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and ExpansIOn (FIRE) Project
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June 12, 1998

Mr C B Bhave
Managmg DIrector
NatIonal SecuntIes DeposItory LImIted
Trade Towers, 4th Floor
Kamla MIlls Compound
Senapati Bapat Marg
Mumbat 400 025

Dear Mr Bhave,

128 T V Industrial Estate
Worll Bombay 400 025

Telephone 4946630 4963599
Fax (91 22) 4963555

•

Re HRD Internal Trammg Procedures Manual for NatIOnal Securities
Depository Limited (NSDL)

At your request and as part of our contract With the USAID, the Pnce
Waterhouse FIRE Project consultants, Dr TessIe San Martm and Ms Susan
Hertel have completed the next part of our actIvIty towards assIstmg the NSDL
m developmg the deposItory's Human Resources Department (HRD)

Purpose of Activity

One ofPW-FIRE's recommendatIOn m ItS prevIOus report to NSDL m
November 1997, under the tItle of"Estabhshment ofa Contmuous Trammg
Program Wlthm the Human Resources Department ofNSDL" was for NSDL to
develop a documented procedures manual for HRD' s mternal trammg program
PW- FIRE offered to create such a manual for NSDL ThIS report formally
dehvers the completed procedures

RecommendatIOns

A Internal Trammg CommIttee

The NSDL needs to finalIze pobcles on mternal trammg programs The tools
provIded by the PW-FIRE consultants are a resource for the establIshment of
such polIcIes
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•
B Procedure Mamtenance

NSDL should use the completed procedures to begm to Implement the functIOns
descrIbed Adjustments to the steps lmtially outlmed wIll need to be made as
the HRD begms to work on definmg mternal tralmng needs
We would hke to thank you and your colleagues at NSDL for the time, courtesy
and cooperatIOn extended to us dunng the course oftrus project

Please get m touch wIth us at FIRE project for any c1anficatlOns or further
mformatlOn you may reqUIre

ThankIng you,

Smcerely yours,

W DENNIS GRUBB
PRINCIPAL CONSULTANT CAPITAL MARKETS
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HRD Internal Trammg Procedure.. for ESE
USAID - FIRE Project

I EXECUTIVE SUMMARY

June 1998

Over the last year, the Human Resources Department (HRD) at BSE has been workmg to
strengthen the overall structure and activIties of the department One of these activities has
been to mltIate an mternal trammg prograM At the same time, the PrIce Waterhouse-FIRE
project consultants, Dr Tessie San Martm and Sue Hertel, have been workmg with Colonel
V M Verma, Director of the HRD, and Ius staff to provide mput and assistance to this
process Under this assistance, the followmg work was done

*

*

A report on recommendations specifically for BSE, mcludmg a trammg syllabus
designed for the Exchange, needs assessment, and trammg evaluatIOn
methodologies ThiS report was produced m January, 1998, under the title of
"EstablIshment of a Contmuous Trammg Program Wlthm the Human
Resources Department of The Bombay Stock Exchange"

A "Tram the Tramer \Vork.shop" held m May, 1998, to educate BSE
management and other potential tramers wlthm the orgamzatlOn m how to
carry out trammg

One other recommendatIOn mcluded m the above noted report was for BSE to develop a
documented procedures manual for HRD's mternal tralmng program PW-FIRE offered to
create such a manual for BSE This report formally delIvers the completed procedures The
January, 1998 report to BSE was used as the basIs for the procedures Copies of the
Droceaures may be found m AppendiX A

The documentatIOn of the trammg program procedures IS conSistent With other procedures
manuals produced by PW-FIRE usmg a methodology developed by Sue Hertel The only
difference IS that the trammg procedures were developed by the consultants rather thl'lp ba~ed

on l'1kf'l'lCWS of staff to document functIOnal steps

The BSE should contmue to finalIze mternal polICies on mternal trammg programs Such
polICies should mclude the establIshment ofan Internal Tr3mmg Committee ThiS committee
would review trammg needs, make recommencatIlJr.5, and approve cel1am trammg programs
The P..RD manager would ImplemePt the process, coordmate trammg needs assessment and
mterpret assessment results All of the tools prOVIded by PW-FIRE under thiS project
(workshops, report on licommendatlons, and documented procedures) can a~slst In thIS
process

PnCL rVaterhouse llJ) Page. 3



HRD Internal Trammg Procedure \ for BSE
U~AID - FIRE Project

II BACKGROUND

lulU, 1998

Over the last year, the Pnce Waterhouse-FIRE project consultants, Dr TessIe San Martm and
Sue Hertel, have been workmg wIth BSE's Human Resources Department (HRD) The
pnmary focus has been on the trammg responslblhtles of a typIcal HRD Under thl" assIstance,
the followmg work was done

*

*

A report on recommendatIOns specifically for BSE, mcludmg a trammg syllabus
desIgned for the Exchange, needs assessment, and trammg evaluatIOn
methodologIes ThIs was produced m January, 1998, under the tItle of
"Estabhshment ofa Contmuous Trammg Program Wlthm the Human
Resources Department of Bombay Stock Exchange"

A "Tram the Tramer Workshop" held m May, 1998 The workshop was
desIgned to educate BSE management and other potentIal tramers wlthm the
orgamzatlOn m how to carry out trammg The objectIve of the workshop was
to develop skIlls m these mdlvlduals m plannmg, carrymg out, and evaluatmg
mternal trammg

One other recommendatIOn mcluded m the above noted report was for BSE to develop a
documented procedures manual for HRD's mternal trammg program PW-FIRE offered to
create such a manual for BSE ThIS report formally delIvers the completed procedures
CopIes of the procedures may be found m AppendIx A

PrLc-e Water,"ouse IJJ)



HRD Internal Trammg Procedurer; for BSE
USAID - FIRE Project

III APPROACH

June 1998

The HRD Internal Trammg Procedures Manual was developed by PW-FIRE to complIment all
of the other work done wIth BSE m this area The subject of each procedure was ldted flom
the earlier report on establIshment of an mternal contmuous traInIng program at BSE The
examples used In the report became some of the procedure exhIbits Other exhibits of forms,
reports, etc were developed by PW-FIRE as templates for BSE

The procedures were documented under a methodology developed by Ms Hertel for PW
FIRE The style used In outlinIng the basIc steps for each function accommodates both traInIng
of staff m the HRD functIOns and day-to-day operations as a reference tool Smce these
procedures are new to the Exchange and most are yet to be Implemented, only lImited
mtervlews ofBSE's HRD management were necessary BSE general staff dId not need to be
mtefVlewed as IS normally done under this methodology The Interviews with management
pnmanly revolved around current policIes and procedures at BSE In the areas of staff
evaluatIOns, recordmg of hours worked, and traInmg already m place at the depOSItory

PW-FIRE deSigned and wrote the procedures to provIde the HRD with a framework on which
to proceed Both hard and soft copIes were provided to BSE The soft copy wIll
accommodate the ongomg mamtenance of these procedures

Price Waterhou~e UP PagE' .,



HRD Internal TWining Procedures for ESE
USAID - FIR] P, oJect

IV RECOMMENDATIONS

A Internal Trammg Committee

June 1998

The BSE should finalIze polIcies on Internal traInIng programs The tools provided by the
PW-FIRE consultants are a resource for the establIshment of such policies

The IdentIficatIOn oftramlPg needs IS pnmanly the responsibilIty of supervisors and semor
management The HRD manager helps to Implement the process, coordmate trammg needs
assessment and mterpret assessment results BSE should establish a corporate-wide trammg
committee that supports the overall mternal trammg process ThIS committee can also use the
procedures as documented by PW-FlRE to support theIr efforts

B Procedure Mamtenance

BSE should use the completed procedures as prOVIded by PW-FlRE to begm to Implement the
functIOns descnbed Adjustments to the steps ImtIally outlIned WIll need to be made as the
HRD begms to work on defimng Internal training needs As the Exchange continues to
develop and expand Its poliCIes on training, these poliCIes must also then be Incorporated Into
the procedures

The templates for reports, forms, memos, etc that have been mcluded WIth the procedures as
exhIbits are In very baSIC formats These were created by PW-FIRE to gIve BSE startmg
pomts on which the HRD department can now budd It may be found that new forms wdl be
needed It may be pOSSible to combme other forms The Important thmg here IS that the HRD
mamtams good documentatIOn on all traInmg performed ThiS IS cntlcal In assessmg trammg
needs and evaluating training results

Note Smce forms may Lhange frequently, speczal care should he taken to
ensure that all procedure exlllhits are current

Approval, penodlc reVIew, and maintenance of the procedures should be done by BSE At
least two levels of management should approve the procedures All procedures should be
reVIewed for continued accuracy at least once a year Update') shOuld be made under the
annual I eVlew process as well as throughout the year as needed

Price Waterhou~e 11)) Parte 6



HRD Internal Trammg Procedures for BSE
U!oJAID - FIRE Project

V SUMMARY

June 1998

The BSE has been provIded wIth a number of tools by PW-FlRE that should assIst the
Exchange m enhancmg ItS contmuous mternal trammg program The assIstance by PW-FIRE
has mcluded

*

*

*

A report entItled "Estabhshment of a Contmuous Trammg Program Wlthm the
Human Resources Department of the Bombay Stock Exchange", publtshed m
January, 1998, that proVIded recommendatIOns specIfically for BSE on a
trammg syllabus, needs assessment, and trammg evaluatton methodologIes

A "Tram the Tramer Workshop" held In May, 1998, to educate BSE
management and other potentIal tramers wlthm the orgamzatlon m how to
carry out trammg
A procedures manual to support day-to-day functIOns for an mternal trammg
program

The procedures as wntten by PW-FIRE proVIde a framework for enhancmg BSE's mternal
trammg program Changes WIll contmually occur wlthm the Exchange that necessItate
changes m the trammg program The HRD needs to ensure that the documented procedures
are mamtamed gomg forward and always reflect the current pohcles and procedures of the
Exchange

Note A soft copy oftlte procedures was prOVided to BSE by PW-FlRE willCIt can
be used to update tlte manual as needed.

BSE should contmue to enhance ItS mternal trammg pohcles and programs An Internal
Trammg CommIttee should be formed that would address trammg needs on an ongomg basIs
CommIttee members should represent a cross-sectIOn of the Exchange management team The
HRD manager would then carry out the mternal trammg program as deCIded upon by the
COmIl'lttee The tools proVIded by PW-FlRE can support ths process

Pnce Waterhouse LLP Page 7
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manual, we claim no responsIbIlity for itS completeness and accuracy
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THE STOCK EXCHANGE, MUMBAI (BSE)

INTERNAL TRAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRTOOI

APPROVALS

TITLE Developmg the General Internal Trammg Curnculum

PURPOSE To assess trammg needs and Identify mdIvIdual courses that meet the needs of
both the partIcIpants and BSE

HRD Manager ReVIews annual staff appraIsals (ExhIbIt I)
for notatIons on mdIvIdual trammg needs

a Techmcal skIlls
b "Soft" skIlls

NOTE SuperVisors should diSCUSS with
their staffthrOughout the vear their
performance and Itey skill'! where trammg
IS Ileeded These discusslOllS are
documented through the amlUaf apprazsal
process to which tIllS step refers

2 Consults penodIcally wIth departmental
management to IdentIfy staff development
needs/problems

3 Determmes If p!"oblems IdentIfied m step 3
can be cOlTected through trammg

4 Performs dIagnostIc exerCIses to drtermme
trammg needs

a By department
b Acros5 the orgamzatlOn

Refers to related procedure



5 Develops prelImmary recommendatIOns on
areas oftrammg needed based on Iesults of
steps 1 through 4

6 RevIews recommendatIOns wIth Trammg
CommIttee

Note The members ofthe TrulIllllg
Committee IIlclude a cross-sectIOn ofBSE
management as well as representatives of
theHRD

7 Fmahzes areas oftrammg to be developed
based on results of Step 5

8 Develops course objectIves for each of the
trammg areas Refers to related procedure

9 Determmes who should conduct trammg
based on aVailable resources

a Internal tramer
b Vendor

10 Works WIth mternal tramer to develop
appropnate courses

11 DIrects preparatIOn of tender document
(ExhIbIt II) to be dlstnbuted to vendors and
partiCIpates m selectIOn process Refers to
related procedure

12 Dnects evaluatIOn oftrammg courses
Refers to related procedure

13 DIrects documentatIOn ofTIammg Needs
Assessment form (ExhIbIt III) mcludmg

a DescnptIOn of the process used to
accomplIsh the trammg needs
assessment/dIagnosIs

b LISt of learnmg needs that resulted
from assessment (by
departmlnt/dlVISIOn)



Trammg Officer 14

c DescnptIon of ObjectIves and content
for each course that wIll be used to
address IdentIfied needs

d DescnptIOn of other methods that
may be used to address IdentIfied
needs, I e mentonng, self-taught
courses, dIfferent recruItment
approaches, etc

Proceeds as directed by HRD Manager m

a Developmg and conductmg trammg
seSSIOns

b Preparmg tender documents for
vendors

c Analyzmg evaluatIOns of trammg

Refers to related procedures

15 ASSIStS HRD Manager m prepanng
documentatIOn under Step 12

16 Mamtams all records related to trammg
programs for future reference

\~ -



PROCEDURE NUMBER HRTOOI
TITLE Developmg the General Internal Trammg CUrrIculum

ExhIbIt I
Annual Staff AppraIsal Form

(To Be Inserted by BSE)



PROCEDURE NUMBER HRTOOI
TITLE Developmg the General Internal Trammg Cumculum

Exhibit II
Tender Document



TEMPLATE TENDER OFFER DOCUMENT (REQUEST FOR PROPOSALS-RFP)

Background
The Bombay Stock Exchange (BSE), a premier capital markets mstltutlOn m India, believes that
the key to any successful organizatIOn IS the quality of ItS human resources Accordmgly, the
BSE IS makmg a major mvestment In upgradmg staff skills m a broad range of areas As part of
thIs Initiative, the BSE IS seekmg offers to Implement trammg programs m the followmg
categoTles (NOTE select which ones)

• General management Improvement, mcludmg
• General Interpersonal skIlls
• CommUnicatIOn skills
• Motivation of staff
• Subordinate development
• Team bUlldmg/teamwork
• Stress management
• Introduction to supervlsmg/managmg
• TIme management
• DelegatIon

• Manpower plannmg - Includmg projecting staffing needs for budgeting,
supportmg new or changmg services, and so on

• Other (?)

Objectives ofthe trammg program
These courses are part ofBSE's contmulng educatIOn program for managers and staff The
course(s) target NOTE here you need to provide detmls on the target audience, at the very least
provide some mdicatlOn ofthe background ofthe prospective tramees-- years ofwork
e\penence academiC background, etc A total ofx (number) of participants are expected to
take the course

The objective of the course(s) Is(are) to develop/hone skills that WIll enable BSE employees to
be more effective m theIr mternal and external mteractlOns In particular NOTE here provide
addztlOllal detarls as reqUired about the specific objectives ofthe course (e g to hone eXlstmg
skills develop new skills, enhance general effectiveness etc)

The trammg program/course must be delivered by (here provide dates, be agam as specific as
possible)

The courses should be deSigned to mmlmlze disruptIOns on the normal work schedule The
programs should be no more than (x) days m length whenever possIble The BSE expects the
courses to be tailored somewhat to fit the unique needs and staff reqUIrements of the
organizatIOn

ReqUirements oftlte tender offer
InstitutIOns and mdlvlduals mtere~ted m blddmg on thIS work will need to submit a tech111cal
proposal that mcludes the followmg

,,\
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• Your understandmg of the course objectives and the unique needs of the audlence(s)
bemg targeted for trammg
~ The reason why this tOpiC IS of relevance to this audience
~ Expected practical applicatIOns for the results of the trammg program

• A draft agenda of the course, mcludmg proposed tOpiCS type of matenals that Will
be provided and used m the program, etxt books, etc

• An overview of the proposed methodology for taJlonng the course (mcludmg a
descnptlOn of the mformatlOn/data sources that WIll be used, such as mtrvlews With
prospective participants and other stakeholders)

• The key personnel, mcludmg project admmlstratlOn, support staff and lI1structor~

The proposal should prOVide mformatlOn on relevant past expenences and
publications, emphaslzmg m particular experience m trammg other capital markets
instItutIOns

• An overvIew ofyour methodology for evaluatmg the course and controllmg quality
• A workplan for completmg the work, mcludmg the course evaluatIOn

Technical Proposals should be no more than 10 pages m length, mcludmg resumes for key
personnel, tramers/mstructors and support staff

Please submit one (I) ongmal and two (2) copies of the technical proposal

Preparation of the cost proposal BIdders should submit a budget With estimates of what It
Will cost to perform the research project that IS bemg proposed The budget should mclude

• Level of effort (m either person days or hours) for each personnel bemg proposed
• Salary (either per day or per hour) for each staff members proposed for the project
• All expected out of pocket expenses travel, per diem, photocopies, etc related to the

ImplementatIOn of thiS project

Please allocate costs to both design/taIloring and to delivery For purposes of pncmg thiS bid
assume that the course WIll be deltvered two times m one year

ThiS Will be a fixed price contract, so that the bidder IS expected to bear the risks of any cost
over-runs Payment Will be made upon deltvery of the first course

Please submit one (1) orlgmal and two (2) copies of the cost proposal, m a separate sealed
envelope

The cost and technical proposals should be submitted to the followmg address no later than
(provide date and time) to the followmg

Name
The Stock Exchange, Mumbal

address etc
fax

2



I

I

I
I
I
I
I
I
I
I
I
I

PROCEDURE NUMBER HRTOOI
TITLE DevelopIng the General Internal TraInIng CUrrIculum

Exhibit III

TRAINING NEEDS ASSESSMENT



PROCEDURL NUMBER HRTOOI
TITLE Developmg the General Intemal Trammg CUrrIculum

ExhIbIt III

TRAINING NEEDS ASSESSftfENT

DATE PREPARED------

\

~

Process(es) Used
For Assessmel1t

Department (Interviews, tests, etc)

Prepared B)

LeaT11l1lg Needs
Idel1tified

ObJectlves/Col1tel1t
For Related Coursers)

Reviewed By

Other Methods
To Address Need(s)
(Melltormg, recrllltmel1t, self
taught course, etc)



THE STOCK EXCHANGE, MUMBAI (BSE)

INTERNAL TRAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRT002

APPROVALS

TITLE Developmg and Conductmg an Internal Trammg SessIOn

PURPOSE To prepare the trammg seSSIOn syllabus, matenals and other teachmg aIds, set up
locatIOn, and present the seSSIOn

Trammg Officer I ReceIves directIOn from HRD
Manager to develop a trammg
seSSIOn on a specific tOpiC

2 Identifies audience

a Who WIll attend
b Background/expenence of

attendees
c How seSSIOn should benefit

them
d Number ofparticIpants

3 IdentIfies management objectives for
trammg

a Teach new process
b Inform staffon new/changed

pollcy
c Motivate staff/behavIOral

change
d Develop/enhance skills

4 Researches tOpIC through

a Background matenals
b RevIeWIng leadmg



work/experts m subject

5 EstablIshes framework for
presentatIon

a Syllabus/agenda
b Length of presentatIOn
c LocatIOn
d Room set up
e EqUIpment needed (overhead

flIp chart, VCR, blackboard,
etc

6 Creates/arranges for matenals to be
dlstnbuted to attendees as
appropnate pnor to trammg seSSIOn

NOTE Such materials would be
any preparatIOn work that the
attendees may need to complete

7 NotIfies attendees of tIme and
locatIon of seSSIOn based 011

a ASSIgned by manager
b Open enrollment

(ExhIbIts IA and B)

8 Presents trammg seSSIOn

9 Secures course evaluatIOn fonns
(ExhIbIt II) from attendees

10 Includes evaluatIOn fonns m
analyses of trammg programs
Refers to related procedure

11 Mamtams database of mfonnatIOn on
trammg seSSIOns

a Attendees
b TopICS
c Length of seSSIOns
d EvaluatIon results



12 Mamtams manual records of trammg
seSSIOns as appropnate for future
reference

a Source documents
a Course matenals
b EvaluatIOn forms



PF OCEDURE NUMBER HRT002
TITLE Developmg and Conductmg and Internal Trammg SessIon

ExhIbIt IA
NotificatIOn ofTrammg SeSSIOn - IndIvIdual AssIgnment

DATE
TO
FROM
SUBJECT

Name of Employee, Department
Human Resources Department
Internal Trammg SeSSIOn

I
I
I
I
I
I

I

Please be advIsed that you have been regIstered for the followmg mternal trammg seSSIOn

TOPIC

Date

TIme

Please contact (Name ofHRD Trammg Person) at (telephone number) by (Deadlme Date) to
confirm your attendance at thIS seSSIOn



PROCEDURE NUMBER HRT002
TITLE Developmg and Conductmg and Internal Trammg SessIOn

ExhIbit IB
NotIficatIOn of Trammg SessIOn - General Offenng

Date

TIme

TOPIC

All Staff Members
Human Resources Department
Internal Trammg SessIOn

Please contact (Name ofHRD Trammg Person) at (telephone number) by (DeadlIne Date) to
confirm your attendance at thIS sessIOn Attendance IS lmuted to (number of people), so call
early to reserve your place I

The Human Resources Department IS pleased to announce the followmg mternal trammg sesSIOn
aVaIlable to all employees

DATE
TO
FROM
SUBJECT

I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



THE STOCK EXCHANGE, MUMBAI (BSE)

INTERNAL TRAINING PROGRAM PROCEDURE

BACKGROUND

PROCEDURE NUMBER HRT003

APPROVALS

TITLE Annual Review of Internal Trammg Program

a StrategIc plans
b Techmcal changes
C Corporate polICIes
d Industry regulatIOns

ReVIews changes to Job descnptIOns
(ExhIbIt I) made over the last year

2 Determmes If any orgamzatIOnal
changes affect contents and pnontles
of trammg, mcludmg the followmg
areas

1

Each year mdlvldual courses need to be checked to ensure theIr content contmues
to respond to the learnmg needs Identified m the dIagnOSIS The checkmg process
does not need to be excessIvely tIme consummg, but It does need to be systematIc

The trammg needs assessment]s a contmuous process Trammg needs are bemg
]dentlfied and evaluated as part of the staff appraIsal process In addItion, major
changes m mternal company polIcy, or the market and regulatory structure may
reqUIre that a needs assessment be conducted for speCIfic departments or other
parts of the organIzatIOn

PURPOSE To re-assess the appropnateness of mternal trammg program courses ThIS IS
done m collaboratIOn wIth semor management to ensure that the content of
courses IS stIll valId and the trammg needs bemg addressed are stIll relevant to
operatIOns

HRD Manager

I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



3 RevIews the varIOUS types of course

I evaluatIOns (ExhIbIt II) for
comments on relevance of content,

I
omiSSIons etc

4 Reviews costlbenefit analyses as

I prepared for certam courses
(ExhibIt III)

I 5 Develops recommendatIOns for
adjustments to trammg

I
program/sessions based on Steps 1
through 3

6 ReVIews recommendatIOns With

I trammg committee

I
7 Makes adjustments to trammg

program/sessIOn(s) as determmed
necessary

I 8 Documents annual reView process
(ExhIbIt IV) and resultmg deCISIons

I for

a ApproprIate actIOn by

I Trammg Officer m
developmg/conductIng
sessIOns

I b Future reference

I 9 Instructs TraInmg Officer on changes
to be made to

I a Internally presented tramIng
seSSIons

I b Vendor presentatIons

I TraInmg Officer 10 Makes changes to trammg seSSIOns
as presented by mternal staff

I 11 Meets WIth vendor(s) to dISCUSS
changes needed WIth theIr programs

I
I
I tl'



I

I

I

I

I
I
I
I
I
I
I
I
I
I

12 Mamtams all related records for
future reference
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TITLE Annual RevIew ofIntemal Trammg Program

Exlubit I
Sample Job DescnptIOn
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PROCEDURE NUMBER HRT003
TITLE Annual ReView ofIntemal Tnumng Program

ExhIbIt II
Course EvaluatIOn



SAMPLE 1 Course Evaluation
Course Title

Course Location (City, Country)
Course Dates

Participant Background Information

Name of Organrzatlon
Department
Position
Number of years With organization

Your answers to the following questionnaire will help us to Improve this and future
trammg programs Thank you for takmg the time to fill the questionnaire out
Answers are ranked from Strongly Disagree (1) to Strongly Agree (5)

Course Evaluation

1 Presentation - Module 1 (Presentation Tttle)

The presentation was mformatlve
The presentation was relevant to my situation
The presenter was knowledgeable and effective
Overall I would rate thiS session as

2 Presentation - Module 2 (Presentation Title)

The presentation was mformatlve
The presentation was relevant to my Situation
The presenter was knowledgeable and effective
Overall I would rate thiS session as

3 Presentation - Module 3 (Presentation Tttle)

The presentation was mformatlve
The presentation was relevant to my Situation
The presenter was knowledgeable and effective
Overall I would rate thiS session ~s

11 Pn:sentatlon - Module 4 (Presentation Tttle)

The presentation was mformatl Jcl

The presentation .v:::s relevant to my Situation
The ,",rt:ser.h~rwas knowledgea:J ~ and effective
Overall I would ralC thiS session '::5

5 Presentation - Moc!u'e 5 (Prascflfaitcu i ,+Ie)

The presentation W1S mformat'v/~

The ~res::ntatlon \' G~ relevant ~ v I~} GltUntlon
The pres:mter was I'nowledgeable and effectIve
Overall I would rate thiS session 1S

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

1
Disagree 0
Disagree a
DisagreE" a

a Too Easy

1
DIsagree a
D,sagree a
Disagree 0

a Too Easy

234
000
000
o 0 a
a Just Right

2 3 4
a a a
o 0 0
000
o Just Right

2 3 4
a a a
000
o a a
a Just Right

2 3 4
a 0 a
a 0 a
a a a
a Just R.lght

234
000
a 0 a
a a a
a Just Right

5
o Agree
a Agree
a Agree
o Too Hard

5
a Agree
o Agree
o ftgree
o Too Hard

5
a Agree
o Agree
o Agree
a Too Hard

5
a Agree
a Agree
o Agree
o Too fJ .... rd

5
a Agree
o Agree
o Aglee
o Teo Hard



I

I

I
I
I
I
I
I
I

is Case study - (Case Study Title)
1 2 3 4 5

The case study was informative Disagree 0 0 0 0 0 Agree
The case study was relevant to my situation Disagree 0 0 0 0 0 Agree
The break-out group was productive Disagree 0 0 0 0 0 Agree
The break-out group facIlitator was effective Disagree 0 0 0 0 0 Agree
The plenary session was mformatlve Disagree 0 0 0 0 0 Agree
The case study methodology was useful Disagree 0 0 0 0 0 Agree

Overall Course EvaluatIOn
1 2 3 4 5

1 This workshop was relevant to my Disagree 0 0 0 0 0 Agree
current role and responsibilities

2 This workshop will help me establish DIsagree a a a a a Agree
priorities m terms of the tasks ahead

3 The tOPiCS were covered m suffiCient depth Disagree 0 0 0 0 0 Agree

4 The speakers had strong presentation skIlls Disagree 0 0 0 0 0 Agree

5 The pre-course readmgs and DIsagree 0 0 0 0 0 Agree
background mformatlon were useful

6 I was satisfied with the conference facIlities Disagree 0 0 0 0 0 Agree

7 The staff was responsive to my needs DIsagree 0 0 0 0 0 Agree

8 I would recommend this course to my colleagues

Yes DNa 0

9 Which tOPiCS covered m the workshop were most useful to you?

10 Which tOPiCS covered m the workshop were least useful to you?

11 General Comments on Cou~se Matenal~, Management, LOgIstiCS
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PROCEDURE 1-.TUMBER HRT003
TITLE Annual RevIew of Internal Trammg Program

E},.lublt III
Cost Benefit Analysts



Sample 2

Example 1 learning a New Job-Related Software Package
2 day training course

Other
Annual Hourly Total Total w/30 Ben/Costs Number Total
Salary Salary Hours Salary Multiplier Per Unit of Units

Costs
Course Development
Course Developer Rs 250 000 Rs 125 24 Rs 3 000 Rs 9000 Rs 9 000
Assistant Rs 175 000 Rs88 16 Rs 1400 Rs 4 200 Rs 4 200
Subtotal Rs 13,200

Course Delivery
Lead Instructor Rs250000 Rs 125 16 Rs 2 000 Rs 6 000 Rs 6 000
ASSistant Instructor Rs 175 000 Rs88 16 Rs 1400 Rs 4 200 Rs 4200
LOgistics coordinator Rs 100 000 Rs50 24 Rs 1,200 Rs 3 600 Rs 3 600
Participants (avg salary) Rs 175 000 Rs88 16 Rs 1400 Rs 4 200 15 Rs63 000
Subtotal Rs 76,800

Evaluations
HRD Manager Rs 350 000 Rs 175 16 Rs 2 800 Rs 8 400 Rs 8 400
ASSistant Rs 100 000 Rs 50 16 Rs 800 Rs 2 400 Rs 2 400
Subtotal Rs 10,800
Total Salary Costs (DIrect and IndIrect) Rs 100,800

Other Direct Costs
Catenng Rs200 12 Rs2400
Course Matenals Rs 100 12 Rs 1200
Supplies Rs50 10 Rs 500
Total Other DIrect Costs Rs4,100

TOTAL COSTS Rs 104,900

Benefits
Reduced leamlng time Rs 175000 Rs88 32 Rs 2 800 Rs 8 400 15 Rs 126,000
Reduced correctJon tJme Rs 175000 Rs88 24 Rs 2100 Rs 6 300 15 Rs 94500

TOTAL BENEFITS Rs 220,500
BENEFITS - COSTS Rs 115,600
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PROCEDURE NUMBER HRT003
TITLE Annual RevIew of Internal Trallllllg Progi am

ExhIbIt IV

ANNUAL REVIEWOF INTERNAL TRAINING PROGRAM



PROCEDURE NUMBER HRT003
TITLE Ailliual RevIew of Internal TIatnmg Program

Exhibit IV

ANNUAL REVIEW OF iNTERNAL .tRAINING PROGRAM

Da'e PI epc:Jed
PerIOd Reviewed

",.J
~

COlirse/Program
Assessment Documentv
Reviewed

Asse"sment
Sll11Uuary

RecommendatIOns
(Changes, delete, etc)



THE STOCK EXCHANGE, MUMBAI (BSE)

INTERNAL TRAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRT004

APPROVALS

TITLE

PURPOSE

OutsourCIng Trallung

To prepare and dIstribute tender document, reVIew responses, and select vendor
for certaIn traInIng courses

BACKGROUND

Vendors can be contracted to help desIgn a course, delIver a course or manage the
course lOgIStICS or to undertake all three phases OutsourcIng makes sense when
the course reqUIred IS addressIng a relatIvely genenc skIlls set (e g effectIve
WrItIng style, tIme management, stress management, etc)

OutsourCIng can also be a stIategy for traInmg m-house tramers In tlus case, the
I'1Itial course deSIgn is outsourced The vendors then tram the mternal staff to
contmue gIVIng the course m the future ThIS strategy makes sense when the tOPiC
IeqUIres tailorIng to make It relevant to the organIzatIOn, the course wIll be offered
many tImes, or management belIeves that the delIvery of the message wIll be
more effectIve If delIvered by m-house staff

OutsourCIng should not be conSIdered ",hen the tOPIC IS hIghly speCIfic to the
orgamzatlOn

HRD Manager 1 IdentIfies outsourcmg needs when
developmg trammg curnculum as one or
mo:e of the follow1l1g

a De<;Ign a l,.,ourse
b DelIver a course
c ManaciC logistics of course
rl Tram mtemal staff to delIver course

Refe~s to related p-o,;cdure



2 Consults wIth semor management In
prepanng the tender document to be sent to
vendors

3 DIrects TraInIng Officer In the preparatIOn
of the tender document

TraInIng Officer 4 Drafts tender document (ExhIbIt I),
IncludIng

a OutlIne ofobjectives of the desIred
course

b DescnptIOn of Intended audIence

c Expenence reqUIred of Instructor

d Vendor selection cntena (e g 60%
of the score wIll be based on
Instructor expenence, 40% on costs)

e DeadlIne for vendor response

5 IdentIfies potentIal vendors

6 ReVIews With HRD Manager

a Draft of tender document
b LIst of potential vendors

7 FInalIzes tender document as dIrected by
HRDManager

8 DIstnbutes tender document to final lIst of
potential vendors

9 ReceIves responses from vendors

10 ReVIews responses based on selectIon
cntena

11 Summanzes responses

a Based on score of each vendor
b ProvIdIng observatIOns made whtle



revlewmg responses

12 Forwards results of Step 11 to HRD
Manager

HRDManager 13 RevIews vendor responses and summary as
lecelved from Trammg Officel

14 Makes recommendation to semor
management on whIch vendor should be
~elected

15 NegotIates contract WIth selected vendor

16 NotIfies Trammg Officer of selected vendor

Trammg vi;-:;cr 17 Coordmates delIvery of course WIth vendor

18 faCIlItates evaluatIOn of the course after
completIOn Refers to related procedure

HRD Manager 19 RevIews evaluatIOn of course

20 Determmes If vendor WIll be retamed based
on evaluatIOn

Tram1l1g Officer 21 Mamtams all pertment rewrds on course
and vendor for future reference



PROCEDURE NUMBER HRT004
TITLE Outsourcmg Trammg

ExhIbIt I
Tender Document



TEMPLATE TENDER OFFER DOCUMENT (REQUEST FOR PROPOSALS-RFp)

Backgroulld
The Bombay Stock Exchange (BSC), a premIer capItal markets mstltutton m India, believes that
the key to any <;uccessful orga111zatlon IS the quality of ItS human resources Accordmgly, the
SSE IS maklllg a major mvestment m upgradlllg c;taff skIlls m a broad range of areas As part of
tillS 1Il1t1attve, the SSE IS seekmg offers to Implement tralllmg program'5 m the followlIlg
categones (NOTE select which ones)

• General management Improvement, mcludmg

• General mterper::.onal skIlls

• CommunicatIOn skills

• Motivation of staff
• Subordmate development
• Team bUlldmg/teamwork
• Stres::. management
• IntroductIOn to supervlsmg/managmg
• TIme management
• DelegatIOn

• Manpower plannmg - mcludmg proJectmg staffing needs for budgetlllg,
supportmg new or changmg servIces, and so on

• Other (?)

Objectives ofthe trammg program
These courses are part ofBSE's contmumg educatIon program for managers and staff The
course(s) l:lrget NOTE here you need to provide detatis on the targel audience at the very least
provide some mdicaliOn oftJ1e bac! [:round ofthe prospective tramees-- years ofwork
experience, acadellilc background, etc A total 01 h. tl' .... ~'er) of partIcipants are expected to
take the course

The objectIve of the course(s) Is(are) to develop/hone skIlls that WIll enable BSE employees to
be more effectIve m their mtemal and (''{temal mteractlons In partIcular NOTE hele provide
additiOnal detatls as reqUired about the specific objectives ofthe coune (e g to hone eXistmg
~kllls develop new skills enhance general effectiveness etc)

The tramlllg program/course must be del·vered by (here provide dates be agam as 'lpecific a~

pomble)

The courses sl auld be deSigned to mJn'Plize dIsruptIOn') on the normal work schedule The
programs should be> '10 tHOre than (x) (l.a..'~ m length whep;::,rer possible The BSE e>..pects the
cm.lr<:e~ to be tailored somewhat to fir the unlqt.::: r <>:::0::' and stdff reqUIrement<. of the
olganlzatlOn

Reqlllremcl1t:!) oftltc tender offer
InstitutIOns and mOlvlduals mterested III b ddl"'g O,i 1tloS worl \\ III need to s..Ibmlt a tech11lcal
plOposal that Includes the followlrg



• Your understandmg of the course objectIves and the umque needs ofthe audlence(s)
bemg targeted for traml11g

=> The reason why thIs tOpIC IS of relevance to thIs audIence
=> Expected practical appltcatlOns for the results ofthe trammg program

• A draft agenda of the course, mcludmg proposed tOpICS, type ofmatenals that will
be provIded and used 10 the program, etxt books, etc

• An overvIew of the proposed methodology for tallonng the course (mcludmg a
descnptIon of the mformatIon/data sources that wIll be used, such as mtrvlews wIth
prospectIve participant,> and other stakeholders)

• The ley personnel, mcludmg project admlmstratlon, support staff and mstructors
The proposal should prOVide mformatlOn on relevant past expenences and
publtcatlons, emphaslzmg 10 particular expenence 10 trammg other capItal markets
mstltutlOns

• An overvIew of your methodology for evaluatmg the course and controllmg quahty
• A workplan for completmg the work, mcludmg the course evaluatIOn

Tech11lcal Proposals should be no more than 10 pages m length, mcludmg resumes for key
personnel, tramers/mstructors and support staff

Please submIt one (1) ongmal and two (2) copIes of the techmcal proposal

Preparation ofthc cost proposal BIdders should submIt a budget wIth estImates of what It
wIll cost to perform the research project that IS be109 proposed The budget should mclude

• Level of effort (m eIther person days or hours) for each personnel bemg proposed
• Salary (eIther per day or per hour) for each staff members proposed for the project
• All expected out of pocket expenses travel, per dIem, photocopies, etc related to the

Implementatton of thIs project

Please allocate costs to both deslgn/tmlormg and to deltvery For purposes of pncmg thIS bId
assume that the course wIll be deltvered two tImes 10 one year

ThIS wIll be a fi}.ed pnce contract, so that the bIdder IS expected to bear the nsks of any cost
over-runs Payment will be made upon deltvery of the first course

Please submIt one (I) ongmal and two (2) copIes of the cost proposal, m a separate sealed
envelope

The cost and techmcal proposals should be ~ubmltted to the followmg address no later than
(provide datc and time) to the followm~

Name
The Stock. E}.change, Mumbal

address etc
Fax

2



THE STOCK EXCHANGE, MUMBAI (BSE)

INTERNAL 1 RAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRT005

APPROVALS

TITLE

PURPOSE

Evaluatmg Trammg - Levell Evaluation Forms

To ensure that the trammg cUITlculum of the mternal trammg program contJ11UeS
to meet the needs of the partIcIpants and the orgamzatIOn

BACKGROUND

The evaluatIOn of an orgamzatIOn's trammg program takes place at the followmg levels

*Level 1 - Measures the partICIpants' reactIOn to the course and If the course met certam
specIfic qualIty standards m tenns of Ielevance ofmatenals, mstructor effectIveness,
program logIstIcal arrangements, etc

*Level2 - Ascertams whether and what the partICIpants learned from the program

*Level 3 - Measures behaVIOral change and on-the-Job applIcatIOns of concepts and ShIlls
taught m the course

*Level4 - Measures how trammg contnbutes to busmess results

ThIS pIOcedure addresses only Levell evaluatIons Refer to related procedures for other levels

TIammg Office. DIafts course evaluatIOn form
(E:vubIt I) for eacp COUIse mcludmg
evaluatIOns on

a Course content
b Tramlllg n,atenals
c Instmctor abIlIty
d LOgIc;;tIcs
e BackgIOund of partIclpanfs



(If appropnate/deslrable)

Note EvaluatIOn forms may be
desIgned Ilavmg a sectIOn for eacll
oftile above areas orformatted by
quantifiable data (scores of1
t!trougIlS. 'ye\'/no" questIOns, etc)
and qualtlallve comments l!tat cover
a cross-sectIOn oflItformatlOn hemg
gatllered

2 Includes for course content
evaluatIon mea\urement by attendees
of such charactcnstIcs as

a Extent to WhICh the course
met Its ~tated goals/objectives

b Most and least useful parts of
the COUf\e

c Relevance for current and
future Jobs

d Length of time for and depth
of matenals covered

e Other toPICS that should be
covered In the course

f Whether attendee would
recommend course to
colleagues

g Other relatpd comments

3 Includes for tramlng matenals
evaluatIOns

a Appropnatenes::, of pre
course readings

b Appropnatene::.s of
background materials



provIded

4 Includes for mstructor abIlIty
evaluatIOns

a AbIhty to present mfonnatIOn
clearly and knowledgeably

b AbIlity to lead dIscussIOns
and answel questions

5 Includes for evaluatIOn of course
lOgIStICS

a EffectIveness of eXIstmg
methods for announcmg
courses and regIstenng
partIcIpants

b Appropnateness of
accommodatIons/conference
faCIlItIes provIded

c Quahty of catenng

d Helpfulness of staff

6 Includes for background of
partIcIpants as appropnate to
evaluatIOn objectIves

a Departments where they are
employed

b Level of ehpenence/po<;ltIon

C Years of servIce WIth the
company

!Vote It IS /lot standardpi ocedure
to asl, thc nalflclpallfs to Identify
themselves by Ilame on the
evaluatIOn !JlIlce tIllS may
dIScourage lhem!rml1'Jelllg
trul1t!u[m fl,eu re5poll<;es



7 RevIews draft of course evaluation
form wIth HRD Manager

8 FmalIzes evaluatIOn form based on
results of Step 7

9 DIstnbutes form at trammg seSSIon

Note Jftlte course IS more titan
three days long, e,'aluatlOlls should
be done every two days

10 Collects completed forms from
attendees at end of sessIon

11 Tabulates ratmgs for each evaluatIOn
pomt where grades of 1 through 5 are
provIded (total no 1's. total no 2's,
etc)

12 Tabulates number of affirmatIve and
negative responses to "yes/no"
questIOns

13 Summanzes responses/comments to
dIrect questIons

14 Prepares summary report to HRD
Manager (ExhIbIt II) on results of
Steps 11 through 13

15 Mamtams file ofcourse evaluatIOns
for future reference

a EvaluatIOn forms
b Summary report



PROCEDURE NUMBER HRT005
TITLE Evaluating Training - Level 1 EvaluatIon Fonns

ExhIbit I
Course Evaluation Fonn



SAMPLE 1 Course Evaluation
Course TItle

Course LocatIon (City. Country)
Course Dates

PartiCIpant Background InformatIon

Name of OrganizatIon
Department
PosItion
Number of years with organizatIon

Your answers to the following questionnaire will help us to Improve this and future
training programs Thank you for taking the time to fill the questionnaire out
Answers are ranked from Strongly Disagree (1) to Strongly Agree (5)

Course EvaluatIon

1 Presentation· Module 1 (Presentation Title)

The pre~ellta{IOII v.as informative
The presentation was relevall< '::; my situation
The presenter was knowledgeable and effecn'-""
Overall I would rate this session as

2 PresentatIOn - Module 2 (Presentation Title)

The presentation was informative
The presentation was relevant to my situation
The presenter was knowledgeable and effective
Overall I would rate this session as

3 Presentation· Module 3 (Presentation Title)

The presentation was informative
The presentation was relevant to my Situation
The presenter was knowledgeable and effective
Overall I would rate thiS session as

4 Presentation· Module 4 (Presentation Title)

The presentation was informative
The presentation was relevant to my Situation
The presenter was knowledgeable and effective
Overall I would rate thiS session as

5 Presentation· Module 5 (Presentation Title)

The presentation was informative
The presentation wa~ relevant to my Situation
The presenter was knowledgeable and effective
Overall I would rate thiS session as

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

1
Disagree 0
Disagree 0
Disagree 0

o Too Easy

2 3 4
o 0 0
o 0 0
o 0 0
o Just Right

2 3 4
000
000
o 0 0
o Just Right

2 3 4
000
000
o 0 0
o Just Right

234
000
o 0 0
000
o Just Right

234
o 0 0
o 0 0
o 0 0
o Just Right

5
o Agree
o Agree
o Agree
o Too Hard

5
o Agree
o Agree
o Agree
o Too Hard

5
o Agree
o Agree
o Agree
o Too Hard

5
o Agree
o Agree
o Agree
o Too Hard

5
o Agree
o Agree
o Agree
o Too Hard



! II III I II I III III I II III 4 I ~f I I I III I I III

6 Ca~e study - (Case Study TItle)
1 2 3 4 5

The case study was mformatlve Disagree 0 0 0 0 0 Agree
The case study was relevant to my situation DIsagree 0 0 0 0 0 Agree
The break-out group was productive DIsagree 0 0 0 0 0 Agree
The break-out group facilitator was effective Disagree 0 0 0 0 0 Agree
The plenary sessIOn was informative Disagree 0 0 0 0 0 Agree
The case study methodology was useful Disagree 0 0 0 0 0 Agree

Overall Course EvaluatIOn
1 2 3 4 5

1 ThiS workshop was relevant to my Disagree 0 0 0 0 0 Agree
current role and responsibilities

2 ThIS workshop wIll help me establish Disagree 0 0 0 0 0 Agree
pnorltles m terms of the tasks ahead

3 The tOPICS Vlere covered m suff'clent depth Disagree 0 0 0 0 0 Agree

4 The speakers nau ~tronq presentatIon skills Disagree 0 0 0 0 0 Agree

5 The pre-course readmgs and Disagree 0 0 0 0 0 Agree
background mformatlon were useful

6 I was satisfied With the conference facilities Disagree 0 0 0 0 0 Agree

7 The staff was responsive to my needs Disagree 0 0 0 0 0 Agree

8 I would recommend thl$ ~ourse to my colleagues

Yes DNa 0

9 Which tOPiCS covered m the workshop were most useful to you?

10 Which tOPiCS covered ''1 the workshop were least useful to you?

)1 \Jeneral Commerts on Cour<>e r..1;:1f~-ldIS, Management, ~OglStlcs



PROCEDURE NUMBER HR1005
TITLE Evaluatmg Trammg - Levell EvaluatIOn Forms

ExhIbIt II

Course EvaluatIOn Summary

Course Title
PresentatIOn Date
Presented By
No OfAttendees
Related Department(s)

Ratlllgs TabulatIOns

Category

! PresentatIOn TItle
- Informative
- Relevant
- Presenter Knowledge
- Overall Ratmg

2 PresentatlOn l 1t l e
- Tnfcrrr.du· -
- Relevant
- Presenter Knowledge
- Overall Ratmg

3 PresentatIOn TItle
- InformatlVe
- Relevant
- Presenter Knowledge
- Overall Ratmg

4 PresentatIon TItle
- InformatIve
- Relevant
- Presenter Knowledge
- Overall Ratmg

5 PresentatIOn TItle
- InformatIve
- Relevant
- Presenter Knowledge

1 2 3 4 5



- Overall Ratmg

6 Case Study
- InformatIve
- Relevant
- Break-out ProductIve
- Break-out FacIhtor
- Plenary SeSSIOn InformatIve
- Case Study Methodology

Useful

Overall EvaluatIOn
Relevant to current role
and responsIbIlItIes

2 WIll help to establIsh
pnontIes

3 Depth oftoplcs covered
4 Speakers presentatIOn SkIlls
5 Pre-course readmgs and

background mformatIOn
6 FacIlItIes
7 Staff responSIve 11'"' ;:'c(1S
8 Would rc\"ommend course

9 TOPICS most useful

10 TOPICS lea<;t useful

11 General comments

Yes No



THE STOCK EXCHANGE, MUMBAI (BSE)

INTERNAL TRAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRT006

APPROVALS

TITLE

PURPOSE

Evaluating Training - Level I PartIcIpant IntervIews

To ensure that the training cUITlculum ofthe Internal training program meets the
needs of the partICIpants and the orgamzatlOn

BACKGROUND

The evaluatIOn of an orgamzatIon's training program takes place at the follOWing levels

*Level 1 - Measures the partICIpants' reactIOn to the course and If the cour<;e met certain
speCIfic qualIty standards In tern1') nr TP]PV:lnce ::111dLcnals, Instructor effectIveness,
prop:ra!" l'lglS l~dl arrangemf>nt <> pte'

*Level 2 - Ascertains whether and what the partICIpants learned from the program

*Level 3 - Measures behaVIOral change and on-the-Job applIcatIOns of concepts and SkIlls
taught In the course

*Level 4 - Measures how trammg contnbutes to busmess results

Tills procedure addresses only Levell evaluatIOns Refer to related procedures for othel levels

Note To mallltal1l conjidentmltty, the participant mtervlew evaluatIOn may be
conducted by a tramll1g officer, but should not be the person wlto conducted tlte
related fral1ll1lg seSS101l lY,e mterVleJ1,er should be someone wlto IS famtlmr
With tlte objectives ofthe course, tlte trammg proccss III general, and tlte
methodologyfor conducfu.g participant diSCUSSIOns

Trammg Officer/Other Appropnate Person ReVIews course content/materIals for
background mformatlon



2 Determmes If mtervlews should be
conducted

a With the group of
participants

b With a sub-group of
particIpants

C One-on-one With Individual
participants

Interviews partlclpant(s) for detailed
f~ ~Jh'l~J... on course

4 Asks particIpants to explam
reasomng for comments as
appropnate

5 Documents results of mterviews
(E>..hIbit I) m memo to HRD
Manager

6 Mamtams documentatIOn m course
file for future reference

HRD Manager 7 C0'1s1 ders memo on paI1JClpant
mtervlews m course evaluatIOn

8 Retains memo as part of course
evaluatIOn package for future
referc:nce



PROCEDURE NUMBER HRT006
TITLE Evaluatmg TramIng - Level 1 Participant Interviews

Exhibit I
DocumentatIOn Memo

DATE
TO
FROM
SUBJECT

HRD Manager
Trammg Officer
Evaluatton of (name oftrammg sessIOn) - Intervlew(s) Conducted

On (date), mtervlew(s) wIth the folloWIng IndIvIdual(s) was/were conducted for the purpose of
course eval ...atlOn

Group of course pamupants
Sub-group of course participants
Individual partIcipant

A summary of the results of thIs/these mtervIew(s) follows

(Trammg Officer should mclude all pertInent mformatlOn from mtervIews as related to course
evaluatIOn, mcludmg comments and recommendatIOns)



THE STOCK EXCHANGE, MUMBAI (BSE)

INTERNAL TRAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRT007

APPROVALS

TITLE

PURPOSE

Evaluatmg Trammg - Level 2

To ensure that the trammg cumculum of the mternal trammg program meets the
needs of the partIcIpants and the organIzatIOn

BACKGROUND

The evaluatIOn of an organizatIOn's trammg program takes place at the followmg levels

*Level 1 - Measures the partiCipants' reactIOn to the course and If the course met certam
speCIfic qualIty standards m terms of relevance of matenals, mstructor effectIveness,
program logIStIcal arrangements, etc

*Level2 - Ascertams whether and what the partICIpants learned from the program

*Level 3 - Measures behaVIOral change and on-the-Job applIcatIOns ofconcepts and skIlls
taught m the course

*Level4 - Measures how trammg contrIbutes to busmess results

ThiS procedure addresses only Level 2 evaluatIOns Refer to related procedures for other levels

HRD Manager 1 Determmes If course should be
subjected to a Level 2 evaluatIOn

Note Level 2 evaluatiOns are only
appropriate for course\/trammg
tftatfocus on a very ~fJecific skiffs
set (e g learillng a new procedure
or /tow to use a new software
program)



2 Advises Trammg Officer on
decIsIOn

TraImng Officer 3 Designs/assists m deslgmng testmg
ofcourse participants to measure
effectiveness of trammg

a Pre-course test
b Post-course test

Note Content oftests sltould be tlte
same Improvement oftest scores IS

an mdlcator ofcourse effectiveness

4 Consults with related departmental
management on test content

5 ReVIews draft of test WIth HRD
Manager

6 FmalIzes test based on results of Step
5

7 Conducts testmg of participants
before and after the related course

8 Scores both sets of tests

9 Compares results of Step 8

10 Documents/reports findmgs from
Step 9 to HRD Manager

11 Mamtams tests and documentatIOn of
results as part of course evaluatIOn
package for future reference



PROCEDURE NUMBER HRT007
TITLE Evaluatmg Trammg - Level 2

Exhibit I

Trall1l11g EvaluatIOn
DocumentatlOll of Test Results

Course Title
PresentatIon Date

Attendee(s)
Pre-Course
Test Date

Pre-Course
Score(s)

Post-Course
Test Date

Post-Course
Score(s)

Change
(+/-)

Swnmary Comments on Course Assessment

NOTE Scores may be reported by test sectIOn If appropnate



THE STOCK EXCHANGE, MUMBAI (nSE)

INTERNAL TRAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRT008

APPROVALS

TITLE EvaluatIng TraInIng - Level 3

PURPOSE To ensure that the trmmng cumculum of the Internal traInIng program meets the
needs of the partIcIpants and the organIzatIOn

BACKGROUND

The evaluatIOn of an orgamzatIOn's trmmng program takes place at the follOWIng levels

*Level 1 - Measures the partICIpants' reactIOn to the course and If the course met certaIn
specIfic qualIty standards In terms of relevance of matenals, Instructor effectIveness,
program logIStIcal arrangements, etc

*Level 2 - AscertaInS whether and what the partIcIpants learned from the program

*Level 3 - Measures behaVIOral change and on-the-Job applIcatIons ofconcepts and skIlls
taught In the course

*Level4 - Measures how traInmg contnbutes to busmess results

ThIS procedure addresses only Level 3 evaluatIons Refer to related procedures for other levels

HRD Manager I Meets WIth partICIpants and theIr
sponsors/managers to

a DISCUSS expectatIons of
concepts and skJ lIs that WIll
be gamed from the course

b How and when the skills and
concepts WIll be applIed after



the course

2 Documents results of Step I
(ExhIbIt I)

3 Sends letters to partIcIpants and theIr
sponsors/managers (E>.hIbit II)
approxImately 3-6 months after
completIOn of course, ask.mg

a How and when new concepts
were applIed

b Impact on overall
performance of partIcIpant
and department

4 Evaluates responses from Step 3

a Compared to course
expectatIOns found m Step 1

b Actual results reahzed
(perhaps beyond
expectatIOns)

5 Mamtams all documentatIOn as part
ofcourse evaluatIOn file for future
reference



I
I
I
I
I
I
I
I
I
I
I
I
I
I

PROCEDURE NUMBER HRT008
TITLE Evaluatmg Trammg - Level 3

ExhIbit I

Trammg Benefit Assessment



PROCEDURE NUMBER HRT008

TITLE Annual ReVIew of Intelnal Trammg Program

Exlublt I

Trallllllg Benefit Assessment
Date Prepared _

Course Subject Matter

AntIcIpated PresentatlO1l Date

Actual PresentatIOn Date

r
~

IntervIews on Course EJ..pectatlO1lS

Meetmg
Date Attendce(s) Department(s)

Concepts/SkIlls
To Be Obtamed

Potential
ApplIcatIOns



Course Subject Matter
AntIcIpated PresentatIOn Date
Actual PresentatIOn Date

Page 2

~

"'<:

Results (Based on feedback from partIcIpants, sponsors, and managers soliCIted 3-6 months after course)
Date ofResults

EvaluatIOn ofcourse based on results vs e>.pectatIOlls (Should course be changed, deleted, etc?)

Related costs (courtte preselltatlOll amI employee tIme)



PROCEDURE NUMBER HRT008
TITLE Evaluatmg Trammg - Level 3

ExhIbIt II
Letter to ParticIpants on Results

DATE
TO (IndIvIdually addressed to partIcIpants, sponsors, and managers)
FROM Human Resources Department
SUBJECT Course EvaluatIon - (Name of Course)

On (Date course was held) you/one of your staff members attended the above course PrIor to
thIS attendance, expectatIOns of results from PartiCIPatmg m the course were IdentIfied In the
space below, please provIde feedback on results from the course as compared to those
expectatIOns (You may also attach addItIOnal pages as needed) ThIS feedback should mclude
how and when new concepts were applIed, the Impact on your overall performance/the
performance of your department, and any other mformatlOn that you feel would be helpful to the
HRD m evaluatmg the success of thIS course

Thank you for your partICIpatIOn m thIS evaluatIOn

****************************************************************************~*

My feedback on the above course IS as follows

SIgned
Participant/Sponsor/Manager
(CIrcle One)

Date



THE STOCK EXCHANGE, MUMBAI (BSE)

INTERNAL TRAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRT009

APPROVALS

TITLE EvaluatIng TraImng - Level 4 Cost/Benefit Assessment

PURPOSE To ensure that the traInIng cUrrIculum of the mternal traInmg program meets the
needs of the participants and the orgamzatIon through performmg a costlbenefit
analySIS

BACKGROUND

The evaluation of an orgamzatlOn's trammg program takes place at the followmg levels

*Level 1 - Measures the participants' reactIOn to the course and If the course met certam
speCific qualIty standards In terms of relevance of matenals, mstructor effectiveness,
program logistical arrangements, etc

*Level2 - Ascertams whether and what the participants learned from the program

*Level 3 - Measures behaViOral change and on-the-Job applIcatiOns ofconcepts and skills
taught In the course

*Level 4 - Measures how tramIng contributes to busmess results

ThiS procedure addresses only Level 4 evaluations Refer to related procedures for other levels

HRD Manager 1 Works With semor management to

a Determme which traInIng
courses should be subjected
to a costlbenefit analySIS

b EstablIsh mechamsms for
routInely collectIng



InformatIon on key
components of traInIng
program costs

2 Meets with appropnate department
heads when developmg a trammg
course to

a IdentIfy the problem to be
solved through trammg

b Define the operatIonal results
to be hacked

c Define benefit measures such
as steps to complete work.,
time reqUired, who performs
work, salanes

Note See E~/llbltI for
possible areas to track and
data collectIOn met/rods

d ObtaIn pre-course data for
Step 2c

3 Completes pre-course data sectIOn of
"TraInIng Benefit Assessment" form
(Exhibit II)

4 RetaInS form from Step 3 III related
course file for future reference and
completIOn

I 5 Works With Accountmg Department
to determIne salary multIplIer to be

I uc;;ed m calculatIng total salary costs

Nute The multIplier accounts fm

I costs to the corporatIOn such as
frmge benefits and overhead tltat

I
are related to staffing costs hut not
reflected 111 salarieS

I
6 Directs TraInIng Officer m the

I
I !

~)



IdentIficatIOn of trammg costs

Trammg Officer 7 ReceIves dIrectIOn for HRD Manager
on detennmmg out-of-pocket costs
for certam trammg courses

8 Detennmes the followmg costs for
trammg course

a Rental of trammg rooms and

eqUIpment

b Catenng for coffee breaks
and/or meals

c ProductIOn and reproductIOn
of rnatenaIs

d Supplies such as flIp chart
pads, wntmg tablets and pens
for partIcIpants, name tags,
etc

e Hotel rooms, per dIems
and/or transportatIon to off-
SIte locatIOns

f Contract amount for outsIde
trammg provIders

9 Obtams tIme spent on trammg from
tIme sheets (ExhIbIt III) or other
appropnate mfonnatton database for

a Course developers
b Course attendees

10 Calculates total salary costs based on
fonnula (ExhIbIt IV) for

a Course developers
b Course attendees

Note Tral1lmg Officers are



expected to mamtam the strict
confidentzallty ofstaffsalanes

11 Completes cost sectIOn of"Trammg
CostlBenefit Assessment" form
(ExhIbIt V) usmg results of Steps 5
and 6

Note Out-of-pocket costs + total
salary costs = full cost

12 Forwards "Trammg CostlBenefit
Assessment" form to HRD Manager
for reVIew and further work

HRD Manager 13 RevIews course cost mformatlOn as
provIded by Trammg Officer for
accuracy and completeness

14 Obtams post-course data as related
to Step 2d WIthIn 3-6 months after
completIon of course

15 Completes post-course data sectIOn
of"Trammg Benefit Assessment"
form (ExhIbIt II) for related course

16 Enters resultmg monetary data from
Step 15 to "Trammg CostlBenefit
Assessment" form from Step 12

17 Includes final results of"Trammg
CostlBenefit Assessment"

a In penodlc reports to semor
management and department
heads

b In annual evaluatIOn of
trammg programs Refers to
related procedure

TraImng Officer 18 Mamtams copIes of all related
cost/benefit documents m respectIve
course file



PROCEDURE NUMBER HRT009
TITLE Evaluatmg Trammg - Level 4 Cost/Benefit Assessment

Exhibit I

SUGGESTIONS FOR TRACKING TRAINING BENEFITS

SupervlsorlManager/CoacJl InterViews - Broader perspectIves ofa speCIfic department's
performance may be obtamed These mtervIews can also prOVIde mformatlOn on number of

Participant InterViews - One-on-one mtervlews of participants can proVide mformatlOn on how
they conduct their Jobs, steps taken, tnne spent on mdlvldual tasks, etc AttItudes towards Jobs,
supervisors, semor management, firm's strategIes, etc can also be determmed

I

I
I
I
I
I
I
I
I
I
I
I
I
I

To Measure Benefits In

Time SavIngs

Better QuantIty

Better QualIty

Personnel

TRACKING METHODS

Consider Trackmg

Call-to-close ratIOn
Amount ofovertIme
TIme to reach proficiency
Supervisory time needed

Size of average sale
Sales volume
Increased output
Amount ofrepeat busmess

RejectIOn rates
Amount of waste
Accuracy of orders and InformatIOn
Number of customer complaInts
Number of lost customers
Adherence to procedures

Level ofabsenteeism, tardmess
Level of tumover
Number ofgnevances
Cost of new hIres



I

I
I
I
I
I
I
I
I
I
I
I
I
I
I

rejects, amount of waste, average length and number ofcustomer servIce calls, etc

Focus Groups - DIscussIOns ("mtervIews") may be held With groups ofemployees The
trammg officer acts as the facl1Itator ThIS method IS useful, for example, m IdentIfymg steps of
process flows

Targeted Surveys - Surveys can be dlstnbuted to trammg course partIcIpants before and after a
course Such surveys may ask partIcIpants for mformatIon related to performance mdlcators that
are tIed to benefit measures Other questIOns WIll IdentIfy partIcIpants' knowledge about a
speCific area and/or changes m behaVIOr/attItude It may be benefiCIal for partiCIpants to
complete the surveys WIth their supervIsor A "control group" of employees that do not attend
the cour~e may also be requested to complete the survey All group of responses are then
compared

Random Surveys - Wntten questIonnaIres 01 surveys can be dlstnbuted randomly to selected
groups of employees, managers, etc

HR I1iformatlOn - Personnel data such as absenteeIsm, turnover, gnevances, mformatlOn
collected through eXIt mtervlews, etc may be tracked from other mternal records of the Human
Resources Department



PROCEDURE NUMBER HRT009
TITLE Evaluatmg Trammg - Level 4 CostlBenefit Assessment

ExhIbIt II

Trammg Benefits Assessment Form



PROCEDURE NUMBER HRT009
TIl LE EvaluatIng TraInIng - Level 4 Cost/Benefit Assessmane

Exlublt II

1rammg BellefitAssessmellt
Date Prepared _

Course Subject Jlrfatter
Alltlclpated PreselltatlOll Date
Actual PreselltatlOll Date

~

b,terVlews 011 Course El:pectatlOlIs
Meetmg.
Da'e Attelldee(s) Departmellt(s)

COllcepts/Skills
To Be Obtamed

Potelltwl
ApplicatlOlls



Course Subject Matter
Anticipated .I. resen/atlOll Date
Actual PresentatIOn Date

Page 2

~

Results (Based onfeedbackfrom participants, sponsors, and managers sobclted 3-6 months after course)Date ofResults

EvaluatlOll ofcourse based 011 results vs e"pectatlOns (Should course be changed, deleted, etc?)

Related costs (course presentatIOn and employee time)



PROCEDURE NUMBER HRT009
TITLE Evaluatmg TraIning - Level 4 CostlBenefit Assessment

ExhIbIt III
Sample Time Sheet



PERIOD ENDING

SAMPLE 3 Time Sheet

TIME SHEET

ISTAFF NAME i ISTAFF 10# I
M o Y

~
~

DISTRIBUTION OF HOURS BY DAY TOTAL
NAME OF PROJECT PROJECT CODE 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

CURRENT
PERIOD HOURS

STAFF SIGNATURE ------------------
SUPERVISOR
APPROVAL



PROCEDURE NUMBER HRT009
TITLE Evaluatmg Trammg - Level 4 Cost/Benefit Assessment

Exhibit IV

Salary Cost Formula



I

I

I
I
I
I
I
I
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I

PROCEDURE NUMBER HRT009
TITLE Evaluatmg Trammg - Level 4 CostlBenefit Assessment

ExhibIt V

Trammg CostlBenefit Assessment Form



Sample 2

Example 1 learning a New Job-Related Software Package
2 day training course

Other
Annual Hourly Total Total w/3 a Ben/Costs Number Total
Salary Salary Hours Salary Muitlpller Per Unit of Units

Costs
Course Development
Course Developer Rs 250 000 Rs 125 24 Rs 3000 Rs 9 000 Rs 9000
ASSistant Rs 175000 Rs88 16 Rs 1400 Rs 4 200 Rs 4200
Subtotal Rs 13,200

Course Delivery
Lead Instructor Rs 250 000 Rs 125 16 Rs 2 000 Rs6000 Rs 6 000
ASSistant Instructor Rs 175000 Rs88 16 Rs 1400 Rs 4 200 Rs4200
LOgistiCS coordinator Rs 100,000 Rs50 24 Rs 1200 Rs 3 600 Rs 3 600
Participants (avg salary) Rs 175000 Rs88 16 Rs 1400 Rs4200 15 Rs 63 000
Subtotal Rs 76,800

Evaluations
HRD Manager Rs 350 000 Rs 175 16 Rs 2800 Rs 8 400 Rs 8 400
ASSistant Rs 100000 Rs50 16 Rs 800 Rs 2400 Rs 2 400
Subtotal Rs 10,800
Total Salary Costs (Dtrect and Indtrectj Rs 100,800

other Direct Costs
Catering Rs200 12 Rs 2 400
Course Materials Rs 100 12 Rs 1200
Supplies Rs50 10 Rs 500
Total Other Direct Costs Rs 4,100

TOTAL COSTS Rs 104,900

Benefits
Reduced learning time Rs 175000 Rs88 32 Rs 2800 Rs 8 400 15 Rs 126 000
Reduced correcton time Rs 175 000 Rs88 24 Rs 2100 Rs 6 300 15 Rs 94500

TOTAL BENEFITS Rs 220 500
BENEFITS - COSTS Rs 115,600

/(1



THE STOCK EXCHANGE, MUMBAI (BSE)

INTERNAL TRAINING PROGRAM PROCEDURE

PROCEDURE NUMBER HRTOOIO

APPROVALS

TITLE Capturmg Trammg TIme Data

PURPOSE To record the tIme ehpended by both trammg developers and partIcIpants for use
m costlbenefit analyses

Note Tlte followmg procedure refers to tlte use ofa time slteet to facIlItate tlte
collectIOn oftIllS data ThiS IS tlte eaSiest, most effiCient way to accomplISh tIllS
task as employees must record time worked anyway The data can be entered to
a central databasefrom the time sheet The database then calculates salary and
reports how work IlOurs were spent based on codes used, mcludmg those hours
and the related salary cost allocated to trammg

Iftlte system descrIbed above and used wlthm tIllS procedure IS not used, tlten
tlte data ma} need to be captured and salary costs calculated usmg manual logs
and calculatIOns

HRD Manager 1 Develops project code(s) for mternal
traInIng courses

Note Separate codes may be deSired
to track different aspects ofm ternal
tral1llllg See Step 2 An I1ldlcator
wltltlll tlte codes for eaclt course
can tlten be used to summarIze all
trammg, I.e a prefu tltat denotes
trallll1lgfollowed by the course
number

2 NotIfies department heads and
trammg staff of trammg code to be
used on tIme sheets (ExhIbIt I) for
tIme spent



I
I a Developmg mternal trammg

programs/courses

I b Attendmg mternal trammg

I c Assessmg trammg

I
ExhIbIt II

AdvIses HRD mternal trammg staff3

I of code(s) to be used for each course

4 ReceIves penOdIC reports from tIme

I sheet database of tIme spent on
10ternal tram10g and related costs

I 5 Uses summary reports from Step 4

a In proJect1Og annualIzed costs

I at any tIme dunng the fiscal
year

I b As a baSIS for prepanng the
annual tram10g budget

I 6 DIrects Tra1010g Officer 10 the use of
data on hours expended and salary

I costs as produced m reports from
Step 4

I Tra10mg Officer 7 Uses 10ternal tra1010g salary and
hours from tIme sheet database

I
reports to

a Prepare course cost

I
assessments Refers to
related procedure

I b Record 10 1OdIvIduals'
personnel files those trammg
seSSIons completed

I 8 Mamtams file of tIme sheet database
reports for future reference

I
I
I

/\~



PROCEDURE NUMBER HRTOOIO

TITLE Captunng Trammg Time Data

ExhibIt I

Sample TIme Sheet



PERIOD ENDING

SAMPLE 3 Time Sheet

TIME SHEET

ISTAFF NAME I !STAFFID# I
M D Y

~

DISTRIBUTION OF HOURS BY DAY TOTAL
NAME OF PROJECT PROJECT CODE 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

CURRENT
PERIOD HOURS

STAFF SIGNATURE ------------------
SUPERVISOR
APPROVAL



Job Code

PROCEDURE NUMBER HRTOOI 0

Related Date(s)

Exhibit II
Notification of Job Code

All Departmental Management
Human Resources Department
ASSignment of Trammg Job Code

Trammg SessIOn

Please be advised that the followmgJob code has been assigned to the trammg sesslOn(s) as
noted below

TITLE Captunng Trammg Time Data

Questions concernmg the Job code program and the recordmg of time as It relates to trammg may
be directed to (HRD contact) at (telephone number)

DATE
TO
FROM
SUBJECT

This Job code code should be used to Identify time recorded on employee time sheets that relates
to the above trammg This tlme mcludes hours spent m preparatIOn for the seSSion, the actual
seSSIOn, and any follow-up actlvltles related to the sesslOn(s)

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I


