted by technical staff comprising of 1 GM, 1 EE, 1 Dy EE, 1AE & 1 JE.  There shall be 1 GAD office and one account office annexed to CGM office to give services to all training sub centers in Mahagenco in GAD & Account matters.

4 Following functions shall be executed from CGM office

i. Processing of all strategic issues & Implementation of Long term Training Plan for Mahagenco based on HR Plan.

ii. Processing approvals to the design of courses on the basis of proposals from all MTCs/ TSCs.

iii. Follow up with GOI/ Power Ministry/ CEA and ISO service providers for accreditation under various standards. 

iv. Formulation & Execution of schemes for Development of master trainers/ Designers & faculties

v. Budget & Cash flow administration of all MTCs/ TSCs

vi. Administrative control of GAD & Accounts activities of all MTCs/ TSCs

vii. Administration of sports & cultural activities at all MTCs/ TSCs

viii. Processing administrative approval to yearly Calendars & programs of seminars & workshops for conducting courses at all  MTCs (Main Training Centers)/ TSCs (Training Sub Centers)

ix. Conducting statutory audits, ISO audits/ Inspections of all MTCs/ TSCs

x. Conducting On-Line Courses & examinations of senior engineers/ Managers

xi. Management of Web Based Training Courses/ On Line library of training data

5 Main Training Centers at KTC, Koradi  & NTC, Nashik shall be headed by GM (Training) in place of existing SE. Additional IT staff shall be deputed for Computers, Simulators  & Web Based activities at each of these centers in future as per requirements.
Notes: 

1. Services of dispatcher-cum-fax operator, data entry operator, Librarian shall be hired on contract basis as per standard draft specifications designed & approved commonly for MTC/TSCs. 

2. Separate work contract shall be available for House keeping,  care taking, catering & security services for each MTC (Main Training Center)/ TSC (Training Sub Center) as per standard draft specifications designed & approved commonly for MTC/TSCs. 
3. Services of Driver shall be required for Jeep/ Car. Either vehicle shall be deployed on higher basis or one driver shall be deputed from common vehicle pool of respective power station.

4. All contracts & purchases shall be finalized under administrative control of CGM (Training) through concerned Main Training Center. 
5.03.2 Special service conditions/ Incentives (Training Coordinators)
The proposal for this is to be moved & finalized by Head Office, Mahagenco.

5.03.3 Conducting Initial TNA in MSPGCL

This shall be finalise under guidance of HR Consultant                                      
5.03.4 Process of Knowledge & Skill identification    
 Development of “Baseline Reference Knowledge & Skill Level Information”

1. Initial TNA (Training Need Assessment) shall be focused on section wise job analysis for individual functionaries starting from lowest level field working staff, middle level supervisory staff and top level management staff in every section in power plant of MSPGCL.

2. First step is to prepare initial base level report on existing status of each section in power plant. Separate report shall be prepared for each stage in power plants having independent hierarchy/ structure of section wise set up in such stage. List of power plants in Mahagenco & stages therein shall be listed out for the purpose of preparation of initial base level TNA report for each power station/ offices in MSPGCL. 

3. The list of existing sections, sub sections therein with broad functions, sanctioned staff, General/ specialized knowledge needs, status of fulfillment of initial mandatory training requirements, refresher training requirements, local training requirement as per station ISO and any other details etc is to be compiled for each power plant in MSPGCL.

4. Formats for Section wise initial base level TNA report shall be decided

5. For the purpose of furnishing information in formats as per formats fixed, a questionnaire shall be filled by each staff in the section and all such forms shall be appended to Section wise initial base level TNA report. The sample questionnaire shall be decided in consultation with HR Consultants.
6. The information of individual staff in the section collected through Base Level TNA exercise shall be used as “baseline reference knowledge & skill level information” and it shall be utilized to set target objective to achieve long term as well as short term goals of excellence in such power station. The same data shall be uploaded on KTC Server and shall be subsequently maintained by specialized team at KTC to keep track of conduct of yearly section wise TNA of such power station & stages therein.

Setting of long term objectives for achieving “Target Knowledge & Skill Level” for achieving Excellence in each power station of MSPGCL
1. For the purpose of setting of long term objectives in respect of requirements of each section wise job, every job shall be properly categorised & defined with scientific job description after proper job evaluation thereof in terms of associated basic tasks with the required skill & knowledge expected for proper & reasonable accomplishment of these tasks as per prevailing industry standard. (If, in the opinion of Consultant examining this aspect, in case of this requirement is not fulfilled in existing quality documents under ISO-9001:2008, the same shall be so incorporated by section incharge under ISO procedure)

2. Priority shall be given in setting long term objectives for achieving excellence as per following order of sectional preference.

i. Operation & maintenance staff handling emergencies in unit operations.

ii. Locations in PCR of Unit level Operation sections in each power stations handling complete operation control of unit.

iii. Other Operation Locations handled by Generation Engineers in individual Units and all outdoor plants like CHP, AHP, OHP and WTP.

iv. Jobs handled by Generation Engineers CHP & Boiler Maintenance Sections including AHP maintenance

v. Jobs handled by Generation Engineers T I&C, Electrical Maintenance & OS sections

vi. Jobs handled by Generation Engineers Turbine Maintenance sections

vii. Jobs handled by Generation Engineers in  Resource Planning (Purchase and Stores) sections

viii. Jobs handled by Generation Engineers in  Technical, MIS, POG, ISO sections

ix. Jobs handled by supervisory staff in sections namely Civil Maintenance, Accounts, GAD, Security, Safety, Time office 

x. Jobs handled by Generation Technicians in similar sequence of priorities as above.

xi. Jobs handled by other staffs.

3. If there are identified difficulties in dealing with above priorities due to any of the problems related to strategic functions as listed below, these shall be dealt on priority by MSPGCL Management.

· Strategic functions of station level top Management in Power station.

· Common functions handled by other offices in MSPGCL including Head Office  

· Strategic functions of state level top Management in MSPGCL.

4. The jobs related to station level & stage level sections and those of common procedure across all power plants in MSPGCL (which are generally conducted by common section like Technical, Purchase, Op. Services, ISO Cell, POG Cell, MIS Cell, Civil Maintenance, Accounts, GAD, Security, Safety, Time office etc) shall be dealt simultaneously and jointly for all power stations in MSPGCL for job evaluation process so that standard & similar practices can be adopted all over in MSPGCL for the conduct of affairs in these common sections.

5. All balance stage level sections shall be examined for possible common practices across MSPGCL including section budget, sectional assets monitoring, section stores management, sectional office set up, sub sectional infrastructure arrangements, housekeeping, extent of automation & computerization, common capital schemes in similar sectional functions across MSPGCL and autonomy in decision making & conduct of day to day affairs to section as well as sub section incharges to ensure fair exposure to personal capabilities related to modern management practices.

6. Section level tasks specific to individual power station shall be evaluated on the basis of existing work instructions under ISO and prevailing on going practices comparable to the best practices prevailed in the leading organizations in energy industry.
SETTING OF PERFORMANCE TARGET FOR EACH OF ABOVE TASKS AND IDENTIFICATION OF PERFORMANCE GAP WITH TIME BOUND STEPS TO MEET THE GAP.

a. The training sub center (TSC) at every power station shall initially gear up for establishment of proper & regular communication with sectional & sub sectional management to ensure initial TNA, identification of performance target & decision about methodology to be adopted for bridging the performance gap by training program appropriate to the sectional tasks concerned.

b.   Station Head shall arrange to finalise the assignment of responsibility for section wise  fulfillment of performance objectives, Key Performance Aspects (KPAs) and related Performance Index (KPIs) contributing to fulfillment of station level Performance objectives. 

c. Station head shall arrange to examine & declare appropriateness & sufficiency of budget allocation and priorities of action plans for long term sectional strategies/ Plans for Capital rationing exercise by allocation of available funds & budgets. The sectional scheme not considered for implementation in current year shall be examined for its impact on KPAs/ KPIs so as incorporate necessary revision in Performance targets/ objectives. 

d. All GMs/ SEs shall take responsibility of mobilizing & monitoring resources required by sections under their control and work out the monthly, quarterly & six monthly plan for utilization sectional capital & revenue budget under their control with proper monitoring of effect of impact of these budget consumption on loading on MYT-ARR/ tariff.

e. All section heads shall take responsibility of preparation of KPAs & KPIs related to sectional objectives by assigning responsibilities & resources to each sub sections by identifying percentage share of each sub section team in fulfillment of sectional performance objectives.

f. Each sub section head with active involvement of concerned section head shall arrange to assess availability of knowledge & skill amongst the present staff for fulfillment of assigned performance target and identify the Performance gap bridge by training of staff concerned.

 (This page is under construction and still incomplete …….)
5.03.5 Post wise link of Job Knowledge & Skill



This page shall be finalised under guidance of HR Consultant.                                      

5.03.6 Analysis of job  knowledge-skill changes for higher post. 


This page shall be finalised under guidance of HR Consultant.                                                      
5.03.7 Job wise Performance Standard.


This page shall be finalised under guidance of HR Consultant.                                                




   
5.03.8 Identifying Performance Gaps.


This page shall be finalised under guidance of HR Consultant.                                                





5.03.9 Setting job wise performance objectives.




     This page shall be finalised under guidance of HR Consultant.                                                
5.03.10 Performance Counseling.

Abstract Method of Conducting PERFORMANCE COUNSELLING in a Section
1. Contact Section Incharge with time bound schedule of activities for conducting Performance Counseling of all staff in his section.

2. Design format to capture academic information, expertise acquired by way of previous trainings & on job experience by each employee.  Linking it to the job skill requirement of present jobs allocated to the individual staff. (These tasks are proposed to be off-loaded to third party consultant on contract basis).

3. Conducting Training Need Assessment for Section specific functions and Common functions in stages/ station.  
4. Interacting with section incharge & higher stage/ station authorities in line for final touch to TNA results to arrive at Performance Gap Assessment and Training program to bridge such Performance GAP . Following agenda shall be discussed.

a. Target training sessions for each set of employees in section covering 7 days training to each staff during calendar year.

b. Training objectives to be achieved in respect of each of training courses and related training sessions.

c. Quarterly target training plans for covering minimum achievable training mandays.

d. Quarterly Schedule of Viva & examinations for sectional staffs.

e. Faculties development Plan to be implemented in section through on job sessions to be conducted within section for sectional trainees & other trainees deputed to this section for on job training in rotation.

 (This is still incomplete & under construction…….)
 (Services of HR Consultant is necessary to finalise this PART OF THE process)
5.03.11 Sectional Training Program.
Broad Outline:

· Identify the sectional staff and decide the training modules required by them with long term career program for enhancement of required knowledge & skill level to desired performance standard.

· Identify common courses to be conducted with staff of other sections

· Decide Training course wise list of total staff & man days requirement

· Finalise multiyear Plan for conducting these trainings Courses

· Decide yearly target of training courses in Budget Year considering available resources.

· Prepare at least two alternative proposals with possibility of addition of %age resources.

· Prepare Training events /session schedules and capacity to accommodate sectional staff strength in numbers & man days in each Training session/ event.

· Link faculties  & check timely availability with provision for alternative faculties.

· Give schedule of deputation along with list of staff to be covered in yearly training schedule to each section incharge. (This is based on Performance Counselling efforts already done).

· Pursue section incharge to meet target of quarterly man days for each training course.

· Declare date of training session/ event at least one month in advance and establish regular communication with section heads/ sub section heads on station LAN. 

· Once your quota for deputation in session/ event is complete contact each of these section heads to ensure “No Slipping” of staff at eleventh hour.

· Release order of deputation & notify to each staff through time office or local courier arrangements (Enclose questionnaire to judge Entry Behaviour)

· Establish communication with each trainees to conduct Entry Behaviour exercise.

(This is still incomplete & under construction …….)
 (Services of HR Consultant is necessary to finalise this PART OF THE process)
5.03.12 Training Calendar for TSC (submission, sanction & approval) 

What is Training Plan, Training Course & Training Session

Training Session is a set of training periods, consists of one or more periods of duration of maximum 3 hours, conducted within a day.  

Training course is a set of such training sessions designed to be attended by specific participants carried out in sequence to achieve the specific target objective. Individual participant must attend each of these training session to complete the individual training course.

Training Plan is specific to individual participants or group of participants comprising of different courses recommended to cover during the plan year by every participants in the group for which such training plan is designed & sanctioned.   

· Training Calendar shall be prepared by TSC in the format decided by KTC.

· It shall be submitted to CGM (Trg), KTC through Main Training Centre (KTC/ NGTC). 

· CGM (Trg) shall arrange to process the same after getting necessary clarifications if required from TSC.

How the Training Plans, Training Courses & Training Sessions are designed & sanctioned

For this, CGM (Trg) shall arrange to carry out General TNA for all jobs in Mahagenco by deploying the outsourced consultant agency.

The general standard training plans shall be designed by KTC Group nominated by CGM (Trg) which shall be guiding cannon for further design of specific training plans for training courses for participants engaged in common tasks from different sections, for participants engaged in specific tasks in specific sections by conducting section level TNA in association with the outsourced team of HR Consultant deputed by CGM (Trg) as per procedure laid down in Work instruction s for Conducting Initial Training Need Assessment for Power Plant in Mahagenco .
The above group shall also help TSC teams in Identifying Performance Gap & identifying the performance objectives for the purpose of deciding training objectives in respect of individual section (Ref. WI-004B)

On the basis of initial baseline TNA and section wise career counseling, further exercise for finalizing sectional training Plan shall be done.

TSC training calendar shall contain above sectional training  Plans, list of training courses with related training sessions & proposed faculties and man days covered therein from each section during year.

Above training calendar shall be submitted for scruitiny to CGM (Trg) every year in the month of January. CGM (Trg) shall arrange to process Training Calendar for sanction by competent authority with budget & cash flow provision for the same.

The process of approval shall be completed by end February so as to prepare individual TSC for starting implementation from 1st April of new budget year.
5.03.13 Deputation norms & procedures.




· Call for Deputation of participants
1. TSC shall arrange to send the monthly schedule of training course to every section along with the number of participants to be deputed from section as per quota already fixed.

2. 7 days before the actual commencement of training course/ event, training coordinator shall contact section incharge to remind him of the deputation and insist on release of formal order to be served to each participants at least three days in advance.
3. 2 day prior to the training event, training coordinator shall arrange to collect the sectional orders for deputation with name of participants.
· Communication of Attendance of participants in each session

· After actual commencement of training, it is necessary to ensure that all the participants are reporting well in time and training event commences at scheduled time. 

· Review of monthly target of section wise participants

· Review of quarterly, half yearly & yearly man days target for each section & TSC.

· Conducting half yearly/ year end TNA to review section wise performance gap analysis

5.03.14 Conduct of training courses  

· Communication with faculties

· Preparation of class room

· Inauguration session & Concluding session

· Examinations & Feedbacks

· Course Materials & Training aids

· Record of Action Plans

· Report of Training Session & Feedback analysis with CA/PA format

5.03.15 Measurement of training effects/ Feedback analysis.
(Services of HR Consultant is necessary to finalise this PART OF THE PROCESS)
5.03.16 Reporting system, Benchmarks, internal competition
(Services of HR Consultant is necessary to finalise this PART OF THE PROCESS)
6 Check Lists for Internal Audit Criteria for MTCs & TSCs

Check Lists are used extensively in areas where non-availability of these are likely to affect quality like Conduct of Training Course, Faculty evaluation, catering services, Class room arrangements, storage of training materials, dispatch & delivery, issue of certificates etc.

(Only sample Checklists are included in Draft Training Manual and suggestions are invited from TSC based on needs at individual power station)
6.01  Checklist for compatibility of programs with goals/ objectives
1. Are the procedures/ work instructions for design of training courses prepared?

2. Is there any survey done to ensure requirement of new training courses and to obtain opinion of section incharge before & after training course?  
3. Is there any process to authenticate whether the course designed at TSC fulfill the course standards as per requirements of MTCs in Mahagenco?

4. Are Training Programs/ courses at TSC, designed to meet specific sectional requirements?
5. Is design of training Course checked & verified in advance by specific responsible person and findings documented? Are these submitted to MTC?
6. Is list of learning objectives for every training session included in training course prepared separately?

7. Is any process designed for checking the effect of training session/ course after returning of trainees to their sections?

8. Are Training/ Learning objectives for each training Course prepared?

9. Is there any specific method to assess the expected number of deputations from each section? Is it documented?
6.02 Checklists for feedback analysis

1. Is the feedback taken after every training session from participants?

2. Is feedback about impact of timely start of program taken ?

3. Is feedback about quality of Course Material taken?

4. Is feedback about course content delivered by each faculty taken?
5. Is feedback about use of training aids taken?

6. Is feedback about effective interaction during session taken?
7. Is feedback about class room environment taken?
8. Is feedback about catering arrangements taken?

9. Is feedback on extent of meeting course purpose taken?

10. Is feedback on opinion for improvement in course taken?

11. Is feedback reports analysed & sent to MTC for review?

12. Is outcome of feedback reviewed after course? 
6.03 Check list for interactions with academic peers & employees

1. Is means of communication developed for obtaining suggestions on development of TSC from employees, section incharges and functional experts?

2. Is communication with other TSCs established for obtaining best practices in handling of training course on specific similar topics?

3. Is coordination established with the Government/ corporate bodies, institutions and colleges dealing with subjects related to courses conducted at TSC? 
4. Is list of such institutions & Resource persons prepared & approved?
5. Is the procedure established for periodical review of such list?

6.04 Checklist for training of staff
1. Are the teaching and non-teaching staff posted at TSC on the basis of education, aptitude, training, skill and experience?

2. Are standard competencies criteria applied for each staff inducted in TSC?

3. Is any guideline/ procedure prepared for training need of TSC staff?

4. Is any entry level training session prescribed for new staff at TSC?

5. Is training of TSC staff planned for budget year? 
6. Is administrative approval for  deputation on yearly training of all TSC obtained?

7. Is source institutions for imparting training to TSC staff identified?

8. Is syllabus and area of knowledge, skill & attitude for training courses for trainers, faculties & Other TSC staff decided & approved?

9. Is feedback mechanism for value addition and bridging of competence gap decided & implemented?

6.05 Check list for Budget & auditing process

1. Are asset groups properly identified for assigning custody, asset card, depreciation account, O&M account, Corrective & Preventive actions, periodic verification and overall responsibility?

2. Is responsibility for budget preparation properly defined in respect of each asset/ asset group in TSC?

3. Is separate Tangible & non-tangible Capital assets list prepared & verified before budget preparation exercise?

4. Is third party audit of physical verification & present valuation of asset/ asset group carried out?

5. Is every asset examined for reliability criteria and replacement need with cost benefit analysis?

6. Is standard proforma prepared & adopted for capital & revenue budgets in all TSCs in Mahagenco?

7. Is budget & cash flow prepared for TSC activities in the approved proforma?

8. Is detailed time bound plan for obtaining administrative approval along with identification of related DOP provisions prepared?

9. Is supply/ work order processing plan ready for budget items along with related DOP clauses in which budget consumption planned?

10. Is delivery plan/ work scheduling Plan ready for all budget items?

11. Is meeting with Accounts section done to finalise Budget/ audits related to TSC transactions & to sort out all doubts about day to day processes?

12. Is documentation properly done for every activities related to budget & cash flow booking as per ISO requirements of Power Station?

13. Is adequacy of Capital budget examined to ensure provision of all infrastructure needs at TSC?

14. Is revenue budget tally with man-days target and expenses required for honorarium, catering & training materials expenses for these mandays?

15. Is revenue budget for each service provisions like Housekeeping, catering, vehicle arrangements, data entry tasks, office works etc considered?

16. Is third party internal audit of budget carried out before submission of budget for approval to competent authority?

6.06 Check list for Maintenance of facilities

1. Is office maintenance services lined up by placing service contract?

2. Is catering arrangements mobilized for services during training courses?

3. Is arrangements for regular routine Civil & Electrical Maintenance lined up for TSC infrastructure, facilities & equipments?

4. Are there proper drinking water arrangements available with provision for periodical water quality examinations?

5. Are there proper Sanitation/ toilets arrangements available?

6. Is any arrangements to facilitate group discussion sessions of Trainees or Staff meetings available for TSC?

7. Is there any arrangement of vehicles for transportations or movement of staff for office works or to pick up faculties in time?
8. Is there arrangement for sitting of faculties during rest & interval breaks between training sessions?

6.07 Check list for Library & computer facilities
1. Is arrangement of adequate library available for TSC or arrangements to share power station library made for trainees?

2. Is such library arrangements is suitable to accommodate sufficient planned number of trainees at a time?

3. Is adequate budget provision made for library arrangements/ addition of literatures/ books/ periodicals?

4. Is computer class room available for conducting computer courses at TSC?

5. Is internet connectivity is available for use by Trainees?

6.08 Check list for sports complex
(This checklist is under development. Suggestions are invited)



 
6.09 Check list for e-learning facilities
(This checklist is under development. Suggestions are invited)



   
6.010 Checklist for New Technologies in teaching


   
(This checklist is under development. Suggestions are invited)
6.011 Check list for faculty development programs

1. Are faculties properly registered and reviewed periodically at TSC ?

2. Is the process of faculty evaluation documented & approved for TSC?

3. Is list of faculties updated at least yearly & fresh approval obtained?

4. Is credentials of faculties verified?

5. Are faculties asked to submit topic literatures & PPTs etc?

6. Is checking of style of delivery by faculty done to see the effect/ impact on participants?

7. Are faculties & their alternatives for specific subject/ knowledge area identified?

8. Is record of honorarium to faculties maintained uptodate  with timely entries? Is it done on daily basis by Training coordinator himself?

9. Is faculty invited to attend conference or yearly meet to interact in forum?

6.012 Checklist for rewarding teaching innovations


 
(This checklist is under development. Suggestions are invited)

6.013 Check list for system of examinations
(This checklist is under development. Suggestions are invited)


6.014 Checklist for 360 Degree feedback



  
   
(This checklist is under development. Suggestions are invited)



   
6.015 Checklist for tie ups with educational  institutions

  
   
(This checklist is under development. Suggestions are invited)



   
6.016 Checklist for pass & dropout rates



 
   
(This checklist is under development. Suggestions are invited)



   
6.017 Check list for student support system


  
   
(This checklist is under development. Suggestions are invited)



   
6.018 Check list for alumani association



  
   
(This checklist is under development. Suggestions are invited)


6.019 Check list for academic Counseling



 
(This checklist is under development. Suggestions are invited)



   
6.020 Check list for Research, consultancy & extension

 
   
(This checklist is under development. Suggestions are invited)

6.021 Check List for Quality System
All TSCs are to work under administrative control of Power station heads while functional instructions shall be given by Training Head of Mahagenco. For general day to day administrative matters like Service matters, salary, purchase, accounts, day to day administration, maintenance etc., TSC shall adopt Local ISO policy. Whereas for all training related matters, ISO Quality System applicable to KTC shall be implemented after framing & documenting related clauses for respective TSC. These shall be appended as work instructions for TSC in Local ISO documentation.

1. Is Quality Manual of KTC is reviewed for applicable clauses for your TSC?

2. Are appropriate work instructions for TSC appended to ISO documentation at your power station?

3. Has KTC Team completed first initial internal audit of your TSC after opening of TSC?

4. Are all NCRs raised during first audit complied?

6.022 Check list for Control of Documents & Records
1. Is there separate library or documentation room?

2. Are standards available in TSC?

3. Are legislations/ Regulations available in TSC?

4. Is there a system of getting information about changes in documents of external origin?

5. Is there Master List/ Register indicating current revision status of all documents?

6. How latest information is passed on to concerned departments?

7. How list of latest internally generated documents informed to all?

8. Is retention period of various records defined and fixed?

9. Are record of certificate issued maintained electronically and displayed on line?

10. Is there system to approve documents prior to issue?

6.023 Check lists for Measurement of Responsibilities

(This checklist is under development. Suggestions are invited)



   
6.024  Check list for Consumer Focus
1. Is FOST (Forum of Section Team) established in each section?

2. Is enrollement of faulties/ functional experts ^ training coordinator streamlined?

3. Is training of all FOST members arranged & completed?

4. Is FOST members being involved in the process of TNA & design of training?

5. Is broacher / printed matter available that describes the courses being offered ? Are these given to section incharges? 

6. Is there a system to know customer requirements?

7. Is there a system to know  about  customer satisfaction?

8. Is there a system to know  about  customer expectation?

9. Is customer data analysed for finding out ways of improvement?

10. Are there career guidance/ counseling means for employees?

11. Are TSC capacity / capabilities ascertained before enrolling participants for courses?

12. Is there a system of communicating with participants before training & after training?

13. Are the standard guidelines for participants available?

14. Is there complaint register kept for recording queries/ complaints by participants?

15. Is there a system to resolve differences?

16. Are there quality circles formed for various activities in TSC?

17. Are records of success of training courses with measurable output achievements kept & maintained?

18. Is there a system to attend if any participant falls ill/ injured? Are record of such incidences maintained?

6.025 Check list for Resource Management
1. Is there a system to work out requirement of resources for regular need and continual improvement?

2. Is there a system to work out requirement of resources for customer satisfaction?

3. Is there a system to  review and approve the requirement of resources?

4.  Is it done in Meetings of TSC Management? Are records available?

5. Is there a system of managing special skill like visiting expertise?

6.026 Check list for Infrastructure 
(This checklist is under development. Suggestions are invited)



   
6.027 Check list for work environment

(This checklist is under development. Suggestions are invited)



   
7 Forms & Formats for Budget, Accounting & Reporting System

 

7.01  Daily Reports
1. TSC shall send daily report by email to concerned MTC representative and office of CGM (Trg) KTC Koradi. 

2. The above report shall contain list of training session along with details such as Subject, duration, name of faculty , number of participants and account of honorarium. Payment  made & other related expenditure.

3. Any other details specifically required to be submitted by specific directives







  
7.02  Monthly Reports
Format of Monthly report is enclosed.

7.03 Yearly Reports & Special Reports

Format of yearly  report is enclosed.

7.04  Other Forms & Formats
Following formats are enclosed
1. Yearly Training Calendar, Form No. KTC :QM/FR-G01,Rev00,30-09-2004

2. Assessment of training needs, KTC/QM/FR-G02, rev.00, 30-09-2004 

3. Course Plan, KTC/ QM/FR-I01, Rev. 00, 30-09-04

4. Communication with Section for participation, KTC:QM/FR-J01, Rev 00,30.09.04

5. Communication with Faculties,  KTC/QM/FR-J02, Rev 00, 30-09-04


6. Feed Back Form, KTC/QM/ FR-K02, Rev 00, 30-9-2004

7. Certificate to Participants, KTCQM/FR-K04,Rev 00, 30-09-04
8. Honorarium Receipt, KTC/QM/FR-K06, Rev 00, 30-09-2004

9. Feedback analysis, KTC/QM/FR-L01, Rev00, 30-09-2004 

10. Examination Mark sheet, KTC/QM/FR-L02, Rev. 00, 30-09-2004

11. Statement of Revenue Expenditure, KTC/QM/FR-M01,Rev 00,30-09-2004

Annexures

A-1
Implementation Plan
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A-3
Literature on Course of “Awareness Training Program Training Sub Center Coordinators in Mahagenco”
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	Topic
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	1
	Performance Counseling & Job Evaluation
	10

	2
	Training Need Assessment
	09

	3
	Introduction to Design of Training
	06

	4
	Designing a Training Programme
	09

	5
	Aims and Objectives for Training
	09

	6
	SETTING TRAINING OBJECTIVES/ Training Objectives Exercise
	08

	7
	Design Based on the Learning Unit
	04

	8
	Designing a Learning Event
	17

	9
	Andragogy: A Technology for Adult Learning
	05

	10
	Knowledge, Skill and attitude (Behaviour)
	05

	11
	Mastery Learning (Acceptable Learning Standard)
	04

	12
	Transfer of Learning
	04

	13
	Entry Behaviour
	07

	14
	Selection of Training Methods
	14

	15
	Evaluating Training Methods
	04

	16
	Assessing, Validating and Evaluating Training
	04

	17
	Performance Aids
	06

	18
	Action Plan
	04

	19
	 Project- Designing a training Course 
	03
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Station Head to assign responsibility to plan program for initial establishment of TSC to identified senior officer preferable SE & above. Selection of proper Training Coordinators for initial establishment of Training Centre is the first tasks.





Release written Order for appointing Training Coordinator and decide date of inauguration of TSC. Training Coordinator to prepare required basic data formats/ office note formats for initial activities. Depute Training Coordinators of TSC to kTC/ NGTC for initial experience of handling courses.





Training Coordinators to review all correspondence with KTC/ NGTC and contact KTC in case of difficulties in understanding the nature of activities to be done in mobilizing the arrangements for TSC.





Detailed information & literature are circulated to Training Coordinators who have attended special training course on”Training for Trainers”. Please contact KTC if there are still not available. Review all KTC correspondence to understand exact nature of tasks.





Training Coordinators to interact with section incharges to understand their plan about establishing PMS – Performance Management System in which section incharge has to take commitments & targets from staff and to identify resource/ performance gap.  This is in order to plan initial training courses related to their sections in first training calendar for balance period of 2009-10.





Station HRD section to make available the data of employees in soft copies on CD to Training Coordinators about the IL Training record of all staff.  Training Coordinators to contact section incharges for circulating questionnaire format to sectional staff to collect individual information, qualification, experience, training attended etc. 





Take into custody all assets assigned to TSC and plan improvement/ immediate repairs required and initial arrangements of training aids. Mobilize for initial service contracts, list out faculties, get details of ongoing training activities under ISO and submit initial training calendar with (1) office note for approval (2) Details of courses (3) Capital & Revenue budget for TSC (3) List of faculties – inhouse/ Mahagenco/ Guest (4) Details of Arrangement of Honorarium payment – enclose MOM with Accounts section (5) Details of quality formats & registers kept at TSC as per ISO Quality policy of KTC





Station Head to submit Long term plan for Capital & Revenue Budget for Training Sub Center (TSC) at their power station  








Strengthening of standard procedures for deciding Training Plan based on Sectional TNA at Khaperkheda & Chandrapur TSC by conducting secial project assigned to Training Coordinators during special Training conducted at KTC from 19 to 21 Oct 2008. This shall be followed by Internal audit of these TSC by KTC team.





Station Head to invite applications from interested employees/ faculties to opt carrer as Certified Training Coordinators & Course Directors  in Mahagenco in the standard format finalised by CGM (Training). 





 Hon. ED HR to circulate the Training Policy documentation to all power stations with short term strategy & action plan for training in Mahagenco along with directives for actions expected from station heads in respect of activities related to Training Sub Center at their power stations.





All Training Coordinators who have already undergone training at KTC on 17 to 19 Oct 2008 may be directed to complete the project assigned to them by conducting sample TNA/ Sectional survey at respective power station. 





CGM (Trg) to  process for identification consultatnt for initial TNA of sample power station and to resolve identified HR/ Trg related issues. Decide the target date for subsequent incorporation of portion in Training Manual through addendum related to these issues. 





Station Head to submit the proposal for creation of permanent staff to Head Office for managing the TSC activities on regular basis after initial establishment and opening of TSC at their power station. 





 Station head to take responsibility to arrange workshop/ seminar to standardize the method of linking station performance Objectives with the objectives related to  some of specific functions/ Sections like  CHPE (0004), CHPM (0003) , BM (0001), TM (0002), Testing (0007) IC(0008) , EM (0006), VM (0005), CM (0009), CHPO, Unit-OP, MIS, OS, WTP, POG, RP, Technical, Major Stores, HRD, Accounts, Security, Time Office, Safety, Welfare etc.  So that standardized method of linking performance for specific section/ function finalized by any station can be used by all other stations. 
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   KTC to appoint third party auditor to conduct day to day quality audit of each TSC during trial run of training program during month of February & March 2010.





From 2010-11, at least 7 days Training to each sectional staff per year shall be based on section-wise TNA (Training Need Assessment)





 Training Sub Centers to send proposal to CGM (Trg) for conduct of Seminar & workshops at TSC along with probable deputation from each section during 2010-11.








 Training Sub Centers to submit Sectional Training Calendar and TSC Training Calendar with schedule of section wise deputation of staff (Both for training Courses at MTC & TSC)





 TSC shall finalise plan for such deputation of following staff to outside training institutes (a) SE & above for Management Training Courses  (b) Section Incharges for training in Core comnpetence  (c) Engineer staff for relavent advance techniques (d) Technicians for Advanced Vocational Training Courses (e) Faculties & Trainers for advance training for trainers  (f) staff who have not covered in any Induction Trg shall be imparted special short duration induction course in related stream.





 Training Sub Center to finalise the list of subjects and training courses designed for specific functions based on methods elaborated in special training imparted to training coordinator for Design of training.





 Section heads & Sub Section heads shall be involved in on-site-training of their subordinate to explain area of works, ISO work instructions, sectional budget, assets reliability, sectional benchmarks & sectional objectives. TSC & Section incharge to finalise list of such training sessions & faculties within section (with justification to engage outside faculties)








Sectional Head to submit the training requirements in the form of deputation of their staff for enhancing specific knowledge  to  meet the sectional performance target.  Training Sub Center team to assist section incharge in finalising these with the help of survey/ TNA/ questionnaires filled by related staff/ career counselling methods. Web based application to be provided on MSPGCL Portal by GM IT for data inputting.   





Station HRD section to make arrangement for availability of the data related to each staff  to section head.   Web based application to be provided on MSPGCL Portal by GM IT for data inputting.   








Developing training course on Mahagenco Finance & Accounting. Development of CBT packages  & standard CD based self learning materials thereof.





   Developing internet based on line simulator training facility & On line examination of staff by offloading to third party  expert training portal.





  To start training course for emergency handling exercise to be imparted on duty staff in running units.





  To start location wise operation training course for Computer Based/Simulator Based  Training for all staff joining at new locations.





 Shift incharge & PCR Incharge to undergo special orientation training  for optimized Unit operation with computer based simulator. 





 Effectiveness of training shall be decided on the six-monthly TNA of all section staff.   Knowledge level of specific staff shall be based on marks obtained by him in subject wise examination conducted periodically. CGM (Trg) shall outsource task of conducting examination if necessary based on advice of Training Advisory Board.





Senior Managers & Section heads shall undergo self learning type training sessions including internet sessions & reading targets to cover strategic management topics. Training Advisory Board shall guide the station head in deciding this.
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