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Preface

Public servants of Bangladesh are constitutionally obliged to serve the people.
Capacity development of public servants is necessary to discharge duties efficiently
and effectively.Training is a learning process which helps people achieve skills,
shape attitudes and acquire new concepts and knowledge to aid in the achievement
of organizational and national goals. It is a key to reduce the gap between expected
and actual performance level. Training has been treated as a continuous process
through which employees can be groomed to respond to the changing needs of
organization to serve the citizen. It acts as an important motivational factor to
increase competence.

According to the Public Administration Training Policy (PATP) 2003, it is
mandatory for all government officials to undertake at least, sixty hours training in a
year to refresh and update knowledge and skills irrespective of their levels.
However, specific courses are yet to be designed for different levels of officials to
steer and execute the provision of the PATP. This is commendable that Career
Planning & Training (CPT) Wing of Ministry of Public Administration (MOPA) has
prepared a Manual that would offer specific guidelines for Government Offices and -
public sector training institutions.

This Manual will help the Government offices and public sector training institutions
to ensure conducting regular training courses for all officials. Course contents have
been outlined with course objectives and session schedule. Nevertheless, authorities
have liberty to adjust the course contents and schedule according to the specific
needs of the officials or the organizations.

Finally, this Manual has been prepared to guide the Government Offices to comply
with the provisions of PATP to maintain standard and uniformity in training
programs. This Manual is not exhaustive and it will require regular review and
update on the basis of changing needs and trends. We hope that this Manual will
help capacity building of public servants and prepare them face increasing

challenges in their respective workplace.

(Dr. Kamal Abdul Naser Chowdhury)

Senior Secretary
Ministry of Public Administration
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** Training module for the officers of the level of Senior Secretary/
Secretary: ‘
Objectives:

~ To enhance and sharpen leadership, strategic and visionary qualities to achieve
national goals.

First Phase:
Time Topic
18.30-19.30 Workshop on Annual Performance Agreement (APA)
19.30-19.40 Tea break
19.45-21.30 Sustainable Development Goals (SDG)
Second Phase:
Time Topic
18.30-19.30 Workshop on Public Sector Innovation

19.30-19.40 Tea break
19.45-21.30 Continued

Third Phase:

Time Topic
18.30-19.30 Workshop on Result Based Management
19.30-19.40 Tea break
19.45-21.30 Continued

Fourth Phase:
Time Topic
18.30-19.30 Workshop on International Negotiations

19.30-19.40 Tea break
19.45-21.30 Continued

Note: Local/International seminars/symposia can be included in the yearly training
program. ;

Methods and management of training:

- Or%anizing Training workshops or seminars with 15/20 participants. Detailed
design of the respective sessions of each topic should be outlined in advance, where main
focus will be on offering enough scope for interactive discussions and problem solving by
the participants.

- Expectations of participants should be taken at initial stage and based on that,
authority/ organization may adjust the contents of the workshop/training programs.

- BPATC will mainly implement the program.

- Co-operation from the other training institutes like BCS Administration Academy,
BIAM, NAPD etc. may be sought for arranging this training.
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< Training module for the officers of the level of Additional
Secretary:

Objective:

~ To instill and foster leadership and visionary qualities and groom up participants to
achieve national goals.

¥

First Phase:

Time Topic
18.00-19.30 Strategic Vision Workshop
19.30-19.40 Tea break
19.45-21.15 Continued

21.30 Dinner

Second Phase:

Time Topic
18.00-19.30 Sustainable Development Goals (SDG)
19.30-19.40 Tea break
19.45-21.15 Managing Change in Public Sector-

21.30 Dinner

Third Phase:

Time Topic
18.00-19.30 Workshop on Annual Performance Agreement (APA)
19.30-19.40 Tea break
19.45-21.15 Continued

21.30 Dinner

Fourth Phase:

Time Topic
18.00-19.30 Public Private Partnership (PPP)
19.30-19.40 Tea break
19.45-21.15 Improved Service Delivery through e-governance

21.30 Dinner




Fifth Phase:

Time Topic
18.00-19.30 [nternational Negotiation Techniques Workshop
19.30-19.40 Tea break
19.45-21.15 Continued

21.30 Dinner

Sixth Phase:

Time Topic
18.00-19.30 Workshop on Public Sector Innovation
19.30-19.40 Tea break
19.45-21.15 Results Based Management

21.30 Dinner

Seventh Phase:

Time Topic
18.00-19.30 Managing Projects
19.30-19.40 Tea break
19.45-21.15 Continued

21.30 Dinner

Eighth Phase:

Time Topic
18.00-19.30 Coping with Climate Change
19.30-19.40 Tea break
19.45-21.15 Continued

21.30 Dinner

Note : Local/International seminars/symposia to be included in the yearly training
program.
Methods and management of training:

- Organizing Training workshops or seminars with 15 participants. Detailed design of
the respective sessions of each topic should be outlined in advance, where main focus will
be on offering ample scope for interactive discussions and participation by the participants.

- Expectation of the participants should be taken at initial stage and based on that,
authority/ organizers may modify the contents of the workshop/training programs.

- BPATC will mainly implement the program.

- Co-operation from the training institutes like BCS Administration Academy, BIAM,
NAPD etc. may be sought for arranging this training.

3



+* Training module for the officers of the level of Joint Secretary:

Objectives:

Reinforcing knowledge of participants on contemporary management concepts
and techniques in order to sensitize them to reform agenda and enable them to
manage change for improved service delivery.

First Phase:
Time Topic
10.00-1.00 Strategic Management, Vision, Mission etc.

13.00-14.00 Lunch break
14.00-17.00 Leadership Development

Second Phase:
Time Topic
10.00-1.00 Sustainable Development Goals (SDG)

13.00-14.00 Lunch break
14.00-17.00 Annual Performance Agreement (APA)

Third Phase:
Time Topic
10.00-1.00 Public- Private Partnership (PPP)

13.00-14.00 Lunch break
14.00-17.00 Understanding needs of Private Sector

Fourth Phase:
Time Topic
10.00-1.00 Policy Process and Policy Analysis Skills
13.00-14.00 Lunch break
14.00-17.00 Case study on policy formulation and coordination
Fifth Phase:
Time Topic
10.00-1.00 Workshop on Negotiation & Conflict Management

13.00-14.00 Lunch break
14.00-17.00 Continued




Sixth Phase:

Time Topic
10.00-1.00 Workshop on Public Sector Innovation
13.00-14.00 Lunch break
14.00-17.00 Climate Change

Seventh Phase:

Time Topic
10.00-1.00 Result Based Management
13.00-14.00 Lunch break
14.00-17.00 Workshop on Result Based Management

Eight Phase:
Time Topic
10.00-1.00 Project Management
13.00-14.00 Lunch break
14.00-17.00 Preparation of project Document

Note: Local/International seminars/symposia can be¢ included in the yearly
training program.

Management and methods of training:

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

- Expectations of the participants should be taken at initial stage and based on
that authority/ organizers may adjust/change the contents of the workshop/training
programs.

- BPATC will mainly implement the program.

- Workshop must be on contemporary issues and case study based.

- Balanced mix of lecture & workshop is recommended for sensitizing the

mindset of participants. Co-operation from the training institutes like BCS (Admin)
Academy, BIAM, NAPD etc. may be sought for arranging this training.



** Training module for the officers of the level of Deputy
Secretary:

Objectives:

Refresh the memory and sensitize targeted officials in adopting skills, tools
and techniques of modern office management to enhance the capacity to serve the

clients effectively.

First Phase:
Time Topic
10.00-1.00 Secretariat Instruction, important office procedures
13.00-14.00 Lunch break
~ 14.00-16.00 Preparation of Draft & Summary
Second Phase:
Time Topic
10.00-1.00 Annual Performance Agreement (APA)
13.00-14.00 Lunch break
14.00-16.00 Total Quality Management for Better Service Delivery
Third Phase:
Time Topic
10.00-1.00 Citizen Charter .
13.00-14.00 Lunch break
14.00-16.00 Rules of Business
Fourth Phase:
Time Topic
10.00-1.00 Public Procurement Rules (PPR)
13.00-14.00 Lunch break
14.00-16.00 Continued
Fifth Phase:
Time Topic
10.00-1.00 PPP (Public-Private Partnership)
13.00-14.00 Lunch break
14.00-16.00 Process of post creation & retention in revenue heads
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Sixth Phase:

Time Topic
10.00-1.00 Vision, Mission & Team Building
13.00-14.00 Lunch break
14.00-16.00 Gov. Service Discipline Rules

Seventh Phase:

Time Topic
10.00-1.00 National Integrity Strategy (NIS) & Right To Information
(RTI)
13.00-14.00 Lunch break
14.00-16.00 Sustainable Development Goals (SDG)
Eighth Phase:
Time Topic
10.00-1.00 Workshop on Public Sector Innovation
13.00-14.00 Lunch break
14.00-16.00 E-government
Ninth Phase:
Time Topic
10.00-1.00 Preparation of Project Concept Paper/TPP/DPP
13.00-14.00 Lunch break
14.00-16.00 Continued
Tenth Phase:
Time Topic
10.00-1.00 Managing Change, Leadership development
13.00-14.00 Lunch break
14.00-16.00 Managing climate change

7




Management and Methods of training:

- More emphasis on skills development through experiential sessions.

- Expectations of the participants should be taken at initial stage and based on
that, authority/ organizers may adjust contents of the workshop/training programs.

- BPATC will mainly implement the program.
- Training should be exercise based and practical problem oriented.

- Co-operation from the training institutes like BCS (Admin) Academy, BIAM,
NAPD etc. may be sought for organizing this training.



“* Training module for the officers of the level of Senior
Assistant Secretary and Assistant Secretary:

Objectives:

Refresh the memory and sensitize targeted officials in adapting skills, tools
and techniques of modern office management to enhance the capacity to serve the

clients effectively.

First Phase:

Time Topic
10.00-13.00 Secretariat Instructions: Important Office Procedures,
Preparing Drafts & Summary
13.00-14.00 Lunch break
14.00-16.00 Vision, Mission, Self Development and Team Building
Second Phase:
Time Topic
10.00-13.00 Modern Office Management
13.00-14.00 Lunch break
14.00-16.00 Rules of Business

Third Phase:

Time Topic
10.00-13.00 Citizen Charter
13.00-14.00 Lunch break
14.00-16.00 Annual Performance Agreement (APA)

Fourth Phase:

Time Topic
10.00-13.00 Public Procurement Rules (PPR)
13.00-14.00 Lunch break
14.00-16.00 Continued




Fifth Phase:

Time Topic
10.00-13.00 Preparing for Recruitment & Promotion documents in DPC
(Dept. Promotion Committee)
13.00-14.00 Lunch break
14.00-16.00 Process of post creation & retention under revenue heads.
Sixth Phase:
Time Topic
10.00-13.00 ICT in Office Management: Use of free tools
13.00-14.00 Lunch break
14.00-16.00 e-Filing

Seventh Phase:

Time Topie
10.00-13.00 Government Service Discipline Rules
13.00-14.00 Lunch break
14.00-16.00 Sustainable Development Goals (SDG)

Eighth Phase:

Time Topic
10.00-13.00 Right To Information (RTI) & National Integrity Strategy
(NIS)
13.00-14.00 Lunch break
14.00-16.00 Writing effective meeting minutes
Ninth Phase:
Time Topic
10.00-13.00 Innovation in Service Delivery
13.00-14.00 Lunch break
14.00-16.00 E-Government
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Tenth Phase:

Time Topic

10.00-13.00 Project Management & Preparation of Project Concept
Paper/TPP/DPP

13.00-14.00 Lunch break
14.00-16.00 Continued

Management and Methods of training:
- More emphasis on skills development through practice sessions.

- Expectation of the participants should be taken at initial stage and based on
that, authority may adjust contents of the workshop/training programs.

- BPATC will mainly implement the program.

- Training should be exercise based and practical problem oriented as well as
imparting knowledge.

- Co-operation from the training institutes like BCS (Admin) Academy, BIAM,
etc. may be sought for arranging this training.
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% Training Module for the officers of the District Administration:

According to the Para 2.11, 2.12 & 3.0 of the Public Administration Training
Policy, MOPA decided to design a 60 hours training program yearly for the officers
& staff of District Administration.

Objectives of the training:

1. To increase the efficiency of officer in the day to day activities of district
administration.

2. To enhance positive attitude towards service seekers.
Course contents 12 phases (05 hours/month)

First Phase:

Time Topic
10.00-13.00 Official Correspondence: Procedures, Noting & Drafting
13.00-14.00 Lunch break

14.00-15.00 Preparation of Note, Preparation of Official Letter, Circular,
Office Order, Notification etc.

Second Phase:

Time Topic
10.00-13.00 File management & Record Keeping
13.00-14.00 Lunch break

14.00-15.00 (a) Coordinating with other agencies (b) Official Manner
and Etiquette and protocol management.

Third Phase:

Time Topic
10.00-13.00 ICT in office
13.00-14.00 Lunch break
14.00-15.00 Continued

Fourth Phase:
Time Topic
10.00-13.00 Innovation in Service Delivery

13.00-14.00 Lunch break
14.00-15.00 Continued
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Fifth Phase:
Time Topic
10.00-13.00 Crisis Management: Responding to Emergency Situations
(including natural disasters)
13.00-14.00 Lunch break
14.00-15.00 Annual Performance Agreement (APA)
Sixth Phase:
Time Topic
10.00-13.00 Development Project inspection (should be separated into
two session modules)
13.00-14.00 Lunch break
14.00-15.00 Preparation of Project document

Seventh Phase:

Time Topic
10.00-13.00 Citizen Charter
13.00-14.00 Lunch break
14.00-15.00 NIS (National Integrity Strategy)

Eighth Phase:

Time Topic
10.00-13.00 Maintaining Official Discipline
13.00-14.00 Lunch break
14.00-15.00 Right To Information (RTI) & Sustainable Development

Goals (SDG)
Ninth Phase:

Time Topic
10.00-13.00 Election Management
13.00-14.00 Lunch break

14.00-15.00

Mobile Court Management
- 13




Tenth Phase:

Time Topic
10.00-13.00 Innovation in Service Delivery
13.00-14.00 Lunch break
14.00-15.00 Continued

Eleventh Phase:

Time Topic
10.00-13.00 Land Management-ROR, Mutation & related other matters
13.00-14.00 Lunch break
14.00-15.00 Land Acquisition and Re-settlement
Twelfth Phase:
Time Topic
10.00-13.00 Public Procurement Rules (PPR)
13.00-14.00 Lunch break
14.00-15.00 Continued

Management and methods of training:

1. There will be a 60 hours training program for officers at the district level.

2. The Training may be conducted at the nearest RPATC/or in Office of the

Deputy Commissioner.

3. The above course may be arranged before or after any regular/pre-scheduled
meeting of the District Administration or on any date to be fixed by the

authority.

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

training institutes or from ministries/divisions.

5. The DC will monitor the progress of computer expertise and public speaking

capability in each month (if possible day to day).

6. Contents may be changed as per expectation of the participants after discussion

in the first session and day to day program.
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