Crgr?
D
o

g

- | R ol od
?_1&.& , : . L i
e : __Em.. — Y




BANGLADESH RAILWAY TRAINING POLICY
Table of Contents

Table of Contents

I Proologue ‘ -1
II -Acknowledgement | 1i
11I Abbreviations | 111
1.0 Introduction
1.1 Training ﬁolicy Rationale 1
1.2 Development of a Training Cadre , T2

1.2.1 Introduction
1.2.2 Objectives

. 1.3 Directorate of Training 4

1.3.1 Rationale | ‘ 4

1.3.2 Functions 4

113;3 Board of Birectors 6

1.3.4 advisory Panel 7

1.3.5 Roles & Responsibilities g

' 1,4' Aims, Objectives and Scope 1l

1.4.1 Aims L1

; 1.4.2 Objectives : Ll
T 1.4.3 Scope , | 11
" 2.0 Human Resource Develcpment 12
V-i; 2.1 Manbower Planning 12
L~ 2.1.1  Methodology ‘ S 13
»fwjg' 2.1.2 Implementation Responsibilities ‘ 13
- 2.2 Training Needs ldentification , ' L4
:;j%f : Z.2.1 Methodology L4
- 2.3 HMaster Traininq Plans 14
2.3.1 Development 15

2.3;2 .Responsibilities » » ’ 15

7 2.3.3  Implementation ' 15
‘f%‘”t, ) 2.4 Training Course.Development . 15
SN 2.4.1 Development ‘ | 15
)l 2.4.2 Responsibilities ‘ 16
'? 2.4.3 Implementation lé




4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7

4.2.1
4.2.2

4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6
4.3.7
4.3.8

4.4.1

> B WN

4.4,
4.4,
4.4,
4.4.
4 4.
4.4.7
4.5.1

5

4.5.2
4.5.3
4.5.4

3.0 The Training Cadre
3.1 Training Cadre Positions
3.2 In-line equivalency of Training Cadre Positions
3.3 Selection Criteria )
3.4 Promotion Criteria
3.5 Incentives for Training Positions

4.0 Training Courses
4.1 Types of Courses

Foundation Courses
Induction Courses
Refresher Courses

Skill Up-Grading

Promotion Courses

Special Courses

Training of Trainers (TOTs)

4.2 AttehdancevCriteria

Mandatory
Discretionary

4.3 Selection Criteria

Recruitment (Pre-Entry Training)
Foundation/Induction Courses
Refresher Courses

Skill Up-Grading Courses
Promotion

Special Courses

TOTs

Foreign Training

4.4 Incentives for Trainees

Foundation/Induction Courses
Refresher Courses '
8kill Up-Grading Courses
Promotion Courses

Special Training

TO1s

Apprentice of the Year

4.5 Responsibilities of Trainees

Attendance
Behavior
Performance
Sanctions

~
e

N N L O
R N

[SX O
(o VeI ]




M LN . |

}. .
3
o

6.0

S0~
1
(= v

9.0

Evaluation and Monitoring

6.1 Methodology

6.2 Evaluation Implementation responsibility
6.3 Reporting Mechanisms

6.4 Records

Training Facilities

Technical #ssistance Project Training
8.1 Co—ordination

8.2 Training Requirements

8.3 Institutionalization of Training
Manufacturers/Suppliers Training

9.1 Co-ordination

9.2 Training Requirements

39
59
39
&4
45
45
46
46
46
47
47
47
47




I PROLOGUE

The Training Policy for Bangladesh Railway (BR) was originally identified as a priority
by the Training Requirement Study for the CIDA Rail II Program conducted in March 13986
and issued in August 1986.

Dufing the Training Needs Study it became clear that the absence of a clearly defined
and approved policy towards training activities would have negative implications for
the implemention of Projects 1 and 2 (CIDA) Rail II Program.

Project I: The development and implementation of the preventative
maintenance program with the provision of facilities. (PMTC)

Project II: The development of a training program including
provision of materials, training supplies, training of instructors and
the provision of four workshop Training Units (WTU’s).

The Study strongly recommended that a Training Policy be developed and adopted for aill
areas of training within BR Bangladesh Railway. This recommendation recognized that
although Projects 1 and 2 are designed specifically to meet the training needs related
to the maintenance of Diesel Locomotlves, the training requirements of one section of
BR cannot exist in isolation.

During the Project Inception Report Mission (May 1989) it was agreed that to facilitate
the early development of a draft training policy, a working committee would be formed,
the immediate priority being the development of a process which will allow for the
selection and appointment of new instructors and the up-grading of existing instructors
responsible for conducting the training programs. Additionally it was assumed that the
process developed to meet the required priorities of Projects 1 and 2 would provide a
policy, which by extension, would be applicable to all other training areas within BR.

The working committee was formed vide Ministry of Communications, Railway Division
Dhaka’s Memo # Mech/H5-84/CIDA-Rail II (PF-2) 3lst August 1989 with the members:

Convenor, Mr. M. Matiur Rahman,
Principal, Railway Proshikshan Academy

Members, Mr. M. A. Matin,
© Joint Director General/JS(KP)
Railway Division, Dhaka

Mr. M. A. Rahim,
Joint Director General/JS(M & S)
Railway Division, Dhaka

Mr. D. G. Swann,
Training Policy Advisor,
Projects 1 and 2 CIDA Rail 11 Program
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On the retirement of Mr. M. Matiur Rahman, Mr. M. A. Alim was appointed as Principal
RPA and became a member of the Training Policy Committee March 5th 1890.

The Committee commenced work on September 28th 1989 and conducted a series of meetings
in Dhaka, Chittagong and Rajshahi to consult with a wide selection of BR Management and
employee representatives (see acknowledgements).

It was agreed that the committee would develop a preliminary training policy draft
based on the opinions and information received. The preliminary draft would then be
circulated for comment from BR Management. On the basis of the feedback the ist Draft
of the Training Policy would be presented to the Railway Division, Ministry of
Communications for approval. -

The 1st Draft was completed in December 1989 and circulated for comment. On the basis
of comments received the 1st Draft was reviewed on February 19th 1990 by the RPA Board
of Director and approved in principle. A Final Draft was produced in March 1990 with
a proposed Policy Implementation Schedule,
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1.0 INTRODUCTION

Training Policy for Bangladesh Railways (BR) was originally identified as a priority
requirement by the Training Requirement Study for the CIDA Rail 11 Programm
conducted in March 1986 and issued in August 1986. The Study strongly recommended
that a Training Policy be developed and adopted for all areas of training within BR.

1.1 TRAINING POLICY RATIONALE

1.1.1 Training Policy provides a series of guidelines to enable the training
requirements of BR to be met in a systematic manner. Training Activities in
BR are considered to be the responsibility of the Railway Proshikshan
Academy (RPA) which was set up to perform the following functions:

(a) To induct the newly recruited officers and staff in the railway
. organisation and to teach them railway rules and procedures with emphasis
on their theoretical and practical aspects.

(b) To improve the efficiency and capability of railway officers and staff by
updating their skill and knowledge.

(c) To motivate railway officers and staff to better discipline, performance and
public service. :

1.1.2 To-date training activities have not received the support required to meet
BR’s immediate or long term needs to develop a well motivated and skilled
‘workforce or to meet the growing technological complexity of a modern railway
system. The adoption of a comprehensive training pclicy must be one of the
first steps in any realistic program implementation process. The
availability of a permanent Training Academy has focused on the need for
knowledge transfer and skill development.

1.1.3 Most of BR training activities remain uncoordinated. Training Policy and the
establishment of Directorate of Training will allow for the coordination of
all BR training activities. While most BR Departments profess to supporl
departmental training activities, Financial, Material & Human Resource
limitations have prevented co-operative ventures between the departments
concerned and the RPA. However, the potential for major cooperative action
exists and remains to be exploited for the benefits of training programs that
cut across administrative and functional:-boundaries. Appropriate training
program are those aimed at achieving objectives common to all BR activities.

1.1.4 RPA training programs managed by the Directorate in co-operation with all
departments must be seen as a cooperative effort. The improvement in the
delivery of training activities is a responsibility which can only be met by
the provision of comprehensive training programs managed and co-ordinated by
the Directorate of Training.




1.1.5

1.1.6

Programs components include:

Foundation/Induction courses
In-service Training
Promotion Courses

Skill & Career Enhancement of Trainees

Co-ordination of Pre-employment educational training at other

Educational/training Institutions.

It is against this background that Training Policy has been prepared.

The

major objective of Training Policy is to provide the necessary guidelines
to enable the training activities required in BR to be implemented in the

most effective manner.
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1.2 Development of a Training Cadre

1.2.1 Rationale

1.2.1.1 To enable the Directorate of Training to effectively deliver quality

training programs it is necessary to recognise the need to promote the
role of the Trainer in terms of individual career development.

1.2.1.2 Training Policy indicates the selection criteria, terms of service and the

required incentives to meet the following objectives for the development
of a training cadre..

1.2.2 Objectives

The development of a motivated and skilled training cadre to implement
quality training. '

The development of an effective program to train instructors/trainers.

The establishment of a career path which enables skilled staff to spend a
part of their career as trainers and then have the opportunity to return to
In-line positions with enhanced career opportunities. Each designated
training position should be equivalent in rank to presently existing In-Line
positions in the working environment of BR.

The establishment of competitive and equitable incentives to attract
and retain guality trainers.




1.3 Directorate of Training

1.3.1 Rationale

1.3.1.1 Training Policy can only provide the guidelines for the effective
administration and implementation of training. Without an appropriate
organizational structure it is unlikely that the directives contained in
the Training Policy will be applied in the manner envisaged.
1.3.1.2 The prime aim of the Directorate of Training is to enable all the varied
training activities presently being conducted within BR to be the
responsibility of one single organizational body (See figure 1.0). This
will allow for all training, including planning, implementation and
evaluation to take place in a co-ordinated manner,
1:3.2 Functions -of the Directorate
The Directorate of Training will be respdnsible and accountable for the following:
i) Manpower Planing
ii) Development of all Training Programs viz:
- Foundation/Induction Courses
~ Refresher Training
~ 8Skill Up-grading Courses
- Promotion Courses
- Special Seminars/Courses
iii) Administration of all training Programs
iv) Implementation of all training Programs
v) Evaluation of all Training Programs
vi) Administration of all BR Training Facilities
vii) Co-ordination of all training provided by In-Country Institutions:
viii)Co-ordination of all foreign training

ix) Co-ordination of Donor sqpported Training

x) Co-ordination of Trainihg provided by Manufacturers and Suppliers
of New Equipment.
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1'3.3.1

1.3.3.2

1.3.3.3

1.3.3.4

1.3.3 Board of Directors

The Academy will be autonomous in functioning within its sphere of
activities relating to internal administration, curriculum, syllabus and

training programme.

The Management of the Academy will be under the control of a "Board of
Directors” through the Director General, Bangladesh Railway who will be tl
Chairman of the Board. The Rector will be ex-officio Member Secretary of
the Board. The Additional Director Generals, Railway Division and the
General Managers, Bangladesh Railway, will be Members of the Board, the
senior most will be Vice-Chairman of the Board.

The Board will sit at least twice a year. The Board will evaluate all
training activities completed during the period covered since the
previous meeting of the Board. The Board will also evaluate the
performanc® of the RPA as a whole'including the administration and the

quality of instruction.
The Rector RPA will be the Chief Executive of the Academy. The Rector RPA

as Chairman of the Advisory Panel will have regular consultations with the
Advisory Panel regarding curriculum development and courses to be provided




1.3.4

1.3.4.1

103.4.2

1.3.4.3

1.3.4.4

Advisory Panels

To assist the Rector, an Advisory Panel will be formed, comprised of the
following members:

Chairman: Rector
Members: Heads of Department

Mechanical Engineering

Civil Engineering

Signal & Telecommunication Engineering
Electrical Engineering

Operations

Representation from the following areas will be invited on an as and when
needed basis :

Commercial
Personnel
Accounts/Finance
Stores

Medical

RNB

The panel will meet not less than twice a year to provide technical
assistance in the planning of any new training curricula and the revision
of existing courses. Panel members will provide inputs from their
respective areas, in terms of training requirements for their personnel.
The panel will also provide an indication of all training courses required
to meet immediate, mid and long term needs. In many situations it may not
be practical for the Advisory Panel to determine Curricula and Training
Courses. In such cases the Rector will be able to form specific Craft
Advisory Committees, at the field level (SAE/SSAE) to develop courses under
the direction of the CTRO’s and or the STRO’s (see section 2.4)

The Advisory panel will be required to approve all new curricula belore
implementation to ensure that there is coordination between the various
disciplines which will avoid duplication of effort.




1.3.5.1

1.3.5‘2

1.3.5 Roles and Responsibilities

To enable the Directorate to fulfil its required functions it will be
necessary to specifically determine the roles and responsibilities of the
Directorate staff.

Title: Rector

Role: The Rector will snpervise and administer all the activities of the
Directorate of Training. The Rector will report directly to the Secretary/
Directog General Railway Division, Ministry of Communications.

Responsibilities: To direct and supervise the activities of the RPA, all
BR Training Schools and all other training activities.

CTRO/MECHANICAL (New Position)

Role: Co-ordination of all mechanical training conducted in the
Preventative Maintenance Training Centre (PMTC) to be located at the RPA.
Coordination of all mechanical/technical training activities conducted in
WIU’s under the direction of two Senior Training Officers.

Responsibilities: To direct, supervise and evaluate the staff and
instructors responsible for teaching technical courses at the:

a) RPA (PMTC)

b) Workshop Training Units

c) The Carriage and Waggon Trade Schools
d) Loco-Master Training Schools.




1.3.5.5

1.3.5.6

Title: CTRO - Other Training Activities - OTA (Formerly Vice-Principal)

Role: Co-ordination of all other training activities presentlj not
conducted in the RPA or satellite training schools i.e., WTU’s.

Responsibilities: To plan, direct and evaluate the staff responsible for
co-ordination of Manpower Planning; the introduction of new courses as
determined by the Advisory Panel; all training provided by In-Country
Institutions; Accounts/Finance training; Induction/Promotion courses; And
management supervisory training

The Additional Director General, through a Central Standing Committee in
the Railway Division will be responsible for: all foreign training; Donor
supported training; Training provided by manufacturers/suppliers of new
equipment. - .

Title: STRO Security (A revised existing position)

This position will be filled by the present head of the Security Training
Units {BRNB). The existing training program and institutions will “continue
to function as at present but will be incorporated into the Directorate of
Training for administrative purposes. Roles and Responsibilities of this
position will remain unchanged.

Title: STRO Accounts (Existing position)

This position remains unchanged in terms of role & responsibilities.

Title: STRO Mechanical

Role: Reporting to the CTRO Mechanical and responsible for the direction
and supervision of training staff,

Respongibilities: Iwmplementation of training at the PMTC and WPU's; The
Carriage and Wagon Trades and Locomaster Training Schools.

Title: STRO Mechanical RPA (New Position)

Role: Reporting to the CTRO Mechanical and responsible for the direction
and supervision of the training stafft.

Regponsibilities: To develop & implement courses required for Component
Rebuilding Training Unit, the Media Support Unit, Training of Trainers Unit
and the Storekeeper Training Unit (These Units will be developed initially
by the Rail II Programme which will supply the required Technical
Assistance).




1.3.5.8 Title: Training Officers (Formerly, Assistant Training Officers)

Role: Direction and supervision of the training activities of Workshop
Training Units or similar units under the direction of the STRO Mechanical.

Responsibilities: Supervision of Instructors and Demonstrators; Management
and administration of WTU; Preparation of course outlines; Translation of
training materials into Bangla; Trainee evaluations; Course implementation;
Preparation of training schedules, and yearly budgets; coordinate the.
selection of Trainers in association with the Workshop Managers.

1.3.5.9 Title: Senior Instructor

Role: Implementation of skill up-grading courses at the PMTC, WTU’s or
similar units.

Responsibilities: Direct and supervise Instructors and Demonstrators.

1.3.5.10 Title: Instructor

Role: Implementation of basic skill courses at the PMTC, WTU’s or similar
Units.

Responsibilities: Direct and supervise Demonstrators and Trainees.

1.3.5.11 Title: Demonstrators

Role: 1Implement direction of the Instructors and Training
Officers.

Responsibilities: To demonstrate required practical skills to the
Trainees.

10
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1.4

1.4.1

1.4.2

1.4.3

Training Policy Aims, Objectives and Scope.
Aim

This aim of this Training Policy is to enable the complete develobment of al:

Human Resources required for the efficient operation of BR in a systematic,
co-ordinated and e%fectlve manner.

‘Objectives

The main objectives are:

The efficient utilization of all existing BR training institutions.
- The improvement of BR Training Imstitutions.

- The promotion of co-ordinated manpower planning

- The development of a BR Master Training Plan.

- The provision of quality training courses.

-  The development of a skilled and motivated Training Cadre.

Scope

Ba?glaQesh Railway Training Policy provides a broad framework of directives,
guidelines and instructions covering all aspects of BR training. This policy

will apply to all railway employees and shall be implemented by all
concerned.

11




HUMAN RESOURCE DEVELOPMENT

Manpower Planning

To enable the Directorate of Training to plan and implement BR Training it is

recommended that Manpower Planning shall become one of the responsibilities
of the Directorate. Manpower Planning will be under the direction of the
CTRO/OTA.

The purpose of Manpower Planning is to provide information necessary to plan
and budget for all immediate, mid and long term training activities.

Information is required in terms of the number of railway staff to be trained
to fill vacancies resulting from retirement, promotion, introduction of new
technology and attrition of skilled manpower.

An up-to-date inventory of all technical staff providing information on the

following areas is urgently required to allow for effective planning to meet

BR Training needs.

- Skilled staff presently employed by job category.

- Semi-skilled staff presently employed by job category.

- Location of present staff.

- Length of service completed and service remaining.

- Present skill levels and future skill level requirements.

- Numbers of new staff required.
This information is of vital importance to the development of a sustainable
long term training program and will allow for the identification, selection
and appointment of the required number of full time Instructors, part time
Instructors and Resource Lecturers. 1L will) also allow for effeclive use
of facilities and the requisition of consumable training materials.
The provision of the required basic information can be supplied by HOD’s
for analysis by the Manpower Planning Unit. Once the information is

processed, it can be used by the Railway for recruitment of new perscnnel
and the RPA for planning and implementation of training.

12
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2.1.1 tethodology

nformation will be collected and analysed by the Manpower Plamming Unit
and forwarded to the Rector through the Chietf {raining Oftficer Other
Training Activities (CTRO/OTA).

[

i

2.1.2 Implementation Responsibilities

E | 2.1.2.1 At the commencement of each financial yvear the CTO/OTA will issue
a4 directive to sach Head of Department (H.0.0.) to prepare and
submit a detailed inventory of the number of staff who will
require training during the following financial year. The
inventory shall include:

-  The names of all staff identified as eligible for training.

N gy T oy TR o DU L S N
' - " o

- The types of courses required.

- The dates the identified staff are available to attend
training courses.

2.1.2.2 The H.0.0. is required to provide the information to the HManpower
Planning Unit within 2 months from the commencement of the current
financial year. : ' '

2.1.2.3 The Hanpower Planning Umt must provide detalls of all BH training
requiremnents for the following financial year not later than 4
months from the commencement of the current financiel year.

2.1.2.4 The Rector will direct the CrhR0O’'s to co~ordinate the planming of
all the reguired training courses for the fcllowing financial vear
not later than 6 months from the commencement of the current

[1 financial year.

T

2.1.2.5 Ihe Rectol shall detarmine Tis Ploancyal pocpniyemonth on Lher Lageeres
ot training requiremarts and ariangs for Lhe necessary bhodost,
allocation.

2.1.2.6 The Rector wiil issue a complets list of all courszse to bhe
provided during the following tinancial vear ang circulate the
same to all HODs not later than 2 months before the commencemsnt
of the following financial vear.

13




2.1.2.7

2.1.2.8

2.2

2.2.1

2.3

1t is the responsibility of bhe H.OD. to dirsct his Spervisors
to determine which staftf will attend the planned courses in
accordance with sec 4.3 of Iraining Policy.

. ~
Any raillway employee required Lo attend a training couirsa must be
given not less than 1 months notice.
fippropriate arrangements shall be made by the controlling officer

to manage the work of the employee under training during his
attendance at the designated training course.

TRAINING NEEDS IDENTIFICATION

ALl training provided by BR must be need based. Once the training
needs have been identified the Directorate of Training will be
responsible for the design of the required training programmes.

Methodology

- The advisory Panel to the Directorate of Training waill
1dentify the training n=zeds of the various departments of EBR.

- The Rector will arrange the required training needs analysis.

- Training needs assessmnents and analysis will be conducted by
Sanior Training OFficers and Training Officers responsible for
the disciplines involved in the neecds assessment in co-
operation with Craft aAdvisory Committees.

MASTER TRAINING PLANS

The Directorate of Training is required to develop a BR Haster

Training Plan (MIP) to be reviewed and up-dated on an annual

basias. The MIP must Lake aceound of Lraiming edquoemcils over A

five-year pericd to allow for: :

- Manpower Planning Forecasts

- Tdentified training needs

-  Re-deployment of existing staff to meet changed job
reguirements.

- Introduction of new technology

~ Implementation of Training courses.
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] 2.3.2
2.3.3
2.4
2.4.1

Development of M.T.P.

The Acdvisory Panel will advise on the Aims, Objectives and
Scope of the (MTP).

The HMTP will be developed by the Directorate of iraining.

The Advisory Panel will review, up-date & approve the MTIP on
an annual basis. '

Responsibilities

The Rector will appoint a working committze to develop the
HTP. Members of the committee may consist of but not limited
to the following: .

- ‘Chief Training Officers

- Senior Trailning Officers
-  Technical Assistance Personnel (5See section &.0G).

- The MTP and any reguired anmual revisions muzt be completed
according to time frames given by the Advisory Panel.

Implementation

The MTP will be implemented by the traiiving persoime | as directed
by the Rector.

TRAINING COURSE DEVELOPHMENT

- Development

Training courses shall be developed on inds vidiual auliecis
under the guidance of the Rector. :

The courses will be in accordance to the aims, objecltives and

scope of the MTP.

The courses will be based on the Training Needs fAssessment .

15
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2.4.2 Responsibilities

Chiet [(raining Officers, Senior ITraining OFficers and Trainmng
Officers will be responsible tor the developmeit and/or
revisions of training courses in accordance with their
relevant job descriptions and; in co-operation with the
relevent Craft Advisory Committiees.

2.4.3 Implementation
Training courses Qill be implemented in accordance with the

annual training schedule produced by the Directorate of
Training.

16




3.1

THE TRAINING CADRE

Training Cadre Positions

3.1.1 The following will be regarded as the designated positions
in the Directorate of Training: .

~ Rector, RPA

- Pfincipal, RPA t?

- cChief Training Officer
- Senior Training Officer
- Training Officer

- Senior Instructor

- Instructor

- Demonstrator.

3.1.2 All BR personnel employed in any training capacity will
be designated according Trailning Cadre Positions.

3.1.3 All Training Institutions will be under the administrative
control of the Rector.

3.1.4 All BR Training Cadre Personnel will be under the
administrative control of the Rector.

3.1.5 Training Cadre Personnel will be entitled to use the
following honorific titles:

Rector - Professor

CIRO “oAssociate [ oteasgor
STRO cAss L. Probeasor
raining Officer - Lecturet

17
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3.2 In line equivalency of Training Cadre Positions

ALl designated training cadre posaitions will be equivaleni to the

Any BR personnel may apply for

appointment to an equivalent Training Cadre position as detsrnined

3.2.1

following In~line positions.

in Section 3.3 Selection Criteria.
3.2.2 Training Cadre Positions

Rector

‘:7 Prlnc1pal RPA
s (If a separate p051t10n)
k‘_———-—

Chief Training Officer
Senior Training Officer
Traihing Officer

Senior Instructor

Instructor

J

i

Interest/nAptitude

Professional experience

ine Positions

Additional Director General

Senior Admin. Post (HOD)

Additional HOD

Senior Scale Officer
Junior Scale Officer
Senior Sub-Asst. Engineer
Sub--fisst. Engineer

Mistry Grade I or Equivalent.

The sélection of the Rector will be the responsib}lity ot the RPa

Applications from officers holding rank or one step below will be
invited by the RP4 Board of Directors not lesq than ong month

Bemonstrator
3.3 Selection Criteria
% 3.3.1 Rector
% 3.3.1.1 ]
| Board of Directors.
E 3.3.1.2
| before the position becomes vacant.
3.3.1.3 fmpplications must be submy b bod

Lo Bl 18 Bt of Diireclors wilh

i the supporting documentation providing:
f v ~ Educational qualifications

- Extra-curricular qualifications

Previous experience as a trainer

ﬁ 3.3.1.4 dpplicants having previous experience in a training cadre position
: will be given priority, if all other considerations are equal.

18




3.3.1.5

3.3.2

3.3.2.1

3.3.3

3.3.3.1

3.3.3.2

3.3.3.3

3.3.3.4

3.3.3.5

On appointment to the position of Rector anv appdintee who has had
no previous experience in the administration of training
institutions/programmes, will be required to complets a training
course in this field of expertise as determined by the RBoard of
Directors.

Principal RPA

The selection criteria for the position of Principal, RPA shall be
the same as for the position of Rectoir, if this position is
designated as an additional position within the Directorate of
Training.

CTRO Administration

The selection of the CTRO Administration will be the
responsibility of a standing selection committee appointed by the
Board of Directors. (See 3.3.10)

Applications for the position of CTRO administration will be
invited by the standing selection committee.

fpplications must be submitted to the Standing Selection Committiee
with supporting documentation providing:

Educational qualifications

~ Extra curricular gualifications

i

Professional experience

i

Previous Training experience
- General performance
~ Interest/nplitude

fipplicants who have previous expeliencs 111 a lraming Cadpre
position will be given priority it all other considerations are
equal.

On appointment to the position of CTRO administration any
app01n§e§ who has had no previous experience in the administration
of training institutions/programmes, will be required to complete

a training course in this field of expertise as determined by the
Board of Directors.

19




3.3.4

3.3.4.1

3.3.4.2

3.3.4.3

3.3.4.4

3.3.5

3.3.5.1

3.3.6

3.3.6.1

3.3.6.2

Chief Training Officer CTRO

For the purpose of appointment as Chief Training Offirosr
applications will be invited by the standing selection compities.
from officers holding equivalent rank or one step below.
fpplications shall be forwarded by the contreiling officers with
their comments regarding but not limited to the following:.

- Educational qualifications

- Extra curricular qualifications

- Professional knowledge

- Previous experience as a trainer

-~ General Performarce

.= Interest and Aptitude

On appointment to the position the appointes will be required to
successfully complete an Advanced Training of Trainers course at
the RPA or similar institution. {This provision will not apply to
Senior Training Officers promoted to this position).
fipplicants who have previous experience in a Training cadre
position will be given priority if all other considerations are
equal.
On receipt of the applications the same will be sciutimsed by the
Rector and placed before the standing selection committes. The
comnittee will select the mosi suitable candidate on the basis of
the available information. A physical interview ot the candidates
will be held if felt necessary.
Senior Training Officers
The selectlion criteria wil!l be the sams as for LR,
Applicants whio have previous expariencs 111 a4 lraiting vadte

Position will be given priority ifF atl other considerations are
equal.

Training Officer

The selection criteria for Training Officers will bhe the same as
for Senior Training Officers.

On appointment to the position of Training Officer the abpointee
will be required to complete an Advanced TOT course at the RPA
before permanent appointment.




3.3.7 Senior Instructor

3.3.7.1 The selection criteria for Senior Instiructor wiil he the same as
For Training Officer with the exception of 3.3.¢6.2.

3.3.7.2 On appointment to the position of Senior Instructor the appoltitee
will be required to complete a basic Iraining of Trainer course at
the RPA (This provision will not apply to Instructors promoted to
this position.)

-

3.3.8 Instructor

3.3.8.1 The selection criteria for Instructor will be the same as for
Senior Instructor.

3.3.9 Demonstrator
3.3.9.1 Applications shall be invited by the Directorate of )raiﬁlng FOm
suitably qualified Mistry or eguivalent categor;es and forwaﬁ e
by the controlling officer to the Rector providing but not limited
to:
- Educational qualifications
- Work Experience

- General Performance

-~ Interest/aptituce

3.3.9.2 All other selection criteria shall be as indicated in 2.3.8.1.
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3.3.10

3.3.10.1

3.3.10.2

3.3.10.3

3.3.10.4

3.3.10.5

_ e e e e —  ———— .

Chidef Trainue OFFicers., Senior
Training Officers and Training Ofticers will be conducted by a
standing committes consisting of the rollowing officers:

fdditional Secretary/addl. D.G. {Op. &-PA)
' Railway Division
General Manager East
General Manager West
Rector
The Senior most member will act as Chairman.

Selection of Instructors and Demonstrators will be conducted by
standing committee consisting of the following officers: ’

Chairman, Rector RPA
Members, Additional HODs (concerned)

Chief Persohnel Officer {concerned)

CTRO Administration (Secretary)

Chief Training OFfficer (concerned)
Where Instructors/Demonstrators are veguired for lechnical
Assistance Projects the Field Project Hanager or his
representative will be invited to participate as a member of the
standing selection committees for any appointmernts of tiraining
centre personnel receiving project supported training.
For all Training Cadre positiorns above training officers the
recommended mirimum quali ficalion shall be Gracduate i bl
respectuve Line of profassjon and cxpen beree ol Leoss Bhean v

years.

For the instructors the recommended qualification shall be as
under: :

Instructor/Engineering - 0Diploma in Engineering
(Respective Branch)
Instructor/Stores - Diploma in Engineering
{any branch)
Instructor/Fraftfic - General Education
(ot below graduate)
Instructor/accounts - fAccountant
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3.4

i
If < 3.4.1
_,

3.4.2

l ?- 3.4.2.1

3.4.2.2

[ITee

v

3.4.3

3.4.3.1
5.4.3.2

3.4.3.3

3.4.2.3"

Promotion Criteria
Career Development of the Training Caqre

The effectiveness of training is siagnificantly influenced by
career development and promotion prospects. This applies to both
trainees and trainers. Therefore a period of time spent as a
trainer should not be perceived as adversely affecting his career
prospects. Opportunities must be provided for the incumbents of
Training Cadre positions to be considered for promotion on return
to In-line positions or alternatively to be promoted within the
Training Cadre.

Demonstrator .

Demonstrators completing 2 years of service will be eligible for

promotion to Instructor providing all other service criteria are

met .

On completion of .5 years service, a Uemonstrator will be eligible
for promotion to Sub-Assistant Enginesr providing all other
service criteria are met. (See Sec 5.0)

If a Demonstrator is unable to meet the criteria for promotion to
Instructor or Sub-aAssistant Engineer within 5 vears, he will
return to the In-line position of Mistry.

Instructor

Instructors completing 3 yvears of service will be eligible for
promotion to Senior Instructor providing all other service
criteria are met.

On completion of 5 years service, an lnstructor will be seligible
for promotion to a Senior Sub-aAssistant Engineer providing all

other service criteria are met.

1 oan Instructor is unable to meet Lhe criterya tor promotion Lo

Senior Instructor of Senior sub fAssistant Engineer within 5 years,

he will return to the In-line position of Sub -Assistant Engineer.
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3.4._4 Senior Instructor

3.4_4._ Dty - B 11 o b o L ) ) -
4.1 Senior Instructors completing 7 years of service will he aligible

for promotion to Training OFficer providing all other servics
criteria are met.

3.4.4.2 COn completion of 5 years service, a Senior Instructor willi be
© eligible for promotion to Junior Scala Officer providing all other
service criteria are met. :

3.4.4.3 1If a Senior Instructor is unable to meet the criteria for

- promotion to Trailning Officer or Junior Scale Officer within 5
years, the incumbent will return to the In-line position of
Senior-Sub Assistant Engineer.

3.4.5 Training Officer

]; 3.4.5.1 Tréining Officers completing 3 vears of service will he eligible

for promotion to Senior Training Officer providing all other
service criteria are met.

Z;_ 3.4.5.2 On completion of 5 years service a Training OFficer will be

‘ eligible for promotion to the position of Senior Scale Officer
. providing all other criteria are me?t"
7|

5.4.5.3 1 a Training OFficer is unable to meet the criteiia Tor promolion
. to Senior Training Officer or Senior Scale Officer within 5 yvears
i the incumbent will return Lo the [n-line position of Junior Scale
- . officer.

3.4.6  Senior Training Officer
% 3.4.6.1 Senior Training Officers completing 4 years of service will be
i gligible for promotion to Chief Training Officer providing all
other sarvics o itteria are meal
1] |
d 4 3.4.6.2 On completion oF O vears aopryres A Senies Trarniiey OfF ey wi bl b

eligible tar promotion to the posvtion ol additional HOD provd o
all other crateria are met.

Mt

3.4.6.3 1f a Senior Traimng Officer is unable to meet the promotion
criteria to Chief Training Officer or nadditional HOD within 5>
years, the incumbent will return to the In-line position of Serniov

Scale Officer.
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] 3.4.7

3.4.7.1
3.4.7.2
3.4.8
i
- 3.4.8.1
3.4.9
. \,
%gﬂ Bl
REC
3.4.10
\/h 3.4.10.1
W
i 1
!
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=

chief Training Officer

On satisfactory completion of at least ¥ wears oF s
Training Officer will be eligible for promotion to the positic
HOD providing all other criteria are mel.

1f a Chief Training Officer is unable to meet the promobtion
criteria fo the position of HOD or Rector RPA within 5 years the

incumbent will return to the In-line position of Additional H.0.D.

CTRO Administration.

On satisfactory completion of at least 2 yvears of service, a CTRO
administration will be eligible for promotion to the position of
H.0.D. providing all other service criteria are met.

Prihcipal RPA

On satisfactory completion of service as Principal the incumbert
may be considetred for appointment to the. position of Rector
providing the position of Principal is desigrated as a separate
position.

Rector

The Principal RPA will be considered as the Bector until the
position of Rector is sanctioned. On sanctioriing of the position
of Rector the incumbert will function as Rector unless Lhe
position of Principal is designated as a separate position.




f TRAINING CADRE CAREER FLOW
| FOR
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ADDITIONAL H.0.D TRAINING OFFICER .

PISR. TRAINING OFFICER
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TRHAINING CADRE CAREER FLOW
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) .- $ENIOR TRAINING.
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JUNIOR SCALE CFFICER
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3.5 Incentives for Iraining Positions

3.5.1 Training Allowance
3.5.1.1. A training allowance will be provided to the following categories
of Training parsonnel:
- Rector
- Principal
~ Chief Training Officers
__jv - Seniotr Training Officers.
- Training Officers

- Senior Instructors

- Instructors

- Demonstrators

3.5.1.2 For Training‘positions from Demonstrator to Training Orficer the
' Training Allowance will be 30% of basic salary.

3.5.1.3 For Training positions of Senior Training Of ficer and above the
Training fllowance will be 25% of basic salary provicding that on
promotion From Traiming Officer to Serior Training Officar Lhe
amount of allowance will remain at 30% until it becomes equal to
25% of his basic salary in the new position. nt that time the
Training fllowance will be 25%.

&
-

A Jsy
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3.5.2
3.5.2.1

3.5.2.2.

3.5.2.3

3.5.3
3.5.3.1

3.5.4
3.5.4.1

3.5.4.2

3.5.4.3

3.5.5
3.5.5.1

3.5.5.2

e 5

il

Service Conditions

";.it’f’--.'! i f‘:.,,:;' YA ATy

Tragnars will b e lagable For piroamotboon & hee Ll e
as andicaled in Sac 4.
I

o WESITS

frainers will ol be reguirad to sarwe nmors LhaEn
designated training position.

L1 ANy

Trainers returning to [n-line positions will be diven priority for
promotion as indicated in Sec 3.4.

Accommodation
Trainers in the positions indicated in 3.5.1.1 will be provided
withs

Family accommodation

- Electricity

Water

Gas

cost while serving in a training position.

—_

at no

Transport

Free transport will be available once e=ach weak to the cuty
centra. " If the accommodation provided is more than 5 km from the
nearest city centre and or marketing area.

Full-time official transpert will be provided on Lhw basis of In-
line position for training position equivalent in role to H.O.D. &
above.

If the accommodation provided 1s not located in the olose vicinity
of the place of normal instiructional duties. free Liamport will
he provided betwesn the normwal place of work and the accomnodation
once in each direction each woiKing clay.

Education

Educatinpal facilities will bhe provideo ap to secomlar y sofiond
levert For Lhe clinldien ol the Lraineg .

Wherte po educalaonal facibibies ave provided ap edocsioa o)
allowance will be paid for each child alttending school Secondaly
School level as determined by the Board of Directors.

General

ALL Trainees who successifully complete 2
recelve a course completion ceitificate.

Lraiming coursse will
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4.0

4.1

- 4.1.1

. 4.1.2

4.1.3

4.1.4

Training Courses
Types of Training Courses
There will be two categories of training courses:

i) Pre-service course
ii) In-service course

The pre-service courses are Foundation Courses or Induction
Courses.

The In-service courses are sub-divided into refresher, Skill- up-
grading, Promotion and Special courses.

Foundation Courses

All probationary officers will undergo two years training in

- various work locations. ot the commencement of this period they

will attend an 8 week Foundation Course at RPA. This course will
introduce various facets of Railway working procedures. This
Foundation Course is commorn to all probationers.

Induction Courses

After attending the Foundation Course, the Probationers will go
for the field training at the end of which they will be given 6
weeks Induction Course at Railway Proshikshan Academy, Chittagong
before they are put to working posts. In the Induction course,
which will be different for different services, they will be given
detailed knowledge regarding the working of their respective
department, its interaction with other allied departments,
establishment and financial rules and procedures etc.

Refresher courses

- Refresher courses are considered essential for all those engaged

in operational jobs. For categories like Station Masters,
Assistant Station Masters, Loco Masters and Assistant Loco Masters
successtul clearance of refresher courses at certain intervals is
mandatory. Refresher courses, apart from refreshing kKnowledge
which at times gives way to local practices gives them an
opportunity to be familiar with the latest techniques. Training
will comprises of class room lectures supplemented by practical
demonstration in the demonstration room and field studies.

Skill Up—-Grading Courses
Skill-up-grading courses are practical .technical courses designed
to provide skills considered necessary for the completion of

skilled and semi-skilled occupational tasks. These courses are
provided at Workshop Training Units (WTUs).

31




4.1.5 Promotion Courses

Promotion colrses ara providad for those caltegories wiere
promotion will involve a change in the routine of work and
asasumption of higher respon$ibllitiesu

4.1.6 Special Courses

From time to time it is necessary to provide special courses Lo

Sl e

meet specific training needs. Special courses are additional to
those provided on a regular on-going basis.

4.1.7 Training of Trainers (T7.0.Ts)

T0Ts are designed 1o provide newly appointed trainers with the
pedagogical skills needed for the effective implementation of
training courses.

Attendance Criteria

4.2.1 Mandatory

It is considered mandatory for trainees to attend:

- Foundation Courses

= Induction Coursas

- Skitl Up-grading coulrses

- Refresher Courses

- TOTs

- Promotion Courses

4.2.2 Discretionary

4.2.2.1 ntiendance at Retvesiy conraes shald be dbesoretoogary gl ber e
age ot 4%,

4.2.2.2 Persons eligible for promobion will e ovpected Lo oncer Lake .
promotion coursa as indicatsd-in Sec 5.0, In the event thal no
suitable course lhas been developed or no suitable cotrae is
avam}ab}e at the time of promotion. attendance at subseaguent by
provided course shall be discrationary.

4.3 Selection Criteria

Recruitment (Training Requirements)

Recruitment of personnel for BR shall be 1n acoordancs with B
service riyles,
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' ! 4.3.1.2

4.3.1.3

n 4.3.1.4

4.3.2

4.3.2.1

4.3.2.2

4.3.2.§F

4.3.2.4

4.3.2.5

4.3.3

\/tj;;%g.S.l

3.3.3.2

 4.3.3.3

4.3.3.4

No person shall be appointed te a specitic post unless he has the
regquisite qualification.

The ‘advisory Panel, Directorate of lraining may review the
requisite qualification for appoimtment to technical positions in
BR.

The Advisory Panel may recommend any additional qualifiaafioms
deemned necessary for appointment to technical positions.

Foundation/Induction Courses

At the time of new appointment, employees of all categories will
be required to undergo a pre-entry orientation course to gain
knowledge of Railway procedures.

Placement to a working post shall be done only after completion of
the pre-entry training.

The existing training courses during probation for those
categories of employees required to complete a probationary period
will be considered as pre-entry training for them.

The Directorate of Training will arrange develcpment of pre-entry
courses for other categories of emplovees.

All prebationary officers will have to undergo two years training
in various workspots. At the beginning of this period they will
be given 8 weeks Foundation course at Railway Proshikshan aAcademy,
Chittagong when they will be introduced to varicus Facets of
Railway working. This training course will be common to
Probationers of all the services.

Refresher Training

The ROD will direct his supervisory staff to compile an inventory
of all statf reguiring refresher training during =ach financial
yvear. '

The HOD wi1ll arrangs the selection of Lainees on Lhe basis of:

- fraining Needs of the Lralmme.
=~ Training Needs of the Depat tnent.
- Aavailability of Training Courses.
- Seniority. '

Any BR staff member may request consideration for inclusion in ‘
refresher training courses on the basis of seniority.

on receipt of annual training coursea schedule the H.0.L. will

forward the names of the selected trainees to the concerned
training authority.
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4,.3.3.5

4.3.4

4.3.4.1

4.3.5

4.3.5.1

4.3.5.2

4.3.5.3

4.3.5.4

4.3.5.5

4.3.6

4.3.6.1

4.3.6.2

4.3.6.3

4.3.6.4

Selected trainess most e infFormed el Tess Dhap 1 sl lasbogs
the commencement, of the couise.

Skill Up-grading Courses

The selection for trainess to attend skill up-graclog oourses will
be the same as for Retresher Training. '

Promotion Courses

After a person has been considered suitable for promotion to the

next higher drade, the respective controlling officer will send
his name to the RPA/concerned Training Center with request to
arrange his training. The RPa/Concerned Training Centre will
inform the controlling officer in advance giving details about the
courses in which the person in question can be accommodated to
enable him to attend the courses in time.

Persons eligible for promotion to next higher posts will have Lo

undertake a promotion course. Selection of candidates for this
course will be on:

- Eligibility for promotion.
- Seniority.
Recommendation of controlling officer.

fny BR staff member may request consideration tor wnclusiof i
available promotion courses when eligible for promotion.

Oon recelpt of annual training course schedulss the conbtvol Ling
ofFicer will Torward the names of selscted tirainees to the Rector.

Selacted trainees must be informad of the type of course pot later
than 6 weeks before the commencensitt of the coures.

Special Courses

From time Lo time Lhe fbecbor oo owuth Lhee prowdt approvad of L
Aclvisory Manel, will arrangs for speaial tralning couises in
Fesponse to identified training neads.  Special courses will
include Seminais. and/or Work-shops for speclfic catedoriss of
Senior BR staflf.

Selaction for attendance at such courses will ke determinzd by the
advisoiy Panal.

Participants must be informed of the course contant, & ol ject 1 ves
not later than two wesks before the required attendance.

fttendance al $pecial Courses is mandatory.




4.3.7
4.3.7.1

4.3.7.2
4.3.7.3
4.3.7.4

4.3.7.5

4.3.7.6
4.3.7.7

4.3.8

4.3.8.1

4.3.8.2

Training of Trainers (10Ts)

oy BR staff member 1s eligible to apply Fo consideralion For
selection as & trainer in a Training Cadire position aguivalani to
fis I line position.

Selaction of traipes, trainers will b= In accordance with seshion
3.3 1raining Poliicy. '

The Rector must inform &ll H.O.D’s of any vacancies opsn in
Training Cadre positions. ‘

HOD s must inform his staff of any vacancies and terms of service
of Training Cadre positions.

H.O0.D. must subnit the names of all personnel who apply for a
Training Cadre position.

All applicants must be informed if their application has been
accepted and the date of any required selection interview.

No trainér will be appointed to a training cadre position without
selection to determine suitability for the position.

Foreign Training

selection for foreign training will be in accordances with
1nstructions issuad by the Minisiry of Establishment Memo No.
ED(FT)39/83-312(100) dated 13.6.1983.

These instructions stipulate the selection procedure for

candidates.

The Tollowing will be the main criteria of selection for foreign
training;

Job relsvance with Tietd of Lraining.
Working tepotrt;
Seniority;

Willingness to work in the relevant Ticeld after training for a
period of not less than 2 y=ars;

BR employses having outstanding results in the local traindirg in
Training academy/Training center wiil bhe given preference at Lhe
time of selection, other qualifications remaining the same
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4.3.8.3.

4.4
4.4.1

4.4.1.1

4.4.1.2

4.4.1.3

4.4.2

4.4.2.1

4.4.2.2
4.4.2.3

4.4.2.4

4.4.2.5

4.4.4.1

Obligations on Relurn

on completion of training abroacd, person concarned may e posted
to the Training pcademy/Training centers as instructor 1F there 1s
a scope for the same. Otherwise, he shall he required to give
some instruction in the Training Acacemy/Training Centers on the
subject of his training as a quest instructor. This activity to
be co-ordinated by the CIRG (OTA)

Incentives for Trainees

Foundation/Induction

Attendance at Foundation/Induction courses is a pre—service
requirement, incentives for trainees at this level are not
considered necessary. However, the following will apply to all

trainees attending these courses.

All expenditures involved with training courses such as stationary
will be provided by the Directorate of Training.

Free Hostel accommodation and the provision ol bed sheet, bed
cover, blanket pillow cover, mosquito net.

Refresher Training Courses

fis per Foundation/Induction Courses

Free transport by rail te the place of training 17 moire than % km
from the normal place of work.

Training allowance of 30% of basic salary while attending training

course,

One Free travel pass Lo visit immediate family it the training

course oomore Lhan 25 ka from Bhe nermal o place ol wor s aned thee
Lraining cown ae axcends four conbinious weels.

Normal salarvy may be drawn o acvance 1f Bl Leanng conrss e
more than 25 km trom the normal place of work and the training

course excraeds a continuous period of Tour weeks.

Skill-up Grading Courses

As per refresher Training Course

Promotion Courses

Completion of Promotion Courses is a condition for promotion.
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4.4.4.2 0ll conditions indicated in:

Will apply to trainees attending promotion courses.

4.4.5 Special Training

4.4:5.1 s per DA rules/or as in 4.4.4.2.

-

4.4.6  Trainifg of Trainets (7.0.Ts)

4.4.6.1 £ nevly appointed Trainer who is posted to serve as a trainer at
e the RPA, or any training institution in Chittagong will not
receive arny additional allowance other than those for Training

Cadre positions (Sec 3.5).while attending a T.0.T course.
-4.6.2 A Trainer who is posted as a trainer other than in the RPA.or

Chittagong will receive the followitg additional facilities while
attending the TOT.held at the RPA.

Apprentice of the Year

On completion of the final year of training, all apprentigeg
completing their apprentership w%;%ﬂggf%gﬁouraged to payt}c1pa§e
in the "apprentice of the Year” completion. fhe competition will
be organised by the STR0O’s and will incTude:

- A written test
- A practical test '
- An oral test (interview)

The top apprenbice in each trade category from eash training unit.
will represent Lhe same in a Pinal competition.

The winner of each trade cateqory will be designated "npprentice
of the Year” and will receive one additional salary increment.

Responsibility of Trainees

4.5.1 Attendance

4.5.1.1 On result of notification to attend a training course the Trainee
o is required to make all the necessary arrangements to enable
timely attendance at the designated training centre.
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A s et e

4.5.1.2

4.5.1.3

4.5.1.4

4.5.1.5
4.5.2
4.5.2.1

4.5.2.2
4.5.2.3
4.5.3

4.5.3.1
4.5.3.2
4.5.4

4.5.4.1
4.5.4.2
4.5.4.3

4.5.4_4

4.5.4.5

Trainses nust attend all Lraining = S e sl i Lhe
Training Couwrse scheduls under the direclion of the Iiatning
Officer responsible.

IF the Traines is unable to atlsnd any of the Lraining seszions fe
mrust obtain the written permission of the Training OFficer
responsible for the course.

fbsence from a training course will only be sanctionsd tor
engrgency situations.

Trainees must be punctual for all training sessions.
Behaviour
Trainees are expected to participate in all training activities.

Trainees must behave in an appropriate manner conducive to the
premotion of a good training atmosphere.

Trainees will be expected to follow all directions given by the
Training Officer responsible for the Training courss.
Performance

Trainees are expected to pertorm all learning tasks, practical and
written assignments to the best of their ability.

Trainees will be expected to assist thea Trawning officer
responsible for the Training courses as directed.

Sanctions

finy Trainee who is late Tor thres Lraining sessions will have his
training allowance reduced by 10%.

Any Traines whe 15 absart wiLhont, pﬁrmissfon for btwo tra;niﬂg
sesalons witi hove hie training al lovance reduced by 15%

Any Trainse who 15 absent without parmiszsion for more bhan twe
training sessions the training allowance will be disallowad.

Trainees who display behaviour which in the cpinion of the
Training Offic2r responsible for the Training Course, is
detrimental to the effective implementation of the tiraining course
training allowance will be disallowsd.

Trainees will be given one verbal warning regarding negabtive
behaviour, followed by a writien warning it no improvement 1is
notead.
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4.5.4.6

i 4.5.4.7

5.0

5.1
5.2

5.3

6.0

6.1

6.1.1

6.1.2

6.1.3

6.1.4
6.1.5

6.2
6.2.1

6.2.1.1

6.2.2

6.2.2.1

Trainees who, continue to display nedalive DHehaviour or nore:
attendance will be dizmissed From the training course and will
forfeit all training allowances and incentives. :

Trainees dismissed from any required mandalbory Lranmnmiiwg oy s
will be ineligible for salaryv increments/promotion until they have
succassfully repeated the course in duestion.

Promotion Criteria related to Training

The promotion criteria provided‘is intended to serve as a model
which will be expandecd for all departmenis in BR.

For the purpose of the Training Policy the positions provided may
be taken as being equivalent to other departments.

A complete promotion criteria based on this model will be

developed on completion and approval of new courses not presently
available, for inclusion in the Training Policy.

Evaluation and Monitoring
Methodology

The RPA Board of Birectors will he required Lo evaluats all
training activities of the Directorate of Training.

The RPA Board of Directors will appoint an evaluation committes to
conduct annual evaluations of any ot all the Training Institutions
of the Directorate of Training. :

It will be the responsibility of the Rector to make all relevant
records avallable to the Evaluation Committee and to direct all
concerned training personnel to co—-operate as and when requested.

Fach staff member of the Training Cadre will be evaluated on the
basis of performance anmnually.

Chief Training Officers will be pwsporesalie tor meai bor ey B
LrE@INING 3rOGess OIF Al O ot s i,

Evaluation Implementation Responsibilities
Tkaining courses/Training institutions

The affectiveness of Lhe Training Courses & Institoiaons will be
evaluated by the Evaluation Committee.

Trainers/Instructors
chief Training Officer

The performance of the Chiet Traimng ufficers will b= Aceét Lud el
by the Principal by means of the annual confidential report.

39




test (Training provided during 3 year ;

1} By oral trade test from Xhalasi, service). :
or

2) 25% from direct recruitment from
vocational schools.

HlLi2 T e e - o

T e TR 2k 5o v R R s it 1 ety o 0 7 e

Promotion From Promotion To Service Requiressnt | Training quuireneuts

? Khalasi _ Semi-skilled (SS) Grade-1! Three recruitment methods ars in | 3 years service and training plus conpletion |§
j (Fitter or Elec) place: ' of basic language and mathematics skills f
!

I

i

{

SS GR-1I {Fitter or Elec) 55 GR-1 (Fitter or Elec) By selection and promotion after 3 Successfully completed trade upgrading
' years mininun service and when a courses during 3 year qualifying period.
vacancy becomes available.

Grade-1 (all trade) Fitter GR-II or Elec GR-II By selection and promotion after 3 | Successfully cospleted trade upgrading
. years minisum service and when 2 courses during 3 year qualifying period.
vacancy becomes available.

Note: Only 30% recruitment comes from

E 8§ Fitter 6R-I or S5 Elec. GR-1
Trade Apprentices (from Fitter GR-II or Elec GR-II 4 years apprenticeship (make 70% of Should have successfully completed trade J
secondary sciences class SSC) BR new recruitment). relevant courses during apprenticeship |

before promotion.

~Training Centres - TTC) BR new recruitaent). relevant courses during apprenticeship
before promotion.

Trade Apprentices (from Technical Fitter &R-II or Elec GR-1I 2 years apprenticeship {make 70% of Should have successfully completed trade '
Fitter GR-11.or Elec GR-11 Fitter GR-I or Elec GR-1 By selection and proaotion after 3 Should have successfully completed advanced |

1
J
years ainiaum service and when relevant courses during 3 years qualifying
vacancy become available, period before promotion at the WiUs.
Fitter GR-1 or Elec 6R-I ' Histry F. GR-III or Mistry By selection and promotion after 3 Should have successfully completed : ;
£. GR-1I1 years mininum service and when specialized relevant “courses during 3 years -
vacancy become available. qualifying period before promotion.

Procedure: 4 are called for verbal
! and practical tests, 1 is
selected.




-

1y

e -

Promoticn From

Pronotion To

Service Requiresent

Training Requiresents

Mistry f. 6R-I, GR-II, GR-III or
Histry E. GR-I, GR-II, GR-III

Sub-Asst. Engineer (SAE)

By selection and bronntion after 3
years minisum as a Mistry and when a
vacancy becomes available. -

Only J0% of new SAEs are selected
from Mistry GR-I, GR-1I or ER-I11.

Procedure: 4 are called for verbal
and practical tests, 1 is
selected.

Should have successfully completed
specialized relevant courses during the
qualifying period before promotion.

Probationary SAE
(2 year apprenticeship)

Sub-fisst. Engineer

70% of new SAEs are selected through
direct recruituent with secondary -
school certificate (SSC) and Oiploma
in Hech. and Elec. Engineering.

Newly recruited engineers should have
successfully completed specially designed
railuay courses including supervisory skills
during the 2 years qualifying period before
proaotion. :

SAE

Senior Sub-Asst. Engineer {SSAE)

By selection and promotion after
three years minimum service and when
a vacancy becones available.

Should have sutcessfully completed advanced
specialized and management courses during
the three years qualifying period before
promotion,

SSAE

Asst. Mech. Eng. (AME) or

Asst. Mork. Mgr. (AWM) or

Asst. fuel Officer (AF0) or
Asst. Trng. Rail Officer (ATRO)

33% of SSAEs will form this group.

67% will be graduated engineers from
recognized universities.

The Candidate must alsoc possess two
years of selected arientation on
Bangladesh Railway. '

Should have successfully completed further
aanagesent courses before promotion.

Before promotion, the 67% group should have
successfully completed relevant management
courses and the two years orientation
progras which will be composed of the
folloning departments:

backehop
- workshop
- running shed
- stores
- operating
- fuel office
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PROMOTION CRITERIA'f TRAINING REQUIREMENTS
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Proantion From

Prosotion Vo

Service Requirement

Yraining Reguiresents
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. .

Instructor

Presently selected and appointed by
the Workshop Manager.

Fotential Instructors should be nominated by
the Workshops, Running Shed Managers and the
Training Officer (70). Selection should be
based on Training Policy.

Before commencing duties as an instructor,
the newly appointed Instructor must attend
3 TOT course at the RPA.

Mistry or Fitter Grade-1

Lemcnzsrater

Presently selected and apeointzs by
the Workshop Manager.

Potential Demonstrators should be nominated
by the Workshop, Running Shed Managers and
the Training Officer {T0)}. Selection should
be based on Training Policy. [
Any Mistry or Fitter appointed as
bamonstrator must be abiz to read and write
also they must attend an appropiate T07
course before appointment.

Mistry F. G6R-1I1 or Mistry
E. GR-11I

. GR-II or HWistry

By selection and promotion wsually
after | vear ac a #istry and when 3
vacancy becomes available,

Should have successfully completed
specialized relevant courses during the
qualifying period before promotion.




Pronotion From Promotion To Service Requiresent Training Requiresents

ANE Div. Mech. Eng. {DME) On performance and semiority. tefare promotion to these levels are grantes
_ , the candidate must have successfully

[ ’ : =onpleted recognized managerial and
administrative courses which could be
acowited from recognized institutions

within the country or at RPA..
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, "~ PROMOTION CRITERIA - TRAINING REQUIREMENTS , .
b DME or WM STRO -1 Agd. Chief Mech. Eng. (ADDL CHE) | On performance and seniority. Higher managerial and adainistrative

‘ or Div. Sup. of Workshop (DS}(W) courses which could be obtained at RPA.

or Add. Chief of Oper. Mech.
(ADDL EOPS)(H)

3]

ADDL CME Chisf Mech. Eng. (CME) On performance and seniority. Higher managerial and administrative coursas
» which could be obtained abroad.

CHE teneral Manager (&M) Lan be selected from senior heacs of | Selected senior heads of departments,
departments such as transportation, Academy and different project works.
operational, mechanical, civil
engineering, signals and Sheuld have knowledge of the operatisnal
telecommunications, academy and function of all departments within the
different project works. sangladesh Railway Organization,




6.2.2.2

6.2.2.3

6.2.2.4

6.2.2.5

6.3

6.3.1

6.3.2

6.3.3

6.3.4

6.3.5

6.3.6

6.3.7

Senior Training Officer

© The performance of the Senior Training Officer will be evaluated

by the Chief Training Officers by means of the annual confidential

report.

Training Officer

The performance of the Training Officers will be evaluated by the
Senior Training Officers by means of the annual confidential

report.

Senior Instructor, Instructor & Demonstrators

The performance of the Senior Instructors,
Demonstrators will be evaluated in annual confidential reports by

the TO’s.

Trainees

Instructors &

The performance of the trainees will be evaluated by the Training

Officer and Senior Instructors.

Reporting tiechanisms for the Evaluation Committee

The report of the Evaluation Committee regarding the performance
of the training Institutions and quality of the Training courses
will be forwarded to the Board of Uirector RPA.

The report must contain full details ot the evaluation including:

Strengths
Weaknesses
Recommendations

The Evaluating Commititese will determinge when the cvatuabion of
Trainers will be initiated and Lhe requaived Lime frames.

Evaluations must be conducted not

year.

Evaluation reports of

by the Evaluation Committee within one

the Evaluation.

less

than once 1n any financial

[rainers must be avallable for examinatblon
month of the completion of

The Evaluation of Training and Training Institutions must be
completed within one month of the evaluations of the trainers.

The Evaluation Committee may verify the evaluation FEDG e

Trainers.

4y
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6.5

6.5.1
6.5.2
6.5.3

6.5.4

6.5.5

6.5.6

7.0

7.1

7.2

1.3

7.4

7.5

provide a written report as indicated in 6.3.Z.

Records

ALl Training institutions must keep records of training courses
and trainees.

Records of Trainee Performance must be maintained and updated on a
regular annual basis.

The responsibility for maintaining accurate and up-to-date records
is that of the Senior Officer of any training institution.

Copies of trainees training performarnce must be forwarded to the
Manpower Planning Unit to enable the unit to maintain up to date
record within one month of course completion.

Copies of trainees training performance must be forwarded 1o the
Trainees controlling officer within one month of course
completion.

Trainees will be given a copy of their reports.

Training Facility

BR Training Policy supporits ihe provision of appropriate training
facility. i

Training facilitises including classrooms. lecture halls,
demonstration rooms, workshops etc. will be reviewed by the
Evaluation Committee on an annual basis.

Recommendations regarding reguired improvemnanis will be made in
the evaluation report.

Recommendations concerning the improvements Lo trainee facility
such as Hostels, recreation etc. will be forwarded to the Rector
by the controlling officer of any residential training facility.

The Rector will make the necessary arrangements Lo improve trainee

Facility according to budget provisions.

>
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8.0
8.1

8.1.1

8.1.2

8.2

8.2.1

8.2.2

8.2.3

8.3

8.3.1

8.3.2

8.3.3

Technical Assistance Project Training
Co-ordination of Training

All Training activities provided or supported by Technical
Assistance projects must be co-ordinated.

Co~ordination of Technical Assistance training will be the
responsibility of the Chief Training Officer (0TA) in consultation
and co~operation with:

Rector

General Manager Projects

Concerned Technical Assistance Project Representatives.

Training requirements

Technical assistance projects must include a training component to
allow BR staff to be trained to operate and maintain any project
supplied equipment.

Technical assistance projects must include a training component to
allow BR staff to be trained in any newly introducead procedures,
nethods or technigues.

Technical assistance staff will be eligible For appointment to MIP
working comnittees.

Institutionalization of Training

Technical assistance projects must include the provision for the
Directorate of Training toe control any required Lraining
activities on completion of the Frojects.  his would Dnelude
Training of Trainers and the provision ot Instructional materials,

Techinical assistance project training must be planned and
implemented in consultation and co-operation with the Rector.

Technical assistance project training shail conform to the M.T.P.

1




9.0

9.1

9.1.1

9.2

9.2.1

9.2.2

Manufacturers/Suppliers Training

Co-ordination

Training required to operate and maintain any new equipment must
be co-ordinated by the Chief Training Officer (0Ta}.

The Chief Traiming Officer (OTA) must be informed of any contract
negotiations between Manufacturers/Suppliers and BR to enable the
inclusion of training requirements.

Training requirements

All manufacturers/suppliers of new equipment must include a
training provision to allow BR staff to be trained to operate and
maintain the equipment supplied, if the required expertise is not
available in BR.

The training provided must be designed to allow the Uirectorate of
Training to piovide additional future training for the required
expertise to operate and maintain the supplied equipment. This
will require the provision of skill-up grading of BR Instructional
Staff and the provision of training manuvals.
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BR TRAINING POLICY IMPLEMENTATION SCHEDULE

{Timing from approval of Training Policy by BR)

IMPLEMENT SELECTION | IMPLEMENT SELECTION |

CRITERIA ; CRITERIA |

4:3:1 RECRUITMENT | 4:3:5 PROMOTION COURSE |
4:32 FOUNDATION/ | 4:3:5 SPECIAL COURSE

SELECTION
CRITERIA
TRAINEES :
SECTION 43 INDUCTION | 437 TA.TS COURSE |
433 REFRESHER | 437 FOREIGN TRAINING |
|
t
]

4:3:4 SKILL UP-GRADING |
¢

' OTRANNGPOLICY | WMEDIATELY | STOGMONTHS | 670 12 MONTHS |
! SECTION $ | ‘ : ' |
: : : : :
' ESTABLISHMENT | EXISTING POSITIONS ! ! SELECT AND APPOINT !
' OF DIRECTORATE | 70 B RE-DESIGHATED ! | ACORDNGTO !
U OFTRANNG | TO WATCH TRAINNG | U POLICY CRITERIA !
: | pOLICY POSITIONS : '
] } § ] ]
] ] ] [] )
| MANPONER PLANNNG | DEVELOPMENTOF |  COMMENGE |  COWPLETIONOF |
| SECTIONZd | JOBOESCRIPTION !  INPLEMENTATIN |  SURVEY FOR 1
: | (RALL 1 ASSISTANCE) | BY CTRO(OTA) :
] ] ] ] ]
] - ] ] . 1 [}
| TRAINNG NEEDS ! COMMENCE IMPLEMENT- | COMPLETE IMPLENENT-|  COMMENGE |
' IDENTIFIGATION | ATIONFOR1900/3f !.  ATION 90/ | IDENTIFICATION OF !
| GECTIONZ22 | EXISTING COURGES | EXISTING COURSES |  NEW COURSES |
] ] ] ] i
] ] 1 ] ]
| MASTER TRAINNG ! | COMMENCE DEVELOPMENT!  CONPLELTE MASTER |
! PLAN | IGSUE DIRECTIVES | MASTER TRAINING PLAN |  TRAINING PLAN FOR |
| eEoN2d ! U (RALL I ASSISTANCE) | 181 :
4 1 1 t )
] 1 |

E T COMMENCE COURSE | COMPLETE COURSE ! | i
| ODEVELOPMENT OF | REVISIONFR ! REVISION | COMMENCENEW |
| TRANNG | EMISTING COURSES | OIESEL LOCOMOTIVE | COURSE DEVELOPMENT |
| COURSES24 | DEVELOPMENT TS | MAINTENANCE COURSES | AND IMPLEMENTATION |
! ' (RALL 0 ASSISTANCE) | T.OT'S FOR EXISTING | OF REVISED COURSES
: ! T NsTRUCTORS. ! :
1 ] ] I ]
1 ] ] | B |
L | DESIGNATE TRAINDNG | NPLEMENT ICENTIVES | APPOINT NEW !
| TRANNGOMRE | GWRE ! FORTRANERS |  DNSTRUCTORS |
' GECTION30  !1)IN LINE EQUVALENGY' IDENTIFY AND SELECT | IMPLEMENTATION OF |
! ! 1) SELECTION CRITERIA!  NEW INSTRUCTORS | T.TS FOR NEW !
: L) PROMOTION ! L NSTRUCTORS !
1 ] 1 ] |
] ] ] ] t
L OATIENDWGE | DPLEMENT | U NN
U CRNERA ! DISCRETIOMRY | U omonmow
L OGECTONAZ | ATIENDANCE ! | OATIENDNCE
! | : |
| ] 1
| 1 ]
| ] ]
] ] ]
] } H
3 I 1
1 ] 1
I 1 ]
] | 1
t ] {
] ] 1
] [ i
| ) 1
i ] 1
1 ]

I ]




BR TRAINING POLICY IMPLEMENTATION SCHEDULE

(Timing from approval of

Training Policy by BR)

INSTITUTIONALIZATION
OF TRAINING

TRAINING POLICY | IMMEDIATELY | 3TOGMONTHS | 67O 12 MONTHS |
SECTION® | ! : '
i ! , | )
INCENTIVES ! ™ | INPLEMENT INCENTIVES | IMPLEMENT ALL |
TRAINEES : 'FOR REFRESHER COURSES!  OTHER TRAINEE |
SECTION &4 | | GKILL UP-GRADING | INCENTIVES |
] i 1 1
! ) ) )
TRAINEE | IMPLEMENT SECTIONS ! ! :
RESPONSIBILITIES | 45:1 ATTENDANCE ! U IMPLEMENT SECTION |
SECTION &5 | 452 BEHAVIR | L 454 SANCTIONS |
.. b 453 PERFORMANCE | ! !
(] ] ] 3
] t 1 4
! DEVELOPMENT DETAILED | : I IMPLEMENT |
PROMOTION CRITERIA |  CRITERTA BASED ON | COMPLETE DEVELOPMENT ! PROMOTIN !
SECTION 50 | ~MODEL PROVIDED IN ! OF PROMOTION CRITERIA CRITERIA !
| TRAINING POLICY | ! !
] ] 1 I
] ] 3 3
EVALUATION & MONITOR-!  ISSUE DIRECTIVES | IMPLEMENT DIRECTIVES ! COMPLETE !
ING OF TRAINING  © REGARDING EVALUATION | COMMENCE EVALUATION | EVALUATIONS !
SECTIN 60 | PROCEDURES | :l ISSUE REPORTS i
| ]

1 | 3 1
TRAINING ' ISSUE DIRECTIVES ! IMPLEMENT DIRECTIVES ! COMPLETE EVALUATIONS
FACILITIES | REGARDING REVIEW '  REVIEW FACILITIES '  ISSUE REPORT & !
SECTION 74 ! ! ) RECOMMENDATIONS |
] ] ! !
: | 1 [ [
TECHNICAL ! ! ! IMPLEMENT GUIDELINES |
ASSISTANGE ! | IMPLEMENT 81 |  FOR 82 TRAINING !
TRAINING ' ' CO-ORDINATION | REQUIREMENTS, |
SECTION 8D | ! | COMMENCE PLANNING 83!
! ! ! INSTITUTIONALIZATION |
I ] ] |
| i ) i
" : b IMPLEMENT: )
MANUFACTURERS | O IMPLEMENT &1 ! G2 TRAINNG |
% SUPPLIERS | | CO-ORDINATION ' REQUIREMENTS, !
SECTION 90 ! ! ! COMMENCE PLANNING 9:3!

! : )

{ : \

] 1 ]

3 | 1

L}
1
)
|
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