DESIGN OF DISTANCE LEARNING COURSE ON 

CERTIFIED TRAINER FOR FINANCIAL COOPERATIVES
	Aim
	To develop technically competent trainers in the area of cooperative banking by equipping them with the key competencies of training

	Objectives
	By the end of the course the participant would be able to :

	
	· Appreciate importance of Systematic Approach to training (SAT) in making training an investment

	
	· Analyze training needs

	
	· Design a training programme following SAT

	
	· Demonstrate skills to conduct a training programme

	
	· Assess, validate and evaluate a training programme

	Target group
	Trainers working or likely to work as faculty in the training establishments of cooperative banks of the country

	Modules
	Three Modules
· CTFC 01
     Training Skills

· CTFC 02
     Design & Evaluation of Training 

· CTFC 03
     Cooperative Credit and Banking

	Duration
	24 Weeks

	
	Code

Module

Duration

CTFC 01

Training Skills

Practice in Training

  7 weeks

  1 week

CTFC 02

Design & Evaluation of Training

Practice Sessions

  7 weeks

  3 days

CTFC 03

Cooperative Credit &  Banking

Practice Sessions

  7 weeks

  3 days

Examination

  1 weeks

Total

  24 weeks



	Evaluation
	· Project & Assignment for each of the three modules

· Written and delivery of training sessions

· Viva Voce



Module : CTFC 01
Training Skills

	Objectives
	By the end of the course, the participant would be able to :

	
	· Explain  the concepts  of Systematic Approach to training  and its importance

	
	· Demonstrate various training skills and trainer competency requirements

	
	· Exhibit the various communication and presentation skills for effective delivery

	
	· Create conducive learning environment, and

	
	· Demonstrate skills to select appropriate training methods and apply them in delivery of training

	Duration
	7 weeks for study and 1 week for practice sessions

	No. of Units
	Six Units

	
	Unit 1
   Training concepts-SAT

Unit 2
   Understanding target group

Unit 3
   Trainer competencies  

Unit 4
   Communication skills 

Unit 5     Learning environment and training methods

Unit 6     Preparation of Training Aids

	
	Project & Assignment


UNIT ELEMENTS

UNIT 1 :  
TRAINING CONCEPTS 

1.1
Training - Meaning and Definition

1.2
 Need and Importance

1.3
Training Objectives

1.4
Training Vs Education

1.5
Concept of SAT

Unit 2 :  
UNDERSTANDING THE TARGET GROUP

2.1
Understanding Macro and micro level training needs 

2.2
Adult learning style

2.3
Level of Learning 

2.4
Andragogy  Vs Pedagogy

Unit 3 : 
TRAINER COMPETENCIES 

3.1 
Key Competencies – Primary Skills
- Training methods – acquiring, identification and Application


- Group process


- Presentation 


- Interaction and class management 


- Feed back and Evaluation 
3.2 
Key Competencies – Secondary Skills
· Technical 
· Social
· Negotiation and Counseling 
· Leadership
UNIT 4 :  
COMMUNICATION SKILL

4.1 
Presentation

· Controlling  butterflies

· Opening the presentation – Ice breaking 
· Verbal and Non verbal presentation
·  Use of audio visual aids
· Skills practice

4.2  
Listening 

· Importance of listening 

· Barriers to listening 

· Tips for effective listening
· Skill practice

UNIT 5 :   
LEARNING ENVIRONMENT AND TRAINING METHODS

5.1 
Climate setting – physical and psychological 

5.2 
Preparation and Use of training methods



-  Interactive Lecture – hand outs


-  Group discussion 
-  Subject Quiz and Brainstorming 

-  Case excises and case studies – case writing and trainer’s notes 
-  Management case 

-  Role play


-  Business Games 



-  Simulation 

5.3 
Selection of suitable training methods

5.4 
Understanding the limitation of various training methods

5.5 
Do’s and don’t s for Trainer
5.6 
Distance learning and E-learning concepts   

UNIT 6 :
PREPARATION OF TRAINING AIDS

6.1 
Need and importance of training aids

6.2 
Types of training aids ( Meta plan cards, Flip Charts, LCD, OHP etc)
6.3 
Selection and use of appropriate training aids

6.4 
Preparation of training aids

6.5 
Advantages and limitations of various types of training aids

PROJECT PREPARATION :   CTFC - 01

Topics suggested for preparation of project - an illustrative list
1.   Preparation of a training aid and session guide on specific topic (connected  with cooperative credit & banking) 
2.   Developing a suitable training method on any two of the following topics:


a.  Team Building



b.  Business Planning


c.  Business Diversification


d.  Business viability

3.  Design a strategy to handle difficult situations in the class room 
4.  Develop role play on Conducting Board Meeting of PACS

5.  Prepare a case study on ‘Sanction of Cash credit limits based on assessment
      of Working Capital requirements’.
6.  Prepare a management case and trainer’s note on business planning & 
     budgeting or internal audit & control systems, or audit report & compliance. 
ASSIGNMENTS :   CTFC - 01  (Hand written)
1. Distinguish between  training and education
2. Barriers to  effective communication
3. Describe the various adult learning styles 
4. Learning cycle, learning curve and other concepts of adult learning 
5. Factors that determine the setting of conducive learning environment
6. Steps involved in  the preparation of training aids.
7. Systems approach to training and it’s integration with HRD

Module : CTFC - 02
Design and Evaluation of Training

	Objectives
	By the end of the course, the participant would be able to :

	
	· Explain the concepts related to design of training modules and design a training programme

	
	· Demonstrate conceptual understanding and skills to analyse training needs 

	
	· Prepare session plans, session guides, choose appropriate training methods and apply them

	
	· Assess, validate & evaluate training programmes

	Duration
	7 weeks for study and 3 days for practice sessions

	No. of Units
	Six Units

	
	Unit 1
   Assessment of Training Needs
Unit 2
   Setting Training Objectives and

              designing training programme

Unit 3
   Entry Behaviour
Unit 4
   Designing Training Session Plan
Unit 5     Selection of Appropriate Training Method
Unit 6     Assessment, Validation & Evaluation 

              of training programme

	
	Project & Assignment


BACKGROUND

This is the second module of CTFC and is prescribed to be undertaken after first module on ‘Training Skills’ (CTFC - 01) is completed that provides opportunities to the trainees to acquire required competence to deliver the training. The module CTFC 02 provides inputs to enable the trainers to design training programmes and also evaluate its effectiveness and impact.

UNIT ELEMENTS

UNIT 1 :
ASSESSMENT OF TRAINING NEEDS 
1.1  
An overview of Training and SAT – Importance 
1.2
Levels of TNA - Organization and Functional – Macro and Micro level training needs
1.3      Methodology, Sampling for TNA

1.4      Tools for data collection and analysis 
1.5      TNA Report – Training and non-training interventions 
UNIT 2 :
SETTING TRAINING OBJECTIVES AND   

                  
DESIGNING TRAINING PROGRAMMES
2.1 Definition and writing of training objectives - Levels of objectives; cognitive, conative & affective (illustrations) - importance, SMART criteria

2.2 Context of design -performance gaps 
2.3 Components of design such as title, target group, duration, venue, etc.

2.4 Design based on learning units-learning stages and styles, learning curve – training modules, sequencing and scheduling

2.5 Building competence- knowledge, skills and   attitude

2.6 Boundaries- Performance, time, cost/benefit, resources, opportunities, number, policy

2.7 Constraints- Policy, priorities, trainees, trainers, duration, timings, language, location & resources

UNIT 3 :
ENTRY BEHAVIOUR

3.1 Nature of entry behavior- methods for assessing entry behavior.  

3.2 Entry behavior and Training design 
UNIT 4 :
DESIGNING TRAINING SESSION PLAN

4.1 Need and importance of session planning – Integration of session 
           objectives with programme objectives 
4.2 
Components of session plan – training methodology, training aids,
       
duration, etc.
4.3
 Preparing training material-types of training material viz., session handouts, case studies and trainer notes, role plays, simulation, etc.
UNIT 5 :
SELECTION OF APPROPRIATE TRAINING METHOD

5.1  
Session Objectives – Content and coverage  
5.2  
Competence and comfort level of trainer – learning objective - Level and   

exposure of participants
5.3  
Duration - Cost – other factors for selection 

5.4  
Selection of training method/s (recalling from CTFC - 01 : Unit 5)
UNIT 6 :
ASSESSMENT, VALIDATION & EVALUATION OF TRAINING

6.1     Approach to Assessment, Validation & Evaluation of training 

6.2     Types of assessment- Formative and Summative

6.3     Types of Validation- External and Internal

6.4     Evaluation- Reaction, learning, behaviour and result levels
6.5     Techniques of assessment, validation & evaluation 

PROJECT PREPARATION :   CTFC - 02
Topics suggested for preparation of project - an illustrative list

1.  
Undertake a TNA exercise of a functional department in DCCB covering  

       
methodology, tools, data collection techniques, etc

2. 
Prepare a session plan with session guide on two of the following topics:

a. Application of Prudential Accounting Norms 
b. Business Planning and Budgeting 
c. Investment Management

d. Governance structures and practices

e. Preparation and Analysis of Financial Statements
3.
Design a training programme on any of the following subjects:

a. Customer service
b. Credit appraisal and sanction
c. ALM and Investment management
4.  
Design a format for entry and exit level assessment of participants
5. 
Design a training module for developing Leadership qualities for the 
 
Presidents / Board of Directors of PACS / DCCBs / SCBs.  
6. 
Design a suitable method to evaluate any one of the following programmes:

a. Formation and Financing of SHGs by DCCBs
b. Finance for Non Finance Executives of DCCBs

c. Profit Planning for the secretaries of PACS

d. Any other programme on banking operations. 

Module : CTFC - 03
Cooperative Credit and Banking

	Objectives
	By the end of the course, the participant would be able to :

	
	· Describe role and functioning of Cooperative Banks in India

	
	· Understand and apply the latest developments in banking

	
	· Explain the various operational aspects related cooperative credit and banking

	
	· Draw out appropriate business plan

	
	· Appreciate the best practices suitable for Cooperative Banks in governance and core banking  operations

	Duration
	7 weeks for study and 3 days for practice sessions

	No. of Units
	Six Units

	
	Unit 1
   Fundamentals of banking and cooperative banking
Unit 2
   Emerging Trends in Banking in India 

Unit 3
   Challenges before Cooperative Banks
Unit 4
   Regulatory Framework of Cooperative Banks
Unit 5     Business Planning, Development and Diversification
Unit 6     Best Practices

	
	Project & Assignment


BACKGROUND

The module provides the basic understanding of   various aspects of co-operative banking and credit and the latest developments in the sector.   The coverage of the syllabus is designed to provide basic knowledge of banking in a nutshell and also enable the trainers to apply the learning from CTFC 01 & 02. 
UNIT ELEMENTS

UNIT 1 :
FUNDAMENTALS OF BANKING 
                     AND COOPERATIVE BANKING
Definition, meaning and Functions of Bank and Banking – Types of Banks and their functions  -  Cooperative banking in India: Origin, Development, Structure : Present status and performance - Government of India Revival Package for Short-term Cooperative Credit Structure and its current status
UNIT 2 :  
EMERGING TRENDS IN BANKING IN INDIA 

Reforms in the financial Sector – Entry of new generation banks – Consolidation and Restructuring -  New Products and services – Delivery systems and methods – Retail banking - Financial Inclusion –  Micro finance
UNIT 3 : 
CHALLENGES BEFORE COOPERATIVE BANKS 

Outreach and market share – Competition in traditional stronghold (agriculture finance) - Business Volumes and diversification – Professionalism, Quality of Assets – Technology adoption, HR issues - Governance structures and practices – Accounting and Audit standards and practices
UNIT 4 : 
REGULATORY FRAME WORK OF COOPERATIVE BANKS

Principal features of banking regulation – Regulatory and supervisory concerns of RBI, NABARD, RCS, CRCS – Important Provisions of BR Act, RBI Act, NI Act and State Cooperative Societies Act. - Prudential Norms (IRAC and CRAR) – Transparent Financial disclosures- ALM and Risk Management – Governance aspects – Protection of the interests of Depositors
UNIT 5 : 
BUSINESS PLANNING, DEVELOPMENT & DIVERSIFICATION

Dimensions of business planning and budgeting – Industry scanning and Internal analysis– Business potential - new products and financial services – Marketing - Non fund based activities - Profit planning and sustainable viability
UNIT 6 : 
BEST PRACTICES 

Need for documenting best practices and dissemination - Corporate governance – Risk Management, Funds management, Core banking, Customer relations, Internal controls, Accounting and audit, Personnel management, Technology etc. – Best practice illustrations
PROJECT PREPARATION :   CTFC - 03
Topics suggested for preparation of project - an illustrative list

1. Business Development and Diversification Plan for a DCCB /  PACS
2. Do a verification check on asset classification and draw up a recovery strategy for a DCCB focusing on willful defaulters
3. Draw out  best practices in any three of the following areas:

a)  Customer Relations
b)  Risk Management

c)  Good Governance

d)  Funds Management

4. Prepare a SWOT analysis for PACS/ DCCBs working in your State
5. Draw up a strategy for professionalizing   delivery of financial services by credit cooperatives
6. Using the Common Accounting system for PACS, prepare the financial statements and analyze the same
7. Using the LFAR given by the statutory auditor for a DCCB, comment on the positive and negative aspects of performance of the bank
ASSIGNMENTS :   CTFC - 03  (Hand written)
1. Business viability plan for a DCCB based on current financial statements
2. Do a critical analysis of reform measures and initiatives in a DCCB under the GOI revival package
3. Strategy paper for financial inclusion in the command area of a DCCB
GUIDELINES FOR PROJECTS AND ASSIGNMENTS
Projects
1. The objective of the project is to apply the learning into practice in an actionable format on the assigned topic.   Therefore, topics must be suggested in consonance with the minimum learning a participant must attain out of each module. 
2. Date of submission for project work in respective module mentioned in the schedule must be adhered to by the participants in order to get the results.

Assignments 

1. The objective of the assignment is to ensure that the transfer of knowledge expected from each module has been attained by the participant.

2. A list of questions will be prepared for each unit of the module and the participants will be asked to attempt few out of that list depending on the minimum knowledge expected to be attained.  Questions pertaining to the learning unit which ‘must be acquired’ will be compulsory.

Covering page of the Project Work and the Assignment
Covering page of the project work / assignment will be in the following format ;
· General details

· Name of the candidate


: __________
· Registration number / Roll Number
: __________
· Centre Name / Code


: __________
· Project / Assignment details

· Module code



: __________
· Title code 




: __________
· Number of pages



: __________
· Due Date for submission 



: __________
· Date of actual receipt at C-PEC


: __________
EVALUATION OF THE COURSE
1.   Theory Part (including Project work and Assignments)
	
	Module Code


	Maximum Marks
	Total Marks

	
	
	Written Exam
	Project
	Assignment
	

	a
	CTFC 01 – Training Skills
	50
	30
	20
	100

	b
	CTFC 02 – Design 

and Evaluation of the Training
	50
	30
	20
	100

	c
	CTFC 03 – Cooperative Credit and Banking
	50
	30
	20
	100

	
	Total
	300


2.   Practical and Practice Sessions
	
	Practical
	CTFC

- 01
	CTFC

- 02
	CTFC

- 03
	Total Marks

	a
	Practice / Contact sessions attendance
	10
	5
	5
	20

	b
	Practical Examination
	30
	00
	00
	30

	
	Total
	50


Note : The practical for module CTFC-01 is planned in order to test the training skills.  The practice session and contact session marks are proposed to encourage attendance and acquire knowledge. 

3.   Aggregate marks and Passing Criteria

	
	Mode of Examination
	Marks
	Remarks

	a
	Theory Part (including Project work and Assignments)
	300
	From 1 above

	b
	Practical and Practice Sessions
	50
	From 2 above

	c
	Viva Voce
	50
	

	
	Total
	400
	


· Minimum passing marks - 50% in aggregate with 45% in each module
· Results will be withheld in case ‘Projects and Assignment’ work is not complete for each of the module 
SUGGESTED REFERENCES

CTFC - 01 and CTFC - 02

1. Train the Trainers – Leslie Ray

2. Assess the training performance –  Jim Caple

3. Theory and practice of training – Roger Buckly

4. Book for trainers and teachers – A D Aportadera and Florencio Aricajr

5. Training of Trainers –  ILO

6. Direct Trainer Skills – Dept. of personnel and training 

7. Human Resources –  Memoria

CTFC 03

1. Cooperation in India -  B.S.Mathur

2. Theory, history and practice of Cooperation -  R.D.Bedi

3. Working of Cooperative Banks in India – Overview and perspectives - Prasanna G.Deshmukh

4. Fundamentals of Cooperation - O.R.Krishnaswamy

5. Cooperative Education and Training in India –  Dr.Dharamvir

6. Management of Cooperative Banks in India –  S.K.Sahoo., S.C.Sahoo

7. New Dimension of Cooperative Management –  G.S.Kamat

8. Introduction to Cooperative Management –  Umesh C.Patnaik

9. Bank Management –  V.S.P. Rao

10. Cooperative Governance in Banking & Finance –  R.K.Reddy & Y. Raju

11. Managing Indian Banks – The challenges ahead –  Vasant C.Joshi and Vinay V.Joshi
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