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Version: 02
05.07.2022
Engagement Based Exposure of Students into Training, L.earning and
Development of Indian Civil Servants

Introduction:

Institute of Secretariat Training & Management (ISTM) — an apex Central Training Institute
under Department of Personnel & Training (DoPT), Ministry of Personnel, Public Grievances
& Pensions has been providing Under Graduate / Post Graduate Students and Research
Scholars enrolled in recognized University/Institution within India or abroad, an opportunity
of engagement based exposure into training, learning and development activities of Indian Civil
Servants through attachment with Training Faculty of ISTM for a limited time period.

Engagement of Academia:

ISTM has undertaken to develop e-learning resources and design specific training programmes
in customised fashion for various Government / Public Sector Organisations. This needs
exchanges of ideas as well as engagements of meritorious Indian students as interns and
exposure of such interns to civil service training environment. The interns are then expected to
enrich the e-Learning resources and provide the cutting edge inputs in respect of emerging
concepts in Management and Law.

Applications:

Applications are invited for Engagement Based Exposure all-round the year and application
format is attached.

Eligibility: - Applicants pursuing Graduation/Post Graduation/Research in the following
domain are eligible to apply—

i) Behavioural Science
i1) Management

ii1) Law

iv) Economics

V) Accounting & Finance
vi) Computer Science

vii)  Library Management and
viii)  Other similar/ relevant fields suggested by the Faculty Members.

Period of Engagement: The period of engagement shall be minimum 06 weeks and maximum
three months. After completing this engagement, the students will be awarded an Experience
Certificate by ISTM. Those who will not complete the minimum requisite period of
engagement will not be awarded any certificate.

No. of intern’s to be hired: Not more than ten (10) at any point of time.

NOC: Applicants shall submit No Objection Certificate from their Head of Institute/ Head of
Department/ Principal, for the proposed engagement based exposure before they are engaged
by ISTM.



Honorarium: Each intern would be paid honorarium of Rs. 2,500/- (Rupees Two Thousand
Five Hundred only) per week or part thereof subject to a maximum of Rs.10,000/- per month.

Preference will be given to those students hailing from Delhi/NCR as interns will be required
to attend ISTM on daily basis (excluding Saturdays/Sundays/closed holidays).

Procedure for selection and other modalities of the Scheme:

a)

b)

¢)

d)

g)

h)

i)

k)

All the applications received in ISTM will be compiled centrally in the Administration
Division.

Faculty Members will send their requirement of “Students” to Administration Division.
The request will be made online through ISTM, TMIS.

On receipt of a request from Faculty Member for student/s belonging to a particular
discipline, the details of the available applications of that discipline will be provided to
the concerned Faculty.

Faculty Committee will select a candidate based on their functional requirement and
inform the same to Admin Division who will send the offer to selected students after
obtaining the approval of Director, ISTM. The Faculty Member will provide the
rationale for selection of candidate and propose the task/assignment proposed to be
assigned to the student.

Processing of payment towards honorarium amount will be initiated by Administration
Section after completion of engagement period. A certificate on the effect that assigned
work has been successfully completed by students is required to be submitted by the
student concerned. The said certificate will be countersigned by faculty concerned for
whom intern has worked.

The concerned Faculty Member shall be responsible for ensuring that the work
programme and output mutually agreed upon with the student is satisfactorily
completed. Students shall be required to submit a brief report/paper at the end of their
assignment to the concerned Faculty Member about their learning experience.

The attendance record and the details of work supervision shall be maintained by the
concerned member(s) of Faculty.

The conduct of the students and their access to ISTM systems and date shall be sole
responsibility of the concerned member (s) of Faculty.

The Intern shall not have any copyright or ownership rights on the work done during
the internship.

The Intern shall log out of all system and databases provided by ISTM at the end of the
internship period.

The internship will be purely on adhoc / temporary basis and interns will have no right
to employment or priority consideration for employment in ISTM.
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Institute of Secretariat Training & Management
(Application form for engagement of interns in [ISTM)

Personal details

1. | Name

2. | Date of birth

3. | Gender
4. | Differently abled Yes / No
5. | Mobile No.

6. | Name of Mother /Father / Spouse /
Guardian

7. | Permanent residential address — please
furnish complete postal address
including PIN code

8. | Present address — if different from above

9. | Contact number of Mother/ Father /
Spouse/ Guardian

Course of study

10. | Course presently undergoing Graduate
Post Graduate
Ph.D.

11. | Discipline / Specialization

12.  Educational Performance (please provide information as applicable)

Level % age /ICGPA

Class X

Class XII

Graduation

Post-Graduation




Institution details

13. | Name of the Educational Institution
presently studying
14. | Email i.d. of the institution

15. | Complete postal address of the
Institution including PIN code

16. | Contact number of the institution

17. | Details of Institutional Authority Name:
recommending internship

Designation:
18. | Contact number of the Institutional
Authority
19. | Signature of the Institutional Authority
20.  Please indicate your proficiency in MS Office tools such as Word, PowerPoint etc.—

I certify that information furnished by me is true to the best of my knowledge. IfIam
selected for internship, I understand that I will be required to attend ISTM in person. I also
understand that ISTM will not bear any expenditure on account of travelling allowance or
living expenses in Delhi and I am entitled only for the honorarium for internship on my
satisfactory involvement in the internship programme.

Date: Signature

Place: Name
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