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Part-1

Principles, Strategy, Approach, Contents  and Process of Induction Level
Orientation of  Newly Elected Representatives of Gram Panchayats

1. Why Induction Level Orientation of Newly Elected Representatives of Gram Panchayats is 
essential immediately after they are elected
Every five years a majority of the newly Elected Representatives (ER) of Gram Panchayats (GP) 
come as fresh entrants to the Panchayati Raj system across the country. Most of them come with rich 
experience about their environment, social systems, socio-economic status of the villagers whom 
they represent, their problems and resources, the conditions of their life and livelihoods, their needs 
and aspirations etc. But, it is observed that most of them, particularly the first generation ERs and 
more particularly the Elected Women Representatives (EWR), do not readily possess the required 
capacity in terms of knowledge, awareness, attitude, skills and self-confidence to perform their roles 
effectively in running their Gram Panchayat as an institution of self-government and to prepare and 
implement comprehensive GP Development Plans (GPDP) aiming at economic development and 
social justice, as mandated by the Constitution of India. This lack of ready capacity is noticed by 
and large among those ERs and EWRs who come from backward sections belonging to Scheduled 
Castes, Scheduled Tribes, Backward Classes and women for whom many States have amended the 
Panchayat Acts and Rules for reservation up to fifty per cent of seats and offices in GPs and other tiers 
of Panchayats. 

Hence, all the ERs (including the EWRs of GPs) need to be supported by the States, through well-
planned training and non-training interventions, to attain the required capacity to perform efficiently. 
Without attainment of adequate capacity, it will not be possible for them to utilize the powers they are 
given by the Constitution and to satisfy the aspirations of the people whom they represent and thus the 
target of Sustainable Development will continue to remain unachieved. So, it is essential that the new 
ERs of GPs undergo effective orientation as to the structure, functions, roles and responsibilities of 
GP as an institution of self-government and also about their individual roles as part of the institution 
for economic development and social justice in the respective areas. 

In order that they can thoroughly understand the Panchayati Raj system in their respective States and 
the issues related to Rural Development, Social Development, Human Development, Sustainable 
Development, Sustainable Development Goals and targets under them and perform their roles in 
respect of each of these, they need to attain not just capacity in terms of knowledge, awareness, 
attitude, skills and self-confidence but also adequate capability (i.e. ability to exert their capacity to 
perform efficiently to achieve tangible results) for which well-structured Induction Level Orientation 
programmes need to be organised by all States and Union Territories for new ERs preferably for five 
days or at least for three days as soon as possible after fresh Panchayat Elections but invariably within 
six months of their being elected. 

2. Duration of Induction Level Orientation for ERs of GPs
The revised National Capability Building Framework (NCBF) 2014, which is a guiding document 
published by the Ministry of Panchayati Raj, Government of India has broadly suggested three days’ 
Induction Level Orientation as a foundation course for new ERs of Panchayati Raj Institutions (PRIs) 
within six months of fresh Panchayat Elections. But, in the meanwhile, a host of new approaches and 
strategies have emerged as guiding principles: (a) Sansad Adarsh Gram Yojana (2014); (b) focus of the 
Fourteenth Finance Commission on GPs as premier institutions to be responsible for service delivery 
to rural citizens; (c) selection of 115 Aspirational Districts and introduction of a mission for 50,000 
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Poverty-Free GPs under Mission Antyodaya (2017); (d) recommendations of Sumit Bose Committee 
Report (2017) for effective use of Panchayati Raj Institutions (PRI) and flagship programmes for better 
outcomes; (e) focused attention to Panchayat-SHG convergence to accelerate poverty reduction; (f) 
introduction of Rashtriya Gram Swaraj Abhiyan (2018) to create opportunities for development of 
capabilities of Elected Representatives (ER) and functionaries of Panchayats; (g) launch of People’s 
Plan Campaign for GPDP from 2nd October 2018 to 31st December 2018 across the country under 
the caption ‘Sabki Yojana Sabka Vikash’; (h) revision and circulation of the new Guidelines for 
preparation and implementation of  GPDP (2018); and (i) sustained support for preparation of GPDP 
within a stipulated time frame. These new phenomena necessitate Induction Level Orientation of 
new ERs of GPs for adequate time, say five days, so that they can understand not just the basic issues 
related to functioning of GP including the above-mentioned new phenomena but can also attain the 
required capability to function effectively as pillars of GP as an institution of local government. 
Besides, keeping in mind the socio-economic profile and educational background of a majority of 
them, the Induction Level Orientation needs to be designed and implemented through application 
of participatory approaches, tools and techniques and use of audio-visual media in a comfortable 
manner in order that they can understand all the aspects of Panchayats & Rural Development. 

But there are varying opinions about the duration of Induction Level Orientation of the new ERs. 
There is a view that transaction of training sessions for new ERs should be done over 5 (five) days 
mainly for two reasons : (a) a period of five days is an adequate time for them to attain knowledge 
and attitude about the wide range of issues that they have to deal with in the changed scenario; and (b) 
the next opportunity of training i.e. Refresher Training will not be available to most of them before 
completion of two years. There is another view that following the principles of ‘simple to complex’, 
‘theory to practice’, ‘empirical to rational’ etc., in view of the limitations of training infrastructure and 
trainers, and more specifically considering the level of education of a majority of the ERs and their 
limited ability to imbibe and retain the lessons imparted through training, the duration of Induction 
Level Orientation of the new ERs should be for 3 (three) days. Let us look at the ground reality. Some 
States have already established a system of 5 (five) days’ Induction Level Orientation for new ERs; 
whereas some States engage in and feel comfortable with 3 (three) days’ Induction Level Orientation 
for them. Under the circumstances, models for both 3 (three) days’ design and 5 (five) days’ design 
are presented in this book so that the States feeling comfortable with 3 (three) days’ Induction Level 
Orientation may like to follow that, while the States having capacity and infrastructure for 5 (five) 
days’ Induction Level Orientation can follow the other design.  

3. Rationale for Residential Induction Level Orientation of New ERs of GPs 
The Induction Level Orientation for new ERs of GPs should be residential in order that they can spend 
full five days in course of the programme in the training centre and interact with resident trainers and 
multi-term ERs to get their queries answered and their doubts cleared with correct and complete 
information about issues related to Panchayats & Rural Development. Besides, it has been experienced 
that if non-residential orientation is arranged for new ERs, their attendance in the programmes for all 
the days cannot be ensured; it is noticed that a majority of them arrive late and leave early and some 
of them drop out for a large part of the programme. Hence, a residential programme for Induction 
Level Orientation, be it for three days for five days, is considered essential, particularly in the present 
context of the augmented roles to be played by them.  

4. The Purpose of the Induction Level Orientation of New ERs of GPs
The basic purpose of the Induction Level Orientation of the new ERs of GPs is to enable them to 
clearly understand the structure, functions, roles and responsibilities of GP as an institution of self-
government entrusted with economic development and social justice with relation to the 29 subjects 
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given to Panchayats by the Eleventh Schedule of the Constitution and to develop their capacity to 
the extent possible to perform their functions effectively and efficiently. The major objectives of their 
Induction Level Orientation have been delineated in detail in the parts dealing with the Designs.    

5. Range of Contents for Induction Level Orientation of New ERs of GPs, to be Selected by 
SIRDPRs/SPRCs/other Training Institutions, based on Training Needs Assessment (TNA)
The SIRDPRs/SPRCs/other Training Institutions need to organize Induction Level Orientation for 
ERs of GPs, be it for 3 (three) days or 5 (five) days, more or less centring on these contents in a simple 
manner and in the local vernacular, keeping in mind their level of understanding, and on the basis of 
the Training Needs Assessment (TNA) done for them. With this end in view, a wide range of contents 
is presented in the following table with full liberty to the SIRDPRs/SPRCs/ other Training Institutions 
to select as many or as less as they feel necessary and practicable. 

Further, it is pertinent to mention that the range of the contents presented below is illustrative, not 
exhaustive; in other words, they may take up more contents, based on their local needs and priorities. 
The SIRDPRs/Nodal Training Institutions/other Training Institutions should exercise judicious choice 
from among these contents, based on the principles of ‘must’, ‘should’ and ‘could’ components of 
knowledge.

Sl. No. A Wide Range of Contents Suggested for Induction Level Orientation of ERs of GPs

1. Gram Panchayat as an Institution of Self-Government and its Roles & Responsibilities 
2. Structure and Functions of Gram Panchayat & its Standing Committees 

3.

Group Dynamics in Democratic Functioning of Gram Panchayat (with focus on 
participation, communication, facilitation, leadership, conflict resolution, decision making, 
problem solution and issues and stages of group development in the context of democratic 
functioning of Gram Panchayat)

4. Management of Meetings of Gram Panchayat, Office Management and Maintenance of 
Records

5. Mobilisation and Utilisation of Own Source Revenue by Gram Panchayat

6. Preparation of Budget, Management of Finance, Maintenance of Accounts, Procurement 
of Goods & Services and Audit Compliance

7. Service Delivery by Gram Panchayat

8. Social Audit and Roles of Gram Panchayat
9. Citizens’ Right to Information and Roles of Gram Panchayat
10. Citizens’ Right to Public Services and Roles of Gram Panchayat
11. Good Governance and Roles of Gram Panchayat
12. Mechanisms to Redress Public Grievances and Roles of Gram Panchayat
13. Assessment and Incentivization of Panchayats and Roles of Gram Panchayat
14. Application of Panchayat Enterprise Suites and Roles of Gram Panchayat
15. Education for All and Roles of Gram Panchayat
16. Health for All and Roles of Gram Panchayat

17. Gender Issues, Development of Women & Children, Legal Rights of Women &
Children, Gender-Just & Child-Friendly Gram Panchayat and Roles of Gram Panchayat

18. Self-Help Group Based Development and Gram Panchayat-SHG Convergence for 
Community-Led Poverty Reduction

19. Implementation of MGNREGS and Roles of Gram Panchayat
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Sl. No. A Wide Range of Contents Suggested for Induction Level Orientation of ERs of GPs

20. Housing for All and Roles of Gram Panchayat

21. National Social Assistance Programme (NSAP), other Social Assistance Schemes and 
Roles of Gram Panchayat

22. Utilisation of Fourteenth Finance Commission Grant and Roles of Gram Panchayat
23. Utilisation of State Finance Commission Grant and Roles of Gram Panchayat

24. Social Justice with Focus on Development of Backward Sections of the Society including 
SC, ST, BC, PWD, Mentally Retarded, Aged & Infirm and Roles of Gram Panchayat

25. Expansion of Livelihood Opportunities for Economic Development and Roles of Gram 
Panchayat

26. Climate Change, Environmental Upgradation and Roles of Gram Panchayat
27. Conservation of Bio-Diversity and Roles of Gram Panchayat
28. Disaster Management and Roles of Gram Panchayat

29. Mission Antyodaya Framework, Evidence-Based Local Development and Roles of Gram 
Panchayat

30. Provisions for Special Interventions in PESA Areas and Roles of Gram Panchayat

31.
Preparation, Implementation and Monitoring of Comprehensive and Inclusive GP 
Development Plan (GPDP) with focus on Human Development, Social Development & 
Sustainable Development Goals (SDG) and Roles of Gram Panchayat

32. Monitoring and Evaluation of the Functioning of Gram Panchayat, Programmes and 
Outcomes

There are varying opinions about how many of the required contents should be covered in the 
Induction Level Orientation and how many of them should be kept for Refresher Training. There is a 
widely prevalent view that since the new ERs are fresh entrants to the Panchayat system, they need to 
be oriented to the basic issues relating to Panchayats like the important provisions of Acts and Rules 
and their powers and functions along with a little bit of orientation on the major Rural Development 
programmes. The limitation of this view is that unless and until the ERs are brought under Refresher 
Training, they will be allowed to remain in the dark about the wide range of the contents they have to 
deal with in their daily functions as well as in preparation of comprehensive GPDP. 

The other view is that through the Induction Level Orientation they should be exposed to the entire 
gamut of Panchayats & Rural Development in brief so that they can be acquainted with all aspects 
of Panchayats & Rural Development even on a lighter note. For example, if the concept of climate 
change or biodiversity or natural resource management or social justice is not dealt with in their 
Induction Level Orientation even in five-seven sentences, they may remain totally ignorant about 
these issues; as a result, when they would lead GPDP interventions in their respective wards, they will 
not be able to attach due importance to these issues in the planning process. In all considerations, it 
will be better to deal with the entire range of the contents in brief so that they can grasp the subjects 
when they have to deal with them in real life situations at the time of performing their roles. 

6. Model Programme Schedules for Induction Level Orientation of New ERs of GPs
Based on the guiding principles, objectives and the wide range of contents, two Model Programme 
Schedules – one for 3 (three) days’ and the other for five days’ residential Induction Level Orientation 
is suggested and to be shared with the SIRDPRs/SPRCs/other Training Institutions. They may like to 
develop their Programme Schedules for 3 (three) days’ or for five days’ residential Induction Level 
Orientation for ERs of GPs in their local context, following the suggested ones as specimens, if not 
models.
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7.  Model Training Modules for Induction Level Orientation of ERs of GPs
The terms “Training Modules” are understood in many senses and forms. Sometimes, only learning 
materials are understood as Training Modules. Sometimes, learning materials along with certain 
instructions for trainers regarding how to transact the learning elements are called Training Modules. 
There may be other ways of understanding the terms.

Almost every State has prepared learning materials mostly in their local languages for training of 
Elected Representatives (ER) of Gram Panchayats (GP). Generally, they are distributed at the time of 
training – either after or even before training sessions. Somewhere they are distributed in loose forms 
as ‘handouts’, whereas elsewhere they are bound together in the form of a book and distributed among 
learners. It is observed that most of these learning materials are updated before training of new ERs 
of GPs every five years. There is no doubt that they are quite useful to ERs for earning knowledge to 
perform their roles. But, it is observed, they vary widely in terms of coverage, standard and quality. 

Hence, in order to have a set of commonly understood, user-friendly and purposive “Training Modules” 
to be used for ERs of GPs across the country, it was desired by the Ministry of Panchayati Raj and 
the Ministry of Rural Development that the National Institute of Rural Development & Panchayati 
Raj (NIRD&PR) should prepare Model Training Modules for Induction Level Orientation of ERs of 
GPs. The Model Training Modules for Induction Level Orientation of new ERs of GPs, prepared by 
the NIRD&PR, have the following five components:

(a) Two sets of Model Training Designs (popularly known as Programme Schedules) indicating 
background, objectives, methods, timeframe and profile of facilitators – one for 3 (three) days 
and the other of 5 (five) days. 

(b) Model Session Plan & Transaction Process to guide trainers on how to plan and execute each 
session, indicating approach and methodology in brief and the expected outcomes. 

(c) A Model PPT on the most important sessions, embedded with photographs, video clips, case 
study etc., for use by trainers as a tool for transaction.

(d) A Model Transaction Manual for most sessions to guide trainers to transact them, maintaining 
quality uniformly everywhere.

(e) Model Learning Materials on FAQ Mode on a wide range of 32 contents relevant to GP, 
bound as a book, for use by ERs before training, during training and after training and even for 
use by those who would not attend training and also for use by functionaries of GPs and their 
support institutions.

8. Usefulness of the Model Training Modules Prepared by the NIRDPR
The Training Modules prepared by the NIRDPR have been developed following what is popularly 
known as “Experiential Learning Cycle” and “Adult Learning Principles” and based on sound 
experience of application of the principles and practice of ‘Participatory Training methodology’. 

It is observed that training is generally modelled on the conventional approach of formal education 
which all of us have gone through school, college and university where ‘teachers’ ‘teach’ the clients 
as ‘students’ mostly through structured classroom sessions. In such sessions, teachers remain active, 
vocal and talk generally in a sort of sermonizing style monopolistically from their own points of 
view, while students generally remain individual passive learners, having little scope to participate 
actively in the learning process. Such a system of learning is competitive, not cooperative; so those 
who can, learn and those who cannot, do not learn.  But in case of adults, this conventional approach 
of ‘teaching’ does not hold good. Adults have their own experiences and respective points of view. 
So, they generally cannot accept what they are taught in a sermonizing style; they want to judge 
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everything from their own experiences and points of view. Generally, adults learn by moving from 
the ‘known’ to the ‘unknown’, based on their experiences. In case of adult learners, there can be no 
‘teacher’ to ‘teach’; on the contrary, learning takes place through interactions between trainers and 
learners through active participation on the part of all.

This approach is expressed as “Experiential Learning Cycle”, based on “Adult Learning Principles” 
as stated in the following figure. 

Indeed, in a training programme meant for adults, the role of the trainer will be to create a congenial 
environment in which both the trainers and the learners will contribute to the process of learning, 
mainly through active participation and experiences of both. That is why, the pedagogy applied 
to students in formal education is different from that applied to adults, based on the approach of 
‘andragogy’ which is built on the principles of adult learning. This approach of learning applied to 
adults is popularly expressed also as ‘Participatory Training’, which is most suitable to adult learners. 
Induction Level Orientation must needs be ‘participatory’ with the aim that learners need to be at 
the core and fore in the process of ‘learning’ and not ‘teaching’ and ‘being taught’. However, since 
the Training Modules, prepared by the NIRDPR, have been developed following ‘Adult Learning 
Principles’ and based on experience of application of the principles and practice of ‘Participatory 
Training Methodology’,  they will be helpful in the following manner:

(a) The Designs and the Session Plan & Transaction Process will together help in understanding 
the objectives of the entire training, the objectives of each session, the methods to be used, a 
transaction process in brief (elaborated in the Transaction Manuals), the timeframe of each 
session, the profile of facilitators and the expected outcomes.

(b) The Learning Materials cover a wide range of themes/contents which are relevant to their 
functioning, using the Frequently Asked Questions (FAQ) mode in order that learners can 
understand the elements of learning step by step, slowly but steadily. This approach helps 
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learners to come back to the points of interest easily as and when required. This is difficult 
through essay type learning materials from which learners have to find out the points of interest 
through repeated study. Besides, learning materials prepared on FAQ mode can precisely present 
the subject broken up into pieces that facilitate learning as well as keeping in mind. 

(c) If properly used, the PPTs, to be used following the Transaction Manuals, will help in ensuring 
participatory training. How to make any learning session essentially participatory, using the PPT 
as a tool for transaction, has been described in the Model Session Plan & Transaction Process 
for Induction Level Orientation and as well as in the Transaction Manuals. An adapted excerpt 
from the Model Session Plan and Transaction Process is presented below within brackets for 
ready reference (The Trainers’ Team may use a PPT, to be specially prepared for each session, 
as a tool for interaction. Instead of making a one-way communication through the presentation, 
the first trainer will first ask any participant a question about the issue, while the second trainer 
will write the answer on the board. Then the first trainer will ask another participant to respond 
whether s/he wants to supplement the answer given by the first participant. The trainer must not 
ask whether the answer is correct or not, because in case the answer is incorrect the participant 
will feel embarrassed and may withdraw. The second participant may say that the answer given 
by the first participant is incorrect and may give the right answer. Then the first trainer, without 
making any comment, will ask a third participant to respond whether s/he wants to supplement 
the answer given by the second participant. The first trainer will then quickly show the specific 
slide on the screen, present the correct answer and explain the salient points in brief, with 
reference to the case studies and the video clips, preferably to be embedded in the PPT. Thus, 
the trainers will be able to utilize the existing capacity and experience of the participants in a 
really participative manner).

(d) The Transaction Manuals, if properly followed, will help trainers in transacting the sessions in the 
desired manner and to ensure creation of an encouraging environment for active participation of 
learners and for joyful learning. This apart, quality of learning can be ensured through Induction 
Level Orientation uniformly by all trainers across multiple training centres in a State.

9. Strategy for Rolling out the Model Training Modules for Induction Level Orientation of ERs 
of GPs
Some of the States have already prepared and are using Training Modules of high standard for Induction 
Level Orientation of new ERs of GPs. The purpose of these Model Training Modules is to offer to 
the SIRDPRs/Nodal Training Institutions/other Training Institutions – a model of what can be done 
to ensure quality in Induction Level Orientation of new ERs of GPs. The SIRDPRs/Nodal Training 
Institutions/other Training Institutions may like to prepare Training Modules, following these Model 
Training Modules as specimens, if not models, in their local language and in their local context, based 
on TNA, their own experiences and innovations. If required, the NIRDPR will organise writeshops 
with State Level Trainers for development and rollout of quality Training Modules. 

10. Strategy for development of effective Training Modules for Induction Level Orientation of 
New ERs of Intermediate Panchayats & District Panchayats
For Induction Level Orientation of new ERs of the higher two tiers viz. Intermediate Panchayats & 
District Panchayats, similar strategy may be followed and the SIRDPRs/ Nodal Training Institutions 
/ other Training Institutions may take similar initiative. 

11. Strategy for Evaluation of Training Programmes
The following measures may be taken for appropriate evaluation of all sorts of Training Programmes 
and for maintenance of quality of learning:
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•	 To conduct a brief pre-test through a simple structured format.
•	 To conduct a brief post-test through quiz at the end of each session.
•	 Assessment of the performance of Trainers may be done through the Evaluation format on a 

scale of 1 to 10 (10 for the best and 1 for most unsatisfactory).
•	 A Training Impact Assessment (TIA) may be done after 6 months of each training.

•	 Planning, designing, conduct and management need to be rigorously monitored by the 
SIRDPR/ other Training Institutions and corrective actions need to be taken concurrently.   
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Part-2A 

Model Design for 3 Days’ 

Residential Induction Level Orientation of Newly Elected 
Representatives of Gram Panchayats

Venue:   Dates:   

Objectives

1. To enable the newly Elected Representatives of Gram Panchayats (GP) to understand 
the structure, functions, roles and responsibilities of GP as an institution of self-
government entrusted with economic development and social justice  

2. To develop their understanding about the institutional functioning of GP including 
organisation of Gram Sabha and Ward Sabha, management of meetings, office 
management, work management, resource mobilisation, financial management, 
service delivery, audit compliance, redress of grievances, issues of good governance 
etc.

3. To enable them to understand the efficacy of e-governance through application of 
the Panchayat Enterprise Suites for more effective management of the functions of 
GP 

4. To develop their understanding about the outlines of the major Rural Development 
and Social Assistance programmes/schemes assigned to GP and their roles 

5. To develop their understanding about SHG-based development and Panchayat-
SHG convergence for accelerating community-led poverty reduction

6. To develop their understanding about the stages and processes of preparation of a 
comprehensive and convergent GP Development Plan (GPDP) aiming at sustainable 
rural development 

7. To develop their knowledge and awareness about monitoring and evaluation of the 
GP functioning, programmes and outcomes.
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Programme Schedule for 3 Days’ 

Residential Induction Level Orientation for New ERs of GPs 

Time Content Method Facilitator
Day-1

09.00 – 10.00
(Session-1) 

Registration, self-introduction and objec-
tives of the Induction Level Orientation of 
new ERs of GPs

 Trainers’ Team

10.00 – 11.00
(Session-2)

Salient features of GP as a strong institution 
of self-government

Brainstorming Trainers’ Team

11.00 – 13.30
(Session-3)

Structure, functions, roles and responsibil-
ities of GP as an institution of self-govern-
ment

Presentation &
 Interaction

Trainers’ Team

13.30 – 14.30 Lunch Break
14.30 – 16.00
(Session-4)

Major institutional issues related to func-
tioning of GP including organisation of 
Gram Sabha and Ward Sabha, management 
of meetings, office management, work man-
agement etc. and roles of GP

Presentation &
 Interaction

Trainers’ Team

16.00 – 17.30
(Session-5)

Resource mobilisation, financial manage-
ment, service delivery, infrastructure devel-
opment, statutory and social audit, redress 
of grievances and roles of GP

Presentation 
with Good 
Practice &
Interaction

Trainers’ Team

19.00 – 20.30
(Session-6)

Screening of motivational films on various 
aspects of Panchayats & Rural Develop-
ment 

Feedback & 
analysis of 
lessons learnt

Trainers’ Team

Day-2
09.30 – 10.00
(Session-7)

Review of the previous day’s sessions and 
lessons learnt

Interaction Participants

10.00 – 11.00
(Session-8)

Efficacy of e-governance through applica-
tion of the Panchayat Enterprise Suites for 
more effective management of the functions 
of GP

Presentation & 
Demonstration 

Trainers’ Team

11.00 – 12.00
(Session-9)

Issues of Good Governance and roles of GP Case Study, 
Presentation &
 Interaction

Trainers’ Team

12.00 – 13.30
(Session-10)

Outlines of major Rural Development Pro-
grammes/Schemes : MGNREGS, PMAY-G, 
NSAP, FFC Grant, SFC Grant and other fi-
nancial resources and roles of GP

Presentation 
with Good 
Practice &
Interaction

Trainers’ Team
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Time Content Method Facilitator
13.30 – 14.30 Lunch Break
14.30 – 16.00
(Session-10 
continued)

Outlines of the major Rural Development 
Programmes/Schemes : NSAP, FFC Grant, 
SFC Grant and other financial resources and 
roles of GP

Case Study, 
Presentation &
 Interaction

Trainers’ Team

16.00 – 17.30
(Session-11)

Social Justice with focus on Development 
of SC, ST, BC, PWD, Mentally Retarded, 
Aged & Infirm and roles of GP

Presentation 
with Good 
Practice &
Interaction

Trainers’ Team

19.00 – 20.30
(Session-12)

Cultural Programmes with focus on Human 
Development & Social Development 

Feedback & 
analysis of 
lessons learnt

Trainers’ Team

Day-3
09.30 – 10.00
(Session-13)

Review of the previous day’s sessions and 
lessons learnt

Interaction Participants

10.00 – 11.30
(Session-14)

Gender Issues and programmes for develop-
ment of Women & Children for Gender-Just 
and Child-Friendly GP and roles of GP

Case Study, 
Exercise 
Presentation &
Interaction

Trainers’ Team

11.30 – 13.30
(Session-15)

SHG-based Development and Pancha-
yat-SHG Convergence for accelerating 
community-led poverty reduction

Presentation 
with Good 
Practice &
Interaction

Trainers’ Team

13.30 – 14.30 Lunch Break
14.30 – 16.00
(Session-16)

Stages and processes of preparation of com-
prehensive and convergent GP Develop-
ment Plan (GPDP) aiming at Sustainable 
Development and roles of the individual 
ERs and the GP as a whole 

Brainstorming, 
Presentation 
with Good 
Practice &
Interaction

The Trainers’ 
Team

16.00 – 17.00
(Session-17)

Systems and processes of monitoring & 
evaluation of the functioning of GP, pro-
gramme and outcomes

Presentation &
Interaction

Trainers’ Team

17.00 – 17.30
(Session-18)

Wrap-up, feedback, evaluation of the orien-
tation and next step actions

Brainstorming 
& Interaction

Participants

NB: This Model Training Design may be regarded as a specimen only. This needs to be 
modified by the States in their local context, depending on the availability of training 
infrastructure, capability of trainers, opportunities and other resources.  
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Part-2B

 Model Session Plan & Transaction Process 
for 3 Days’ Residential Induction Level Orientation of Elected Representatives of 

Gram Panchayats

1. Preparatory Arrangements 
1.1 Before customising the Training Design, the Trainers’ Team must conduct a Training Needs 

Analysis (TNA) systematically, collect Good Practices from different parts of the country and 
develop relevant Case Studies to ensure experience-based learning.  

1.2 In order that full three days’ time is available for the Induction Level Orientation, which should 
be residential in nature, the Elected Representatives (ER) of Gram Panchayats (GP) may be 
requested to report to the venue of orientation within the evening on the day prior to the first day 
of the orientation.

1.3 In order to ensure participation of the targeted number of ERs (which should be restricted to 
40), the Trainers’ Team should contact each and every ER over phone well ahead and explain 
the necessity and usefulness of the Induction Level Orientation. This is in addition to the official 
communications to be made with them about the Induction Level Orientation which normally 
goes through District/Block administration. The Trainers’ Team should also follow up with 
the District/Block administration that communication is made with the ERs through multiple 
channels well ahead. 

1.4 Elected Women Representatives (EWRs) should be encouraged to take along with them their 
babies in arms so that they can pay full attention to the proceedings of the orientation. Husband 
and/or personal attendant should be discouraged to stay in the venue of orientation. Hence, 
a crèche needs to be set up, even temporarily, preferably with one or two SHG members, to 
take care of the babies while their mothers need to remain engrossed in the proceedings of 
the orientation. No proxy like husband or guardian must be allowed to attend the orientation 
in place of or in addition to the EWRs. Success of the orientation depends largely on strict 
abidance of these norms.

1.5 The Trainers’ Team must ensure creation of a conducive environment for comfortable stay of 
the participants and joyful learning in and outside the training halls. Minimum arrangements 
for following hygienic practices (like keeping soap for hand washing in toilets and dining halls) 
must be made and followed up. 

2. Day-1 Session-1 (Time available – 90 minutes) : Registration, Self-introduction and 
Objectives of the Induction Level Orientation of new ERs of GPs

Methodology
2.1 For registration, formats must be developed well ahead by the Trainers’ Team in the vernacular 

to capture the minimum essential information about each ER in order to understand their 
background and profile. This is also necessary to prepare and maintain the database of training 
and to upload the information about each ER in the designated portal of the Ministry of 
Panchayati Raj, Government of India and the State Panchayati Raj Department, following the 
guidelines.

2.2 Before or immediately after the inaugural session1, if organised, the Trainers’ Team may write 
on a board a format for self-introduction by participants mentioning the following points:

1 Instead of any formal inaugural session on the first day of the programme, dignitaries and senior officials may be re-
quested to attend the concluding session, address the participants, assess the quality of learning  and advise the Trainers’ 
Team to take necessary steps to bridge critical gaps. 
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(a) Full name and designation of the ER and name of the GP.

(b) Number of terms of membership of the ER in the GP or association with PRIs. 

(c) Specific expectations from the Induction Level Training.

2.3 After self-introduction by participants, the Trainers are to sum up the profile of the ERs and 
explain to them the objectives of the Induction Level Training and respond on the expectations 
expressed by them. The Trainers’ Team will also need to explain to them the norms of the 
training institution, necessity of maintaining punctuality and importance of the orientation. The 
Trainers’ Team may form a Steering Committee with 2-3 willing participants for Day-1 to assist 
the Trainers’ Team in conducting the programme and maintaining liaison between participants 
and the Trainers’ Team.

Expected Outcome from this session 
2.4 The expected outcomes from this session are as follow:

(a) The Trainers’ Team and the participants will be able to understand one another.

(b) The Trainers’ Team will be able to assess, to some extent, the level of the participants and their 
existing capacity as ERs of the GPs.

(c) Even though to a limited extent, there will be an ice-breaking and comfortable environment for 
them to articulate their voices.

(d) The participants will be able to understand the importance of the induction level orientation 
programme.

3. Day-1 Session-2 (Time available – 60 minutes) : Salient Features of GP as a Strong Institution 
of Self-Government (Method : Brainstorming) 

Methodology
3.1 There must be two Trainers to conduct this session. The learning needs required for conducting 

the session are : a big white board, white board markers in multiple colours or alternatively 
chart papers attached with the board or even on a wall and water colour markers. The Trainers’ 
Team will explain the objectives and methodology of the session and then start brainstorming.

3.2 One Trainer will anchor the session i.e. invite suggestions about the salient features of GP as a 
strong institution of local government, even providing them with ideas at times if satisfactory 
suggestions do not come forth, and taking out as many points as possible. This should be 
done, based on the principle and belief that the purpose of a good training is not to insert 
ideas into people’s heads but to take ideas out. However, the other Trainer is to note the points 
on the board or the chart papers in such a way that the points are visible to the participants. 
Alternatively, a third Trainer may type out the suggestions on a computer and project the same 
on a screen or on a wall with the help of an LCD/LED projector. However, the participants need 
to add new suggestions only, avoiding whatever have already come out. Since this an absolutely 
creative session, the Trainers’ Team must take care in all respects that this session can become 
productive.

Expected Outcome from this session 

3.3 The expected outcomes from this session are as follow:

(a) Expansion of the vision of the participants about GP as a strong institution of local government.

(b) The Trainers’ Team will be able to assess, to a greater extent, the level of the participants and 
the their existing capacity as ERs of the GPs.
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(c) There will be a more comfortable environment for participatory training.

(d) The participants will be able to understand the importance of their roles in functioning of GP.

4. Day-1 Session-3 (Time available – 150 minutes) : Structure, Functions, Roles and 
Responsibilities of GP as an Institution of Self-Government (Method : Presentation & 
Interaction)

Methodology
4.1 The Trainers’ Team will use a PPT, to be specially prepared for this session, as a tool for 

interaction. Instead of making a one-way communication through the presentation, the first 
Trainer will first ask any participant a question about the issue, while the second Trainer will 
write the answer on the board. Then the first Trainer will ask another participant to respond 
whether s/he wants to supplement the answer given by the first participant (the Trainer must not 
ask whether the answer is correct or not, because in case the answer is incorrect the participant 
will feel embarrassed and may withdraw). The second participant may say that the answer 
given by the first participant is incorrect and may give the right answer. Then the first Trainer 
will ask a third participant to respond whether s/he wants to supplement the answer given by 
the second participant. The first Trainer will then quickly show the specific slide on the screen, 
present the correct answer and explain the salient points in brief, with reference to the case 
studies and the video clips, preferably to be embedded in the PPT. Thus, the Trainers will 
go on and finish the session in time.

Expected Outcome from this session 
4.2 The expected outcomes from this session are as follow:

(a) The participants will be able to correctly understand the structure, functions, roles and 
responsibilities of GP as an institution of self-government.

(b) There will be a more appropriate environment for participatory training, based on the principles 
of adult learning and banking upon the existing knowledge of the participants.

(c) The participants will be able to understand the importance of their roles and responsibilities in 
functioning of GP for holistic development in the entire GP including her/his constituency.

5. Day-1 Session-4 (Time available – 90 minutes) :  Institutional issues related to functioning 
of GP including organisation of Gram Sabha & Ward Sabha, management of meetings, 
office management, work management etc. and roles of GP  (Method : Presentation & 
Interaction)

Methodology
5.1 The Trainers’ team will use a PPT, to be specially prepared for this session, as a tool for 

interaction. Instead of making a one-way communication through the presentation, the first 
Trainer will first ask questions about the issue, while the second Trainer will write the answers 
on the board (following the principles mentioned in Para 4.1). Then the first Trainer will show 
the specific slide on the screen and explain the salient points in brief with reference to case 
studies and the video clips, preferably to be embedded in the PPT and using her/his skills 
of communication, based on Adult Learning Principles. In this way, the Trainers will go on and 
finish the session in time.

Expected Outcome from this session
5.2 The expected outcomes from this session are as follow:

(a) The participants will be able to understand the institutional issues related to functioning of 
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GP including organisation of Gram Sabha & Ward Sabha, management of meetings, office 
management, work management etc.

(b) The participants will be able to understand the importance of their roles and responsibilities in 
functioning of GP as an institution of self-government.

(c) There will be a more comfortable environment for learning achieved through Adult Learning 
Principles.

6. Day-1 Session-5 (Time available – 120 minutes) : Resource mobilisation, financial 
management, service delivery, audit compliance, redress of grievances and roles of GP 
(Method : Case Study, Presentation & Interaction)

Methodology
6.1 The Trainers’ team will use one or more PPTs, to be specially prepared for this session, as a tool 

for interaction. Instead of making a one-way communication through the presentation, the first 
Trainer will first ask questions about the issue, while the second Trainer will write the answers 
on the board (following the principles mentioned in Para 4.1). Then the first Trainer will show 
the specific slide on the screen and explain the salient points in brief with reference to case 
studies and the video clips, preferably to be embedded in the PPT and using her/his skills 
of communication, based on Adult Learning Principles. In this way, the Trainers will go on and 
finish the session in time.

6.2 Utmost importance to be given in transaction of this session will be on how to prepare and 
finalize Bye-Law and Assessment Register, how to identify sources of Non-Tax Revenue and 
about modalities and preparatory activities for collection of Tax and Non-Tax Revenue.

Expected Outcome from this session
6.3 The expected outcomes from this session are as follow: 

(a) The participants will be able to understand the issue and methodology of resource mobilisation, 
financial management, service delivery, audit compliance, redress of grievances and issues of 
good governance.

(b) The participants will be able to understand the importance of their roles and responsibilities in 
functioning of GP as an institution of self-government.

7. Day-1 Session-6 (Time available – 90 minutes) :  Screening of Motivational Films on 
Panchayats & Rural Development (Method : Feedback & Analysis of Lessons Learnt)

Methodology
7.1 There are many short films and video clips on various issues Panchayats & Rural Development, 

community initiatives, good practices, innovations etc. They may be screened during their leisure 
time. Some feature films having educative values may also be screened for both entertainment 
and learning.

Expected Outcome from this session
7.2 The expected outcomes from this session are as follow:

(a) The participants will be able to understand the multi-dimensional aspects of Panchayats & Rural 
Development and welfare schemes, innovative practices etc. This will expand their horizon of 
thinking and motivation to work for the development of their areas.

(b) The entertaining event will relieve them of their drudgery of intense involvement in the 
orientation and increase their energy level.

(c) There will be a more comfortable environment for participatory training.
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8. Day-2 Session-7 (Time available – 30 minutes) : Review of the Previous Day’s Sessions and 
Lessons Learnt (Method : Interaction)

Methodology
8.1 The Participants will steer this session. The Trainers’ Team will see to it that all the salient points 

that featured in the previous day’s session are briefly highlighted. If necessary, the Trainers’ 
Team will have to explain certain issues and clarify certain issues about which the participants 
may not have attained adequately clear and sound knowledge, awareness, skills, attitude and 
self-confidence.

8.2 The Trainers’ Team may form a fresh Steering Committee with 2-3 willing participants for Day-
2 to assist the Trainers’ Team in conducting the programme and maintaining liaison between the 
participants and the Trainers’ Team.

Expected Outcome from this session
8.3 The expected outcomes from this session are as follow:

(a) Recapitulation of the lessons learnt for reinforcement of learning.

(b) The participants will be able to get their misconceptions clarified.

(c) There will be common understanding of the issues.

(d) The Trainers’ Team will be able to further assess the level of learning of the respective 
participants and get an opportunity to pay more attention to the backward, introverted and 
passive participants. They will also be able to strategize their course of action to facilitate them 
to participate actively in the programme.

(e) There will be a more comfortable environment for participatory training.

9. Day-2 Session-8 (Time available – 60 minutes) : Efficacy of e-Governance through 
Application of the Panchayat Enterprise Suites for More Effective Management 
of the Functions of GP  (Method : Presentation & Demonstration with Computers)                              
Session-9 (Time available – 60 minutes) : Issues of Good Governance and roles of GP  
(Method : Case Study, Presentation & Interaction)

Session-10 (Time available – 180 minutes) : Outlines of major Rural Development Programmes/
Schemes : MGNREGS, PMAY-G, NSAP, FFC Grant, SFC Grant and other financial 
resources and roles of GP (Method : Case Study, Presentation & Interaction)

      and

Session-11 (Time available – 90 minutes) :  Social Justice with focus on Development of SC, ST, 
BC, PWD, Mentally Retarded, Aged & Infirm and roles of GP (Method : Case Study, 
Presentation & Interaction)

Methodology
9.1 The Trainers’ team will use a PPT on each subject, to be specially prepared for this session, as 

a tool for interaction. Instead of making a one-way communication through the presentation, 
the first Trainer will first ask questions about the issue, while the second Trainer will write the 
answers on the board (following the principles mentioned in Para 4.1). Then the first Trainer 
will show the specific slide on the screen and explain the salient points in brief with reference 
to case studies and the video clips, preferably embedded in the PPT and using her/his skills 
of communication, based on Adult Learning Principles. In this way, the Trainers will go on and 
finish the session in time.
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9.2 For Session-8, the Trainers’ Team will arrange demonstration with Hands-on-Computer 
if computers in adequate number are available in the training centre, even on hiring basis. 
Otherwise, they will just show the application of the most important applications in order that 
they can have an idea about the efficacy of the applications.  

Expected Outcome from this session
9.3   The expected outcomes from this session are as follow: 

(a) The participants will be able to understand the efficacy of e-governance through Application of 
the Panchayat Enterprise Suites for more effective management of the functions of GP 

(b) The participants will be able to understand outlines of the major Rural Development Programmes 
/ Schemes viz. MGNREGS & PMAY-G

(c) The participants will be able to understand the importance of their roles and responsibilities in 
functioning of GP as an institution pf self-government.

(d) There will be a more comfortable environment for learning achieved through Adult Learning 
Principles.

 10. Day-2 Session-12 (Time available – 90 minutes) : Cultural Programmes with focus on 
Human Development and Social Development (Method : Feedback and analysis of lessons 
learnt)

Methodology
10.1 Many ERs are talented enough to perform Role Play, Skit, Ex-Tempore Lecture, Song, Recitation 

etc. They may be encouraged by Trainers’ Team to perform their  preferred items with focus on 
a range of the indicative themes.  

Expected Outcome from this session
10.2   The expected outcomes from this session are as follow: 

(a) The participants will be able to exert their talents for exhibiting their involvement in the cultural 
events as a result of which their motivation will increase. 

(b) The entertaining event will relieve them of their drudgery of intense involvement in training.

(c) Performance on the range of indicative themes will expand their vision of development in terms 
of the respective themes.

(d) There will be a more comfortable environment for ownership of the learning process.

11. Day-3 Session-13 (Time available – 30 minutes) :  Review of the Previous Day’s Sessions 
and Lessons Learnt (Method : Interaction)

11.1 Methodology: Same as explained previously for similar sessions.

11.2 Expected Outcome from these sessions: Same as delineated previously.

12. Day-3 Session-14 (Time available – 90 minutes) : Gender Issues and Programmes for 
development of Women & Children for Gender-Just and Child-Friendly GP and roles of 
GP  (Method : Case Study, Exercise, Presentation & Interaction)

Session-15 (Time available – 90 minutes) : SHG-based Development and  Panchayat-SHG 
Convergence for Accelerating Community-led Poverty   Reduction (Method : Presentation 
& Interaction)
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Session-16 (Time available – 90 minutes) : Stages and Processes of Preparation of a Comprehensive 
and Convergent GP Development Plan (GPDP) aiming at sustainable rural development 
and roles of individual ERs and the GP as a whole (Method: Brainstorming, Case Study, 
Presentation & Interaction)

And

Session-17 (Time available – 60 minutes) : Systems and processes of monitoring and evaluation 
of the functioning of GP, Programmes & Outcomes (Method: Presentation & Interaction)

12.1 Methodology: Same as explained previously for similar sessions.

12.2 Expected Outcome from these sessions: Same as delineated previously.

13. Day-3 Session-18 (Time available – 30 minutes) : Wrap-up, Feedback, evaluation of the 
orientation and next step actions (Method : Brainstorming & Interaction)

Methodology
13.1 The Trainers’ Team must have circulated a standard printed format for evaluation  of the entire 

Induction Level Orientation programme. The printed evaluation formats need to be collected 
quickly. Then the Trainers’ Team will wrap up the orientation programme with a Brainstorming 
on the new lessons learnt within 2-3 words from each participant. The Trainers’ Team will 
record them on boards or on chart papers which are visible to all. The participants will be asked 
to express only those points which have not been expressed by others. This will hardly take 10 
minutes to complete the Brainstorming. 

Expected Outcome from these sessions
13.2 It is likely to appear that the key learnings have been expressed by the participants and written 

by the Trainers’ Team on board or chart papers. Precisely, these will be the take home points and 
final outcomes of the entire Induction Level Orientation programme in key words.

14. A Few Words about these Guidelines to Trainers for Session Planning for the Induction 
Level Orientation of Elected Representatives of GPs

14.1 Almost every State Panchayati Raj Department/SIRDPR/other Training Institute prepares 
Training Designs (in whatever name) issues guidelines to Trainers for session planning for any 
kind of training. The present treatise deals with one such set of standard guidelines, following 
the Model Design for Induction Level Orientation of new ERs of GPs. The State Panchayati 
Raj Department/SIRDPR/other Training Institutes may like to consult these guidelines as 
‘specimens’ if not models, and prepare their own guidelines, expectedly in a much better way, 
for session planning for Induction Level Orientation of new ERs of GPs in the local vernacular 
in their local context, depending on the availability of training infrastructure, capability of 
Trainers, opportunities and other resources.  

14.2 But an important point may be kept in mind that in order to make this Induction Level Orientation 
of new ERs of GPs effective, a lot of preparatory works need to be done by dedicated teams of 
Trainers at various levels. These include attainment of the required capability to imbibe these 
guidelines, either through their existing competencies and experiences or by earning the same 
through series of Training of Trainers on training and communication methodology, intense 
study and devoted practice.
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Part-3A

 Model Design for 5 Days’ 

Induction Level Orientation of Elected Representatives of Gram Panchayats

Venue:   Dates:   

Objectives

1. To enable the new Elected Representatives of Gram Panchayats (GP) to understand 
the structure, functions, roles and responsibilities of GP as an institution of self-
government entrusted with economic development and social justice 

2. To develop their awareness and attitude about multi-dimensional Group Dynamics 
in democratic functioning of GP and to develop their leadership qualities   

3. To enable them to understand the institutional issues related to functioning 
of GP including organisation of Gram Sabha & Ward Sabha, management of 
meetings, office management, work management, resource mobilisation, financial 
management, service delivery, audit compliance, redress of grievances, issues of 
good governance etc.

4. To enable them to understand the efficacy of e-governance through application of 
the Panchayat Enterprise Suites for more effective management of the functions of 
GP 

5. To develop their understanding about the outlines of the major Rural Development, 
Human Development, Social Development and Social Assistance programmes/ 
schemes assigned to GP and their roles 

6. To develop their understanding about SHG-based development and Panchayat-
SHG convergence for accelerating community-led poverty reduction

7. To enhance their awareness about relevant thematic issues including Mission 
Antyodaya, gender, livelihoods, bio-diversity, environment, disaster management, 
sustainable development & SDGs and their roles 

8. To enable them to understand the special interventions in PESA GPs and their roles 
(applicable to PESA areas)

9. To develop their understanding about the stages and processes of preparation of a 
comprehensive and convergent GP Development Plan (GPDP) aiming at sustainable 
rural development 

10. To develop their knowledge and awareness about monitoring and evaluation of the 
GP functioning, programmes and outcomes.
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Programme Schedule for 5 Days’ 
Residential Induction Level Orientation for New ERs of GPs

Time Content Method Facilitator
Day-1

09.00 – 10.30
(Session-1) 

Registration, self-introduction and objec-
tives of the Induction Level Orientation of 
ERs of GPs

 Trainers’ Team

10.1 – 11.30
(Session-2)

Salient features of GP as a strong institution 
of local government

Brainstorming Trainers’ Team

11.30 – 13.30
(Session-3)

Structure, functions, roles and responsibili-
ties of GP as an institution of self-govern-
ment

Presentation &
 Interaction

Trainers’ Team

13.30 – 14.30 Lunch Break
14.30 – 18.00
(Session-4)

Multi-dimensional Group Dynamics in 
democratic functioning of GP 
(with focus on the concepts of participation, 
facilitation, leadership, conflict resolution, 
decision making, problem solution, issues 
and stages of group development in the 
context of GP and other related issues)

Group Exercise, 
Case Study, 
Presentation &
 Interaction

Trainers’ Team 

19.00 – 20.30
(Session-5)

Screening of motivational films on various 
aspects of Panchayats & Rural Develop-
ment 

Feedback & 
analysis of 
lessons learnt

Trainers’ Team

Day-2
09.30 – 10.00
(Session-6)

Review of the previous day’s sessions and 
lessons learnt

Interaction Participants

10.00 – 11.30
(Session-7)

Institutional issues related to functioning of 
GP including organisation of Gram Sabha 
and Ward Sabha, management of meetings, 
office management, work management etc.

Presentation &
Interaction

Trainers’ Team

11.30 – 13.30
(Session-8)

Resource mobilisation, financial manage-
ment, service delivery, infrastructure devel-
opment, statutory and social audit, redress 
of grievances and issues of good gover-
nance

Presentation 
with Good 
Practice &
Interaction

Trainers’ Team

13.30 – 14.30 Lunch Break
14.30 – 16.00
(Session-9)

Efficacy of e-governance through applica-
tion of the Panchayat Enterprise Suites for 
more effective management of the func-
tions of GP

Presentation & 
Demonstration 
with Hands on 
Computers

Trainers’ Team

16.00 – 18.00
(Session-10)

Outlines of the major Rural Development 
Programmes/Schemes : MGNREGS, 
PMAY-G, NSAP, FFC Grant, SFC Grant 
and other financial resources that may be 
available to GP

Presentation 
with Good 
Practice &
Interaction

Trainers’ Team
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Time Content Method Facilitator
19.00 – 20.30
(Session-11)

Screening of motivational films on various 
aspects of Panchayats & Rural Develop-
ment 

Feedback & 
analysis of 
lessons learnt

Trainers’ Team

Day-3
09.30 – 10.00
(Session-12)

Review of the previous day’s sessions and 
lessons learnt

Interaction Participants

10.00 – 11.30
(Session-13)

Social Justice with focus on Development 
of SC, ST, BC, PWD, Mentally Retarded, 
Aged & Infirm and Roles of GP

Presentation &
Interaction

Trainers’ Team

11.30 – 13.30
(Session-14)

Gender Issues and programmes for devel-
opment of Women & Children for Gen-
der-Just and Child-Friendly GP and roles of 
GP

Case Study, 
Exercise 
Presentation &
Interaction

Trainers’ Team

13.30 – 14.30 Lunch Break
14.30 – 16.00
(Session-15)

SHG-based Development and Pancha-
yat-SHG Convergence for accelerating 
community-led poverty reduction

Presentation &
Interaction

Trainers’ Team

16.00 – 18.00
(Session-16)

Outlines of the concepts of Human Devel-
opment, Social Development, Sustainable 
Development & Sustainable Development 
Goals and roles of GP in achieving them

Presentation 
with Good 
Practice &
Interaction

Trainers’ Team

19.00 – 20.30
(Session-17)

Cultural Programmes with focus on Human 
Development & Social Development 

Feedback & 
analysis of 
lessons learnt

Trainers’ Team

Day-4
09.30 – 10.00
(Session-18)

Review of the previous day’s sessions and 
lessons learnt

Interaction Participants

10.00 – 12.00
(Session-19)

Outlines of the thematic issues including 
Mission Antyodaya, gender, expansion of 
livelihoods for economic development, 
bio-diversity, environment, disaster man-
agement, good governance, convergence 
and roles of GP

Presentation &
Interaction

Trainers’ Team

12.00 – 13.15
(Session-20)

Special interventions in PESA GPs and 
roles of GP (applicable to PESA areas)

Presentation &
Interaction

Trainers’ Team

13.15 – 13.30
(Session-21A)

Group Formation and briefing for visit to a 
few nearby villages / habitations in a few 
small groups

Interaction Trainers’ Team

13.30 – 14.30 Lunch Break

14.30 – 20.30
(Session-21B)

Visit to a few nearby villages / habitations 
in a few small groups for observation of the 
status of life and livelihoods of villagers 
and also other socio-economic issues

Local Exposure 
Visit

Participants
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Time Content Method Facilitator
Day-5

09.30 – 10.30
(Session-22)

Review of the previous day’s sessions, par-
ticularly the field visits, and the lessons 
learnt

Interaction Participants

10.30 – 12.30
(Session-23)

Stages and processes of preparation of 
comprehensive and convergent GP Devel-
opment Plan (GPDP) aiming at sustainable 
rural development and roles of individual 
ERs and the GP as a whole 

Brainstorming, 
Presentation 
with Good 
Practice &
Interaction

The Trainers’ 
Team

12.30 – 13.30
(Session-24)

Systems and processes of monitoring & 
evaluation of the functioning of GP, pro-
grammes & outcomes

Presentation &
Interaction

Trainers’ Team

13.30 – 14.30 Lunch Break
14.30 – 16.30
(Session-25)
 

Discussion in small groups on all of the fol-
lowing topics by each group:
(a) How GPs can develop themselves into 

strong institutions of local government
(b) How to ensure healthy Group Dynamics 

in democratic functioning of GP
(c) How to mobilise / increase Own Source 

Revenue of GP 
(d) How to achieve accountability, trans-

parency & other attributes of Good 
Governance in GP functioning 

(e) How to ensure and enhance people’s 
participation in preparation, implemen-
tation and monitoring of GPDP 

(f) How to shift focus from the convention-
al infrastructure development to human 
development, social development and 
SDGs  

(g) How to ensure convergence in GPDP 
(h) What measures can be taken to develop 

GPs to demonstrate quality GPDP
(i) Tasks ahead for (i) individual ERs and 

(b) GP as an institution of local govern-
ment 

(j) How to attain capabilities to perform the 
roles 

Group Work by 
Participants & 
Presentation 

Trainers’ Team

16.30 – 17.30
(Session-26)

Wrap-up, feedback, evaluation of the orien-
tation and next step actions

Brainstorming 
& Interaction

Participants

NB: This Model Training Design may be regarded as a specimen only. This needs to be modified 
by the States in their local context, depending on the availability of training infrastructure, 
capability of trainers, opportunities and other resources.  
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Part-3B
Model Session Plan & Transaction Process 

for 5 Days’ Residential Induction Level Orientation of Elected Representatives 
of Gram Panchayats

1. Preparatory Arrangements 
1.1 Before customising the Training Design, the Trainers’ Team must conduct a Training Needs 

Analysis (TNA) systematically, collect Good Practices from different parts of the country and 
develop relevant Case Studies to ensure experience-based learning.  

1.2 In order that full five days’ time is available for the Induction Level Orientation, which should 
be residential in nature, the Elected Representatives (ER) of Gram Panchayats (GP) may be 
requested to report to the venue of orientation within the evening on the day prior to the first 
day of the orientation.

1.3 In order to ensure participation of the targeted number of ERs (which should be restricted to 
40), the Trainers’ Team should contact each and every ER over phone well ahead and explain 
the necessity and efficacy of the Induction Level Orientation. This is in addition to the official 
communications to be made with them about the Induction Level Orientation which normally 
goes through District/Block administration. The Trainers’ Team should also follow up with 
the District/Block administration that communication is made with the ERs through multiple 
channels well ahead. 

1.4 Elected Women Representatives (EWRs) should be encouraged to take along with them their 
babies in arms so that they can pay full attention to the proceedings of the orientation. Husband 
and/or personal attendant should be discouraged to stay in the venue of orientation. Hence, 
a crèche needs to be set up, even temporarily, preferably with one or two SHG members, to 
take care of the babies while their mothers need to remain engrossed in the proceedings of 
the orientation. No proxy like husband or guardian must be allowed to attend the orientation 
in place of or in addition to the EWRs. Success of the orientation depends largely on strict 
abidance of these norms.

1.5 The Trainers’ Team must ensure creation of a conducive environment for comfortable stay of 
the participants and joyful learning in and outside the training halls. Minimum arrangements 
for following hygienic practices (like keeping soap for hand washing in toilets and dining halls) 
must be made and followed up.    

2. Day-1 Session-1 (Time available – 90 minutes) : Registration, Self-introduction and 
Objectives of the Induction Level Orientation of ERs of GPs

Methodology
2.1 For registration, formats must be developed well ahead by the Trainers’ Team in the vernacular 

to capture the minimum essential information about each ER in order to understand their 
background and profile. This is also necessary to prepare and maintain the database of training 
and to upload the information about each ER in the designated portal of the Ministry of 
Panchayati Raj, Government of India and the State Panchayati Raj Department, following the 
guidelines.

2.2 Before or immediately after the inaugural session1, the Trainers’ Team may write on a board a 
format for self-introduction by participants mentioning the following points:

1 Instead of any formal inaugural session on the first day of the programme, dignitaries and senior officials 
may be  requested to attend the concluding session, address the participants, assess the quality of learning  and 
advise the Trainers’ Team to take necessary steps to bridge critical gaps. 
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(a) Full name and designation of the ER and name of the GP.

(b) Number of terms of membership of the ER in the GP or association with PRIs. 

(c) Specific expectations from the Induction Level Training.

2.3 After self-introduction by participants, the Trainers’ Team are to sum up the profile of the 
ERs and explain to them the objectives of the Induction Level Training and respond on the 
expectations expressed by them. The Trainers’ Team will also need to explain to them the 
norms of the training institution, necessity of maintaining punctuality and importance of the 
orientation. The Trainers’ Team may form a Steering Committee with 2-3 willing participants 
for Day-1 to assist the Trainers’ Team in conducting the programme and maintaining liaison 
between participants and the Trainers’ Team.

Expected Outcome from this session 
2.4 The expected outcomes from this session are as follow:
(a) The Trainers’ Team and the participants will be able to understand one another.
(b) The Trainers’ Team will be able to assess, to some extent, the level of the participants and their 

existing capacity as ERs of the GPs.
(c) Even though to a limited extent, there will be an ice-breaking and comfortable environment for 

them to articulate their voices.
(d) The participants will be able to understand the importance of the induction level orientation 

programme.

3. Day-1 Session-2 (Time available – 60 minutes) : Salient Features of GP as a Strong 
Institution of Self-Government (Method : Brainstorming) 

Methodology
3.1 There must be two Trainers to conduct this session. The learning needs required for conducting 

the session are : a big white board, white board markers in multiple colours or alternatively 
chart papers attached with the board or even on a wall and water colour markers. The Trainers’ 
Team will explain the objectives and methodology of the session and then start brainstorming.

3.2 One Trainer will anchor the session i.e. invite suggestions about the salient features of GP as a 
strong institution of local government, even providing them with ideas at times if satisfactory 
suggestions do not come forth, and taking out as many points as possible. This should be 
done, based on the principle and belief that the purpose of a good training is not to insert 
ideas into people’s heads but to take ideas out. However, the other Trainer is to note the points 
on the board or the chart papers in such a way that the points are visible to the participants. 
Alternatively, a third Trainer may type out the suggestions on a computer and project the same 
on a screen or on a wall with the help of an LCD/LED projector. However, the participants need 
to add new suggestions only, avoiding whatever have already come out. Since this an absolutely 
creative session, the Trainers’ Team must take care in all respects that this session can become 
productive.

Expected Outcome from this session 
3.3 The expected outcomes from this session are as follow:

(a) Expansion of the vision of the participants about GP as a strong institution of local government.

(b) The Trainers’ Team will be able to assess, to a greater extent, the level of the participants and 
the their existing capacity as ERs of the GPs.
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(c) There will be a more comfortable environment for participatory training.

(d) The participants will be able to understand the importance of their roles in functioning of GP.

4. Day-1 Session-3 (Time available – 120 minutes) : Structure, Functions, Roles and 
Responsibilities of GP as an Institution of Self-Government (Method : Presentation 
& Interaction)

Methodology
4.1 The Trainers’ Team will use a PPT, to be specially prepared for this session, as a tool for 

interaction. Instead of making a one-way communication through the presentation, the first 
Trainer will first ask any participant a question about the issue, while the second Trainer will 
write the answer on the board. Then the first Trainer will ask another participant to respond 
whether s/he wants to supplement the answer given by the first participant (the Trainer must not 
ask whether the answer is correct or not, because in case the answer is incorrect the participant 
will feel embarrassed and may withdraw). The second participant may say that the answer 
given by the first participant is incorrect and may give the right answer. Then the first Trainer 
will ask a third participant to respond whether s/he wants to supplement the answer given by 
the second participant. The first Trainer will then quickly show the specific slide on the screen, 
present the correct answer and explain the salient points in brief, with reference to the case 
studies and the video clips, preferably to be embedded in the PPT. Thus, the Trainers will 
go on and finish the session in time.

Expected Outcome from this session 
4.2 The expected outcomes from this session are as follow:

(a) The participants will be able to correctly understand the structure, functions, roles and 
responsibilities of GP as an institution of self-government.

(b) There will be a more appropriate environment for participatory training, based on the principles 
of adult learning and banking upon the existing knowledge of the participants.

(c) The participants will be able to understand the importance of their roles and responsibilities in 
functioning of GP for holistic development in the entire GP including her/his constituency.

5. Day-1 Session-4 (Time available – 210 minutes): Multi-dimensional Group Dynamics 
in Democratic Functioning of GP (Methods : Group Exercise, Case Study, 
Presentation & Interaction)

Methodology
5.1 The Trainers’ Team will break the participants into two teams – one working team (with 7 to 9 

members) to be seated in the middle of the training hall and the others around them but keeping 
a distance for observing – not so much of the content of discussion as the process of the group 
functioning. One such subject, delineated in the form of a case study, may be given to the 
working group seated inside the training hall as can induce the members of the working group 
to participate in a vibrant manner. 

5.2 After the group exercise, all the participants including the members of the working group will 
be asked to sit in a plenary and take feedback from the observing participants on the process 
of the group functioning. The Trainers will use a PPT, to be specially prepared for this session, 
as a tool for interaction and explain different aspects and processes of group functioning in the 
context of GP as a body corporate. 
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5.3 Instead of making a one-way communication through the presentation, the first Trainer will first 
ask questions about each issue, while the second Trainer will write the answers on the board. 
Then the first Trainer will show the specific slide on the screen and explain the salient points in 
brief, with reference to the here-and-now experience and also to multiple cases from the real 
world. In this way, the Trainers will go on and finish the session in time.

Expected Outcome from this session 
5.4 The expected outcomes from this session are as follow:

(a) The participants will be able to understand the multi-dimensional group dynamics in democratic 
functioning of GP with reference to the here-and-now experience and also to their own 
experiences of life in family, club and GP.

(b) The participants will be able to understand the concepts of participation, communication, 
facilitation, leadership, conflict resolution, decision-making, problem solution, issues and 
stages of group development and other related issues in the context of GP. 

(c) Understanding of these concepts through an intense practice session in the orientation session 
itself, based on lessons from behavioural science and followed by feedback from their peers 
and Trainers, are expected to leave a strong impact on them to behave appropriately in the 
democratic functioning of GP and also in exerting their leadership in the same. In the long term, 
they are expected to resolve many issues of conflict by applying their experience earned through 
the exercise.   

(d) There will be a more conducive environment for participatory training through the approach of 
‘learning by doing’.

6. Day-1 Session-5 (Time available – 90 minutes) :  Screening of Motivational Films 
on Panchayats & Rural Development (Method : Feedback & Analysis of Lessons 
Learnt)

Methodology

6.1 There are many short films and video clips on various issues Panchayats & Rural Development, 
community initiatives, good practices, innovations etc. They may be screened during their leisure 
time. Some feature films having educative values may also be screened for both entertainment 
and learning.

Expected Outcome from this session

6.2 : The expected outcomes from this session are as follow:

(a) The participants will be able to understand the multi-dimensional aspects of Panchayats & Rural 
Development and welfare schemes, innovative practices etc. This will expand their horizon of 
thinking and motivation to work for the development of their areas.

(b) The entertaining event will relieve them of their drudgery of intense involvement in the 
orientation and increase their energy level.

(c) There will be a more comfortable environment for participatory training.

7. Day-2 Session-6 (Time available – 30 minutes) : Review of the Previous Day’s Sessions 
and Lessons Learnt (Method : Interaction)
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Methodology
7.1 The Participants will steer this session. The Trainers’ Team will see to it that all the salient points 

that featured in the previous day’s session are briefly highlighted. If necessary, the Trainers’ 
Team will have to explain certain issues and clarify certain issues about which the participants 
may not have attained adequately clear and sound knowledge, awareness, skills, attitude and 
self-confidence.

7.2 The Trainers’ Team may form a fresh Steering Committee with 2-3 willing participants for Day-
2 to assist the Trainers’ Team in conducting the programme and maintaining liaison between the 
participants and the Trainers’ Team.

Expected Outcome from this session
7.3 The expected outcomes from this session are as follow:

(a) Recapitulation of the lessons learnt for reinforcement of learning.

(b) The participants will be able to get their misconceptions clarified.

(c) There will be common understanding of the issues.

(d) The Trainers’ Team will be able to further assess the level of learning of the respective 
participants and get an opportunity to pay more attention to the backward, introverted and 
passive participants. They will also be able to strategize their course of action to facilitate them 
to participate actively in the programme.

(e) There will be a more comfortable environment for participatory training.

8. Day-2 Session-7 (Time available – 90 minutes) :  Institutional issues related 
to functioning of GP including organisation of Gram Sabha & Ward Sabha, 
management of meetings, office management, work management etc. (Method : 
Presentation & Interaction)

Methodology
8.1 The Trainers’ team will use a PPT, to be specially prepared for this session, as a tool for 

interaction. Instead of making a one-way communication through the presentation, the first 
Trainer will first ask questions about the issue, while the second Trainer will write the answers 
on the board (following the principles mentioned in Para 4.1). Then the first Trainer will show 
the specific slide on the screen and explain the salient points in brief with reference to case 
studies and the video clips, preferably to be embedded in the PPT and using her/his skills 
of communication, based on Adult Learning Principles. In this way, the Trainers will go on and 
finish the session in time.

Expected Outcome from this session
8.2 The expected outcomes from this session are as follow:

(a) The participants will be able to understand the institutional issues related to functioning of 
GP including organisation of Gram Sabha & Ward Sabha, management of meetings, office 
management, work management etc.

(b) The participants will be able to understand the importance of their roles and responsibilities in 
functioning of GP as an institution of self-government.

(c) There will be a more comfortable environment for learning achieved through Adult Learning 
Principles.
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9. Day-2 Session-8 (Time available – 120 minutes) : Resource mobilisation, financial 
management, service delivery, audit compliance, redress of grievances and issues 
of good governance (Method : Presentation, Case Study & Interaction)

Methodology
9.1 The Trainers’ team will use one or more PPTs, to be specially prepared for this session, as a tool 

for interaction. Instead of making a one-way communication through the presentation, the first 
Trainer will first ask questions about the issue, while the second Trainer will write the answers 
on the board (following the principles mentioned in Para 4.1). Then the first Trainer will show 
the specific slide on the screen and explain the salient points in brief with reference to case 
studies and the video clips, preferably to be embedded in the PPT and using her/his skills 
of communication, based on Adult Learning Principles. In this way, the Trainers will go on and 
finish the session in time.

9.2 Utmost importance to be given in transaction of this session will be on how to prepare and 
finalize Bye-Law and Assessment Register, how to identify sources of Non-Tax Revenue and 
about modalities and preparatory activities for collection of Tax and Non-Tax Revenue.

Expected Outcome from this session
9.3 The expected outcomes from this session are as follow: 

(a) The participants will be able to understand the issue and methodology of resource mobilisation, 
financial management, service delivery, audit compliance, redress of grievances and issues of 
good governance.

(b) The participants will be able to understand the importance of their roles and responsibilities in 
functioning of GP as an institution of self-government.

10. Day-2 Session-9 (Time available – 90 minutes) : Efficacy of e-Governance through 
Application of the Panchayat Enterprise Suites for More Effective Management 
of the Functions of GP  (Method : Presentation & Demonstration with Hand-on 
Computers)

and
Session-10 (Time available – 90 minutes) : Outlines of the major Rural Development Programmes/

Schemes : MGNREGS, PMAY-G, NSAP, FFC Grant, SFC Grant and other financial 
resources that may be available to GP (Method : Presentation, Case Study & Interaction)

Methodology
10.1 The Trainers’ team will use a PPT on each subject, to be specially prepared for this session, as 

a tool for interaction. Instead of making a one-way communication through the presentation, 
the first Trainer will first ask questions about the issue, while the second Trainer will write the 
answers on the board (following the principles mentioned in Para 4.1). Then the first Trainer 
will show the specific slide on the screen and explain the salient points in brief with reference 
to case studies and the video clips, preferably embedded in the PPT and using her/his skills 
of communication, based on Adult Learning Principles. In this way, the Trainers will go on and 
finish the session in time.

10.2 For Session-9, the Trainers’ Team will arrange demonstration with Hands-on-Computer 
if computers in adequate number are available in the training centre, even on hiring basis. 
Otherwise, they will just show the application of the most important applications in order that 
they can have an idea about the efficacy of the applications.  
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Expected Outcome from this session

10.3   The expected outcomes from this session are as follow: 

(a) The participants will be able to understand the efficacy of e-governance through Application of 
the Panchayat Enterprise Suites for more effective management of the functions of GP 

(b) The participants will be able to understand outlines of the major Rural Development Programmes 
/ Schemes viz. MGNREGS & PMAY-G

(c) The participants will be able to understand the importance of their roles and responsibilities in 
functioning of GP as an institution pf self-government.

(d) There will be a more comfortable environment for learning achieved through Adult Learning 
Principles.

11. Day-2 Session-11 (Time available – 90 minutes) :  Screening of Motivational Films 
on Panchayats & Rural Development (Method : Feedback & Analysis of Lessons 
Learnt)

11.1 Methodology: Same as explained previously for similar sessions.

11.2 Expected Outcome from these sessions: Same as delineated previously.

12. Day-3 Session-12 (Time available – 30 minutes) :  Review of the Previous Day’s 
Sessions and Lessons Learnt (Method : Interaction)

12.1 Methodology: Same as explained previously for similar sessions.

12.2 Expected Outcome from these sessions: Same as delineated previously.

13. Day-3 Session-13 (Time available – 90 minutes) : Social Justice with focus on 
Development of SC, ST, BC, PWD, Mentally Retarded, Aged & Infirm and Roles 
of Gram Panchayat  (Method : Presentation & Interaction)

 Session-14 (Time available – 120 minutes) : Gender Issues and Programmes for  development 
of Women & Children for Gender-Just and Child-Friendly GP and  roles of GP  (Method 
: Case Study, Exercise, Presentation & Interaction)

 Session-15 (Time available – 90 minutes) : SHG-based Development and Panchayat-SHG 
Convergence (Method : Presentation & Interaction)

                                  and

  Session-16 (Time available – 120 minutes) : Outlines of the concepts of Human   Development, 
Social Development, Sustainable Development & Sustainable Development Goals (Method: 
Presentation & Interaction)

13.1 Methodology: Same as explained previously for similar sessions.

13.2 Expected Outcome from these sessions: Same as delineated previously.

14. Day-3 Session-17 (Time available – 90 minutes) : Cultural Programmes with focus on 
Human Development, Gender Issues, Social Development etc. (Method : Feedback 
and analysis of lessons learnt)
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Methodology
14.1 Many ERs are talented enough to perform Role Play, Skit, Ex-Tempore Lecture, Song, Recitation 

etc. They may be encouraged by Trainers’ Team to perform their preferred items with focus on 
a range of the indicative themes.  

Expected Outcome from this session
14.2   The expected outcomes from this session are as follow: 

(a) The participants will be able to exert their talents for exhibiting their involvement in the cultural 
events as a result of which their motivation will increase. 

(b) The entertaining event will relieve them of their drudgery of intense involvement in training.

(c) Performance on the range of indicative themes will expand their vision of development in terms 
of the respective themes.

(d) There will be a more comfortable environment for ownership of the learning process.

15. Day-4 Session-18 (Time available – 30 minutes) :  Review of the Previous Day’s 
Sessions and Lessons Learnt (Method : Interaction)

15.1 Methodology: Same as explained previously for similar sessions.

15.2 Expected Outcome from these sessions: Same as delineated previously.

16. Day-4  Session-19 (Time available – 120 minutes) : Outlines of the thematic issues 
including Mission Antyodaya, Convergence, Disaster Management, Bio-Diversity, 
Environment, expansion of livelihoods for economic development and roles of GP 
(Method : Presentation & Interaction)

and
Session-20 (Time available – 75 minutes) : Special interventions in PESA GPs and roles of GP 

(applicable to PESA areas) (Method : Presentation & Interaction)

16.1 Methodology: Same as explained previously for similar sessions.

16.2 Expected Outcome from these sessions: Same as delineated previously.

17. Day-4 Session-21A & 21B (Time available – 6 hours 15 minutes) : Visit to a few 
nearby villages/ habitations in a few small groups for observation of the status of 
life and livelihoods of villagers and other socio-economic issues (Method : Exposure 
Visit)

Methodology
17.1 Prior to this session, group formation and briefing must have been done by the Trainers’ Team 

about visit to a few nearby villages/habitations in a few small groups. The participants, formed 
into small groups, will be taken to a few nearby villages/habitations and asked to observe the 
status of life and livelihoods of villagers and other socio-economic issues including perception 
of the villagers about development and about their needs. In the evening the groups will prepare 
group reports in brief about their observations and impressions about the status, scope and 
necessity of development in this area.

Expected Outcome from these sessions 
17.2 The expected outcomes from this session are as follow:
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(a) The participants will have a first-hand experience of exerting themselves as “think-tank” of 
development.

(b) They will start thinking about what they can do to develop their own constituencies after they 
go back.

(c) The level of their motivation to work will increase.

18. Day-5 Session-22 (Time available – 60 minutes) : Review of the Previous Day’s 
Sessions, Field Visit and Lessons Learnt (Method : Interaction)

18.1 Methodology: Same as explained previously for similar sessions.

18.2 Expected Outcome from these sessions: Same as delineated previously.

19. Day-5 Session-23 (Time available – 120 minutes) : Stages and processes of preparation 
of a comprehensive and convergent GP Development Plan (GPDP) aiming at 
sustainable rural development and roles of individual ERs and the GP as a whole 
(Method: Brainstorming, Case Study, Presentation & Interaction)

and
Session-24 (Time available – 60 minutes) : Systems and processes of monitoring and evaluation of 

the functioning of GP, Programmes and Outcomes (Method: Brainstorming, Case Study, 
Presentation & Interaction)

19.1 Methodology: Same as explained previously for similar sessions.

19.2 Expected Outcome from these sessions: Same as delineated previously.

20. Day-5  Session-25 (Time available – 120 minutes) : Discussion on a few Relevant 
Themes (Method : Group Work & Presentation)

Methodology 
20.1 The same Groups who visited a few nearby villages/habitations will sit in groups and, based on 

their understanding of the issues discussed in the Induction Level Orientation, field visits and 
own perceptions, will discuss and briefly record their  views on all of the following issues in 
very brief:

(a) How GPs can develop themselves into strong institutions of local government

(b) How to ensure healthy Group Dynamics in democratic functioning of GP

(c) How to mobilise / increase Own Source Revenue of GP 

(d) How to achieve accountability, transparency and other attributes of Good Governance in the 
functioning of GPs

(e) How to ensure and enhance people’s participation in preparation, implementation and 
monitoring of GPDP 

(f) How to shift focus from the conventional infrastructure development to human development, 
social development and SDGs  

(g) How to ensure convergence in GPDP 

(h) What measures can be taken to develop GPs to demonstrate quality GPDP

(i) Tasks ahead as (i) individual ERs and (b) members of GP as an institution of local government 
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(j) How to attain capabilities to perform the roles

20.2 On completion of the Group Work, the Trainers’ Team will ask the first group to  present their views 
in bullet points. The Trainers’ Team will record them on white boards or on chart papers which are 
visible to all and ask the second group to add whatever have not been expressed by the first group. Then 
Trainers’ Team will ask the other groups one by one to mention only the new points to be added. In this  
way, the views of all the groups can be recorded in a short time. This  needs to be followed by a 
debriefing session by the Trainers’ Team who will relate the views expressed by the participants 
to the lessons learnt through the entire  orientation programme.  

Expected Outcome from these sessions
20.3 The expected outcomes from this session are as follow:
(a) The participants will be able to express their take-home feelings in a concerted manner.
(b) Their take-home learnings will cast a strong impression on their minds. The level of their 

motivation to work will increase. 

21. Day-5 Session-26 (Time available – 60 minutes) : Wrap-up, Feedback, evaluation of 
the orientation and next step actions (Method : Brainstorming & Interaction)

Methodology
21.1 The Trainers’ Team must have circulated a standard printed format for evaluation of the entire 

Induction Level Orientation programme. The printed evaluation formats need to be collected 
quickly. Then the Trainers’ Team will wrap up the orientation programme with a Brainstorming 
on the new lessons learnt within 2-3 words from each participant. The Trainers’ Team will 
record them on boards or on chart papers which are visible to all. The participants will be asked 
to express only those points which have not been expressed by others. This will hardly take 10 
minutes to complete the Brainstorming. 

Expected Outcome from these sessions
21.2 It is likely to appear that the key learnings have been expressed by the participants and written 

by the Trainers’ Team on board or chart papers. Precisely, these will be the take home points and 
final outcomes of the entire Induction Level Orientation programme in key words.

22. A Few Words about these Guidelines to Trainers for Session Planning for the 
Induction Level Orientation of Elected Representatives of GPs

22.1 Almost every State Panchayati Raj Department/SIRDPR/other Training Institute prepares 
Training Designs (in whatever name) and guidelines to Trainers for session planning for any 
kind of training. The present treatise deals with one such set of standard guidelines, following 
the Standard Design for Induction Level Orientation of ERs of GPs. The State Panchayati 
Raj Department/SIRDPR/other Training Institutes may like to consult these guidelines as 
‘specimens’ if not models, and prepare their own guidelines, expectedly in a much better way, 
for session planning for Induction Level Orientation of ERs of GPs in the local vernacular 
in their local context, depending on the availability of training infrastructure, capability of 
Trainers, opportunities and other resources.  

22.2 But an important point may be kept in mind that in order to make this Induction Level Orientation 
of ERs of GPs effective, a lot of preparatory works need to be done by dedicated teams of 
Trainers at various levels. These include attainment of the required capability to imbibe these 
guidelines, either through their existing competencies and experiences or by earning the same 
through series of Training of Trainers on training and communication methodology, intense 
study and devoted practice.
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Part-4A

FINANCIAL MANAGEMENTFINANCIAL MANAGEMENTFINANCIAL MANAGEMENT FINANCIAL MANAGEMENT 
OFOFOF OF 

GRAM PANCHAYATGRAM PANCHAYATGRAM  PANCHAYATGRAM  PANCHAYAT

This Model PPT may be used as a tool for transaction of training 
session on the subject by Trainers for Induction Level Orientation of j y

Elected Representatives of Gram Panchayats

Objectives of this sessionObjectives of this sessionjj
ToTo developdevelop comprehensivecomprehensive understandingunderstandingToTo developdevelop comprehensivecomprehensive understandingunderstanding
ofof thethe variousvarious issuesissues relatedrelated toto FinancialFinancial
M tM t ff GG P h tP h t

11 M i tM i t ff A tA t

ManagementManagement ofof GramGram PanchayatPanchayat --

1.1. MaintenanceMaintenance ofof AccountsAccounts

22 ProcurementProcurement ProcedureProcedure2.2. ProcurementProcurement ProcedureProcedure

3.3. PreparationPreparation ofof BudgetBudget

4.4. AuditAudit

July 20 2
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What is Financial Management ?What is Financial Management ?

 Preparation of Plan and Budget for expenditurePreparation of Plan and Budget for expenditure Preparation of Plan and Budget for expenditure Preparation of Plan and Budget for expenditure 
of various funds receivedof various funds received

 Expenditure as per RuleExpenditure as per Rule

 Maintaining accuracy and transparency in Maintaining accuracy and transparency in 
t k it k iaccounts keepingaccounts keeping

 Regular Auditing of accountsRegular Auditing of accounts Regular Auditing of accountsRegular Auditing of accounts

These comprise Financial ManagementThese comprise Financial ManagementThese comprise Financial ManagementThese comprise Financial Management
July 20 3

Foundation of Financial ManagementFoundation of Financial Management

State Panchayat (Gram 
Panchayat Accounts Audit and State Administration Rule

State Panchayat Act
Panchayat Accounts, Audit and 

Budget) Rules 
State Administration Rule

GUIDELINE
Order from respective departments regarding 

implementation of particular schemes

ORDERRULEACTCl ifi ti th d f i d t t

implementation of particular schemes

ORDERRULEACTClarification on the orders of various departments on 
implementation of particular schemes July 20 4
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Why Financial Management ?Why Financial Management ?y gy g

A video clip 
containing a 

brief 
statement  by 
an outgoingan outgoing 
Chairperson 

of a GPof a GP

July 20 5

Role of Chairperson of GP in Role of Chairperson of GP in 
Financial ManagementFinancial Management

 Custodian of the Gram Panchayat Funds

 Effective Utilisation of the Gram Panchayat Funds

 Signing Cheques for payments

 Preparation of Plan and Budget of Gram Panchayat

 Signing the Cash Book and the other registers
July 20 6
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Role of Chairperson / ViceRole of Chairperson / Vice--Chairperson Chairperson 
in Financial Management of GPin Financial Management of GP
 Timely submission of the reports

 Timely submission of the reply to the audit
reports

 Chairperson/ Pradhan can deliver few of his

reports

 Chairperson/ Pradhan can deliver few of his
duties to the Upa-Pradhan

InIn absenceabsence ofof Chairperson,Chairperson, responsibilityresponsibility
willwill bebe onon : : ViceVice--ChairpersonChairperson
July 20 7

Role of Gram Panchayat Employees Role of Gram Panchayat Employees 
in Financial Managementin Financial Managementin Financial Managementin Financial Management

A video clip 
containing 

a brief 
statement  

by anby an 
employee 
of a GPof a GP

July 20 8
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Issues to remember Issues to remember 
 WhoWho shallshall writewrite thethe cashcash bookbook ??

SecretarySecretary

  Who shall keep the Pass Book & Cheque  Who shall keep the Pass Book & Cheque  
Book ?Book ?

Executive AssistantExecutive Assistant

 WhoWho elseelse maymay writewrite thethe cashcash bookbook inin
absenceabsence ofof thethe SecretarySecretary ??yy

Any other Gram Panchayat Employees as decided by Any other Gram Panchayat Employees as decided by 
Gram PanchayatGram Panchayat

July 20 9

Central GovernmentCentral Government

a a 

Central GovernmentCentral Government

nd
 in
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at State GovernmentState Government

f F
un

f F
un

an
ch

an
ch

Line DeptLine Dept..District PanchayatDistrict Panchayat

es
 of

es
 of

m 
 P

a
m 

 P
a pp

IntermediateIntermediate

yy

ou
rc

e
ou

rc
e

Gr
am

Gr
am Intermediate Intermediate 

PanchayatPanchayat

SoSo

CitiCiti
GramGram

CitizensCitizensPanchayatPanchayat
July 20 10
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What rules are to be followed for receiving What rules are to be followed for receiving 
funds?funds?funds?funds?

A video clip 
containing 

a brief 
statement  

by anby an 
employee 
of a GPof a GP

July 20 11

Issues to remember Issues to remember 

 Can any Elected Representative write Cash Can any Elected Representative write Cash 
Book ?Book ?

NoNo

 CanCan aa GramGram PanchayatPanchayat spendspend moneymoney
i di d ii h/ hh/ h di ldi l ??receivedreceived inin cash/chequecash/cheque directlydirectly ??

No. At first the cash / cheque has to be deposited No. At first the cash / cheque has to be deposited 
in the Bankin the Bankin the Bank in the Bank 
July 20 12
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Issues to remember Issues to remember 
 HowHow muchmuch cashcash inin handhand maymay bebe keptkept inin HowHow muchmuch cashcash inin handhand maymay bebe keptkept inin

officeoffice forfor emergencyemergency purposepurpose ??

AA didi h dh dAmountAmount notnot exceedingexceeding rupeesrupees twotwo thousand,thousand, asas
maymay bebe determineddetermined byby thethe FinanceFinance andand PlanningPlanning

BB hh dd h ldh ld thth di b ddi b d

yy yy gg
SubSub--CommitteeCommittee inin aa meetingmeeting
ByBy howhow manymany daysdays shouldshould thethe undisbursedundisbursed
amountamount drawndrawn outout ofof aa fundfund // schemescheme
depositeddeposited inin thethe Sa ingsSa ings Acco ntAcco nt ??depositeddeposited inin thethe SavingsSavings AccountAccount ??

By three working days following the date of By three working days following the date of y g y gy g y g
drawaldrawal of the fundof the fund

July 20 13

Who are the signing authority of a cheque for Who are the signing authority of a cheque for 
i G P h ?i G P h ?payment in a Gram Panchayat ? payment in a Gram Panchayat ? 

Executive Assistant and ChairpersonExecutive Assistant and Chairperson
July 20 14
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Issues to remember Issues to remember 
 WhoWho shallshall signsign aa chequecheque inin absenceabsence ofof thethegg qq

ChairpersonChairperson ??

In absence of Chairperson, ViceIn absence of Chairperson, Vice--Chairperson Chairperson 
holding the charges of the Chairperson, shall sign holding the charges of the Chairperson, shall sign 

 WhWh h llh ll ii hh ii bb ff thth

g g p , gg g p , g
the chequethe cheque
 WhoWho shallshall signsign aa chequecheque inin absenceabsence ofof thethe

ExecutiveExecutive Assistant?Assistant?

InIn absenceabsence ofof thethe ExecutiveExecutive Assistant,Assistant, thethe
SecretarySecretary shallshall signsign thethe chequechequeSecretarySecretary shallshall signsign thethe chequecheque

July 20 15

A case study A case study ––
AA taxtax collectorcollector depositeddeposited aa collectioncollection ofof RsRs
20002000//-- inin thethe officeoffice ofof thethe GramGram PanchayatPanchayat20002000//-- inin thethe officeoffice ofof thethe GramGram PanchayatPanchayat..
TheThe ChairpersonChairperson decideddecided toto buybuy tubetube wellwell
pipespipes fromfrom aa locallocal shopshop atat RsRs 18451845//-- forforpipespipes fromfrom aa locallocal shopshop atat RsRs 18451845//-- forfor
repairingrepairing aa tubetube wellwell.. HeHe boughtbought thethe pipepipe
andand paidpaid RsRs 18451845//-- inin cashcash directlydirectly fromfrom thetheandand paidpaid RsRs 18451845// inin cashcash directlydirectly fromfrom thethe
RsRs 20002000//-- receivedreceived asas taxtax collectioncollection..

-------- is this process correct ?is this process correct ?

July 20 16
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I thiI thiIn this case . . .In this case . . .
 AnyAny cashcash receivedreceived byby thethe GramGram PanchayatPanchayat

shouldshould bebe firstfirst depositeddeposited inin thethe bankbank -- thisthis
rulerule waswas notnot followedfollowed

The procurement process was not as per the The procurement process was not as per the 
rulerule

Th t l t thTh t l t thThe payment process was also not as per the The payment process was also not as per the 
rulerule

July 20 17

WhatWhat isis thethe processprocess forfor purchasepurchase ofof anyany
t i lt i l ??materialmaterial ??

A video clip 
containing 

a brief 
statement  

by anby an 
employee 
of a GPof a GP

July 20 18
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Procurement Procedures for WorksProcurement Procedures for Works
Cost of Cost of 
ArticleArticle

Procedure for Procedure for 
purchasepurchase

Notice Notice 
periodperiod

Place for display of noticePlace for display of notice

Less than Rs Quotation/ Tender not required FinanceFinance andand PlanningPlanning SubSub--CommitteeCommitteeLess than Rs 
2000

Quotation/ Tender not required

Rs 2001- Rs Atleast 3 valid 7days Gram Panchayat Office and 

 FinanceFinance andand PlanningPlanning SubSub--CommitteeCommittee
shallshall actact asas thethe TenderTender SelectionSelection
C ittC itt b h lfb h lf ff thth GG20,000 Ouotation required Intermediate Panchayat Office

Rs 20,001- Rs Atleast 3 valid Tender 7days Gram Panchayat Office, Intermediate 

CommitteeCommittee onon behalfbehalf ofof thethe GramGram
PanchayatPanchayat

1,00,000 required Panchayat Office, Village Library, Tathya
Mitro Kendro

Rs 1,00,001-
Rs 5,00,000

Atleast 3 valid Tender 
required

15days Gram Panchayat Office, Intermediate 
Panchayat Office, Village Library, Tathya

Mitro Kendro, SubDivision Office
 GGenerallyenerally,, thethe bidderbidder whowho quotesquotes thethe
lowestlowest priceprice isis selectedselected forfor thethe WorksWorks

More than Rs 
5,00,000

Atleast 3 valid Tender 
required

15days Gram Panchayat Office, Intermediate 
Panchayat Office, Village Library, Tathya

lowestlowest priceprice isis selectedselected forfor thethe WorksWorks
ContractContract

Mitro Kendro, SubDivision Office, local 
news paper, e-tenderJuly 20 19

What is the procedure for sale of movable properties What is the procedure for sale of movable properties 
by a Gram Panchayat ?by a Gram Panchayat ?

A video clip 
containing 

a brief 
statement  

by anby an 
employee 
of a GPof a GP

July 20 20
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Issues to rememberIssues to remember
rty

 
rty

 
 DecisionDecision isis toto bebe takentaken byby FinanceFinance andand

Issues to remember Issues to remember 
rop

er
rop

er  DecisionDecision isis toto bebe takentaken byby FinanceFinance andand
PlanningPlanning SubSub--CommitteeCommittee

ny
 P

ny
 P  PublicPublic auctionauction toto bebe donedone

e o
f a

e o
f a  NoticeNotice toto bebe displayeddisplayed inin variousvarious placesplaces

 MembersMembers ofof thethe FinanceFinance && PlanningPlanning

r s
ale

r s
ale  MembersMembers ofof thethe FinanceFinance && PlanningPlanning

SubSub--CommitteeCommittee toto bebe presentpresent inin thethe auctionauction

Fo
r

Fo
r

 Generally,Generally, oneone whowho bidsbids thethe highesthighest raterate
willwill bebe selectedselected inin thethe auctionauctionwillwill bebe selectedselected inin thethe auctionauction

July 20 21

A C St dA C St dA Case Study A Case Study 
AA GG P h tP h t hh d id dd id d tt t tt tAA GramGram PanchayatPanchayat hashas decideddecided toto constructconstruct
aa BusBus StandStand.. NowNow thethe GramGram PanchayatPanchayat
E iE i i iti it thth itit dd thth ll ththEngineerEngineer visitsvisits thethe sitesite andand thenthen placesplaces thethe
billbill toto thethe ExecutiveExecutive Assistant,Assistant, whowho thenthen
ithdithd hh ff thth b kb k th hth hwithdrawswithdraws cashcash fromfrom thethe bankbank throughthrough aa

chequecheque thatthat waswas alreadyalready keptkept signedsigned byby thethe
Ch iCh i dd ii hh tt ththChairpersonChairperson andand payspays inin cashcash toto thethe
contractorcontractor..

-------- is this process correct ?is this process correct ?

July 20 22
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In this case . . .In this case . . .
Chairperson’sChairperson’s signaturesignature inin thethe chequecheque
ii dd ii i ti t thth fi i lfi i l llinin advanceadvance isis againstagainst thethe financialfinancial rulerule

PaymentPayment procedureprocedure isis notnot followedfollowed asasPaymentPayment procedureprocedure isis notnot followedfollowed asas
perper financialfinancial rulerule..

July 20 23

What is the procedure for payment by a Gram What is the procedure for payment by a Gram 
P h tP h tPanchayatPanchayat

A video clip 
containing 

a brief 
statement  

by anby an 
employee 
of a GPof a GP

July 20 24



45

Model Training Modules for Induction Level Orientation of Elected Representatives of Gram Panchayats

ENGINEERENGINEER :: InIn casecase ofof programmeprogramme oror schemescheme
he/shehe/she shallshall placeplace thethe billbill oror claimclaim toto thethe ExecutiveExecutive
AssistantAssistant withwith his/herhis/her observationobservation toto thethe effecteffect thatthat thethe
claimclaim isis checkedchecked andand foundfound genuinegenuine andand inin orderorder andand

ce
ss

ce
ss

gg
maymay bebe paidpaid..

 SECRETARYSECRETARY :: InIn otherother cases,cases, he/shehe/she shallshall placeplace

t P
roc

t P
roc thethe billbill oror claimclaim toto thethe ExecutiveExecutive AssistantAssistant withwith his/herhis/her

observationobservation toto thethe effecteffect thatthat thethe claimclaim isis checkedchecked andand
foundfound genuinegenuine andand inin orderorder andand maymay bebe paidpaid..

me
nt

me
nt gg yy pp

 EXECUTIVEEXECUTIVE ASSISTANTASSISTANT :: InIn allall cases,cases, he/shehe/she
shallshall recheckrecheck thethe claimsclaims andand bills,bills, andand afterafter hishis

Pa
ym

Pa
ym shallshall recheckrecheck thethe claimsclaims andand bills,bills, andand afterafter hishis

satisfactionsatisfaction shallshall placeplace thethe billbill oror claimclaim toto thethe
ChairpersonChairperson withwith his/herhis/her observationobservation toto thethe effecteffect thatthat
thethe claimclaim isis checkedchecked andand foundfound genuinegenuine andand inin orderorderthethe claimclaim isis checkedchecked andand foundfound genuinegenuine andand inin orderorder
andand maymay bebe paidpaid..

 CHAIRPERSONCHAIRPERSON :: AfterAfter beingbeing satisfiedsatisfied withwith allallC SOC SO gg
documentsdocuments shallshall signsign thethe orderorder forfor paymentpayment..

July 20 25

redred

 How much payment may be done by How much payment may be done by 
cash ?cash ?

em
be

em
be Less than RS 500/Less than RS 500/--



rem
e

rem
e  HowHow cancan paymentpayment bebe donedone forfor billbill

moremore thanthan RsRs..500500 butbut lessless thanthan RsRs..

o b
e r

o b
e r 20002000//-- ??

By chequeBy cheque

ue
s t

o
ue

s t
o

 HowHow cancan paymentpayment bebe donedone forfor anyany billbill
moremore thanthan RsRs 20002000//-- ??

Iss
u

Iss
u moremore thanthan RsRs 20002000// ??

By Account Payee cheque onlyBy Account Payee cheque onlyy y q yy y q y

July 20 26
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What shall a Chairperson see before What shall a Chairperson see before 

signing the cash book ?signing the cash book ?

July 20 27

CashCash BankBank
Receipt sideReceipt side Payment SidePayment SideReceipt sideReceipt side yy

July 20 28
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July 20 29

Left SideLeft Side Right SideRight SideLeft SideLeft Side gg

July 20 30
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July 20 31

Left SideLeft Side Right SideRight SideLeft SideLeft Side Right SideRight Side

July 20 32
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Left SideLeft Side Right SideRight SideLeft SideLeft Side Right SideRight Side

This part may not be done every day This part may not be done every day 

July 20 33

What to see at a month end

July 20 34
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Subsidiary Cash BookSubsidiary Cash Book
 InIn accordanceaccordance withwith thethe directionsdirections ofof thethe authority,authority, forfor
thethe purposepurpose ofof thethe accountsaccounts ofof thethe fundfund ofof aa
programmeprogramme inin aa separateseparate andand transparenttransparent manner,manner, aa
separateseparate BankBank accountaccount isis openedopened andand SubsidiarySubsidiary CashCashseparateseparate BankBank accountaccount isis openedopened andand SubsidiarySubsidiary CashCash
BookBook isis requiredrequired toto bebe maintainedmaintained..

AnyAny fundfund receivedreceived onon accountaccount ofof suchsuch programmeprogrammeAnyAny fundfund receivedreceived onon accountaccount ofof suchsuch programmeprogramme
shallshall bebe enteredentered firstfirst onon thethe receiptreceipt sideside ofof thethe CashCash
BookBook andand immediatelyimmediately thereafter,thereafter, onon thethe receiptreceipt sideside ofof
thethe SubsidiarySubsidiary CashCash BookBook..

 InIn casecase ofof anyany paymentpayment fromfrom thisthis fundfund thatthat paymentpayment
h llh ll bb t dt d fi tfi t thth tt idid ff ththshallshall bebe enteredentered firstfirst onon thethe paymentpayment sideside ofof thethe
SubsidiarySubsidiary CashCash BookBook andand thethe totaltotal amountamount ofof thethe
paymentpayment forfor aa dayday shallshall bebe enteredentered onon thethe paymentpaymentpaymentpayment forfor aa dayday shallshall bebe enteredentered onon thethe paymentpayment
sideside ofof thethe CashCash BookBook..

July 20 35

July 20 36
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General LedgerGeneral Ledger

AA GeneralGeneral LedgerLedger shallshall bebe maintainedmaintained forfor eacheachgg
classifiedclassified receiptreceipt oror paymentpayment accountaccount inin whichwhich
allall thethe entriesentries ofof thethe CashCash BookBook shallshall bebe postedposted
datedate wisewise..

ForFor eacheach entryentry inin thethe debitdebit oror leftleft sideside ofof thethe CashCashyy
Book,Book, aa correspondingcorresponding entryentry shallshall bebe mademade inin thethe
creditcredit oror rightright sideside ofof thethe accountaccount inin thethe GeneralGeneral
LedgerLedger..

SimilarlySimilarly forfor eacheach entryentry inin thethe creditcredit oror rightright sidesideSimilarlySimilarly forfor eacheach entryentry inin thethe creditcredit oror rightright sideside
ofof thethe CashCash Book,Book, aa correspondingcorresponding entryentry shallshall
bebe mademade inin thethe debitdebit oror leftleft sideside ofof thethe accountaccount
inin thethe GeneralGeneral LedgerLedger..

July 20 37

What registers are to be maintained for effective What registers are to be maintained for effective 
??Financial ManagementFinancial Management ??

A video clip 
containing 

a brief 
statement  

by anby an 
employee 
of a GPof a GP

July 20 38
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Cash BookCash Book
ine

d
ine

d Cash BookCash Book

Subsidiary Cash BookSubsidiary Cash Book
ain

ta
ain

ta General LedgerGeneral Ledger

be
 M

a
be

 M
a

Cheque / Draft Receipt RegisterCheque / Draft Receipt Register

Cheque Book RegisterCheque Book Register

s t
o b

s t
o b Cheque Book Register Cheque Book Register 

Receipts for Tax, Rates and FeesReceipts for Tax, Rates and Fees

gis
ter

s
gis

ter
s

Miscellaneous ReceiptsMiscellaneous Receipts

Re
g

Re
g Stock Register of Receipts BooksStock Register of Receipts Books

Durable Stock RegisterDurable Stock RegisterDurable Stock RegisterDurable Stock Register
July 20 39

Register of Stationary ArticlesRegister of Stationary Articles

ine
d

ine
d Register of Stationary ArticlesRegister of Stationary Articles

AcquittanceAcquittance Register for Honorarium of Register for Honorarium of 

ain
ta

ain
ta ViceVice--Chairperson and other Elected Chairperson and other Elected 

RepresentativesRepresentatives

be
 M

a
be

 M
a pp

AcquittanceAcquittance Register for Pay/ Allowance of Register for Pay/ Allowance of 

ll

s t
o b

s t
o b employeeemployee

Programme RegisterProgramme Register

gis
ter

s
gis

ter
s

Scheme RegisterScheme Register

Appropriation RegisterAppropriation Register

Re
g

Re
g Appropriation RegisterAppropriation Register

Acknowledgement for receipt of adjustment Acknowledgement for receipt of adjustment 

vouchervoucher
July 20 40
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What is Budget ?What is Budget ?What is Budget ?What is Budget ?
BudgetBudget isis anan estimateestimate ofof incomeincome andandBudgetBudget isis anan estimateestimate ofof incomeincome andand

expenditureexpenditure forfor thethe upcomingupcoming yearyear

Why is Budget important ?Why is Budget important ?Why is Budget important ?Why is Budget important ?
WithoutWithout BudgetBudget anyany expenditureexpenditure ofof thethe GramGramWithoutWithout BudgetBudget anyany expenditureexpenditure ofof thethe GramGram

PanchayatPanchayat willwill bebe consideredconsidered illegalillegal.. BudgetBudget

helpshelps toto completecomplete aa workwork asas perper thethe PlanPlan

withwith aa controlcontrol onon expenditureexpenditure..
July 20 41

BudgetBudget of a Gram Panchayat of a Gram Panchayat gg yy

A video clip 
containing 

a brief 
statement  

by anby an 
employee 
of a GPof a GP

July 20 42
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Preparation of Financial ReportsPreparation of Financial Reports

FormForm MM ::MonthlyMonthly StatementStatement ofof FundFund position,position,

toto bebe submittedsubmitted toto IntermediateIntermediate PanchayatPanchayat..

FormForm NN :: AnnualAnnual andand HalfHalf--yearlyyearly statementstatement ofof

receiptreceipt andand paymentspayments -- toto bebe placedplaced andand

approvedapproved inin thethe meetingmeeting ofof FinanceFinance andandapprovedapproved inin thethe meetingmeeting ofof FinanceFinance andand

PlanningPlanning SubSub--CommitteeCommittee andand GeneralGeneral BodyBodygg yy

MeetingMeeting ofof GramGram PanchayatPanchayat andand submittedsubmitted toto

IntermediateIntermediate PanchayatPanchayat
July 20 43

Audit  of a Gram Panchayat Audit  of a Gram Panchayat yy

InternalInternal StatutoryStatutory SocialSocialInternalInternal StatutoryStatutory SocialSocial

PanchayatPanchayat Examiner of Examiner of 
Local AccountsLocal Accounts

Panchayat Panchayat 
Accounts & Accounts & 
Audit OfficerAudit Officer

CitizensCitizens
Audit OfficerAudit Officer

July 20 44
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Internal AuditInternal Audit
??

Internal AuditInternal Audit
WhetherWhether thethe worksworks donedone byby aa GramGram
PanchayatPanchayat duringduring thethe runningrunning yearyear isis asas perper

on
e ?

on
e ? PanchayatPanchayat duringduring thethe runningrunning yearyear isis asas perper

thethe ActAct andand RulesRules andand ifif therethere isis anyany gap,gap,
thenthen necessarynecessary guidelinesguidelines forfor correctingcorrecting andand

ud
it d

o
ud

it d
o thenthen necessarynecessary guidelinesguidelines forfor correctingcorrecting andand

mendingmending thethe gapsgaps..

is 
Au

is 
Au Statutory AuditStatutory Audit

W
hy

 
W

hy
 WhetherWhether thethe worksworks donedone byby aa GramGram

PanchayatPanchayat duringduring thethe previousprevious yearyear isis asas perper
thth A tA t dd R lR l dd ifif thth ii ttWW thethe ActAct andand RulesRules andand ifif therethere isis anyany gapgap toto
taketake necessarynecessary stepssteps..

July 20 45

During an Audit Process During an Audit Process gg
TheThe ChairpersonChairperson oror thethe ViceVice--ChairpersonChairperson ofof aa

GG CC ff SSGramGram Panchayats,Panchayats, thethe ChairpersonsChairpersons ofof thethe SubSub--
Committees,Committees, otherother membersmembers mustmust bebe presentpresent inin
thethe GramGram Pancha atPancha at OfficeOfficethethe GramGram PanchayatPanchayat OfficeOffice

AllAll thethe employeesemployees ofof thethe GramGram PanchayatPanchayat mustmust
bb ttbebe presentpresent
KeepingKeeping allall thethe recordsrecords ofof thethe AuditAudit YearYear readyready

forfor referencereference
PromptPrompt andand correctcorrect repliesreplies toto allall thethe queriesqueries ofof

thethe AuditorAuditor

Cooperation with the AuditorCooperation with the AuditorCooperation with the AuditorCooperation with the Auditor
July 20 46
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After an Audit Process After an Audit Process 

AftAft thth A ditA dit thth A ditA dit illill dd ditditAfterAfter thethe Audit,Audit, thethe AuditorAuditor willwill sendsend anan auditaudit
reportreport withwith hishis queriesqueries andand recommendationsrecommendations..

TheThe ChairpersonChairperson willwill havehave toto conveneconvene aa
meetingmeeting ofof thethe FinanceFinance andand PlanningPlanning SubSub--gg gg
CommitteeCommittee andand thethe GeneralGeneral BodyBody ofof thethe GramGram
PanchayatPanchayat forfor preparingpreparing thethe AuditAudit replyreply withinwithin
aa stipulatedstipulated timetime periodperiod..

ThTh ditdit ll illill hh tt bb dd tt ththTheThe auditaudit replyreply willwill havehave toto bebe sendsend toto thethe
AuditorAuditor throughthrough thethe upperupper tierstiers withwith theirtheir
recommendationsrecommendations

July 20 47

recommendationsrecommendations..

Social AuditSocial Audit
 Social Audit is a way of measuring,

Social AuditSocial Audit
y g,

understanding, reporting the accounts, quality
and outcome of a scheme by its beneficiaries
ultimately improving the Gram Panchayat’s
social and ethical performance

The Programme guidelines, various documents
and informations should be made well known
t ll th b fi i i d itito all the beneficiaries and every citizen.

July 20 48
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ComputerisedComputerised Accounting SystemAccounting SystemComputerisedComputerised Accounting SystemAccounting System

Using the Computerisedg p

Accounting System, 

record keeping can be 

done fast and correctly

July 20 49

The work that Chairperson has to do dailyThe work that Chairperson has to do dailyThe work that Chairperson has to do dailyThe work that Chairperson has to do daily

SignSign thethe CashCash BookBook andand thethe SubsidiarySubsidiary
CashCash BookBook

 SignSign thethe receiptsreceipts

SignSign thethe vouchersvouchers andand thethe mustermuster rollsrolls

SignSign otherother registersregisters

July 20 50
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The work that Chairperson has to do every monthThe work that Chairperson has to do every monthp yp y

 Acquintance Register for Pay/ Allowance of employee

 Prepare Bill for Government Grant on account of salary of the

employees and submit it to the Block office by 7th of the next

month

 Prepare Monthly Statement of Fund Position and submit it to

the Block Office

The work that the Chairperson has to do every 6 p y
month

 Prepare Half-Yearly statement of receipt and payment
July 20 51

The work that Chairperson has to do each yearThe work that Chairperson has to do each yearThe work that Chairperson has to do each year The work that Chairperson has to do each year 

 Preparation of Plan and BudgetPreparation of Plan and Budget Preparation of Plan and BudgetPreparation of Plan and Budget

 Preparation of yearly statement of receipt and Preparation of yearly statement of receipt and 

PaymentPayment

The work that the Chairperson has to do as perThe work that the Chairperson has to do as perThe work that the Chairperson has to do as per The work that the Chairperson has to do as per 
needneed

 Sending Utilization CertificateSending Utilization Certificate Sending Utilization CertificateSending Utilization Certificate

 Regular Auditing of AccountsRegular Auditing of Accounts

 Signing other related reports and registersSigning other related reports and registers
July 20 52
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Part-4B 

A Model Transaction Manual on Financial Management, Maintenance of Accounts by GP etc. for 
use by Trainers for Induction Level Orientation of Elected Representatives of Gram Panchayats 
Prior to the session, Trainers must go through the PowerPoint Presentation carefully, the embedded 
Case Studies, the Learning Material and this Transaction Manual thoroughly and ensure that they are 
prepared enough to conduct this session. This Transaction Manual to is help Trainers in presenting the 
subject confidently in sequence and within the stipulated time.
In course of transaction of the session and after finishing each issue, Trainers must ask if any participant 
has any query on the issues discussed and answer if there are any relevant and important questions. If 
any irrelevant question or claim for explanation arises, then with due respect the participants may be 
asked to discuss the questions after the session.

Slide No. 1 :- Financial Management of Gram Panchayat
In the first slide the trainer will have to say that the participants have come to know from the very first 
session of the first day about how a Gram Panchayat is constituted, about its functions, the roles and 
responsibilities of the Elected Representatives and functionaries and other related issues. The most 
important thing for effective and successful implementation of all Gram Panchayat functions is its 
Financial Management. Then Trainers may say, “Let us now discuss Financial Management. First, let 
us see which issues of Financial Management will be discussed in this session”.  

Slide No. 2 :- Objectives of the Session
One of the participants may be requested to read out the objectives of the session as presented in the 
slide. Then Trainers may say, “We will try to discuss all these issues in this session but at the very first 
let us understand what is Financial Management”. Now 2 to 3 participants may be given the chance 
to participate in the discussion. Whatever the participants say will have to be written down on the 
board by a Co-Trainer. Nobody should be refrained from speaking. Now Trainers may say, “Now, 
let us once more see what we mean by Financial Management particularly in the context of Gram 
Panchayat”. 

Slide No. 3:- What is Financial Management ?
It will be better if any one of the participants is asked to read out the points. Other participants may 
be asked to add any other point to the ones stated in the slide. Trainers may again read out the points 
and clarify any query relating to Financial Management. 

Slide No. 4 :- Foundation of Financial Management. 
Now it may be said, “We have come to know what is Financial Management, but can you say which 
Act and Rule will have to be followed for Financial Management of Gram Panchayat ?” If anyone 
answers then it is good, else the slide may be shown and the foundation of Financial Management 
needs to be explained. Along with this, a photocopy of the cover of the rule book may also be shown.

Slide No. 5:- Why Financial Management ?
A video clip may be screened with the help of LCD/LED projector. Before running the video clip. The 
participants need to be requested to note on their exercise books the main points mentioned by the 
person in the clip. One or two participants may be asked to point out what the main points were. A Co-
Trainer may also be asked to write on the board the main points mentioned by the person in the clip. 

Slide No. 6 - 8:- Role of Chairperson and employees in Financial Management.
Now it may be said, “The Chairperson of the Gram Panchayat is the custodian of all Gram Panchayat 
Funds. So he has a very important role in the Financial Management of Gram Panchayat. Let us go 
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through his roles and responsibilities”. Then any participant may be asked to read out the roles on the 
slide. Queries, if any need to be clarified. At the time of screening the video clip, the same practice of 
noting down the main points needs to be Followed.

Slide No. 9:- Issues to remember
Now each question is to be asked and answer is to be taken from the participants. Varying answers 
may come from the participants. Now the one who is giving the correct and complete answer may 
be requested to say it loud so that others can listen properly. Now Trainers may say, “Let us see from 
where the Gram Panchayats receive funds”.

Slide No. 10 - 11:- Sources of Funds in a Gram Panchayat
Before discussing this slide further, it may be said, “We have already discussed the various sources 
of Gram Panchayat fund while we were discussing the resources.” Then, 2-3 participants may be 
requested to tell about the sources. 
Whatever the participants say will have to be written down on the board. Then the fund flow is to be 
explained. Then Trainers may say, “Let us hear what a Gram Panchayat Employee has to say about 
this matter”. Before playing the video clip, the participants may be requested to write down the 
points, while a Co-Trainer also will write down the main points on the board. 

Slide No. 12 - 13 :- Issues to remember 
The purpose of the slides on “Issues to remember” is actually an interim review of the learning 
achieved so far. Now the questions presented on the slide are to be thrown among the participants. 
One or two may be given the chance to answer. One Co-Trainer will write the wrong answers on the 
left side of the board and the right answers on the right side of the board – as a common strategy at 
every point. After a very brief pause, the correct answers are to be shown.  

Slide No. 14 – 15 :- Who will sign cheques ? 
Trainers may say, “Can any one of you say who will sign cheques ? Come let us see.” Then the picture 
of the cheque is to be shown. Now the participants will have to be asked why there is no signature of 
the Chairperson. The reason is to be said that the Executive Assistant will first sign the cheque and 
place it to the Chairperson for signature. Now who will sign the cheque if any one of the two are not 
present? Let us see. 
Answers for each Question is to be obtained from the Participants. Only after that the answers stated 
on the slide may be shared with the participants. 

Slide No. 16 – 18 :- A Case Study 
One of the participants needs to be asked to read out the case as stated on the slide. The case should 
be read out once by a Trainer once again. Now the participants are to be asked whether the process 
followed was correct or not. The answer is to be listened to from 2-3 participants. Their answers may 
be written down on the board. Next, each point is to be read out. Then it may be said, “We have to 
know the rules properly. Let us now discuss the rules and the procedures. First, let us discuss what 
rules are to be followed for purchasing some goods for the Gram Panchayat. Let us see what the 
office head and the employees have to say in this matter”. The video clip is to be shown. The same 
procedure mentioned earlier for screening a video clip is to be followed. 

Slide No. 19 :-  Procurement Procedure for works  
The matter is to be shown and the participants may be asked questions at regular interval. After this 
it may be said, “Let us now discuss the rules to be followed for sale of any movable properties by a 
Gram Panchayat”.  
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Slide No. 20 :-  Rules to be followed for sale of any movable properties by the Gram Panchayat
The video clip is to be shown and the participants may be requested to jot dowm the points. 

Slide No. 21 :-  Issues to remember 
Trainers may ask, “So, what did we learn till now ?” 3-4 participants may be requested to answer. The 
person who answered earlier may be avoided and others may be involved to answer. Next, Trainers 
may say, “Now let us go through another case study”.

Slide No. 22 :-  A Case Study 
Any participant may be requested to read out the case study, and the trainer will also read it out 
again. Now the participants are to be asked whether there was anything wrong in the process. 2-3 
participants may be allowed to answer. Their answers are to be written down on the broad. The fact 
that the process of payment was not correct has to come out from the participants.  

Slide No. 23 :-  
Each point is to be read out and said, “We have already seen that advance signature of the Chairperson 
ii the cheque is not correct and against the financial rule. Now we have to know the correct procedure 
for payment. So let us now discuss this matter”. 

Slide No. 24 – 25 :-  Payment procedure 
The video clip may be screened and the participants may be requested to write down the important 
points. Trainers may say, “Now let us discuss the role of Panchayat Employees and the Chairperson 
in the payment process”. 

Slide No. 26 :-  Issues to remember
Each question is to be thrown to the participants. Those who will be able to answer the questions 
may be requested to say the answer loudly and clearly. Trainers may say, “Now that we have seen the 
correct procedure for payment, let us discuss how this will be recorded in the cash book and other 
registers”.  

Slide No. 27 :-  What shall a Chairperson see before signing a cash book every day
The Secretary and the Executive Assistant are directly involved in writing the cash book, but as an 
office head, the Chairperson has to know the entire matter. Trainers may say, “Let us now discuss 
what the Chairperson needs to know about a cash book.” 

Slide No. 28 to 34 :- Cash Book 
Particulars about cash book need to be clearly explained as per the presentation. After that it is to 
be verified how much the trainees have understood. These issues need to be explained in detail in 
training of Chairpersons.

Slide No. 35 :-  Subsidiary Cash Book
Now it is to be mentioned that there is another important register, which is the Subsidiary Cash Book. 
Either the participants will have to be asked or the trainer will read out all the points one by one. The 
basic difference between Cash Book and Subsidiary Cash Book needs to be explained on the board. 
Then the proforma of the Subsidiary Cash may be shown to the participants. 

Slide No. 36 :-  The subsidiary Cash Book is to be shown and the places where signature is complusory 
may be shown to the trainees.

Slide No. 37 :-  General Ledger
As per rule the Gram Panchayat will also have to maintain a General Ledger. Either the participants 
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will have to be asked or the trainer will read out all the points one by one. The basic difference 
between Cash Book and General Ledger may be explained on the board. Then the proforma of the 
General Ledger may be shown to the participants. 

Slide No. 38 :-  Trainers may say, “Now let us see a few of the registers that a Gram Panchayat will 
have to maintain for effective record keeping. The video clip is to be shown.

Slide No. 39 - 40 :-  Each register is to be mentioned along with a few words for explaining the 
registers the participants. 

Slide No. 41 – 42 :-  Gram Panchayat Budget
Trainers may say, “Till now we have been discussing how to maintain the records for effective 
accounting in the Gram Panchayat. Now we will discuss a very important issue without which 
accounting system is incomplete and that is Budget. Let us see what Budget is. What is Budget and 
why is it important ?” The matters are to be discussed with the help of this slide. But before that 
the participants wll have to be asked about their experience. Now the role of the Gram Panchayat 
Employees in Budget preparation is to be explained through the video clip.

Slide No. 43 :- Preparation of Financial Reports
Trainers may say, “Till now we have seen how a Gram Panchayat will prepare Budget and incur 
expenditure as per the budget. The transactions will have to be properly documented is few registers 
also. But then the Gram Panchayat will have to prepare various reports and statements of receipts and 
payment and submit the same to higher authority and also place it before auditors. So now we will 
discuss the procedure of preparation of these reports and to whom they are to be submitted.”  

Slide No. 44 – 47 :- Gram Panchayat Audit
Various types of Audit of the accounts of Gram Panchayat, why Audit is done and who does what 
Audit need to be discussed with the participants and the video clips are to be shown. Before showing 
the slides, participants need to be asked why Internal and Statutory Audits are done. Then the issues 
may be discussed after showing the slide. What is to be done during an Audit process needs also 
to be discussed. Roles of the Elected Representatives and employees during Audit process is to be 
discussed, and each point of the slide is to be read out and explained. What is to be done after Audit is 
to be discussed next. Here it is to be said that the detailed process of Audit compliance report will be 
explained in the handout, so here a brief outline will be presented. Then each point is to be explained 
briefly. 

Slide No. 48 :-  Social Audit.
A brief discussion on Social Audit amy be done with the help of this slide.

Slide No. 49 :-  Computerised Accounting System in Gram Panchayat 
Trainers may say, “We have come to know about the various aspects of Financial Management 
throughout this session. A Gram Panchayat can now perform all these activities related to Financial 
Management with the help of the Computerized Accounting System.  

Slide No. 50 – 52 :-  Tasks of Chairperson in regard to Financial Management.
The various points in this regard are to be discussed using these slides for the said issue.

At the end of the session, the participants need to be told that face-to-face orientation can at best initiate 
the process of learning and that actual learning will start when they start working physically. They 
need to be asked to consult the Learning Material carefully and get their queries answered through 
their own efforts or through interaction with their seniors or knowledgeable Resource Persons. 
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1

Part-5A

Gender Issues and 
Development of Women & Children  

This Model PPT may be used as a tool for transaction of training session on 
the subject by Trainers for Induction Level Orientation of Elected 

Representatives of Gram Panchayats

Removal of gender discrimination for development and 
development of women and children in the context of overall 

rural development 2
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Social Discrimination

 RoshanRoshan and and RoshaniRoshani

  Our AttitudeOur Attitude

4

Objectives of the SessionObjectives of the SessionObjectives of the SessionObjectives of the Session

 To develop understanding on Gender Sensitivity in relationTo develop understanding on Gender Sensitivity in relation
to Gender Discrimination

 To develop concept on different welfare programmes for
women & child development

 To enhance the understanding on various outcomes in

p

To enhance the understanding on various outcomes in 
relation to women and child development

3
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Sex and GenderSex and Gender
SexSex GenderGender

1) Natural 1) Socially constructed

2) Biological 2) Work, roles, responsibilities, 
duties and rights

3) Can be changed 3) Can be changed

4) Time / place cannot be changed 
specially

4) Time / place can  be changed 
specially

5

How can we How can we 
understand gender understand gender 

discrimination ?discrimination ?

6
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 Family 

 Education

 Health

 Economy

 Political

Different sectors of discriminationDifferent sectors of discrimination

7

  Womb

  

   

  

  

Different stages of gender discrimination

Womb

Childhood

Adolescent

Motherhood

Old age

8
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Family responsibilities from childhoodFamily responsibilities from childhood

9

Taking care of babies in armsTaking care of babies in arms

10



68

Model Training Modules for Induction Level Orientation of Elected Representatives of Gram Panchayats

DropDrop--out / out of schoolout / out of school

11

Child Marriage and teenage pregnancy

12
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Stunted growth of the baby

Low height & 
weight during 

adolescent period

Low height & weight of mother(BMI) 
and severe anemia

Low birth weight

Mental 
weakness 
and weak 

healthTeenage pregnancy

Evil circle of malnutrition

Still Birth

13

Indicators 2011 

Sex-Ratio 943 

Infant Mortality Rate 44 

Maternal Mortality Ratio 167

Average age of marriage of girl child 19.4 

Female Literacy rate 65.46 

Child sex ratio 919 

Result of Gender DiscriminationResult of Gender Discrimination

14
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 Poor health status of pregnant mother and low baby weight during birth

 Anaemia of pregnant mother

 Female foeticide 

 Out of school / drop-out

 Child labour / child migration / child trafficking

 Involvement of women in economic activity

 Involvement of women in politics 

Outcomes of gender discriminationOutcomes of gender discrimination

15

What are the activities we do in a day ?What are the activities we do in a day ?

1

2

3

4

5

67

8

9

10

11

12

Clock

1 hr
2 hr
3 hr
4 hr
5 hr
6 hr
7 hr
8 hr
9 hr
10 hr
11 hr
12 hr

16
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Use Use –– MaintenanceMaintenance  --  ControlControl
AssetsAssets  UseUse MaintenanceMaintenance ControlControl

17

A Case Study
This is an incident of Ullaspur. The village is located in West
Jamuna, a backward area. Mono-cropped land is more in the
area. People are very poor. The 'Swamyirvar Party of the
victorious' of the Tahmins is active in the Ullaspur Ganj area.
One day Tahmina and two more members of their group were
going to bank to withdraw money. The bus was standing at the
stand. Suddenly, Amelie and Josuci Mandi of Jamuna Pahee
reached there. 'Where are you going?’ When asked to
answer, one said that from here the train will take them to
town. The advance will be Rs.5,000/-. Like them, 8-10 people
would gather here. Tahmina asked, “Who is the man?” They do
not know his name. Amelie said, “What to do ? A lot of debt in
the house - if I go there, I'll get money”.

18
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Do We know ?Do We know ?

Cases registered in 2011 in India
1 Kidnap 35565

2 Death due to dowry 8618

3 Molestation 42968

4 Sexual Harassment 8570 

5 Domestic violence 99135 

6 Migration of adolescent girl 80 

Source:- Nation Crime Bureau

19

Women 
and Law

Dowry Prohibition 
Act, 1961.

The Prohibition of 
Child Marriage 

Act, 2006

Protection of Women 
Protection of Women 
from Domestic Violence 
Act, 2005

Equal Remuneration 
Act, 1976

The Pregnancy 
Discrimination 

Act (PDA) of 
1978

Hindu 
Succession Act, 

1956

20
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Child Rights – Constitution of India 
guarantees all children certain rights

21

Child Right Violations

MYTHS FACTS
Children cannot be exploited 
because society loves children

While we do love our children, many are 
child labours and victims of sexual abuse

Home is the safest place for 
children

Female infanticide/foeticide, sexual 
exploitation by close relative, physical 
punishment to children, child marriage

We should not worry about 
BOYS, they can protect 
themselves

Boys too are vulnerable to exploitation –
child labour, assault by adults

Children do not have any 
RIGHTS

Children have RIGHTS like adults

It is better to get girls married 
off while they are minors

It is a criminal offence to get girls under 
18 years married 22
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Right to SurvivalRight to Survival

Breast feeding Neo-natal care

Routine immunization Services 

RCH

23

Right to SurvivalRight to Survival

Infrastructure of social institution Growth monitoring

Nutrition education Supplementary Nutrition

 Safe drinking water

24
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Right to DevelopmentRight to Development

Play

Health & Nutrition

Special Child

Adolescence

Elementary Education

Pre-Primary Education
25

Right to ProtectionRight to Protection

Child marriage Child Labour

Women & child trafficking Domestic violenceFemale foeticide

Child abuse

26

Child LabourChild abuse
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Right to ParticipationRight to Participation

Development activities Backward class / sectionSchool

27

 Equal rights and respect

 Enhance educational opportunity

 Development in health & nutrition

 Care of pregnant & lactating mother

 Promotion of SHG

 Economic Development

 Stop any kind of violence

Indicators of women developmentIndicators of women development

28
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How to ensure Gender Equity ?How to ensure Gender Equity ?

Reservation 

Law

Programme


Gender Budget

Planning

29

SDG 5:Achieve gender equality and 
empower women and girls

30
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Programmes

National Mission for 
Empowerment of 

Women

Beti Bachao Beti
Padhao

Sarva Sikha
Mission ICPS

Janani
Suraksha

Yojana
ICDS

Rashtriya Bala
Swasthya
Karyakam

SABLA

31

Steps of Planning for Gender Equlity

Identify what the focus 
areas should be 
according to the 

priorities on the GP-set 
the goals

Set targets to 
achieve the goals 

identified

Develop an Action 
Plan including a 

timeline for 
achieving the 

targets

Identify Resources to 
help in 

implementing the 
action plan

Identify People or 
Human 

Resources that 
can support the 
implementation 

of this action plan
32
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What Panchayats can do to protect & 
promote CHILD RIGHTS ?

Disseminate 
information 
about Child 

Rights

Hold 
Discussions 

in Gram 
Sabhas on 

Child Rights

Monitor the 
violation of 
child rights

Create 
awareness 
on harmful 

social norms

Child labour

Child marriage

Child sexual abuse

Child trafficking

Corporal punishment

33

PANCHAYATS 
& 

GPDP

PLAN & 
IMPLEMENT

MONITOR & 
ENSURE

ENCOURAGE 
& EMPOWER

PROMOTE & 
FACILITATE 

CONVERGENCE

STRENGTHEN 
COMMITTEES 

IDENTIFY & 
INTEGRATE 

MOST 
VULNERABLE

34
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Part-5B 

A Model Transaction Manual on Gender Issues and Development of Women 
& Children for use by Trainers for Induction Level Orientation of Elected 

Representatives of Gram Panchayats

Time:- 1 Hour

Note :-  Trainers are requested to read thoroughly and meticulously the PowerPoint Presentation, 
handouts/ handbooks / write-up and transaction manual on the subject before conducting the session. 
It helps the Trainers to conduct the session more confidently and  efficiently. On completion of the 
session, Trainers should ask the participants any queries and try to give the answer to those queries. 
At the end of the session, Trainers should try to answer the questions with due respect towards 
participants.  

Learning Objectives:- 
1.  To develop understanding on gender sensitivity in relation to gender discrimination  

2.  To develop concept on different welfare programmes for Women & Child Development

3.  To enhance the understanding on various outcomes in relation to women and child development

4.  To equip the participants with knowledge on various concepts related to gender just society

5.  To identify the attitudinal aspects of the participants in relation to gender discrimination

6.  To help the participants to set goals in ensuring gender just Gram Panchayat 

Learning Outcomes :- 
At the end of the orientation programme the participants should have gender sensitivity, promote 
gender equality in different spheres of development, get equipped with knowledge on different 
programmes for women & child development, legal provisions, be proficient of gender equality plans 
and roles & responsibilities of Elected Representatives of GPs towards a gender-just society.

Methodology:- 
In the adult training programme, mostly participatory methodologies are used, based on adult learning 
principles. Interactive lecture, role play, case study analysis, group work and brainstorming methods 
may be used to conduct the session.

AV Aids required :- Colour charts, colour pens, scissors, cello tape, projectors, laptop and white 
board (if available) 

Slide No 1:- Collage of pictures depicting the different roles of women in a day. Participants may be 
asked the significance of the pictures.

Slide No 2:- Title of the session. Trainers need to explain this.

Slide No 3:- Objectives of the session. Each objective should be clearly explained to the participants. 
To ensure common understanding among the participants, two-three participants may be asked to 
explain the objectives of the session.  

Slide No 4:- This is an exercise indicating attitudinal aspect of human mind related to gender roles. 
Participants are to be divided into five groups representing 5 or so members. Each group may be 
asked to bring out the different socially-created roles & responsibilities of boys and girls as they grow 
up. After the exercise, each group may be asked to present with their views and it will reflect their 
attitude about discrimination between boys and girls.
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Slide No 5 :- This shows the major differences between Sex and Gender. Each difference may be 
clearly described to the participants citing examples. 

Slide No 6:- Participants may be asked to describe the sectors of gender discrimination. A quick 
brainstorming session may be applied for this purpose. Trainers need to write down the points on the 
board or charts to relate these with the subsequent session.

Slide No 7:- Trainers may thoroughly describe each sector of discrimination with examples in respect 
to gender inequality. Participants may be asked to share their experiences in each sector.

Slide No 8:- Different stages of life span is depicted  in relation to social discrimination that 
resulted in a society marked with discrimination, based on gender. Previous experiences used by the 
participants may be co-related in this presentation. This will help creation of gender sensitivity among 
the participants.

Slide No 9 to Slide No 12:- Different pictures portray the gender roles and responsibilities and social 
discrimination which resulted in inequalities. Participants may be asked to explain the incidences of 
discrimination briefly.

Slide No 13:- It describes the evil circle of malnutrition. Each step needs to be clearly described 
with examples. Participants may be asked about the result of this circle at the end to ensure their 
understanding in this regard.

Slide No 14:- It depicts some data of social discrimination. It will be useful if Trainers can also use 
regional data along with national data. Data will help analysis of the real situation of a society marked 
with gender discrimination.  

Slide No 15:- Different outcomes of gender discrimination are clearly described. Again a quick 
brainstorming session may be applied to bring out the understanding of the participants in this regard.

Slide No 16 :- Clock Exercise. Each participant may be given a piece of white paper and asked to 
write down the activities they do from the time when they wake up to the time when they go to bed at 
night. This exercise will help them understand the dual responsibilities performed by women. Issues 
like no payment for domestic work, reproductive roles, balance in two roles etc. will be reflected 
through this exercise.

Slide No 17:- Another exercise of USE-MAINTAINENCE-CONTROL. Participants may be asked 
to do this exercise in a group. It will show the same assets used by men and women but at the end it 
would appear that the assets are controlled by men. Therefore, women hardly have any control over 
the assets used by them.

Slide No 18 :- One case study is presented. One participant may be asked to read the case and other 
participants may be asked to analyse the situation, while another participant may be asked to describe 
the roles of Gram Panchayat in this regard. 

Slide No 19:- This is reflection of violence against women and the criminal cases registered in respect 
to social evils. Here, participants may be asked whether these types of incident occur in their area. If 
yes, what they would do, whether such cases are registered in the police station or not and the like. 
This will enhance awareness among participants about violence against women.

Slide No 20:- Different legal provisions are mentioned. It helps equip participants with knowledge 
regarding legal aids and laws for the welfare of the women and children.

Slide No 21 & 22:- Depicting the different rights, myths and facts about the children’s issues in 
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connection with their rights. Participants may be asked to share their experiences in this regard. 
Trainers may jot down the points which may be used later. 

Slide No 23 to 27: - Each right of children are clearly depicted with pictures. Each sector of the rights 
is to be clearly described with examples. 

Slide No 28:- Participants may be asked the different indicators of women development for sustained 
development. It would be better if Trainers cite an example and the why factors behind each indicator.

Slide No 29:- Trainers may describe each step of ensuring gender equity with examples. To reiterate 
the learning, each participant may be asked to describe the steps and their roles in brief.

Slide 30:- Depicting the SDG No.5. It will help participants to understand the significance of gender 
equality.

Slide 31:- Clearly depicting the programmes for development of women and children. Trainers may 
be asked to describe the outline of each programme. This will help the participants with knowledge 
on different programmes.

Slide No 32:- Participants may be divided into groups and to draw an outline of planning for Gender 
Equality. Each group will present the outlines of planning.

Slide No 33:- A quick brainstorming session may be applied to ensure the rights of children by local 
government.

Slide No 34 :-  Different steps of the comprehensive planning for gender-just society are depicted. 
The roles and responsibilities of Gram Panchayat in each stage of planning would need to be clearly 
described. 

At the end of the session, the participants need to be told that face-to-face orientation can at best initiate 
the process of learning and that actual learning will start when they start working physically. They 
need to be asked to consult the Learning Material carefully and get their queries answered through 
their own efforts or through interaction with their seniors or knowledgeable Resource Persons.




