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FROM THE DIRECTOR
By S. D. Sharma, Director, ISTM

ISTM has been bringing out this quarterly newsletter with glimpses of
activities and programmes undertaken during every quarter. |
welcome all readers to the activities undertaken during April to June
2022, in the present issue. The various training programmes and
workshops in this quarter are focused on such relevant areas as
competency building, need based training, etc. The various in-house
faculty members along with external experts from reputed
organizations delivered the sessions.

Story inside - The Secretary, DoP&T Mrs.
Radha Chauhan visited ISTM to inaugurate

During this quarter, ISTM launched and conducted several important "Workshop for Liaison Officers".

training programme such as 'Workshop for liaison officers', 'DAKSHTA
programme under capacity building curriculum' etc. The visit of
Secretary, DoP&T, Mrs. Radha Chauhan motivated the participants and From the Director
the faculty members to set and achieve higher goals. The Rajbhasha

inspection was held twice in this quarter by different offices, namely

Rajbhasha North Regional Implementation Office & DoPT. A workshop ENKINDLE

for employees of ISTM was conducted by Hindi Section on the topic of

VoIce yping. TRAILBLAZE

| request all the esteemed readers of ISTM News to share their ideas

and suggestions with us for further improvements in the content of YEARNING
the newsletter.
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It is our pleasure to present to you the April
to June 2022 issue of ISTM News. For your
s ENKINDLE . . Yol
convenience and easy reading, ISTM News is
divided into four parts - From the

DIRECTOR; ENKINDLE - which provides an
outline of activities of the Institute; TRAILBLAZE- which gives a

=
glimpse of major activities of the Institute during the period; and
< YEARNING which is a forum for our faculty members, officers /
L staff and trainees to share their creative thoughts & ideas.
—

Multiple programmes and several events were conducted during
this quarter which includes Eminent Speaker Series under
Foundation Training Programme (FTP), Rajbhasha inspection was
held twice in this quarter by different offices, namely Rajbhasha

North Regional Implementation Office & DoPT. The Secretary,
DoP&T, Mrs. Radha Chauhan personally visited ISTM to inaugrate
the two days Workshop for Liaison Officers for Preparation and
Management of Reservation Roasters, Five Batches were also
trained under Dakshta Program as a part of Capacity Building
Curriculum.

STOP

During this quarter, the Institute conducted 60 courses, online
and offline, which were attended by 1790 officers/participants.

The editorial team has tried to encapsulate various activities
held in the Institute during this period. We will also request you
to log in to our website www.istm.gov.in to know more about our
ensuing programmes.

Editorial Board

Smt. R. Gayatri
Smt. Namita Malik

Director (FTP), Chairman
Joint Director, Member

Shri Puneet K Sharma Deputy Director, Member
Shri Pandey Rakesh Assistant Director, Member
Shri Pawan Kr. Shrivastav - Assistant Library and Information Officer, Member Secretary
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Workshop for Liaison Officers on Preparation
and Management of Reservation Roaster
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At the behest of Department of Department of Personnel &
Training (DoP&T), two workshops on "Preparation and Management
of Reservation Roasters" (PMRR) were organised for the Liaison
Officers of Seventy Nine Ministries on 09th and 10th June and 23rd

M, to 24th June of 2022 at Institute of Secretariat Training and

Management. Total 93 Officers attended the workshop.

The Secretary, DoP&T Mrs. Radha Chauhan, inaugarated the
first workshop along with Member (Admin) Capacity Building
Commission, Shri Pravin Pardeshi.

Interaction between the participants and the representatives
of DoP&T gave the kick start to the workshop. The representatives
of DoP&T were happy to clear the doubts of the trainees.
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Development of Attitude, Knowledge and
Skills for Holistic Transformation of
Administration (DAKSHTA) Programme =

The Capacity Building Commission, as part of National PrograMo rvice
Capacity Building (NPCSCB) is responsible to take initiative for building capacity of various
categories of civil servants. After conducting detail 1 Gap Ar ly1 is and Training Need Analysis, the
CBC came out with certain Behavioural, Functio and .DP.. 1‘ :ﬂ (—;-_nc]_ies wriqjch:are_rgq lired at
the level of ASOs/SOs/USs/DSs level officers pos: | differen listries/Departments. To fill the
gap by introduction of necessary training in'?'r ntion, app !7 ISTM devised a
detailed capacity building programme for this purpose : ad D | ' “ opment of

Attitude, Knowledge and Skills for Holistic Transformatic stration) Programme. These
programmes were designed after detailed consultation wit ‘, on E Istry.

The DAKSHTA programmes have following features:-

(a) These are highly interactive and trainee centered programmes in which focus is more on
experiential learning techniques including case studies and role plays;
(b) The learning takes places both online and offline. The participants are provided 10 hours of e-
learning contents prior to commencement of the programmes followed by twenty hours of
classroom training at ISTM;
(c) As all participants belong to a single Ministry/Department, examples and cases are specific to
that Ministry//Department.
(d) An impact assessment exercise is carried out after 45 days of completion of DAKSHTA
programme in the form of Post Training Seminar to know impact of the learnings at performance
level

So far, ISTM has conducted five DAKSHTA Programmes covering seven Ministries/Departments
in which 147 officials, both Group A and Group B, have been covered. The Post Training Seminar
results show "Marked Improvement' in the performance of the trainees after attending the
DAKSHTA Programme.
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EMINENT
. SPEAKER SERIES
UNDER
FOUNDATION
TRAINING
PROGRAM

| s (SSIFS- FT & NRG) |

12 (221E2 — EL % AKC) '
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I &N shrafaae shrfera-1, feeedl g1 IfRare™
TIARTOT AT U TR H ISTHTYT hiA-ad- Jeieft
AYeror gt foaR famal

ASTHTT fATT, g H3ATerd o I &3t shraf~aae srierd-1, faeett & U
féereh (eprafer) & ue WR SriRd &t HAR uret T gRT fies 09 S/

R

2022 & TR TSI JUT Use TR & ISTHTST g et S

Frdteror/ frar famet fovar | 5 Rdieror & SR dear & 8 s A s
hrefRd it gotrdT 7, Tereh e (1.1, shwelt st grarer, s srgare .
STIRRY Ud G oI HARY T, BiAS ITIATE SfARRT o STATar TRIH | 37 21
(U=MEH) & Ue TR Sh1aRd oft Toier &g, off enm srrarer, Iu fAeer, #ft uisy wher, g’
fAgereR, sft SR, 7. HassT, ST HfARRT (URMEH), #ff T FHAR, STHRT HAfARRY (RATT1)
Td ot U AR Hiarad, g YEdehleld Ud a1 AR IufeAd 8 | 31Ut ihtd ot Jarg
fSIerent THTYT AtEeRR SR Heled gIRT 9gd g1 3= & ¥ fomar |

'!W!“II ;t‘ "\w
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chTfHch Ua Tfreror faymT
ZRT 9iR—arerd Ufeqor

qUT U GRIF Bl = ,

PifHeh, <lieh AP IR UM HAed & |
Jiqifd S aret Ud Ofdarera ufderor qur |-
Use] GIF o FUFeh wafay whiffe Td
A& fAHTT o JASTHINT S(FHNT H hRIRA |
off sPre Rig A, Su PR (1.n) g
HHS Iarg YA’ gRT feAie 15 SH,
2022 el TRehRI hrHehts | f@dl o Wl ooy
TN <t R &1 SIS @ & T @ =
gfarer ufeor dur udY §RAE bl
TorTeT Gaeft Aeror fopar man 39 FRieron
o SRM IRME & f@dl gunT # FRRA
st getrar Az, Fgrd fRe (1),
ot didt gprargr, wAs srgare sifdert
T gelt oM PART W, HAE SrgaE
PRI & @l dH # 3Iu gkg
(UrEE) & U§ W OGRRAG st @
sﬁﬁamw,wﬁ%&m(u&m)%uaq?g
arikd off Ioier fOg, off e emeTe, Su
e Td ot TET HHR, SR SRRy

TRAILBLAZE |
Continues. ..
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KO INTERNATIONAL DAY OF YOGA %,
P - 2022 CELEBRATION @ ISTM /A

(\0 ”International Day of Yoga - 2022 was celebrated on 21st
¥ June 2022 at ISTM. The Director, ISTM Shri S. D. Sharma along
7 with many officers, faculty members and staff members, joinec

ational event early in the morning. Mrs. Rosy Sharma, Yoga Instructor
(Conultant) extended her support to all the present members and Shri Bhagaban
Padhy, Under Secretary led the entire session and presented demo of all the yoga
postures. All the staff members learnt yoga postures enthusiastically. The session
ended with a post light breakfast organised by the Administration Section of this

et
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ONLINE & OFFLINE COURSES CONDUCTED /Ie¥) I

B
DURING APRIL TO JUNE 2022 | Q’nt'nuelqz
S...

CSS - CADRE TRAINING COURSES - 15 COURSES AS UN

Total 15 courses of Level A, B, D & E conducted
during this quarter (Apr to Jun 2022). The
duration of these courses ranges from two to six
week long. Total of 440 participants attended the
training.

DESCRIPTION OF COURSE NAME:

 LEVEL E: UNDER SECRETARIES OF CSS WITH 4 YEARS OF
APPROVED SERVICE

« LEVEL D: SECTION OFFICERS OF CSS WITH 6 YEARS OF APPROVED

SERVICE )
« LEVEL B: ASSISTANT SECTION OFFICERS OF CSS WITH 6 YEARS OF ‘
APPROVED SERVICE

« LEVEL A: SENIOR SECRETARIAT ASSISTANT OF CSS WITH & YEARS Level A = Level B = levelD = LevelE
OF APPROVED SERVICE

CSSS - CADRE TRAINING COURSES - 8 COURSES AS UNDER:-

CSSS - Cadre Training Courses Total 8 courses of "Level I, Il & V"
No. of Participants conducted during this quarter (Apr to Jun

2022). The duration of these courses is

three weeks long. Total of 228 participants

attended the training.

DESCRIPTION OF COURSE NAME:

« LEVEL V: STENOGRAPHERS GRADE D OF CSSS WITH 7 YEARS OF

REGULAR SERVICE

« LEVEL Ill: PRIVATE SECRETARIES OF CSSS WITH 4 YEARS OF

REGULAR SERVICE

Level -V « LEVEL I: STENOGRAPHERS GRADE D OF CSSS WITH 7 YEARS OF
REGULAR SERVICE

CSS - Cadre Training Courses
No. of Participants

Level - | Level - [l

R/CBP - REFRESHER CAPACITY BUILDING PROGRAMME NOW DAKSHTA - 4 COURSES AS UNDER:-

S. No. Ministries participated in DAKSHTA Programme Duration From Duration To No. of participants
1 _ Ministry of Finance 4 18.04.2022 23.04.2022 39
2 Ministry ?f FPI - 18.04.2022
3 Labour sé Employment -1 6.06.2022

Labour & Employment - 2 13.06.2022

\ ? il
otal No. of Participants
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CALENDAR COURSES OTHER THAN CSS/CSSS AND CTP - 24 COURSES AS UNDER:

S.No Name of course Course L_,Duration Duration N?'_
Code | ' FROM TO of participants

1 MS-Excel - 09 MS-Ex-09 |I 04.04.2022 06.04.2022 22

2 Cash & Accounts - 175 C&A-175 .‘ 04.04.2022 03.06.2022 26

3 Reservation In Service - 24 RIS-24 04.04.2022 07.04.2022 48

4 OTP-e-Bhavishya-05 OTP-e-Bhavishya-05 ' 11.04.2022 11.04.2022 25

5 e-HRM e-HRM 11.04.2022 11.04.2022 27

6 MS-Office - 07 MS-0S-07 18.04.2022 2%.04.2022 Al

7 Establishment Rules-1-07 ~ER-1-07 18.04.2022 22.04:2022 1

8 Workshop omNoting and Drafting -41 L WND‘41‘ 18.04.2022 32

9 ts -174 Phase-Il ‘me-ll 18.04.2022 30

10 Workshopsfoml a}ison Officer SC/ST-19 WEOSE/ST-19 25.04.2022 15

1" Data Driven De“‘\naking in Government - 02 ‘BbPMG-02 28.04.2022 23

12 Preparation of Roster-01 POR-01 04.05.2022 06.05.2022 50

13 Building E-Learning Content -01 BELCMK-01 06.05.2022 06.05.2022 X 42

14 —t Administrative Vigilance 3-09 AV3-09 09.05.2022 13.05.2022 18

15 L _Workshop on e-Procurement -11&12 4 WEP-11§(12 09.05.2022 10.05.2'(?22 .
16 Effective Drafting -1-01 J 09.05.2022 13.05.2022 si:ﬁ
17 MS-Word -09 -W-09 23.05.2022

18 i lEstablishment Rules-2 - 06 "ER-2-06 30.05.2022

19 Drafting of Request For Proposal -03 D-RFP-03 03.06.2022 03.06.2022 13

20 Introduction to Artificial Intellegence-01 Al-01 06.06.2022 07.06.2022 39

21 Preparation and Maintenance of Reservation Roster-01 PMRR-01 09.06.2022 10.06.2022 48

22 Workshop on Cyber Security - 01 W-CS-01 13.06.2022 14.06.2022 14

23 Workshop for Liaison Officer SC/ST-20 WLO SC/ST-20 15.06.2022 17.06.2022 32

24 Preparation and Maintenance of Reservation Roster-02 PMRR-02 23.06.2022 24.06.2022 45

Total No. of Participants 796

ORGANISATION SPECIFIC PROGRAMMES (OSP) - 9 COURSE AS UNDER: -

S.No Name of Ministry/Department Course Code Duration FROM | Duration TO N?'.Of
participants
1 . Ministry of Textile - OSP-M/o Textile 18.04.2022 29.04.2022 25
2 Central Government Health Scheme : ’ I ﬂSP‘-CGHS 18.04.2022 ';.\_ 29.04_ 022 19
3 IndiMﬂstitute of Transport Management‘ OSP-IRITM 02.05.2022 06.05.26_22 49
EE— = S—
4 Dm&rtr*nt of Economic Affairs - 1 OSP-DEA-1 09.05.2022 “J.OS.ZO& 12
5 Directorate General of Civil Aviation OSP-DGCA 30.05.2022 03.06.2022 25
6 Delhi Development Authority OSP-DDA- 08.06.2022 10.06.2022 ! 28
7 el Department of Economic Affairs - 2 ~OSP-DEA-2 13.06.2022 17.06.2022 s 12
8 \ \ Peripatetic Programme for GOA - 02 | PT-IGOA-OZ 20.06.2022
Jamia Millia Islamia ko)-jMI 20.06.2022
R / Total No. of Participants
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WINNER

The Present

Papa continued to scold Deepanshu, “The match was in your hands. How could you lose it like
that? Anyone who has already won one set and is 4-0 up in the second can easily win from there, but
not you. How long will | and your mom continue to carry on like this? Just like this match, you leave
everything in between. Do you even have the zeal in you to be a winner? It's not easy to get so near to
victory but you will never learn; you feel your parents will be there to support you forever......” And he
continued to blast Deepanshu.

The Past

Actually Deepanshu was born with Dyslexia and Attention Deficiency Disorder (ADD). He finds it
tough to concentrate for t ngpon anything. He is a normal child in all aspects except for these
learning disorders which m lit,for him to excel in studies. In fact, he finds it tough to do any
structured task. His problen z'Was found way back when he was in play school itself. The
teachers found him to be lost in “many a times. He had difficulty memorizing even small
poems. In addition he was many a t ucting and reading the letters the wrong way; like'd’ as
b’ and vice - versa. '

Once out of playschool, he was sent to a regular school. Till now Deepanshu was too small to
understand that he was a slow learner or attention deficit. In playschoel most of his time was spent in
fun activities which he enjoyed and never felt too much pressure due to the individualistic attention he
got from his teachers. But in the regular school, it was a huge class with 4§ students. The poor teacher
to student ratio meant that there was no one to constantly remind him of the lesson in progress and he
could easily wander off whenever he lost concentration, which happened too often. His very poor
results got the school as well as the parents worried.

The school decided that they will need a certificate to the effect that Deepanshu had a LD from
some Government or recognized institution. The parents were told in no uncertain terms to either get
the certificate or get a transfer certificate so that Deepanshu could leave the school. Deepanshu’s
parents had no choice and they had to take him to a hospital with Child Development Centre. There he
was tested by speech therapists to psychologists over 15-20 sittings spanning over 3 months. He found
all of it strange but never complained. He was happy to stay away from his schookwhatsoevet may be
the reason. At last his problems (rather of his parents’ and teachers’) had a IabeL,—He-Med as

=
Dyslexic and suffering from ADD. His parents felt as if heaven had fallen. Only guestlon they‘ﬁad in
mind was “Why them?” Blissfully, Deepanshu was unaware of all this. e N o

But all this innocence and ignorance could not have lasted forever. With age, Deepanshu realized
that something was wrong with him. He was the butt of most of the jokes in class because of his wrong
‘bs’ and ‘ds’. All his teachers were always annoyed with him for not being attentive. His parents used to
feel humiliated at parent teacher meetings because of complaints from teachers and his ever falling
grades. There was always a fear of his being detained in a lower class but somehow the school always
relented, thanks to the recently passed Right To Education Act.
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It was not as if Deepanshu was not trying. His parents arranged home tuitions for him. He tried
his level best to concentrate on studies but even he could not understand why his mind wandered to
things around him. All of the inconsequential and insignificant things around him caught his fancy
whenever he tried to concentrate. He started every task with enthusiasm but would soon get bored
and lose interest. He was feeling helpless and was pained at the pain of his parents. Initially he used to
feel hurt at the jibes of his friends, the frowns of his teachers, the scolding of his parents, the
comparison with his friends and cousins but with time he was growing stoic to all the criticism. He
knew his parents and his teachers meant well for him and this thought gave him the strength to try
harder, though with little success.

The only solace for hlS tortured life at school was Chakarvarty Madam. She was the school
counselor. She was hired he séhool to look after distressed souls like Deepanshu. There were about
20 students in school who earning Difficulty ‘officially’. Chakarvarty Madam was nice to all
of them. She used to fight w teachers to treat these children fairly and make them part of
the mainstream by giving them anin ro
of these children and counsel them o out coping with such children and understanding them
' agd asked them to find what interests Deepanshu had

This led to another round of humiliations for Deepanshu. His parents tried to somehow fix him as
a painter, dancer, cricketer, judoka and what not. He too disp! yed much interest at the beginning of
each set of classes but as was his wont, after some time his est would wane into thin air, leading
to ridicules and lectures on how he wastes time andh_ey. eryone. Everyone around him was
getting more and more frustrated. All the while, he was growing. physically, but it was his mental
faculty which was a laggard. Finally, he was sent to tennis classes. Somehow, something clicked and
Deepanshu found the game interesting for duration longer than usua \His poor hand-eye coordination
also started to show some improvement, but it was evident that he wa: not going to be a professional
at the sport. Anyway at last, his parents were happy that he was improviﬁg.

From the age of 14 to 16, he kept on taking coaching classes to learn tennis and was now playing
full 3 set matches at his tennis academy. His coach used to send players for local and national level
tournaments. Players much younger than him and with much less experience of attending tennis
classes were picked for these tournaments but never him. His coach had negligible confidence in his
abilities to win a match. The coach did not want to take the risk of spoiling the reputation of his
academy by sending players like Deepanshu in tournaments who were not upto the mark. Deepanshu’s
parents found this humiliating even though Deepanshu had no complaints. He was enjoying playing the
game without any pressure of winning or losing. But finally, the coach succumbed to the pressure of

-3

Deepanshu’s parents and sent his entry to a low profile Under-16 local tournamentt————"
w
Fortunately, the first round opponent of Deepanshu was a 14 year old bo,y Deepanshu sﬁfather
had accompanied him to the tournament. He was lectured the whole day on how to play and how to
win and how crucial it was for him to prove himself to others as well as himself. He nodded in
affirmation to everything his father said, as if he had a choice. The match was being played on the side
courts of a tennis stadium and it was on clay court, which was Deepanshu’s favorite as he could slide

and even roll during the match to get messy, which he was not allowed to him otherwise.

To the utter disbelief of Deepanshu and his father, he played very well and without any lapse of
concentration. He won the first set easily against a much younger opponent, who clearly had much less
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physical strength than Deepanshu. After a long time, Deepanshu was enjoying every bit of his
existence. Even his father was all praise and was encouraging him at every point. The second set
started as the first had ended. Deepanshu was dominating his rival with ease. He was 4-0 up and just
needed 2 more games to win the match. His opponent was almost in tears. Deepanshu was cantering to
an easy win. But then it happened, suddenly he lost all his focus. He started missing easy shots and
committing too many errors. Within minutes the match had turned on its head and so had the
atmosphere around the court. Now his father was back to his scolding ways and his opponent was all
fired up at his parents’ encouragement who had been so far reprimanding their son. Within half an
hour, Deepanshu had lost the match 2 sets to 1.

Deepanshu’s father w.
poor attitude and his const
hear his father giving himan

as beyond himself with anger. He started reprimanding Deepanshu for his
nt failures. As Deepanshu was packing his bags to get out of court, he could
¥ psing a match which was in his pocket.

Back to The Present X

Papa continued to scold Deepan he.match was in your hands. How could you lose it like
that? Anyone who has already won on _
not you. How long will I and your mom continue to carry on like this? Just like this match, you leave
everything in between. Do you even have the: in yourto be a winner? It's not easy to get so near to
victory but you will never learn; you feel your parents' e'there to support you forever......” And he
continued to blast Deepanshu. S R

Deepanshu kept on walking in front of his Papa, with owed, trying to avoid his gaze. He
: too much and were trying to find
"efforts and understood that they
 prayers. He felt ashamed for
s do this to us Deepanshu? How
rlife’s first victory?”

something where he could make a career. He also appreciated th
felt tennis was the panacea which could be answer to their coun
losing. Suddenly, his father held his hand and asked him, “How cari'y
could you lose your attention at time when you could have smelled y

Deepanshu could see hurt in eyes of his father. He could take it no\further and replied, “Papa, |
never lost my focus, | could have easily defeated that little boy today. | was cruising to a 2 set victory,
but did you see how badly his father was scolding that boy? At 4-0 he was even slapped by his father; he
was almost in tears when | went past him at the time of crossover. Papa, | know the taste of defeat,
that has been my life. | did not want that poor little boy to feel its taste. Please forgive me Papa for
letting you down, but that was not my intention.” Deepanshu said all this and continued to walk
towards the exit gate of the stadium.

His father stood rooted, with tears streaming down his cheeks. He did not know whether the

e,

society will ever understand but it was clear to him, who the winner was. - —————

r. Sanjeev Gupta

Deputy Director,
ISTM

e et

R e
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EFFICIENCY AND THE PUBLIC GOOD

INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT
(smsugatt 9001:2015 T=a1/AN 1SO 9001:2015 INSTITUTION)
ehifHen T ufAefor faumT /DEPARTMENT OF PERSONNEL & TRAINING
"M sereh S1.7.fA. gRER(QRIT)/ ADMINISTRATIVE BLOCK, JNU CAMPUS (OLD),
3Tt gredt |/t féesdt - 110067/ OLOF PALME MARG, NEW DELHI - 110067
XY/ TELEPHONE- 011-26185308/ 2¢fithaa/ FAX - 011-26104183
WEBSITE: WWW.ISTM.GOV.IN
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