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GOVERNMENT OF tNDtA (flr{A F{sK)
MINISTRY OF RA|LWAYS (til }f;rrtrq)

RATLWAY BOARD (ffi atsl

New Delhi.

RBE No. l4w/2014

doted: t{tz-zot INo.E (MPP) 2014/3/21

The Generol Monogers,
AII lndion Roilwoys.

Sub: Revision of Troining Modules of Clerk Cotegories of Personnel Deptt,

The Committee consiituted for modificotion of the Troining Modules of
lnitiol/Promotionol/Refresher Course of Clerk Cotegories viz. Junior Clerk, Sr.Clerk, Chief
office supdi., Low Assistont, prlwr etc. hos subrnitted its repori.

2. After considering the Report submitted by the Committee, Boord (MS) hos
opproved thot troining module for clerk cotegories would be os under:

. lnduction Course of Clerks/Sr.Clerks

. Refresher Course for Clerk/Sr.Clerks
n Refresher Course for OS/COS/S&WLi
. lnduction Course for Low Assistonts

: 21 doys
: 6 doys every 5 yeors
: 6 doys every 5 yeors
: 12 doys

3. The Troining Modules/detoiled course contents qre enclosed of Annexure_ I to iv.

4. All the troinees moy be provided wiih comprehensive study moteriol on eoch of
the iopics of the beginning of the troining progromme. The troinees are expected to
reod the moteriql qnd come prepored for discussion. At the beginning of the closs q
diognostic test moy be conducted by woy of objeciive questions on ih" doy's topic
which con be of 20 questions. However, no weightoge will be given for ihe morks
obtoined in these tesis ond would not be odded in ine morks icored for the finol
evoluolion

5 Kindly ocknowledge receipt.

DA: Troining Module (Annexure 1 to ivi
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(Anurodho Singh)

Director(MPP)
Roilwoy Boord.
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:poge 2:

No.E(Mpp)2Ol 4/3/21 New Delhi, doted:g_.I 2_2014
t/)

kK*copy to:. \'\l . The Generol Secretory, NFIR, 3 Chelmsford Rood, New Delhi for.informotion with 35 spores.
U^# The Generol Secreiory, etnf, 4 Stote Entry Rood, New Delhifor informotion wiih 35 spores.'',1\'3. The Secretory Generol, FROA, R.No.255-A, Roil Bhovon. New Delhi for informotion wiih S -.A Spores.

W{Y: The Secreiory Generol, lRPoF, R.No.268, Roil Bhovon, New Delhi for informotion with 5-) / spores.
5' All Members, Deportment Council & Secretory Stoff side Notionol Council l3-C, Ferozeshoh

Rood, New Delhiwith g0 spores.

0*rne@,/AlRPFAssociotion,RoomNo.256-D,RoiIBhovon,NewDelhiwith5fil, spores. \u 7 ' Hewq 
1I t' z/n -.-'{Generol Secretory, All lndio SC & ST Roilwoy Employees Associotion, l|i/B-3, Bosont Lone

Wilwov 
colonv, New Delhi (15 copies). 
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No.E(MPP)2014/3121 New Delhi, I doted:tf 12-2014

Copy to:

i. PS & ED(PG) to MR, MSR(A) & MSR(K)ii. PSo/Sr.PPS to CRB, FC, ML, ME, MM, MS, MT, DG(RHS) & DG{RPF)

iii. ST.PPS/PPS/PS to AM(Budget), AM(CE), AM(C&lS), AM(commt.), AM(Etect), AM(Fin),
AM(Mech.), AM(PIs.), AM(projecti, AM(pu), AM{sig.), AM(Stoff), AM(RS), AM(T&c),
AM(Tele), AM{Troffic), AM(Works), Adv.L(RS), Adv(vig.), Adv.FinjExpl, eOv(rn), Adv(Sofety),
LA, osD(Mts).

V' ED(PIg.), ED{Accts.), EDF(BC), EDCE(B&S), EDCE(G), EDCE(PIg.), ED{CHG), ED(CC),
ED(C&IS), ED{E&R), EDEE(DEV), EDEE(G), EDE, ED{RRB}, 

,rOr1N1, 
rOr(NES), rbr, rPNC, EDF(S),

!?F(Bl,EDF(RA ), EDFix)t, EDF(X)ll, rolnj, EDLM, ED{Mts), EDE(cc), ED{T&Mpp), EDME{chs.),
EDME{Fr.}, rr;ME(Tr.}, EDME{TOT), EDME(Dev.), 

'EDME(Wi, 
r',n1eC1r, rninclrr, ED(ppi,

ED(projeci), ED(project)/DMRC, EDRE, ED(sofety), JS, JS(Cj,'JS€, tilpi, rc./nrnlHqs), lGlRS,
ED(Ses.), ED{Sror&Econ.), EDRS(c), EDRSiG), rbns1nl, EDRS(sJ, EDRS(w), ED{Tb), rorr1r,,r1,
EDT(MC), EDT(p), ED(T&C). EDCE(p), ED{pMi, ED(pG); EDTC_I, 

',rorc1n,ra), 
ron(r), EDTT{FM),

EDTT(S), EDV(A), EDVE, EDV(T), ED{W)

Ee,,
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ft'$q ' qltrq. GtriTa * frfrq. dIHt * qf,q}ffiur @r t't tiqftrar

frfr'fi 6iHi qqr sfrs6 Rftfi', dftr6 frfr6, T6q 6rqidq qflqrfi, Bp.
H6rrrffi, *sn$l*aqsnf $Tfr fr rrtkryq-d;aF *idtfilqaerqt qTqq-m-rl * qf*qrur
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3{t-+ra €rf,'efr Et"r srr* an,r uRtapt d :rtan fr arfi t r* d qeq $rfi-dfi qe
3ir{ TEt * frr' *qR d-s-{ 3rrc'r .FHr fir w*a it :m frm * fru-q w zo q?aF

aTd ffi6 qqa:qr *' anqa+ t r'+ srg:rerfrFra qfianr # arqt il6€ra{., E;f,q0ars* it qr'fl 3idi *}mt$ a6a a-fi kT ar('rrr 3Ar r$ 3ifrfi. qpqtaa * fr(,
er,a 3idt fr ffi. sil.sr arc"nr
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ANNEXURE.I

DEPARTMENT

ACTIVITY CENTRE

DESIGNATION

STAGE

DURATION

AIM:

Personnel Training Centre
CLERK/ SR. CLERK

INDUCTION
21 days

1.To provide inputs that facilitate integration of inductees with the
organization's aims and objectives.

2. Provide basic of Establishment rules and

Personnel

INTRODUCTION TO RAILWAYS-
* organization structure, functions
* role of ministerial Staff in these
* Personnel Department - roles & functions.
* Future avenues of growth (AVC in the personnel Department).* Basic introduction to Fundamental Rules & rREM (Vol. r & tt), inrc (vol. r &
ll) etc
* Safety and Disaster prevention - Office Safety, First Aid

%day

lll02

oFFtcE SKtLTS -
Filing system -
+ opening -closing of fires & principres of putting fire numbers* Maintenance of files & other record
* Noting, drafting
* Diary; codes/m a n ua ls/ policy circula rs/mon itoring systems* Service record - opening, entries & maintenance
* Schedule of power
* Customer Care, ethics, inter

tTz day

01/03

r NFORMATTON TECHNOLOGY/ COMPUTiR KNOWLEDG-* Importance of lnformation Technology
* lntroduction of computers - Hardware, software, operating system &
applications
* lntroduction to MS Office applications -(a) MS Word

(b) MS-Excel (c) MS- access (d) MS - power point
* Communication - lnternet, E Mail, Networking
* Hindi applications, printing
* computerization of officg work including returns and statistics

(one

hour
daily
along
with
other

topics)

* Manpower inventory - book of sanction/monitoring systems*Manpower optimization - techniques available and used _
benchmarking/work study /redeployment
*Procedures for creation of regurar posts/ supernumerary posts/ surrender of
posts/ transfer of posts
* Development of manpower skills -
types of training - categories tor which training is mandatory- importance of



training
* Cadre register, staffon roll register, roster & other registers

01/0s

RECRUITMENT PTANNING _
recruitment procedure of:
* Group "C' and erstwhile "D" services
* Substitutes.
* Various quotas-like Handicapped, Ex Servicemen, Sports, scout & guide,
Cultural, GDCE, etc.
* Appointment on compassionate ground
*Assessment of requirements from open market with reservation quota.
* Procedure for preparation of indgnts- for RRB /RRC* MedicaI norms for appointment.
* Verification of documents & antecedent
* General conditions of service
* Redeployment of surplus and medically de-categorized Staff
* Employment under Liberalized Active Retirement scheme for Guaranteed
Employment for safety staff (LARSGESS)

day01

01/06

PAYAND FIXATION OF PAY_
*lntroduction to cornpensation management in Government (pay
Commission etc)
* RS (RP) Rules 2008, Pay Bands & Grade pay of different categories.
*Definition of pay & special pay and different allowances termed as pay
* Fixation of pay on
(a) appointment
(b) promotion & reversion
(e)on "own request'' transfers on bottom seniority to another seniority unit
(d) on promotion to ex cadre post
(e) on reduction due to punishment
(f) on deputation
* fixation of pay of medically de categorized staff
* fixation under RS(RP) Rules 2008 & further clarifications

thereunder
* Option for fixation of pay under Fundamental Rules* lncrement
*Types of bills & preparation of bills (documents required and checks needed
for passing salary bills)

% day

a1_/07

sENtoRtw -
*on recruitment where initial training is necessary and not necessary* On transfer/ promotion & reversion
* lntegrated seniority/inter-se -seniority
* Seniority to medically de-categorized & surplus staff
* seniority in case of reduction & re promotion due to punishment
* Seniority to staff promoted by applying reservation

% day

01./08

CAREER PROGRESSION -
* Channels of promotion of various categories of staff
* Selection, Non Selection , Suitability,Trade Test
* Selection from GP 1800 (erstwhile Group ,,D,,) to higher group
"c" posts

01 day



* Selections from Group "C" to Group "8" (Gazetted selection)
* Procedure & eligibility for LDCE & GDCE
* Assessment of vacancies, reseryation/ roster
* Selection /Promotion under ACp /MACP scheme
* Panel, currency of panel & extension of currencv of

*Different kinds of leave, admissibitity, limitation, competency regarding
sanction
* Procedure for credit and debit of leave
* Maintenance of leave accounts
* Granting encashment of leave in various circumstances like Retirement,
death, resignation, absorption in other department, in service leave
encashment

*Appticability on railway servants, provisions about moveable, immoveable
, for commercial staff, sexual harassment, Dowry etc

LEGAL MATTERS -
* Court cases
* Drafting of Para wise comments
* Filing of affidavits

01./12

INDUSTRIAL RELAT!ONS _
* Recognition of unions, Associations, Staff councils
* procedure for opening of new branches
* Meetings - lnformal, Non-payment, pNM, PREM,JCM
*Entitlements of unionlAssoclations office bearers - special pass, special
Casual Ieave, Transfer etc.
*Facilities to union/Association - building, telephone, fax, computer, news
papers etc
*Dealing with demonstrations/dharanas/gherow by Unions/ Associations

lz day

aLl!3

*superannuation, death, resignation, Voluntary/premature retirement-
*Pension, DCRG, commutation, leave encashment, Gls, pF & DLI - calculation* procedure of revision of pension, provisional pension
* delayed payment of settlement dues
* non vacation of Railway accommodation
* More than one claimant
* Ex gratia to widows/children of SRpF (contributory) & surviving retired sRpF
(contributory) employees

01 day

vARtous Acrs - (AN TNTRODUCTTON)
* Payment of Wages Act
* Minimum Wages Act
* Employee Compensation Act
* FactoryAct
* lndustrial Dispute Act
* Right to lnformation Act 2005



* Rights and Entitlements of persons with dis-abilities
* Contract Labour (Regulation & Abolition) Acr., L971",
*sexual Harassment of women at workplace (prevention, prohibition &
Redressal) Act. 201"3

AILOWANCES -
*Various allowances, their calculations and conditions for drawl- (Transport,
HRA, NHA; NDA; Training Allowance, DAffA etc including allowances for

ADVANCES.
x lnterest free and interest bearing advances (for conveyance, computer, on
transfer, natural calamities, festivals, HBA etc.) -eligibility, conditions,
recovery, etc.
* withdrawal and advance from provident fund -conditions, calculation and

PASS RULES
* Kind of passes & PTOs, eligibility & entitlement
* Penalty/fines for misuse, loss of passes

otl78

WELFARE ACTIVITIES &STAFF BENEFIT FUND
* staff benefit fund - aims and objects, formation of committees at various
level, source, expenditure, competent authority, per capita annual grant
* Technicalscholarship for dependent wards of railway employee, scholarship
for higher education, hostel subsidy
* Holiday homes
* Railway institutes
* Handicraft centre
* Staff Canteen-statutory& non statutory
* Homoeopathy, Ayurvedic dispensary
* Medical benefits-liberalized health scheme
* quarter Policy

01 day

ou19

DISCIPLINE AND APPEAL RULES _
* Penalty- procedure for imposing minor & major penalties
* Disciplinary Authority, Enquiry officer, Defense Helper* Ex parte action
* Entry of penalty in service records
* Procedure for implementing penalties
* Effect of penalty on service career
* Special provisions under rule j.4
* Different forms used
* How to prepare a charge sheet
* Procedure for imposing penatty on retired persons
x Appeal against penalty
* Revision & Review

* lntroduction, provision under Constitution of lndia
* Official language act, Official language rules
* Monitoring committees on various level
* lncentives, awards



* Check points etc.

0Ll21

RESERVATION POLICY
* Reservation of SC/ST/OBC in direct recruitment
* Reservation of SC/ST in promotion
* Maintenance of reservation roster register

lz day

au22

PERFORMANCE APPRA]SAL
* ACR/APAR
* Conveying of adverse comments
* Effect on promotion
* Rewards/Awards

% day

otl23

HOURS OF WORKAND PERIOD OF REST RUTES
* classifications of posts
* duty hours of staff, period of rest ,long on, short off
* preparation of duty rosters
* Job analysis
*overtime; etc

01 day

oL/24

STORE PROCUREMENT
* Stock & non stock items
* lndents for procurement
* Different forms used
* Local purchase

% day

0u2s

ACCOUNTS & AUDIT
* Structure of Railway Accounts & working pattern
* Budget preparation & review
* Procedure of passing bills
* Allocation Head
* Canon of financial propriety
* lmprest
* Audit

0L day

01/26 Field visit to DRM^s Office/ Workshop/ Store Depot. 01 day
FINAL EXAMINATION 01 dav



DEPARTMENT

ACTIVIW CENTRE

DESIGNATION

STAGE

DURATION

AIMS

ANNEXURE-II

Proposed {Revised} Trainine Module for - PERS-O2

Personnel
Personnel Training Centre
cLERKI SR. CrERK

REFRESHER (once in 3 years)

6 days
1.. To refresh / improve knowledge
2. To build on the work experience
3. To provide further inputs in specific essential areas so as to enable
development of analytical and problem solving abilities.
4. To encourage participants to share their experiences and removal
of doubts through active participation, group assignments, projects,

ntations etcrese n
Revised

Module
No.

DESCRIPTION
Duration

02/07

MAN POWER PLANNING AND RECRUITMENT PISNNING -
*MANPOWER PLANNING, surrender and creation of posts including work charged
posts, temporary posts, supernumerary posts, vacancy bank, benchmarking, areas of
redundant activities, areas of expansion, Multi skilling, Book of sanctions etc.
*RECRUITMENT through RRB's, RRC's, recruitment against sports quota, apprentices,
land losers quota, appointment on compassionate grounds, engagement of
substitutes, and the Liberalized Active Retirement Scheme for Guaranteed
Employment for Safety Staff (LARGESS). All aspects related to recruitment such as
policy interpretation, vacancy assessment, preparation of indents, application of
reservation in recruitment horizontal (both vertical reservation), maintenance of
reservation roasters, conduct of written tests, interviews, formation of panels,
notification, medical examination of successful candidates, character and antecedent
verification, appointment, etc
lmplementation of Apprentices Act in lndian Railway establishments and the
absorplion of medically de-categorized staff in alternative posts

% day

azl02

coMpENsATtoN MANAGEMENT (pAy & ar-r_ownruc
*work relating to pay and allowances like monthty salary bills, processing and
sanction for payment of various allowances including allowances to the running
staff, processing & sanction of loans and advances to the Railway employees and
recovery thereof, income tax liability, TDs, pF & Gls deductions, pLB payment, pay
fixation in tase of appointment and promotion (functional and non functional
promotions etc), dealing with instances of pay protection etc., reimbursement of
tuition fees and legal expenses, TA & OT claims.
* Budget preparation & review, budget allocation, August review, Estimates, Audit,
processing for purchase / maintenance of office equipments, lmprest

1 day

02l03 INDUSTRIAL REI.ATIONS, LEGAL ESTABLISHMENT MATTERS, INDUSTRIAL/LABOUR
LAWS, STAFF GRIEVANCE REDRESSAL SYSTEM AND STAFF WELFARE .



*Dealing with recognized trade unions, meetings- lnformal, Non-payment, PNM,

PREM, JCM, dealing with lndustrial disputes, strikes, lockouts, dharanas, gheraos,
provisions of lndustrial Disputes Act, Labour Enforcement Officers and Labour courts.
Dealing with unrecognized Trade Unions and Associations etc.
*All matters related to service law, dealing with establishment related cases filed in
CAT, High Courts, Supreme Court. Effective handling of court cases, filling of review
Petitions, SLP and related issues.
*Enforcement and compliance of various legislations viz, Factories Act, its
applicability to Workshops and other Railway establishments, Special Rules for
Workshop staff in Railways, Payment of Wages Act, Workmen's Compensation Act,
ex-gratia payment, Contract Labour (Regulation & Abolition) Act, incentive bonus
scheme, Minimum Wages Act, Right to lnformation Act 2A05, Rights and
Entittements of persons with dis-abilities Act, Sexual Harassment of women at
workplace (Prevention, Prohibition & Redressal)Act, 2013 etc.
*Hours of Employment Regulations, conducting of job analysis, payment of
overtime, etc.
*Grievance Redressal mechanism, staff Welfare -various activities, Staff Benefit
Fund, Consumer Co-op. Societies, medical assistance, educational assistance etc.

1 day

02l04

:AREER PROGRESSION AND PERFORMANCE MANAGEMENT -
*Channels of promotion, Selection & Non Selection, Suitability, Trade Test, LDCE &
GDCE, ACP/MACP scheme, Assessment of vacancies, reservation rulesfroster, Panel,
currency of panel, its extension. Appeal against Panel/select list/trade test, sealed
cover procedure etc
*ACR/APARs, procedure, maintaining of records, their annual filling up by the
employees, reporting officer, its review and acceptance, its use in selections/
postings, conveying of adverse remarks, its effect on promotion etc NBR, sealed
cover procedure etc.

%day

o2los

DISCIPLINE AND APPEAL RULES, IMPLEMENTATION OF ACTIONS ARISING OUT OF

VIGITANCE MATTERS AND CONDUCT RULES -
*All matters relating to Disciplinary & Appeal Rules, 1968 viz minor & major

penalties, their procedure, Disciplinary Authority, Enquiry officer, Defense Helper, ex
parte action, appeal against penalty, Revision & Review, effect of penalty on service
career, procedure for imposing penalty on retired persons, application of rules to a

case study etc
"Railway Services Conduct Rules, 1966 and their applicability on Railway servants
Schedule of Disciplinary Powers and matters arising out of vigilance action

1 day

02/06

LEAVE RUIES, PASS RULES AND JOINING TIME .
*Pass Rules, its interpretation and implementation, kinds of passes & PTOs, eligibility
& entitlement, Penalty/fines for misuse etc
*Leave rules, different kinds of Jeave and their admissibility, limitation, competency
regarding sanction, maintenance of leave accounts , leave encashment while in
service, joining time etc

%day



02/07

SENIORITY AND RESERVATION POLICY -
*Rules regulating determination of seniority, on recruitment where initial training is
necessary and not necessary, on tiansfer, promotion, in case of reduction due to
punishment & re promotion, inter-se seniority, seniority to medically de-categorized
& surplus staff, seniority to staff promoted by applying reservation etc
*Provision of reservation for Schedule Caste and Scheduled Tribe employees,
maintaining reservation roasters, other relaxations available to SC/ST candidates in
safety and non-safety category posts, procedure for de-reservation of posts

%day

02108

MANAGEMENT OF POST RETIREMENT BENEFITS-
*lnterpretation & implementation of Pension rules (new and old), provident fund
rules, leave encashment rules, Gratuity rules, sanction of retirement benefits to
employees under different circumstances (superannuation, voluntary retirement,
resignation, dismissal, technical absorption etc), impact of Disciplinary & Appeal
Rules, penalties etc on retirement benefits, conduct of Pension adalats, timely
settlement and Redressal of grievances related to settlement, Ex gratia to
widows/children of SRPF (contributory) & surviving retired SRPF (contributory), New
Pension System, application of rules to a case study

lrday

Q2los

INFORMATTON TECHNOLOGY I COMPUTER KNOWTEDGE
* lmportance of lnformation Technology
* lntroduction of computers - Hardware, software, operating system & applications
* lntroduction to MS Office applications -(a) MS Word

(b) MS-Excel (c) MS- access (d) MS - power point
* Communication - lnternet, E Mail, Networking
* Hindi applications, printing
+ Computerization of Office work including returns and statistics

(one

hour
daily
along
with
other
topics)

o2lL0 FINAL EXAMINATION
%day



DEPARTMENT

ACTIVIryCENTRE

DESTGNATION

STAGE

DURATION

AIMS

ANNEXURE-III

Prooosed (Revisedl Trainine Module - PERS-03

Personnel
Personnel Training Centre
oslcHrEF oslswrl
REFRESHER (once in 3 years)

6 days

1.To provide inputs at the supervisory level for facilitating responsive
and reliable decisiorr making

2. To develop analyticaland problem solving capabilities

3. This should be a combined program for OS and S&WLI so that
coordination between office and field is developed and

informationlexperience sha red

4. Discussion of case studies be used to comprehend issues better

Revised

Module
No.

DESCRIPTION
Duration

03/ot

SUPERVISORY SKILL' LEADERSHIP, CHANGE AND ITS MANAGEMENT
* Role of Supervisor in Personnel and other Departments, Leadership styles,
Motivation, Communication, Time Managemen! Stress Management,
lnterpersonal Skills, customer care, interaction with staff as well as retired staff
and their families, teambuilding etc

%day

03/o2

MANPOWER PLANNING, RECRUITMENT PLANNING AND COMPASSIONATE
GROUND APPOINTMENTS - issue, problems and analysis of data
*Examination of proposal for creation of post keeping in view yardsticks, bench
marking, work study reports, vacancy bank, matching surrender, HOER, links
(specially creation of running staff & other safety & operational categories
posts), identification and redeployment of surplus staff including medically de-
categorized staff, multiskilling Book of Sanctions
* All aspects related to rules, procedures, their interpretation and advance
planning for recruitment- Recruitment through RRB's, RRCs, against sports
quota, apprentices, land losers quota, appointment on compassionate
grounds, engagement of substitutes, and the Liberalized Active Retirement
scheme for Guaranteed Employment for safety staff (LARGESS). Application of
reservation in recruitment including for people with disabilities.
lmplementation of Apprentices Act in lndian Raitway establishments.
*conducting inquiry for c.G. appointment, preparation of case sheet for such
appointment keeping in view the inquiry report, age limit, educational
qualification, competency etc

% day

03/o3
CoMPENSATION MANAGEMENT (pAy & ALTOWANCES), ACCOUNTS & AUDTT
AND STORE PROCUREMENT - issue, problems and analysis of data
*Rules and their interpretation relating to fixation under Rs (Rp) Rules, 2008 &
further clarifications thergunder, payment of various allowances including

% day



allowances to the running staff, loans and advances to the Railway employees

and recovery thereof, income tax liability, TDS, PF & GIS deductions, PLB

payment, pay fixation in case of promotion (functional and non functional
promotions etc), pay protection, Stepping up, Next Below Rule (NBR),TA & OT

claims.
* Budget preparation & review, budget allocation, August review, Estimates,

Audit, processing for purchase / maintenance of office equipments, lmprest,
establishment costs, construction organization, Dealing with Accounts

inspection note, Audit para, Draft Para etc.
*Store Procurement, Stock & non stock items, lndents preparation for
procurement & drawl of Stores, lnventory Control, Local purchase
*Works, preparation of proposals for works programme, Workcharge
estimates

03/04

INDUSTRIAL RELATIONS, LEGAL ESTABTISHMENT MATTERS,

INDUSTRIAI/LABOUR LAWS, STAFF GRIEVANCE REDRESSAL SYSTEM AND
STAFF WELFARE .
*Dealing with trade unions, various kinds of meetings- PNM, PREM, JCM etc,
dealing with industrial disputes, strikes, lockouts, dharanas, gheraos.

Preparation of remarks/reply for the conciliation proceedings. Dealing with
unrecognized Trade Unions and Associations etc.
*All matters related to service law, establishment related cases filed in CAT,

High Courts, Supreme Court. Effective handling of court cases, filling of review
Petitions, SLP and related issues. Dealing with RTI cases & citizen's charter &
other related legislative measures affecting administration.
*Enforcement and compliance of various legislations viz, Factories Act, its
applicability to Workshops and other Railway establishments, Special Rules for
Workshop staff in Railways, Payment of Wages Act, Workmen's Compensation
Act, ex-gratia payment, preparation of proposals for compensation under E C

Act/Ex Gratia etc. Contract Labour (Regulation & Abolition) Act, incentive
bonus scheme, Minimum Wages Act, Right to lnformation Act 2005, Rights and
Entitlements of persons with dis-abilities Act, Sexual Harassment of women at
workplace (Prevention, Prohibition & Redressal) Act, 2013 etc. Display of
abstracts of Labour Laws at various Units.
*HOER- Analysis of rules & procedure for optimum utilization of manpower &
to curtail overtime, job analysis for classification/reclassification of posts,
examination of over time claims including rosters and links with a view to
reduce over time claims. Booking of running, non - running and other
travelling staff and preparation of links.
*Grievance RedressaI mechanism, Checking of records and ensure compliance
of Labour Laws during station inspection, complaint registers etc
*Staff Welfare - Colonies, Holiday Homes, Co-Operative Societies, Railway
Schools, Handicraft Centre's, Canteens, Scout & Guides, cultural activities, SBF,

Medical Facilities, RELHS
*Pass Rules
*Leave rules

1 day

03/os
:AREER PROGRESSION AND PERFORMANCE MANAGEMENT .
*Analysis of rules and procedures related to Selection, Non Selection,
Suitability, Trade Test, LDCE & GDCE, ACP/MACP scheme, Assessment of

% day



vacancies, reservation rules/roster, Panel, currency of panel, its extension
Appeal against Panel/select list/trade test, sealed cover procedure etc
*ACR/APARs, procedure, maintaining of records, communication of adverse
comments etc NBR, sealed cover

B/oe

DISCIPLINE AND APPEAL RULES, IMPLEMENTATION OF ACIOTTS ARISING
OUT OF VIGILANCE MATTERS AND CONDUCT RULES -
*All matters relating to Disciplinary & Appeal Rules, 196g viz minor & major

penalties, their procedure, lmplementation & combination of various penalties
Disciplinary Authority, Enquiry officer, Defense Helper, speaking orders,
schedule of Powers, ex parte action, appeal against penalty, Revision &
Review, effect of penalty on service career, procedure for imposing penalty on
retired persons, application of rules to a case study etc
*Railway services conduct Rules, 1966 and their applicability on Railway
servants, granting NOC for passport & Ex-lndia Leave
schedule of Disciplinary powers and matters arising out of vigilance action

03/07

SENIORITY AND RESERVATION POLTCY -
*Rules and their interpretation pertaining to determination of seniority, on
recruitment where initial training is necessary and not necessary on transfer,
promotion, reversion due to punishment & re promotion, integrated and
inter-se seniority, seniority to medically de-categorized & surplus staff,
seniority to staff promoted by applying reservation etc
*Provision of reservation for schedule Caste and scheduled Tribe employees,
maintaining reservation roasters, other relaxations available to sc/sr
candidates in safety and non-safety category posts, procedure for de-
reservation of posts

o3loa

MANAGEMENT OF POST RETIREMENT BENEFITS -*lnterpretation & implementation of pension rules (new and old), provident
fund rules, leave encashment rules, Gratuity rules, cut in DCRG and its delayed
payment, retention of railway accommodation, sanction of retirement
benefits to employees under different circumstances (superannuation,
voluntary retirement, resignation, death, dismissal, technical absorption etc),
impact of Disciplinary & Appeal Rules, penalties etc on retirement benefits,
conduct of Pension adalats, timely settlement and Redressal of grievances
related to settlement, Ex gratia to widows/children of sRpF (contributory) &
surviving retired sRpF (contributory), procedure in case of more than one
claimant, anomalies in pension revision/fixation, New pension system,
application of rules to a case study
Analysis of rules and procedures in a given topic
identification of redundant areas or requirements for ch
TNFORMATTON TECHNOLOGY/ COMPUTER KNOWLEDGE* lmportance of lnformation Technology
xUpdate on information technology usage - development of
program in EXCEL/ACCESS (group activity)
* computerization of office work including returns and statistics

(one hour
daily
along with
other
topics)

FINAL EXAMINATION



DEPARTMENT

ACTIVITYCENTRE

DESIGNATION

STAGE

DURATION

AIMS

ANNEXURE.!V

Personnel Training Centre
Law Assistant
lnduction
12 days

1.To provide inputs that facilitate integration of inductees with the
organization's aims and objectives.

2. Provide basic knowredge of estabrishment rures and procedures
red for contesting court cases eff

Personnel

INTRODUCTION TO RAILWAYS-
* organization structure, functions
* Personnel Department - roles & functions
* Role of Law Assistant in these
* Future avenues of growth (AVC).
* Basic introduction to Fundamentar Rures & |REM (vor. r & il),
ll) etc
* Safety and Disaster prevention - Office Safety, First Aid*Office skills, noting, drafti

IREC (Vol. l&
1 day

Polices, rules and procedures reta
service, career progression/promgtion, sen iority
Polices, rules and procedures re
Conduct Rules
Polices, rules and procedures reti
and Pension
Polices, rules and procedures re
rules, HOER

VAR|OUS ACTS * (AN TNTRODUCTION)
* Payment of Wages Act
* Minimum Wages Act
* Employee Compensation Act
* FactoryAct
* lndustrial Disputes Act
x Railway Act
* CAT Act
* Railway property unlawful possession Act* Consumer Act
* Tenancy Act
*Judical stamp Act
* Right to lnformation Act 2005
* Rights and Entitlements of persons with dis_abilities* Contract Labour (Regulation & Abolition) Act,1971,*sexual Harassment of women at workprace (prevention, prohibition &

2 days



Redressal)Act, 2013
Legal Matters -

o Court Case
o Role of different courts
o Preparation of written statement
. Filling of Affidavits

' APPeals
o Nomination of Railway Advocates
o Briefing, chasing & monitoring
c Case contested by more than one office. Contempt cases
o Vetting of Pleading
o Preparation of note for fiting appeal/Slp

Court or Supreme Court
o Arbitration & Conciliation matters
o NHRC metters
o D&A rules

o RCT Act

. Courl procedures in General
Field visit to Labour Commissioner Court/CAT@

tnformation technology usage + internei@
computerization of office work including monitoring of court caseso SPL LIMBS Searching of Judgments on various topics

t hr. daily
along with

other topics
FINAL EXAMINATION
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