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CHAFPIER 1

COURSES OF TRAINING

1, Imtroductory.—Pukistan Post Office is a very large organisation, in fact
the employer of the highest number of civil employees in the Central Governmeni.
There 15 quite a variety of services handled by this Department which require a
good deal of professional and technical skill that has to be acquired. There are
many wWays of learning. There is the hard way of learni ¥ trial and error
but in view of the present day speed of the mechanised world and the demands
placed on the civil service of a developing or developed country they can ill-afford
to learn through this method, It is necessary that the training should be placed
on a scientific basis and the e¢xperience guincd in the long history of The Postal
Services in this area as well as in the rest of the world should be utilized for
preparing an efficient coeps of workers in this administration. }

This was appreciated almost in the Very first vears of pur independence and
a Postal Training Organisation was set up in the year 1933, lis various Centres
have n functioning sinee and imparting training 1o different categories of staff.
This 'i"ﬂ|un:u.' 15 mtended to consolidate the pringiples ard procedures adopied for
the regulation of this training. ’

2. Main functions.—(g) The main objective of the Postal Trairing is not
only 1o enableg @ trpinee o perform his duties correctly but also o ma him
understand his position as a public servant vis-g-vis the public, The instruglors
have frequemly to help the trainees unlearn seme of the attitudes and precedures
which might stand in the way of good service.

() (i) Generally ecuach training course comprizes three phases. The first
consists of theorctical 1raining, the sccond of practical (rainie
in the Dummy Post Offices/Sorting Offices amd lli'u;: third of Fiel
Pragtice at & Head or Sub Post Office, a Mail Office, or a Foreign
Post  Office etc..  as the case may be.  Field practice is mainly
applicable 1o fresh recruits. Wherever necessary, triinees may be
taken (o other organisation for such observation, demonstration
or instructions as may be deemed pecessary in their case.  Tests
HEgE I]'I.l:ld immediately on the completion of cach sublect or st of
subjects or as otherwise specifically provided. The field practice
15 similarly followed by a test in cach casc,

{if) The ficld practice is intended to give the trainees o sense of self-
‘confidenice and to enable them 1o take over responsibilities when
they have to function as members of the regolar operative siafi,

(€}  The s¥llabi for the virious courses include afew lessons on sub-
Jects that may nol, in some coses, appear to be dirgctly  coneern-
ed with the operative work of the trainces such as rules relating
to-the terms and conditions of service, pay, lcave and pension,
dizcipline ¢tc. These arc meam to help the tramees 10 gnder-
stand their own positipn and their rights and responsibilities in
the department.

3. List of courses of study.—(g) There would be three types of ¢ourses
wr—

A—Operative.
B—Supervisory ; and
C—Specialised.

M. 1759 (67) D.G.P.O.
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(5) Courses provided ynder these three hr“lﬂg. at the Training Centres are
given below 1 —

A — Couvrses For DPFERATIVE STAFF !
I.— Past ﬂ,.l'ﬁ'rf :

-

Postal Clerks” Preliminary Course.

o 1
2. Postal Clerks® Advanced Course.
3. Poswal Clerks’ Refresher Course.
4. Head Posumen/Overseers Branch Postmasters’ Refresher Course.
5. Posimen & village Postmen's Refresher Course.
E_- .Cim..:'. 1V officials” Refresher Course Tor stall serving in the .—
(i) Post Office. (i) Foreign Post &
{iii} R. M. 5.
IN—R M. 5.
7. R. M. 5 Sorters’ Preliminary Course,
8. R. M, S, Sorters” Advanced Course,
9. R. M., S Sorters” Refresher Course,
10, Karachi Town Delivery Soriers” Refresher Course.
11, Mail Guards" Refresher Course.
f1f.— Fareign Post,
12, Foreign Post Clerks” Preliminary Course.
13, Foreign Post Clerks' Advanted Course.
14. Foreiga Post Clerks' Refresher Course.

B, _Cvases For SUPERVISORY ASSSIGNMENTS .

1.

&

LA

Sub” Postmasters’ Course,

Head Posimasters’ Selection Grades Course.

Assiztan] Postrmoasters’ Course @

(a} Registration Parcel Money Order and other Counter Services,
(6 Mail, Sorting and Delivery.

(¢} Postal Savings Department including P.L.J. & Prize Bonds,
() Accounts, Treasury and Pensions.

Head Sorters” and Supervisors” Course,

Sub and Head Record Clerks’ Course.

1. P. Os/l. R. Ms. (Probationary and Department) Course.

S. P, Os/5. R, Ms. (Probationary agd Department} Course,
Gareited Postmasters’ Course.

Foreign Post Supervisors’ Course.



.- Specialised Course - »
™~ Corrgspondence Course.
2. Accoumt Clerks' Course (R, M. 5. and Posy Office).
3. Savings Bank Specialised Course.
4. Instrectors’ Coupse, '

MoTE 1 —<For Pacthry of relerence, the courses would e numbered as A-1 Postel Clerks
Freliminary Course, B-1 Sub-Fostmasters” Couwrse ol O- 1 Comrespondencs Course and so on.

T 2 — The DHrectornbe Creneral will ig5ue 3 comprehsnsive 1-|'.':ul.‘.hli!1ﬂ; lan in three DA g
Part-1 Syllnbas containing brief and detniled putlires of the cowrse, sub-diveded inlo lessons mpd
ligt of practicalz 1o be under taken e Dommy Post ﬂﬂ.ﬂnaﬂd'ﬂm@}r Borling Offices and (n
the field {where applicable) @ Pari-Il Trainees notes {Where necessiryr nnd Parl-L111 Insrucinrs”
BOles. .

{¢) Details of the 5vllabi for the various courses their perind of training,
examination papers. qualifying marks and the rules regarding treatmeny of failures
are given in Chapter XI.

A —Courses FOR OPERATIVE STAFF

4. Preliminary Course for Postal Clerks. R. M. 5. Sorters and Foreign Post
LClerks. - (a) All persons selecied (or regular appoiniment by promotion or direct
recrultment as time scale . O, Clerks, R, M. 5. Clerks and Sorilers and Forcign
Pogt Clerks are requifed to undergo initial training al a Postal Training Cenire
for three months in the Preliminary course.  Candidagjes who suceessfully com-
plete the Preliminary course are appointed in various urits on probatipn for ope
vear. This course 15 intcnded 10 give These cundidates a more detailed training
in operational work of the less technical branches specially thoze where exiensive
handhing of cash is not mvolved. Sn:LiJ.aJ'ul:c clusses are 10 be arranged as far as
poasible for the direct recruils and the depyrtinentally promoted officizls. Medium
of instructions for the lgtter may be one of 1he natioral languages both tor Lea-
<hing apd examination.  The emphasia should be more on practical work ra her
than testing the knowledge of the lapgupge, DHrcct recruits are, however, ex-
pocted o write therr papers in sinple English,

b —Officials who have alrepdy rendered one year's Lamaporary service bafone recroit-
mmenl are éXempt [fom undlergoung This course bt they may also be deputed for traning, iF the wnit
afficer considers such training nocessary in their case.

5. Advanced Course for Postal Clerks. R Y5, Sorters and Foreign Post Clerks,
The Advanced Courses arc intended Tor officials who have completed ane year's
service after having pasted a preliminary course or having worked temporarily
for one year. The Advanced Course Is expecied Lo cover work relating 10 all
the branches of the department to which the official belongs excluding the work
covered by the preliminary course, The session in the advanced course will
always start with a check up &nd revision of work relating to the subiects covered
in the preliminapy course. The Gengral plan for the training as regards theory
and practicals will be the same as in the case of the Preliminary Course.

6.—Refreshers' Courses —{a) Refreshers Course for Posial Clecks/R, M. 5.
Sorters and Foreign Post Clerks.—Relresher courses are for the regular operative
staff that have not received any training ‘frﬂjnuslv of in whose case five years have
elapsed since they attended an advanced or a refresher course.  As these officials
would have worked in the department for long periods their training should con-
%15t mainly of reviewing their knowledge of the departmental rules with practical
aspect being emphasized properly, They should thoroughly study the rules and
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regulations in the different volumes of the Post Manual and the P. O. Guide.
The Instructors will check up their knowledge through questions which will ke
broad-based and extensive cnough to cover the whole field of the lesson #*ilhe
errors, omisSions and mistakes fully brought home to the trainees. An
cxamination will be held after completion of cach theoretical and practical.
Twenty-five per cent of the marks will be reserved for class work. Marks for this
item will be allotted at the end of each month on the basis of the performance
during the month.

(&} Refreshers’ Course in Karachi Town Defivery.—This courseis intended for
the relevant R. M. 5. staff working in the Karachi Sorting and Air Division, The
COUrse aims at securing Kcrfe-:l.inn in sorting with a high standard of s based
on actual practice which is done at the Dummy Sorting Office. The traineces
are uired to memorise location of various colonies, streets and roads in the
Karachi Postal Area and the names of delivery offices serving those places. The
iden is to reduce missortings and consequent delays in the delivery of mails in
Karachi. Suitable remarks will be given in the annual confidential record of
the officials concerned on the basis of the results of this training.

{c) Refreshers Courses for Head Postmen, Mail Overseers, Branch Postmasters,
Postmen, and Mall Guards,—These courses are meant for such officials who
have gained some experience of the work and require a st reamlining of their work.
The training of these courses is according to the prescribed syllabi including prac-
tical training at the Dummy Post Office Soning Office at the Centre. There is
no field practical training prescribed for these categories.  Apart from the lessons,
kit parades are also prescribed for the uniformed officials. The Postmen etc.
during training are also instructed on proper maintenance and creasing of the
ﬂnifarms and importance of punctuality and honesty in performance of their

utics,

{(d) Refreshers’ Course for Class IV sigff of Post Office, R.M.5. and Forei,
Posi.—Theoretical training has also been prescribed for these categories but tﬂ
emphasis will be on practical training in the Dummy Post Office/Sorting Office
in_regard to closing and sealing of bags, fixing of tin seal holders, lead seals, and
tying of “clocvohitch® knots, They are also instructed about ﬁ.t-in_g of date and
year types of stamps and seals and about facing and stamping of articles pro ly.
Great stress is laid on discipline and importance of a clockwise rpguurﬂ;rm
mail communication. Kit parades are held in order 1o instruct the trainecs
how to wear their uniform properly while on duty. Only oral test will be held
townrds the end of the course and the result sheet will show whether the trainee
**has or has not bencfited™ by the course.

B.—Courses FoOrR SUPERVISORY ASSIGNMENTS

7. Refresher Courses for Non-Gazetted Supervisory Staff in the Post
Office, R. M. S. and Foreign Post.—The courses for supervisory staff are very
important indeed. The 5ud:crvimr_1.- stafl forms the back-bone of the Department..
On their efficiency depends, to a considerable extent, the normal and regular
flow and running of the services. They are also responsible for controlling the
lower grade stafl. In fact, they are an important link between th administration
on the one side and the bulk of the staff of the Department, on the other. Ex-
cept for the probationary 1. P. Os/I. R. Ms. most of the officials in these grades
usually have a substantial length of service to their credit when they come for
training. They are, therefore, imparted training to brush up their knowledge
of rules and to get conversant with the latest modifications tﬁerﬂn. regulations
and processes with special reference to the supervisory duties. At the end of
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their training, examinations are prescribed to assess improvement in their knows-
ledge and benefit derived from training. Those who fail in the examination are
examined after a fixed period again in the subject/subjects in which they might
have failed. A report regarding their performance is written in their confi-
dential records.

B.—Officers Course—Superintendents of Post Offices, R. M. 5. and Gazetted
Postmasters.—Supeintendents of Post Offices'R. M. S. and Gazetted Posimasters
are the exccutive heads of various Postal Units directly r:spunsibh: to the Head
of Circles for efficient running of the services in their units. Recruitment to
these cadres iz made either by promotion which is by pure selection from lower
grades or through direct recuruitment as a result of competitive exanfination
held by the Central Public Service Commission. In both cases they enter into
a new life and it is necessary to give them therough training. While training
these efficers it has to be keptin view that a good task master is one who is really a
master of the task. A full course of 1wo years has been prescribed for the traimimg
of the direct recruits 1o these cadres. During this period they are expected fnrer
alig to attend a prescribed course in a Training Centre along with the departmentally
promoted officers. A comprehensive syllabus has been prescribed for both ca-
tegories of officers. Before coming to the Training Orzanization the directly
recruited officers are expected to have studied various volumes of the Postal
Manual and also the practical working of the Department. In many ¢ases they
would have had appeared and qualified in the Deparimental Examinations. The
departmentally promoted officers also have a good knowledge of the rules and
regulations of the Department because of their long service. In view of this it
1% not the elementary theory on which the emphaﬁis is laid but they have to be
given a general appreciation of the responsibilities and problems which they will
have to face while controlling the units. Wherever possible they are conducied
to certain large organisations in the country which have a close relationship with
the functioning of the post office such as Office of Dy. Comptroller, P. T. &. Tia
Pakistan Security Pnntmg Corporation, P.LA. and Swate Bank of Pakistan.
The purpose of such visits is to broaden their outlook and give them a first-hand
contact with those depariments. Training of officers should generally
be conducted in the form of discussions and seminars where certain problems
would be thrashed owt and resulis of such discussions compiled in clabomte
reports. The Senior Officers of the Department are also invited to deliver lectures
and hold discussions with the trainees to see how far they have benefited from
the trainin Mo examination has been prescribed at the end of this course be-
cause the direct recruits have o appear in a separate and more detailed Depari-
mental Examination during their period of probation and almost all the depart-
mentally promoted officers had also qualified in a tough competitive examination
at the stage of their recruitment as LP.Os. A performance report is, however,
drawn up by the Principal of the Training Centre concerned in respect of each
trainee to indicate the extent to which he has benefited by training. All officers
should be imparted training together at one centre only with a view to providing
an opportunity to’the officers of both wings to get together,

C.—SPECIALIZED COURSES

9. {a) Carrespondence Course.~This Course is intended for those officials
who have been in the department for at least five vears and are required 1o work
in the administrative and correspondence branches of various units. These
officials are specially trained in noting, drafting and correspondence. Handling
of public complaints forms a main item of their training. .

{(b) Aeccount Clerks’ Course.~This course is intended for those officials
who have to work in the Accounts Branches of the Head Post Offices. Special
emphasis 1s laid on the practical aspect of the work which an accounts clerk
- thas to perform.
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(¢) Savings Bank Specialized Cowrse.—Savings Bank Specialized Course is:
arranged for the clerical staff working in the Savings Units of the Head Post Offices.
This training is imparted to the regular staff who have previously had training
under the preliminary and Advanced Courses unless they were recruited before
the preliminary course was introduced. These officials would have worked in the
Department for a number of years and are specially selected for the Postal Savings
Units of a Head Post Office. Having worked in the Savings Unit they are expected
to be well versed in rules and repulations relating to the postal savings and the
course is intended to further improve their knowledge as well as technique of work,
The savings bank work in the Post Office Department is more or less on the lines
of the Commercial Banks and so the officials in the 8. B. Specialized course, apart
from the thegretical training are also taken for observation to the hranches of the
National Bank of Pakistan or other scheduled banks. Those who fail in the exa-
mination would not be allowed to work on positions carrying special pay in the
savings unit.

() Instructors’ Course.—This course is prescribed to improve the training,
methods adopted by Instructors. The officers who received training abroad in
this particular branch are especially expected to contribute largely to keeping this.
course up to date, This course would be held from time to time, so that enough
trained instructors become available for replacement, Officials alrcady workmg
as instructors may also reorientate themselves thereby to the: new methods off
teaching.
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CHAPTER 11
ORGANIZATION

10. Administration.—Postal Training Centres are set up at important stations.
having a large concentration of postal staff. At present the centres are located al
hi, Dacca, Lahore, Khulna, Rawalpindi/lslamabad, Rajshahi and Chitta-
gong. The first four are located at the headquarters of the Heads of Circles. The
administrative control of these centres is the responsibility of the Heads of Circles.
The Directorate General, however, exercises overall control of the organisation
and deals inter alia with policy matters relating to training, revision of syllabi,
imtroduction of new courses as well as training of Gazett Officers. .

11. Tutorial Staff.—The Principals and the Officers-in-Charge of the Train-
ing Centres are assisted by tutorial stafl according to the requirements of each
Centre. This would depend on the total number of classes held at a Centre.
Omly such staff should be selected 1o work as Instructors in the Training Organiza-
oon as have apecial aptitude for the job.  This staff should revert to their parent

cadres afller completion of a period of tenure in the Training Organization 25 may
be fixed from time to time.

12. Officers in the Training Centres.—The number of gazetted officers at a
Centre will generally be determined on the basis of one officer for two classes. In
the centres where there are more than one gazetied officer, each one will have two
classes as his specific responsibility, both for administrative as well as training
purposes. He will supervise the arrangements flor training, day-to-day progress
of each class, synchronisation between theoretical and practical work and use of
proper methods of teaching. Each officer will control the non-gazetted tutorial
stalf concerned with the classes under him.

13. Distribution of Duties among Non-Gazetted Tutorial Stafl.—The Principal
will arrange distribution of work amongst non-gazetted tutorial staff keeping in
view their special lines and the weekly periods available. The non-gazetted staff,
apart from the duties of teaching, will hold tests, accompany the classes for the
practical training including field practical training and also assist the Principal
of the Officer-in-Charge of Training Centres in office work. Their tutorial as
well as general and miscellaneous duties will be precisely laid down in the time-

14. Working hours for tutorial stall.—Working hours are fixed for each
Centre by the Circle Office. Each staff member is to put in working hours equal
to 46 periods of 45 minutes duration per week. A weekly time-table would give
details of all the-periods ime allocated for tutorial or other duties, One-fourth of
the teaching and practicals periods will be allowed for preparation.  As a rule the
Principals at Karachi and Dacea will have a minimum of 18 teaching periods per
week, Officers-in-Charge will have 24 teaching periods and other training officers
30 teaching periods, The remaining periods/time will be utilized for non-teaching
work. The number of periods of the non-gazetted tutorial stall will be fixed
kecping in view requirements of the teaching as well as non-teaching work.

15. Daily training periods.—A working day in a Training Centre will
consist of § training periods daily except on Fridays when there will be 6 periods
only with a suitable break. Each class will have normally two periods for practi-
cal work daily. The distribution of work should be so arranged that the dummy
post and sorting offices are utilized to the best advantage of the various classes,
In order 1o ensure proper attendance no officer should be allowed the first or the



8 . !

last period of the day as [ree for preparation. It may be pointed out that The
conditions of work at the Training Centre should be as similar to those at the
operative offices as possible so that the trainees do not'find the operative offices
very much different from the Training Centres.

16. Instructors' time-table.—Apart from distribution of duties by periods,
a time-table of studics is to be maintained at the Training Centres for all the classes
separately. This time-table shows the prescribed daily and weekly duties of an
Instrucior in relation to the syllabus for each class. he Instructors Time-Table
will be issued before a new class joins and is to bz Maithfully followed till the com-
pletion of the course. The Principals and the Oficers-in-Charge are to maintain
a strict sepervision over the progress of the course and adherence to the time=table.

17. Holidays.—The Postal Training Centres will observe Post Office holidays-
They are not treated as adminisirative offices for this purpose.

18. Ministerial stafl.—(;) The ministerial stafl will generally include a
Drafisman, & Libranen, a Head Clerk, U.D.Cs., L.D.C.5, Steno-iypisis and

Typists according to the requirements of cach centre.

{ify The draftisman will be responsible for preparation of laree size specimens
of P, O. forms for demonsiration purposes not only for their own centre but also
for other ¢entres wheretn there 15 no draflisman as assigned by the Postmaster
General. He will also perform other duties assigned to him from time to time by
the Principal/OMcer-in-Charge.

iy The Librarian will be responsible not only for the upkeep of the lending
library baut also the R:a{ling Room. His attendance, however, should be fixed
with due regard to the convenience of the trainees for drawing and returning books
and wsing the reading room.,

{iv) The office must be very prompt in looking io the problems of the trainess,
specially in regard to liaison with their parent units.

19. Allocation of work—{teaching, preparation, administration and miscella-
neous.—{{} There should be a planned allocation of work between the Principal
or the Officer-in=-Charge of o Centre and his staff. Apart from the tutorial duties
which entail teaching and preparation, there are other administrative and mis-
cellaneous duties 1o be performed by the Principal or the Officer-in-Charge of the
Centre or the members of his stafl. These duties will be explicitly stated and
assigned to the stall concerned.

(fi) The weekly time-table of the Centre will show the break-up of the periods
into those for teaching, for practical work, preparation and for office and other
administrative work, The Priocipal or the Officer-in-Charge is responsible for
the general administration and all-round supervision,

(#ii} One member of the staff will generally supervise physical training,
and mess accounts. Another will supervise the Recreation Club and the Li rnrgr
One of the members is to be designated as the Hostel Superintendent and he
will exercise supervision over the hostel management including mess arrangements
and discipline and general welfare of the trainees in the hostel,
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" 20. Justified strength of tutorial stafl.—The tutorial staff at each centre is
fixed in relation to the training capacity of the centre and the number of classes
held there. Generally, this strength will be determined as follows:—

' Mo, of non-gazciiad
Mo of claswes Po. of gazewed olficers instructors (including

a demonstrator)

[
=]

3 ! . - S
4 2 "4
5 2 f
& 3 7
7 3 ' &

One of the stadl members will be a demonstrator belonging (o the cadre of the
Intpectors or supervisory grode with o special aptitude for demonstration and
praciical work., In large cemtres 10 will be mgogssary o have a sgcond demons-
trator, keeping in view the effcetive number of periods required for practicals.
He must be ﬁlly conversont with the details of aciunl Post Office work. An
Accountant of spitable siatus wijl be 8 member of the futorizl staff. A Senior
Accoun ant will be necessary for the main centres such #3 those at Decca ond

karachi. He will work both as on Insuvctor vs well 25 incharge of eccounts of
the centre.

_ 21. lInstructors’ diaries.— Each Instructer is requited 1o maintain a Daily
Driary which should clearly but brigfly show the work to be done #nd aciually

done by him. This should encble him 1o prepare for (he tasks 10 be hondled the
next day. The Instruetor’s dinry would contain the following columns —

(i} Paruculars of classes 1o he apended

(i} Particulars of daily woik énd lessens of daily syllabys with relative
rules (including a complute list of forms he intends 10 demonstrate) ;

iy Time spent and work done in connection with field practice (Post
Office/R. M. S.) :

{iv) Particilars of work given as home task for the next day ;

(v} Observations regarding progress, performance of trainees, failure 1o
do hoeme work by the trainces

(¥} Mizcellaneous.

The filling in of the Daily Instrucior’s diary rot only enables the instructor
10 prepare for his future lessons for the next day but also helps him to keep a
day-1o-day waich over the progress of the trainges.

22. Periodical review of progress and co-ordinatien— A fortnightly pregress
report will be submiited by each Officer-in-Charge of a clask to the Principal or
the Officer-in-Charge in respect of the training of classes as well as co-ordination
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between the theoretical and practical training. This periodical review should
give details of the items of syllabi covered :Ill:ll'ﬂulg the fortnight under review.

23. Furniture and Equipment for Class Rooms, etc— Eech class.room has
normally got a provision o accommodate 25 trainees and the arrangement for
desks and chairs, ete. for such a number of trainees is 10 be made before the com-
mencement of a session.  Each class-room should be provided with a blackboard
and board frames where departmental forms and charts or diagrams are displayed,

* In addition to the class-rooms, the larger centres should also have halls for 1he
astembly of trainees for special lectures or functions,

ES

The following items of furniture will generally be provided for the various
10ms in the centre =—

_—_aemma

Instroctors” Chairs
Tables for [nstructor
Blackboard

{if) Library i .. Iron Almirah =
Alrmirah with glass panes_

e ek

According to the
number of books.

Tahble and Chairs o 1  per clerical siafT {in--
cluding Librarian),

(i) Reading Room , . .. Big round 1able i i

Chairs aE o 10 ip 20
{iv) S1aff Room .. Bigable Ve . 1

Chairs I per Instructor.

(¥) Training Officers Room ,.  Officers Table ., 2 1 per Officer.
Chairs e “a 1w »
Easy Chair 1

Racks 1
Almirah
Spare Chairs

i) Principal’s Room .. Oifficers Table .
Chalra
Racks i
Bookshelf (Revolving)
Iron Almdrab with safe ||
Easy Chairs

(vi) Hall . 5 .. Desks .
Raostrum :
Officers Table .,
Chairs

Blackboard -
Diaks with Carpet

= i

|9 T

for each trainee.

s o b s e o R e
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CHAPTER III.

REGULATION OF COURSES

24. Anmal Programme.— (i) Ezch Head of Circle will regulate the gnnual
programme of training in respect of the Training Centres under his jurisdiction.
The programme for a year will be issued well in advance afier obtaining infor-
mation regarding the availability of condidates for each course and capacity at
cach cenire. The number of trainees for each course should also be determined
at the time of issue of the training programme. The forecast of the anpual traiming.
programme may be modified only if there are subsequent and substamtial changes
in the availability of trainees or when new courses are iniroduced. MNa change
should be made without valid administrative reasons. In exceptional circums-
tances when thequota of candidates for the whole year is not available in a Circle,

may be issued on a six momhly basis and incorporated finally in
the annual programme. A copy of the annual programme will be forwarded to
the Directorate General as soon as it is finalised.

{if) The programme for training of officers will be drawn up by the Direc—
torate-Greneral in consultation with the Heads of Circles concerned.

{iii) Normally the programmes should be arranged in such a manner that
rush for similar type of ¢lasses going for field practice to the post offices at the same
time is avoided. This can be done by starting new classes of similar courses at
suitable intervals of abgut a manth,

(f¥) The Heads of Units would be personally responsible for depuling trainees:
from their units in accordance with the programme. The Heads of Circles shall
ensure that the number of candidates/officials deputed for each course report
Positively and that the programme of training is meticulously followed and there
15 no wastage of training capacity.

25. Sirength of Yarious Classes.—{(i) The strength of varigus classes should
be fixed afier a very careful consideration with a view to ensuring that each trainee
is able to get full benefit from the training and maximum individual attention:
from the Instructors. For this purpose a class may have to be broken up in
groups for practicals.

- During the fleld practice also the classes may be further broken up in conven—
ot ball‘.ﬂlh:s so that each traines has full opportunity for practice and gets proper
supervision and attention of the instroctor,

(if} The maximum strength in respect of Post Office Preliminary, Advanced
and Refresher Courses. R, M. S, Sorters Preliminary, Advenced and Refresher
Courses, T, D. Sorting Courses, the Postmen and Overseers’ Courses and course
of training for, Class [V officials of the Depariment, would be twenty to twenty
five trainees per class : the strength in respect of L. 5. G./H. 8. G. Refresher
Course (Supervisory Grade) should not exceed 12 persons per class. For these
grades the training should mostly be through discussions. The maximum
strength of a class for foreign Post and Savings Bank Specialized Courses should
also be 12 persons.

(fii) The strength of classss for the gazetted officers and the Inspectors of
Post OfficesyR. M. S, has noi been laid down because of the uncertain position
in regard to availability of candidates in these grades in the Circles Which depends
on the recruitment position of the Department. Generally, the strength of such
candidates should not exceed 8 in respect of the class of ghzetted officers and 16
in respect of the class of I. P. Os.][. B. Ms. grade.
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26. Commencement of Courses.—The programme should, normally, be
50 regulated as to commence each course on or about the 7th of a calendar month.
“This is intended to enable the trainees to leave their headquarters after having
received their pay. :

27. Days of Grace for Late Comers.—Three days of grace are allowed for
"Ate comers for a new course. Officials who join within that period are allowed
o take the course. In case a direct-recruit to the grade does not turn up by that
«ime his absence is reported to the unit concerned for suitable departmental action.
In exceptional case such as sudden illness maximum period of 7 days is allowed
to & candidate to join'the course. In no case should the units relieve the trainees
late but in very exceptional circumstance for which full justification should be
_given by the unit to the Head of Circle if a trainee is relieved late a maximum
period of seven days may be allowed in case of that trainee as well. .

28. Form Folders.—As soon as a new course commences each traipee shall
be supplied with a set of form-folders from the stock kept with the Librarian
[See rule 118 (5).] There should be a separate folder for each examination
f&T This form folder, if used carefully should be of great help to the trainees
i during the theoretical and the practical training. The method of filling in
these forms should be carefully taught. The folder will remain in the custody
of the trainee concerned.,

MWoTE:—res rules 29 and 47.

29. Theoretical and Demonstration Work.—The Instructor should lay ial
stress on examination of the forms and registers, referred to in the Man ules
under study. Large size specimens of the important forms should be hung in
the class rooms for the purpose. Other forms should be available in the t‘-:f;gm
with the trainees and should be studied during the lessons. In addition, the
instructure will supply every morning to each trainee, sufficient number of forms,
he intends to be used during the day. The Instructor will explain spetial features
as regards preparation of each form and register. Filling in the various forms
and dprt:pnranm of registers and returns by the trainees inu:lfviduﬂly will, however,
be done more exhaustively as part of praciicals in the Dummy Post Office or
‘Sorting Office.

3. Method of teaching the fresh recruits.—(a) The new recruits in
ﬂ:lrml grades who come for the training courses are of three categories as detailed
OW 1

(7} Purely outsider recruits who have passed the examination for recruit-
ment to the post of Post Office Clerks, R. M. 5. Sorters, Foreign
Post Clerks viz. the clerical grades of the Department and have no
knowledge of the rules and regulations of the Department.

(if) The new recruits who have been working in the Department on a-tem-
E‘;mry basis and have passed the examination while working in the
partment.

(iif) Departmental lower cadres officials who have been promoted depart-
mentally on qualifying in the examination.

(£)The classes for the first two categories should generally be held
while t{e classes for the departmentally promoted officials shuujid be held separa-
:ﬂr whenever there is sufficient number to justify the formation of a separate
55.
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{c) Fresh recruits, who have no previous knowl of the Depariment will
have 10 be taight from the verysbeginning by giving them a fair idea of the de-
pactment and their role in it. They will have 10 be explained every thing in greater
detail. Each reference book and form will have to roperly introduced. The
full implication of rules, the correct use of forms and the method to find their
way through various reference books should also be brought home to them. The
trainges will be required to study the relevant portions of the Manual and the
guide before they take up a specified lesson. In so far as the depart-
mental promotees are concerned, the Instructor should try in each case to assess
the knowledge of the trainges by question and apswer method and arrange further
training on the basis of that assessment. These candidates may be allowed the
use of the natipnal languages liberally so that they can fully understand the sub-
ject and express themselves,

() As rds the lessons on counter-working. speciak emphasis should be
laid on the relationship between the counier siafl and the publice  Sysiematic
work and sympathetic approach and pelitencss will have much better resulis
than haphaeard, callous and indifferent treatment. Accordingly emphasis
should be laid on courteous behaviour, undersianding the point of view of the
client and adherance 10 the depariments moto “*Service before self™.

31. Moethod of teaching for refreshers.-—As regards the Refresher Courses,
these are conducted only il capacily is available in the centres after providing for
the Preliminary, Advanced and the Specialized Courses which should be given
priority over the Refresher Courses. The trainees who come for such courses
would have-sufficient background knowledge of the rulez and regulations of the
Department. The question-answer method should be applied to assess their
knowledge of rules and procedures. Special aviention should be paid 1o correc-
uing the wrong procedures which may have been fellowed by them in their res-
pective wnits. The purpose of Refresher training is 1o brush up and improve
their knowledge of rules and regulations specially as regards the changes in pro-
cedure and important developments that have taken place in the recent pasi.
A refresher course may become necessary once in every flve years or so,

32. Method of tenching for speclalized courses —{i} The Specialized
Courses like that of Savings Banks Course are conducted in classes, the size of which
is smaller than those of Preliminary or Advanced Courses. Special emphasis
is laid in these courses on use of the forms during the theoretical and practical
training. The practical lessons in filling up of the forms by the trainees are given
particular attention &s on it depends much of the efficiency of the Savings Bank
Setvice. Allter the completion of the theoretical part of their training, trainecs
are made to work in the Savings section of a lecal Post Office. They are also
taken out to Commercial Banks for being shown modern counter service arrange-
ments and practices.

(ii) A special course for ““Correspondence’” is also available for the clerks
working in the administrative offices. The clerks working in administrative
branches of a first class Head Offfice or a Divisional Office are selected for this
eraining which is for a period of 3 months, They are traimed in noting and draf-
timg. correspondence and handling of files of the various subjects mainly dealt
with in those offices, NMumbering the files, use of model drafis, model routine,
noting and efficient handling of cases relating to public complaints, revision of
establishment and personal cases are some of the salient features of this courses.

33, Demonsiration work-dummy post apd sorting offices.—Theoretical
training is followed by the practical raining for which classes are sent to the
Dummy Post Office or the Dummy Sorting Office as the case may be. The

L
3



14

demonstrator will se in charge of the class for practicals which should be elabo-
rate and the trainges made to fill in the forms, registers, receipt books and jour-’
nals and insiructed in the use of stamps, seals ete. in a realistic manner. Stamp
imfﬁlzﬂ.iuns should be real and not merely token marks. In the Dummy Sorting
Office. trainess have to practice w-rl.lnﬁ. for which sufficient number of test sorting
cards should be available. It should be cnsured thai the trainees acquire the
necessary specd of sorting.  The volume of work 1o be done by each individual
traimee 10 the Dummy Office must be adequate 1o give him ¢confidence in handling
similar work buck in the operative oflice.  The preparation of records, i, e.. Torms
and registers in the Dummy Office will be on a rcalistic basis. Where a register
1% used in the P, O. anly a register will be used for practical work and loose forms
instead will mot be used. The records prepared in the course of wraining will
be prescrved im the same manner as done in an operalive office.  The registers
will actually be continued from one course (0 ancther similar one.  For instance,
the bobk of M. O. receipts, Registration or Parcel abstracts, 5, B. pass books,
S. B, ledgers etc. will not be discarded after a class compleles @ course but these
may be used also by the next class.

34. Weekly chart for each course—{i} A weckly chart for each course
should be drawn up in advance. The chart will show the designation of the Tns-
tructor together with the particulars of classes and refer to Manoal rules and
clauses of the P. O, Guide, The weekly chart should be displayed in the siaff
room at least 3 days before Lhe relevant week starts,

ﬁ‘} Weekly time tables of studies are appended to certain syllabi. They
should be rigidly followed by the instructors.

35 Co-ordination beiween theoretical and demonstration work.—{) The
co-ordination between theoretical teaching and demonstration work is 1o com-
mence from the class room where the theoretical trainipg is imparted. The Ins-
tructor should yse visual aids and refer to the forms displayed on the MNotice
Board as well as the enlarged forms, if any, available in the class room and should
explain in detail the procedure regarding filling up of the forms pn the black-board.
In case this co-ordination between theorencal and demonstration work iz taken
up in right earnest from the commencement of course, the trainges should have
no difficulry in the practical work at the Dummy Post Office/Sorting Office and
later when they have o work independently in the operative offices.

(#iy A regular list of practicals 1o be carried out by the trainees in respect of
each course in Dummy Post Office or.the Sorling Office is appended to sach syl-
labus. All these practicals will be carried out by the tramees individually and
collectively, as the case may be, under the guidance of the Demonstrator in-C
of the Dummy Posi Cfice/Sorting DHlice. Co-ardination berween theoretical
and practical treining shall be the responsibility of the gazetted Officer-in- Charpe
nfblhl: class. FPracticals will, of course, follow the the roretical lessons on the
-subject. ;

35. Perlod for theoretical learning amd written examination.—{i) The
period for theoretical learning for the preliminary and advanced courses of the
classes including written examination is generally from six to cight weeks. This
13 followed by three to four weeks' field practical training. During the latter
period the trainces have to work as operative hands in respective offices. The
intention is to make the trainees familior with work in actual conditions obtgi.
ning in operative offices. This training is followed by the examination in practical
papers, in the last week of the training. In the case of a specialized course
whers the period of training is six weeks period of theoretical training will be
one month followed by proctical traiming for & fortnight and the final examina-

tron
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. (1) The same practice is followed in case of L. 5. G./H. 5. G. Supervisory
Grade course for 3 months, where a period of 2 months is spent on the thearetical
training with a written examination, followed by a field practical training in local
offices.  They have to undergo an examination at the end of the period of three-
months. In the case of gazetted officers, no examination iz prescribed {(Rule-2).

37. Period for speed practice by R. M. S. trainees and practical exapdina-
tion.—(i} Separate periods should be earmarked for speed practice by R. M. S.
trainees. The sorters in particular have not only to learn sorting but have to
gain adequate speed therein,  Practical examination should test speed in soTLing
as well as'correct sorting.  Adequate number of test cards should be available in
the Dummy Softing e for practice by the trainees.  These cards will be of
three categories.—

(i) Bearing addresses of places shown on the pn:i-imin:].r:g sarting cases
in K. M. 8 Offices ;

tii) Bearing addresses of Branch Office served by offices covered by items
LI]- and (1) Bearing addresses served through secondary Sorting
oxes,

_ Each card will bear on the reverse its correct sorting particulars, so that a
trainec may himsell check the results after a sorting excromse:

38. Question papers.—{i} The question papers for the Bnal examination
after completion of each part of the syllabus for a course of training are set by
the Circle Office concerned.  The question papers are sent in scaled covers addres-
s&d 1o the principals/Officers Incharge, Postal Training Centres by name, a week
before the commencement of the examination. The sealed covers of the question
papers should be opened on the date and time of the examination which is duly
ihown on the sealed covers. The various courses will commence and examina-
tions in respect thereof will be held at all the centres in a Circle simultanecusly.
The question papers for all the centres in a Circle will also be the same.

(ii) Except for the class of gazetted officers who are exempted from a written
cxamination, all other categorics of stall have to appear in the final examination.

The qualil‘y'tng marks and the total of aggregate marks is fixed for cach examina-
-'th:l o,

39, Examination of Apswer Books,—The answer books are examined by
the Instructors, the Officers-in-Charge of the Postal Training Centres and  the
Principals. as may be decided by the Head of the Circle concerned. Examiner
should normally be an official other than the Instructor himself. In cvaluation
of the answer books, due importance shoyld be given 1o the trainees’ practical
knowledge and his sra.s]:é of the subject. A limited number of grace marks not
excecding fivein all may be given by the Principal/Officer-in-charge in one paper
only in cascs where marking up of this deficiency will enable the candidates to
gualify in the entire examination.

40, Test check by the circle Offices,—The answer books of the candidates
are submitted to the Circle Offices, wherever possible, for a test check of at least
107, of the books. This is to assess whether the evaluation of the answer books
Bas been fair end of a uniform standard. A similar check may also be exercised
at the time of inspection of the Centre. A register should be kept in the office

of the Head ol the Circle where a record of test checks carried out should be
made.
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CHAPTER 1V
THEORETICAL TRAINING

41. Instructor’s Motes.—Scparate notes for the use of instructors are com-
piled by the Directorate Generalin respect of certain courses and supplied 1o them.
Meanwhile they should prepare their own notes in respect of cach lesson.  For
this purpose they should collect all material regarding the rules and clauses rela-
ting to the lessons and also select from among them the special items which have
to beemphasised orexplained in greaterdetail.  Reference numbers of the relevant
forms concerned should also be recorded in the noles so that these can be readily
picked up by the Instructor for supply and demonstration, As a rule the Ins-
tructors’ notes should not be a copy of the Manual but they should cover the
imporant peints with reference to training.  These notes will 2uide the instructor
regarding the manner and context in which he is to impart instructions to  the
trainees. It should be ensured that no points are lost sight of by the Instrue-
tor during the lessons.  In no case Instructlors’ notes should be confused with
the trainecs” noiles,

4:- Smd!l' t‘}' trﬂinfﬂ'ﬁ- fnr thlﬂ next d.!’*ﬁ. “'ﬂ-[k_l—-rhg_- In;:fu‘:tﬂri are Te-
quircd to inform the trainees before-hand about the rules and ¢lauses in the
Manual and beoks of reference they have to study for the next day's work, The
Iriness are :Ip-:_"ﬂ'l:d to have siydied 1he relevant rules before 3|;|;r_-nding a class.
The Instrugtors should explain in detat] the application and implications of these
rules and remove any difficulty about understanding these rules that may be faced
by the tramees. The Instructor should also question (he trainees about the
import of the rules and clawses which form the lesson for the day and satisfy
himself that they have fully understood iheir lessons.

43, Preparation by the instructors.—The Instructors should have handy
wilh them a set of forms-folder televant to the lesson, Thev are allowed time
for preparation ar the rate of one period for every four periods of class work,
They must spend these periods at the Cenire for the proper preparation of their
lessons. notes, elc., and nof treat these periods as just vacant periods. It would
be advisable to utilize as much of the preparation time as possible belore the
commencement of the course.  The Instructors are expected (o impart the theo-
retical knowledge of rules and also to instruct the trainees regarding filling of
the relevant Forms,  Good pse should be made of the black boards provided in
the class rooms.  The Principal will examing the Insiructors' Diaries aod lecture
rlmlmr.:ﬂ'und on and satisfy himself that they are in full preparation for the

55005,

44. Revision of the previows day's work.—Before taking up a new lesson
in & class, an Instructor should ask the trainees questions about the previous day’s
work in order to ascertain whether they have fully benefited from the lesson of
the preceding day. '

45. Question-answer method.—As far as possible the Question and Answer
mzthod of training should be adopled.  The courses of instructions for operative
hands should not be ronning series of lectures as is generally the case in Colleges
and Universities. The Lnstructor must continuously ensure that the trainees have
assimilated the information imparted to them.  The running lecture method may,
however, be adopted Tor training the gazetied officers and in certain cases for the
supervisory grade classes. Even in such cases discussions should be welcome
and when possible seminar should be erganised. In no case. the method of
running lectures should be adopted for preliminary and Advanced Courses. Even
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wf the specialized courses, question answer method should be preferred in order
%> ensure that the trainees have acquired practical knowledg: and have fully
S=mefited from the course of instructions,

46. Charts of important forms.—Charts of important forms should be
Ssplayed in every class room and specially in the Dummy Post Office and Dummy
Sorting Office so that the trainees get well acquainted with the forms. Some of
the commonly used forms can be enlarged on the Ferro-printing frames or ferro-

ing machines by the Draftsman of the Training Centre.  Important forms
should also be displayed in original on the boards provided for this purpose in
the class rooms.

47. Form folders to be Continuously Referred to.-—The instruciors should
a3k the traineecs 1o refer (o the releviant forms in the form-folder during the course
of instruction. They should keep a set of form-folders with them and arrange
supply of a set each to the trainee when they join & course. The form-folders
are taken back from the trainees on the completion of the course. When the
Manual, books of reference Guide ete. are referred to the forms quoted therein
should bz consulied by the trainees for ready reference so that they fully under-
stand the rules and their implications.

48, Practical Blas.—The instructor should clearly understand that the idea
of the training is to make good operative hands, He should ensure that the
trainees are prepared for doing operative work with necessary speed and efficiency.
Co-ordination between the relevant rules and regulations and the forms to be
ased by the members of the stafl and the public is very necessary at all stages:
Theeretical knowledge without full acquaintance with practical procedures will
not serve the purpose in view.

49. Home Work.—The Instructors should give home work regularly to
the trainees. The Instructors during the course of the lessons, ihquﬁ sntisfy
themsclves that the trainees have carried out their instructions and studied the
relevant rules and regulations from the Manual, books of reference, Guide ele.
before coming to the class. It will be a good practice to require the trainees to
fill up relevant forms as part of their home work. Material for practicals should
b gﬂlgrefpurﬁ:l through home work as far as possible.  For instanece, filling up
of M. O, forms, 5. B. withdrawal forms, Index cards, Mail lists ete. may be given
2% Home Work before the relevant practicals are taken in hend.

5, Revision of prelimimary course before starting advanced Covrse.—
(f} The candidates, after compleling a preliminary course are appointed
o various operative posis. Aflter completion of one year s service, they are eligible
for training for an Advanced Course. Before commencement of the syllabus
for the Advanced Course, the instruciors are required 1o ckeck up the knowled
of trainees as far as the preliminary course 15 concerned.  The instruciors shou
rrocecd with the. syllabus of the Advaned Course after they are assured that
the candidates have well assimilated the lessons that had been imparted (o them
during the preliminary course.  Provision will be made for these Revision Lessons
i the detailed syilabi.

(if) Impornance of the Advanced Course for the candidates congists in the
fact that after they have successfully completed this course, they should be able 10
work on all the operative poinis in the Post & R. M. S, Offices. They would
be eligible for ‘confirmation in their cadre and those wha fail o qualify in the
Advanced Course would not be confirmed until they have passed the examination
subsequently, for which not more than three chances are allowed,

i 1759 (67 DG P.O.
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51. Standard of efficiency in  postage rates.—The twlorial szff should
specially ensure that the standard of knowledge and efficiency of the rrainees for
operative work in the postage rates, both inland and toreign must be very high.
The candidates should study the Post Office Guide, Post Office Tarill Manual and
memorise the rates commoenly used for differemt kinds of Postal articles in the
country as well as the rates for Postal articles, including packets and parcels for
foreign countries. The knowledge of rates is basic and should form an  essential
part of every relevant eourse,

52. Smudy of mlscellancous rmles and repulations.—Although the main
objective of training of operaiive cadres is (0 make them good operative hands,
it 1% desirable that thess (rainges are encouraged 1o siudy swbjecis relotmg o
their terms snd conditions of service such as Leave, Pension and Discipline Rules.
The syllah) will inglude these subjects and the trainges should be helped to leamn
a3 much of thess rules az possible.
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CHAPTER V

DUMMY POST OFFICE

-53. Demonstration and practical work.— (o) A Dumrmy Pcst Offce which
<=n be used as a Head Office or a Sub-Office as the needs be should be attached
to-cach Training Centre where the trainees should be made 1o work as in a *“live"
Post Office so that they learn their job by doing it under proper supervision and
gmidance. The class incharge while imparting training in theory would have
already. by actual demonstration, explained to the trainees how to fill in correctly
difficrent kinds of forms relevant to the lessons under study. ~ In the Duminy Post
Ofice the trainees will themselves fill in different kinds of forms. m&iniain books
== records and prepare prescribed returns for submission independently. The
work performed by the trainees should be thoroughly checked by the Demons-
rator. The trainees of the operaive cadres will work as the relevant staff of a
Post Office. such as the M. O. 1ssue clerk, M. O. paid clerk, Registration or Parcel
Booking Clerk, ete. or even the Sub-Postmaster, the Postmaster, etec. The De-
monstrator will supervise and point out the errors and omissions and get them
to work correctly. Practice in the work performed exclusively in Head Offices
aad also the work performed in Sub-Offices should be given 1o the irainecs se-
parately 50 that they understand the difference between the working of a Head
Oifice and a Sub-Office.  Moreover, the trainges should learn 1o work on all
the positions in a Post Office and not only on the Counters. Preparation of
returns to the Audit should receive as much attention as the books to be mainiained
by Counter Clerks.

(&) Dummy Post Office is intended for the benefit of trairees of the following
COUFSES 1—

(i) Post Office Clerks’ Preliminary Course.

(1) Post Office Clerks” Advanced Course.

(iii) Post Office Clerks® Refresher Course.

(iv) Postmen and Village Postmen's Refresher Course.
(v¥) Class 1V officials" Refresher Course.

(vi) Sub-Postmasters’ Course.

(vii) Head Postmaster’s Course.

(vfii} Assistant Postmasters’ Course.

{iv) Savings Bank Specialized Course.

4. Dummry post office work to be realistic.—(i} The Dummy Post Office
should function on the same liens as an operative Post Office, except that the seals
and stamps will bz distinctive and clearly indicate 1he Dummy Post Office 1o avoid
any possibility of their being 1aken for those of n.r-;I actual Post Office and any
misunderstandimg as regards the authenticity of cash vouchers, e1c. -The equip=
ment and articles of stationery will be arranged at the counters and. inside the
room in accordance with the Manual rules. All the documents prepared or
brought into use will be impressed with seals and stamps as in case of real vouchers
and they should not be just make-belief vouchers. For instance, registered lists,
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parcel lists, money-orders, S. B, pass hooks, Index-cards. applicaticns for with-
drawal, M. O. Journals, eic. will all be impressed, with stamps of the date
when the work (5 actuslly carricd ouf. Similarly, these reoords wil] be properky
filed and preserved far the prescribed period. For exampic a moncy order issued
a ceriain day will be treated as having baen received for rayment on a later date
amnd dealt with accordingly. The lists of mesey orders msued sad M. O, paid
journals will be according to the aciual vouchers handled and pot filled wiih
Imaginary eniries.,

iy Inspecting Oficers will eall Tor the records of practicals #nd sce lor them-
selves that the worl had been dane in a realistic manner snd that sach raines
has had adequate practice.

"85, Practice of work at a head office und a sub-Office— Each Dummy
Post Office will have one set of seals and stamps of a Head Office and five sets for
those of 3ub-Offices the laiter being marked A, B, C. D & E. Wheticver e prac-
ticdls relate to0 a Head Office, the Head Office set will be used. The sub-Office
scils and stamps wall be used for sub-offices. Arrangemenis will alko Be made
as regurds praciicals in the Sub-Accounts work and the SO0 5. B, work in the
Head Office. Whilc practising Sub-Accounts wor k. various rainees may deal
each with a different sub-oflice so that the vouchers received from them in the
Head Office from the basiz of precticals for the 5. O, summary and 5. O, slips.
Audit repwins for the Maney-Orders, eic. Money-Orders Paid at sub-cifices wil
be duly prepored for desparch with ihe periodicsl returns to the Head Office
whgre they will be duly checked in accordance with the rules, bund led 1ogether and
prepared with the covering juurnal for despatch 1o the Audiy Office and plaged
ol recard.

4fi. Baoi of posimarks and neminal rol.—Baoks of Posimanks will be
regufarly maintained and impression of all the stamps vnd seals used on o day
for practicals <hould be recorded thercrn, Similarly, a Nominzl Roll should
also be maintained. This nominal roll will show the position assigned 1o cach
trainee on & date for the prociieal work, e, it will show whether the trainee worked
ol the coufier a% registration.  parcel. M. O, lscue clerk, a2z Sub-Postmaster,
ledgar clork, ete.  This roll will also show clearly  whether the Dummy worked
as u Head or 3 Sub-Post Office. 1t may actually work in differemdl capacities in
diffzrent pericds lor different classes,  Accordiogly, the pariiculars of the class
will be shown a1 the 1op of each roll for the date concerned.

57. Chart of practicals. —A chart of practicals will be maintained in respect
aof epch class.  Towill show serial number in the firsg colump, "name of the trainge”
in the second columnp and dates on which the practicals are done by the trainee
gonggrned in the rgomaining columns which will bear al the head the number anad
nomenclature of the practical, This chart will show at a glance The pr 2% af
praclical work in respeet of each trainee.  This chart should be reviewed by the
officer-in-charge of the class every week to cnsure than progress of work isadequate.
The records of practicals will be preserved carefully 5o that any papers can be easil
myde available with refercnce to this chart, Proper preservalion of records will
bz the responsibility of the Demonstrator,

58. Home work, . MNormally gdcguate home work should be assigned o the
trainces.  Trainees may be required 1o bring in on urgiv:n daoy about 10 Torms
duly filled 18, For example, in case of money order forms the form may be filled
inas a remitier for various addreszes served by Head Offices, Sub Offices or Branch
Ofices apd to be paid to adulis, miners, pardanashin ladies, tourists, commercial
vravellers, large commercial travellers. ete. and also as a counter clerk, Home
wark should alse be availed of for practice in form filling-preparation of M. O,
Tssue List, M. O. Paid Journals, 5. B. Memos,, etc, (See Rulg 49),
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= 5% Refreshers and home work. — Officials coming for a refresher COUrse are
expected to be generally conversant with the work to be covered by their course.
They may, therefore, be given much of their practical work as Home work The
fuctor or the Demonstyator will be mainly concerned in their case with a
thorough check on the documents prepared by them  to detect deficiencies which
should be made good, They should not be treated as fresh recruirs as that wouold
medn wastage of time,  With some experience, it may be possible (o divide the
trainees in groups so that more efficient hands in these Eroups can assist the ins-
truclor in correcting the papers and rendering hecessary guidance to the other
membars of these groups.  Some irregular practices as regards procedure are sure
1o be noticed in the practical work of the refreshers and 1t is the primary object
of the Refresher Course lo remove them,

60. Co-ordination between M. O, issue & M. O, papment work. —(i] As
already pointed out, Various items of practicals have to be properly synchronds gd.
Each one of the trainees will fill in M. O, forms as sender as his ome Work., He
will then book these money orders and alse journalise and advise them as counter
clerk. *Thereafier, all the money orders booked an a da¥ will be stamped and
drawn on a Head Office as well as five sub-offices represented by the Dummy.
Thereafter, these Money orders will be enclosed in M. O covers for The offices

concerned and placed on record. Egach trainee should book at least 20 money
orders,

i) Later these very M. Os. may be treated as received for pavment at the
H and Sub Offices and dealt with accordingly, The M. Os, paid at the sub-
offices will, after payment, be sent to the Head Office with due return and in the

Head Office they will be dealt with, along with M, Os. paid at the Head Office in
accordance with the rules.

6l. Extensive counter practive.—Extensive Counter praciice should be given
io the trainees, The Demonstrator will be responsible for having in store a Arge
number of dummy articles of the letter and parcel mail, both inland and foreign,
for thia practice. They will also include on adequate number of articles which
are under the normal rules not acceptable for booking/despalch. The trainces
may work as booking clerks end as members of the public. The Demonsirator
will carefully watch the working of the booking clerk as regards  weighing
of articles, calculution of postage required and writing up of the receipt and
preparation of the articles for despatch.  All the trainees will work as b”“”“j
<lerks turn by wirn.  The demonstrator should also ensure that conditions an
problems are created for the booking clerk as are normally faced actually in the
department and that he handles them tactfully and correctly. Similar may bhe
the case in respect of M. O, Issue Counter. Each one of the trainecs should get
extensive practice, The demonstrator must ensure regular and adequate supply
of dummy articles of various descriptions that might call for full knowledege
af relevant rules in the Manual, clawses in the Guide and The TanlM Mapual.

62. Individual werk.—Dummy Post Office practice is intended to give ex-
tepsive individual training (o the class. 1t will not be at all ade uate for the
onsttator only to fill in specimen forms himseIf for euidance o trainees and
consider the practical over. This much work would be done by the Instructor in
the class rgom. ummy Office is intended for extensive practice far the trainees
on individual basis. This work will extend 1o all the agpeers of the Post Office
2nd not just be restricted to counter work,  All the work done inside The Post
behind the counter, as well as writing up of various registers and returns and
mainienance of statistical registers, will be covered thereby. Practical should
cover various aspects of the same work and the gencral irregularities commii-

ted should be specially guarded against and brought home to the trainees. Faor
msiance, as regards M. O. Issue work, reference (o the List of Post Qffices must

be insisted upon (o avoid their misdrawing and so with the Preparation of M. O,
Covers. :

[T
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~ 63. Head Otfice and Audit Office refurns.—In a sub-office, pr-:hparntiﬂn of the
daily, weekly, and monthly returns for the Head Office, and in the latter office
returnz for the Audit Office is very imporiant. This work should not be neg-
lected. Each trainee should carefully learn and understand the pre ration and
disposal of these returns. This work is quite simple but many officials fight shy
of doing this with the result that not only their offices default in sending thesc
returns on the dug dates but also there is risk of lrauds being committed by opera-
tive hands without being detected by the Supervisors who are not conversant with
the details of these returns. For instance, an 5. P. M. must insist upon checking
the totals of the M. O. [ssue list and verifying the individual items with reference
to M. Os. to safeguard against short credit 2nd fraud due to incorrect totalling.

64, Savings bamk work.—Each traince may be required to open at atleast
10 new S. B._Accounts of various descriptions. Relevant Imdex rds will be
prepared.  The new accounts may cover Individual, Joint, Minor, Fixed Accounts,
ete. With a class of 25 hands, this will medan opening of 250 fresh accounts.
Besides, there would be a large number of accounts current since previous séssions
apd these accounts will also be operated upon. In short, each trainge ma¥
required to operate upon at least 10 fresh accounts opened by him and 20 old
accounts already current. These operations will include deposits, withdrawals,
entry of profit and closure of account. Operation of previous accounts is neces-
sary for practice in entry of profit, disposal of a Dead Account ete.  The trainees
will retain the pass books with them during the course but these will be taken back
at the close of session and kept in stock, Care should be taken to see that only
such accounts are closed as have been operated upon for a considerable period
and the pass book has been fully utilized. Entries of profit should be made in all
the old pass books where such entries are due.

65. Sub-actounts work.—In connection with practicals of sub-account work,
regular Branch Office and Sub-Office summaries should be written up and main-
taiped. Loose lorms of summary books may serve the purpose of demonstration
in the class room but they should not be used for practicals. Branch Office as
well as Sub Office daily accounts of separate offices should be prepared for the
purpose in practicals. These daily accounts will be copied into the summaries.
Transit item entries and their adjustment will receive special attention. It may
be useful for the Demaonstrator to obtain real old records of some post offices in
go far as their daily accounts and 5, O, slips are concerned. This will make the
summaries and entries therein more realistic. Care should be taken to see that
eniries that are required to be made in the Summaries by the P. M. personally ar¢
not made by the trainee who is working as sub-account clerk., Similarly. the
entries in the 5. O. and B. O. slips that have to be made by the Treasurer will be
made by the traince who is assigned that duty on that date and not by the sub-
account clerk himself,

66. Swob-Postmasters, head postmasters and assistant postmasters.—Care
should be taken to ensure that there is no overlaping in the duties of operative and
supervisory staff, The work papers preserved from the sessions of the aperative
staff, may also be used as dummy articles in case of practical training for the
supervisory staff.

67. Stamps and seals —Stamps and seals occupy a very important position
in the Post Office work., Use of proper stamp in the space prescribed is essential
as without this, the relevant voucher remains invalid. The Demonstrator should
lay full emphasis on this point. A manuscript mark of a stamp will notde. The
trainee must get into the habit of using correct stamp or seal for the purpose in
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view. He should alse be fully donversant with the importance and implication
ofeach stamp or seal and alse the necessity for its safe custody, The regisiers
maintained in the Dummy Office should in no case, be without proper impression
of the stamps prescribed, it being presumed that they were impressed.  We must
Eﬂ:sure‘l.hat all the work in the Dummy Post Office is on a realistic basis,

60. Practical Training of Postmen and village Posimen.—Posimen and village
sostmien should be given extensive training in writing Postman's Book, Village
Postman's register and Visit Book. Deficlencies, if any, should be corrected on
the spol.  This ¢lass of trainecs should also be given instructions in other mis-
cellaneous work which is required to be done by them, hike changing of date-types
of stamps and seuls, changing of il:l!at:s of letier boxes, clearance of lefter boxes
in village und other work which their duties entail, and given in the guidance
book for postmen and village postmen. y ;

69. Class 1Y Trainees.—The class 1V trainees should be explaingd the
impartance of keeping the stamps and seals clean. The stamps and seals
arg generally cleaped with the help of a brush supplied 1o the Post Offices for the
purpose. A small machine has also been given 1o certain offices for the purpose.
The manner of obtaining clear seals and stamps impressions on Postal anicles
and on the Post Office records should be explained to class 1V trainees and they
should get pood practice ai that.  They should be given extensive training in finding
out correct date, manth and year Lypes and to know how to fix them in stamps
and seals and to keep (vpes, when not in use, in the proper tin box so that a date
or year type can be treced and brought into wse with the least possible delay.
Proper stamping of postal articles, so that addresses are not spoiled and the im-
pressions are elear, should be taught 1o the trainees.  They should also be taught
10 avoid damage to the postage stamps that may destroy their philatelic value.
Proper closicg iving and sealing of bags should reccive special attention, They
should be macie 10 learn how to tie **Clove Hitch'' Knot which is used for closing
bags. Duties 33 letier box peons require emphasis on promptness in changing
of hour plates.
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CHAPTER VI i
DUMMY SORTING OFFICE

0. Objective.—{a) A Dummy Sorting Office, capable of working as a
Sarting Mail Office will be attached to each Training Centre, Trainges should
work ff%n:n: asin a " Live' Sorting Office, 50 that along with the theoretical lraining.
they might get practice in practical sorting. An L. R. M. {Instructor) should
also work as the Dummy incharge. Besides sorting, other work performed in a
mail and sorting office, Record Office, Bag Office ete. will alse form part of the
s¥llabus for practicals.

(/) Dummy Sortirg Office will cater for the benefit of the following courses:—

() R. M., S. Sorters (Preliminary Course).
(i) R, M. 5. Sorters (Advanced Course).
{ifi) R. M. 5. Soriers (Refresher Course).
{iv) T. D. Sorting Refresher Course.
(v} Mail Guards® Refresher Course.
{vi) Class 1V Officials’ Refresher Course for R, M. s.

(c) Sorting is the main activity of a Sorter, Sorting work should. therefore,
start from the very beginning of the course. There will, however, be various
stages of progress from very simple sorting for station bundles to complex secon-
darv sorting. In the case of trainees for Preliminary Course Home Work will

erally include memorisation of the Classified List of Post Offices and R, M. 5,

Liamns.

71. Preliminary Training.—The scope of preliminary traipingis limited,
The 5. B, M_ will intimaie to the Training Centre the office or section where the
trainee is proposed to be posted on completion of his training, so that he may be
given intensive training in the sorting work of one or two specified mail offices or
sections.  With this end in view, the sorting casas in the Dummy should represent
the main sorting offices and sections of the sorting division coneerned. Mo class
should group together traineces coming from more than one sorting division.
The class will be Murther divided into groups for practical work according to the
offices or sections Lo which the trainecs are to be posted after training.  Alrhough
the scope of training will be limited to certain offices and sections, yet it will include
both primary and secondary soning.

72. Advanged Training.—{i} The advanced course will cover the sorting work
of all the offices and sections of the Division congerned, although 'intensive priac-
tice will be given as regards imporiant mail offices and sections only, according
to th= availability of the relevant sorting cases in the Dummy Office. More em-
phasis will also bz laid on the work in the Record Offices and general rules so that
after completion of the course. the trainee may be guite suitable 1o work in any
office or section, including the Divisional or Record Office.  The trainces will be
given intensive praciice also in the sorting of inter-wing and foreign mails,

{il} Training in ¢irculation of mails, apart from  sorting should receive special
attention in the advanced course.  Circulation has assumed greater imporfance in
view of the alrernate routes by surface and air being available for the same station
and it i% for the circulation sorter to decide which route would be utilised for any
particular articles. '
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“ 73. Sorting Cases.—The main equipment of a sorting office is the sorting
~as% All the sorting cases for use in the Dummy must be of the standard pattern
with 48 boxes. The sorting diagrams 10 be utilized for practice in sorting for the
carigus sorting offices and sections should be the same as are in use by thosge offices
2= sections. The Training Centre may recommend any improvement that may
smggest itself as a result of prictice, lo the Divisional Superintendent concerned
bt the sorting dingram in use at the Centre will not be modified until the recom-
mendation has been accepred and aciually adopted. In order that the s
sorting case may be used with more than one sorting diggram, the names of stations
=tc. should not be painted on the boxes themselves but on the steel rods (fllets)
with 2 square cross section, so that the names cop be painted on all the four sides,
shereby one sorting case being made (o serve the purpose of four.

74. Pragressive schedule for sorting practhee.—{a) Staticn Bundics— Sonirg
sractice will start from very simple wor consisting of sorting for ldrge stations
scovided for on the Primary Sorting, withott bringing in the B, Os. served through
smem. <For this practice, there will be test sorting cards bearing only the names of
ssch stations.  After the trainee has been explained the salicmt featurcs of the
2% Box sorting case and trained to stand in the preseribed position in frant of the
sortmg case. his practice in sorting should begin, During the very first week
of the course, it thould be possible for him to sort oul station articles for the main
sowms standing blind fold f.e., he must learn the position of the various boxes by
memory and pot by sight only.

(B} Sorting & Territoriol Bundles.—The sccond stage will consist of practice
= making sorting and territorial bundles. This will depend upon the ability of
the sorter 1o learn about the location of the various stations.  He should familia-
e himeelf with the B. M., 5, maps of Pakistan memorise the names of 1he Head
Post Offices,  Sub-Offices in his own zone. He should be made to familiarise
Bemself fully with the various sorting lines and Territorial areas for which sorting
bundles are made. With his progress in these items, he will start working on
Secondary Sorting cases as well.

(¢} Full Sorting.—The thira stage will be reached when the trainee has memo-
rised the branch offices served through various head and sub-cflices, so that he is
able 10 sort out mails addressed to these Branch Offices (or villages served thereby)
im0 boxes reserved for stations through which these B, Os. are served on the
Primary as well as the Secondary fittings.  Thereupon. the trainee will be required
to Practice in sorting of articles bearing full addresses.

7%, Test Sorting Cards.— Large pumber of 1est sorting cards should be
svailable in the Dummy Sorting Office to give practice o the trainees in sOTling.
These cards will be of three categorics—

Mote 1. Braring names of powns which have o place on the Primary Sorting cass.
Mote 2. Bearing names of places that go intG sorting and tecritorial bundics.

mote 1. Bearing Tull addresses inclusive of large towns, small stations and B, O, sefve d
phrough 1he former Tao,

There will be separaie bundles of cach cawgory for each sortng office
ot section for which practice is 10 be given, There should be at least 1wo thousand
cards of each category bearing as diverse addresses as may be in keeping with the
actual conditions in operative offices.  These sorting cards as well as those men-
pioned in the next rule will be prepared by the 1. R. M. incharge of the Dummy
Soring Office.  Time for this work is included in 237 of the periods allowed for

Preparaiion. .
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76. Self Practice Sorting Cards—In onder to give intensive training ir
sorting, cards should be available for use by the trainces for practice in their
leisure time apd without being supervised. There will be separaic bundies of
these cards which will belong to categories No. 2 and 3. On Lhe reverse of the
card, in one corner will be wnitten the correct disposal of the card.  Afier a trainge
has practised sorting with these cards for an hour or so, he will verify for himself
how far he has been able to sort out correctly. The trainees should be encouraged
to hive extensive practice in this kind of sorting,

77. Co-Ordination.—Close co-ordination Petween the class room instrue-
tions and practical in the Dummy is necessary, so that sorting practice develops
smoothly. This eo-ordination s 2]l the more necessary in respect of items other
than sorting. This co-ordination and o close watch thereon will be the respon-
sibility of the officersin-charge of the class. The said officer will alsp perscnally
check from time to time the progress made by the class and ensure that it is in
accordance with the syllabps. The Class-in-Charge will also test the tramnees in
sorting from time to time,  This will Work as an ineeniive to 1he trainees to learn
SOrting.

78. Revision of Preliminary Training Work.—Belore training in Advapcad
Course starts, there should be a thorough revision of the Preliminary Course.
The trainees who are found deficlent in speed and cotreciness in sorting should be
given intensive practice in sorting from the yery begifning. This is necessary to
cnsure that the trainces have got the necessary background for the advanced course.
This is specially necessary in respect of irainces whe are exempied [rem wpder-
going in preliminary course and may not be fully aware of the important aspects
thereof, With this revision, the work 1o the advanced course will bacome easier
and smoother,

79. Chart of practicals.—A charl of practicals for each class along with the
ndmes of the trainees and the date on which zach practical is performed by each
traine¢ will be maintained. This chatt will show, at a glance, the progress of wark
in practicals by the class. The Officer-in-Charge of the class will review it from
time to time 10 epsure that the progress is adequate. The documents and work
papers Prepared in conncction with cach practical will be carefully preservedfas
records, according to the normal Tules and these should be easily (raceable and
made available to the inspecting officer for reference.

30. Lower grade staff. —Lowar grade staff are mainly copeerned with practical
work and have very little of writing work to do.  They should be given good
practice in their work and ways and means of doing it quickly and  efficiently.
Cleanliness, smartness and promptness are the basic qualities for thisstaff and these
myst receéive proper attention,
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CHAPTER Vil

FIELD PRACTICE

81. {Fbjective.—Ficld Practice is intended mainly for fresh recruits whe

have no background as regards practical working of the Departmem or for RpC-
“cialized courses which require visits to offices in the depariment and institutions
outside the department,  This is also necessary for B M.S, Refreshers Lo give them
good practice in sorling on modern lines.  The objective is to familiarise the fresh
recruiis with the ac.'.ua? warking conditions in an eperative 0ffice, 5o that he cap
familiarize himsglf with the conditions prevailing at the public ¢ounters and other
positions 1N the dépariment with c‘a:.nﬁl:_’lrtn-;;e and be aware of the luctuations of
work during the day and leurn how to prepare himself for necessary adjustments.

R2. Period of field practice. -— Field practice should be continuous and faor
an ad¢quate period for the attainment ofits ebjective,  The items of field 1raining
should consist of work on the counter and gther work behind The counter whera
there is likely 1o be much pressure during certain hours of the day. Keeping the
abovg copsiderations in view, the Ecr:'-r_uj for this training has boen fixed a3 weeks
for the preliminary and advanced courses of the Post Office Clerks, Tour weeks
for preliminary, advanced and refresher courses of the sorters and 2 weeks for
specialized courses. The distinction between Demonstration work in the class,
practicals in the Dummy Office and Ficld Practice in operative offices must be
fally understond,  The trainees must be in a position to work at the various points
of an operative office independently before they are put on to the Field Practice.

#3. Tmde nt working.— Trainees undergoing Field Practice in the varipus
offices of the department should be assigned the performance of specific duties
operative hands independently, They will not just chserve the work being done
by the regular operative stafl, nor should they only assist the latter, The traipees
would themselves be given charge of the operative positions and perform a1l the
duties on these points.  To start with, however, the regular stafl should supervise
the work ol the trainee= to ensure thal 00 serious irregularities are being committed
or being passed un-noticed, specially in regard 10 the work at the ¢counters.  After
the traines has become familiar with the working of the position, the regolar staff
may be wlilized cliewhere,  Innocase, hawever, a trainge should be pul in indepen-
dent ¢harge of a supervisory position when  trainess are working in  operative
positions also.

84. Full working hours to be observed. — Trainees on Ficld Practice should be
required to put in Full hours of wark on the positions assigned to them. This is
sssential Tor their bzing put to job under real working conditions. A trainec
working on the boaking counter should continue warking there for the fiell period
fixed for the day and not pass the work back to the regular operator after workine
there for an hour or two.o  If the Officer-in-Charge of the office, however, finds
that out-turn at the counter Is not adequate and leads t¢ conpgestion, he may
usz his regular staff to open an additional counter 10 meet 1he situation. This
should be done, of course, in special vases only.  There may be no objection also
to some items of work heing done by the regularhand,  Forin stance, if the counter
clerk doing M. Q. Issue is doing booking, journalising and advising, all by himself,
the trainee may be reguired to start with booking only and the remaining items
may be added on to his duty, as he proceeds with his work and con take om more
and more work in keeping with the speed of disposal of the counter traffic,

85. Supérrision.—The trainee will work under the immediate sppervision of
ithe Postmaster or the Eur.te_.n'lsﬁr wocording 1o the n:;rn_-Lf.I. distribution of work at
‘he office.  The Inatructor in chargz of the group of irzinees on field practice will,
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however, be required also to carefully supervisé the work of the trainees. apart
from the supervision exercised by the supervisory stafl of the operative office. To
make the supervsion of the Instructor effcctive, the latter should not nos mally be
in charge of more than ten Lrainecs at the same time. This will mean more than
one Instructor accompanying a class on Field Practice. It would, however,
depend on the stafl position of the centre, Groups of trainees for various offices
should be 50 Fformed that there is one instrucor for each group for the whole day.
Thete should not be shift of an instructor from one office to another during the day.
The Officer-in-Charge of the class will also bz required 1o occasionally visit the
class on Field Practice and satisfy himself that the practice by the trainces is pro-
ceeding in proper order and that the supervision is efective. The Principal or the
Officer-in-Charge will also pay surprise visits to check the Field Practice work.,
and record the result in the Order Book of the class.

86. Prior arrangement with local offices.—The Office-in-Charge of the class

will see that the trainges are nol sent to any operative office for field practice without
prior arrangement with the officer in charge of that office. The period of practice
should be fixed, keeping in view the volume of work at the office and the latter's
slack and busy periods during the month and the capacity of the operative office
Lo take in the trainees—on the basis of total regular staff in the branches concerned
as well as accommodation available there.  The Offices selected for Field Practice
should be efficient offices where the trainees could face all sorts of problems con-
nected with the handling of work in an orderly manner and in accordance with
the rules. The trainces should not be sent to offices where they are not likely to
be wclkeome, The officer-incharge will himsell visit the operative office and
satisfy himsell that the working conditions in the office concerned are good and
likely to have a healthy effect on the trainees. [ any defects are noticed, he will
tzke action to have them removed in consultation with the officer in charge of the
office, The capacity of the local operative offices to take in trainees for Field
Practice being limited, it is necessary that more than one class should not be due
for this practice simultaneously. The training programme should. therefore,
provide for only one new class of preliminary course for the Post Office or the
R.M.S. per month.

87. Specified offices for specificd work.—11 is not necessary that a full class
may have Field Practice at one operative office only,  As already stated, distriby-
tion of trzinees should be made according to the capacity of the office to take in
the trainees. 1t may sometimes be convenient to select specific offices for specific
work, in order that the training may be more beneficial.  For instance. practice
in delivery work at medium size office {like Frere Hall, Karachi) may be more
feasible than at a very large office (such as Karachi G.P.0.) where the trainees are
liable to be confused.  Again, a particular office may offer special advantages for
the work relating to booking of V.P, articles, inter-wing parcels or money orders.
These factors will be given special consideration by the officer-in-charge while
finalising Field Practice Programme.,

8. Savings Bank Specialized Course.—(i} In addition to the Ficld Practice
in the local Post Office Savings Uinit, the trainees in the 5. B, Specialized Course
should be sent, as a part of traming, to the local branches of the National Bank of
Pakistan. In the latter office, they are not required to work independently in any
position. They are required mainly to work as observers of the work being done
at the counters. The Instructor will carefully point out to the trainees the * queue *
system being observed there. The sympathetic attitude towards the clientele,
the relations between the counter smﬂ; and the supervisory stafl and the imitiative
and prompiness of the latter to relieve congestion ete.,  at the counter must receive
full attentioh. The trainees will be taken 1o the Bank by the Instructor
in convenient batches in accordance with the arrangement made with the bank.
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{fi} The main part of the Field Practice will, however, take place in the Postal
Savings Unit of the local Head Post Office and the trainees will work in all the posi-
tions in rotation at the counters, as ledger clerk, sub-office S, B. clerk and corres-
pomdence clerk. The Office-in-Charge of class will fix the number of days to be

spent by ecach traince at ¢cach position, o that he gets intensive practice in_ the
relevant work.

£9. R.M.S. Refresher Course.—Sorters coming for a refresher course have
already a good background of the working of mail and sorting office and they do
not need Field Practice 1o familiarise them with the actual working conditions
of such an office. With rapid development in the means of transport, however,
sorting and circulation of mails areliable toquick changes forthe mail arrangements
to keep pace with modern times, 1t is, therefore, felt necessary-that refresher
course trainees should get good field practice under close supervision in sorting
and circulation work in a big mail and sorting office in order that the vatioons im-
provéments cffected in the system are fully brought home to them. Appropriate
circulation arrangements are necessary for transmission of mails in the shortest
possible time and efficiency therein requires intensive practice under the guidance

of an expert. Field Praclice to refreshers should therefore, be programmed
with this objective in view,

90, Conveyance charges for the trainees and the instroctors.—Conveyance
charges for the trainees and Instructors should be kept to the minimum.  Journeys
for the purpose should normally be made within five miles of the headquarters
which will be the respective traming centres.  In case of journcys beyond 5 miles,
however, T. A, will be admissible under the prescribed rules.  For the journeys
within 5 miles, following instructions should be observed :—

(i) If the official concerned, whether the trainee or the instructor, is in
receipl of local conveyance allowance, no conveyance charges will be
admissible. The official concerned will proceed to the office concerned
direct from his residence and vice-versa as the Field Practice Programme

will be for the full day and so  the journeys need not be undertaken
viz the Training Centre.

(i) If the official is not in receipt of any conveyvance allowance, then actual
bus fare from the Centre to the operative office or the residence to that
office, whichever is less, may be allowed to the trainces and taxi hire
may be allowed to the Instructors,

(iii) An officer making a journey in this connection should use the Past
Office staff car and in casc it is not available, he may be paid actual
taxi hire.

(iv) When an officer’s class is to proceed anywhere together, stafl car may be

used for the purpose and in case itis not available, a taxi may be hired for
the purpose. ’

(v} Mo =;;:p-|=nditurc should be charged if the distance to be travelled is one
mile or less,



k[
CHAPTER ¥III
HOSTELS

91. Provision of hostel accommadation.—Hostel sccommodation will  be
provided to the rrainees free of rent cither in a departmental hostel building or
a rented one, as the case may be, Reisdence at the Hostel during training will,
however, not be compulsory. The standard of accommodation will be 1wo
officers to one room measuring about 200 sq. fi. and 3 non-gazetted supervisory
staff to that room. Time-scale officials will generally be accommodated in dor-
mitories but about 40 sq. M. living space per head will be  provided.  There should
be ndequate provision of bathrooms, there being ong bath room for each one
room for thé officers and supervisory stafl, and also one bath-room for ¢very
six time-scale officials.  There will generally be separate bath rooms for the lower
grade stafl. T possible, wash basins may be provided in the living rooms and
dormitories also.

92. Charges.— T'he resident trainges will have to bear the expenses ol ancillary
services provided to th=m. such as, {i} Eleciric charges; (ii) Conservancy charges;
([;'(i:i} Mess equipment, including crockery and utensils A flat rate for cach item will

worked owm and fixed by the Head of the respective circles for cach yvear and it
will, of course, depend on the amount of actual expenditure incurred during the
previous year. The rate may be changed even during the course of a year, il it is
found necessary. Electric and Conservancy charges will be used to meet the
expenditure incurred by the Hostel on that agcount.  The Mess Equipment Fui.d
will be utilised to purchase and replace utensils, erockery. ete. used for the purpose
of the Mess,  Initial equipment in this respect will be provided by the Department.
In case of normal wear and tear or breakages, no special charge therefor will be
made {rom the trainee.  In case of unusually large wastage by an individual, how-
ever, the latter may be called upon by the Hostel Supdt. to make good the loss,

03. NEess arrangements and equipment.—(1) Management of the Mess will
be in the hands of the trvinees themselves. A Mess Manager and Assistant Manager
will be elected for the purpose by the trainces themselves. These officials will
be responsible for running the mess and keeping proper accounts. The Hostel
Superintendent will supervise the working of the Mess in a general way. He will
also be required Lo arrange proper transfer of charge from one manager to another.
The Mess Equipment Fund will, however. not be managed by the Mess Manager
but it will be under the control of the Principal or the Officer-in-Charge, as the cose
may be, and expenditure therefrom will be sanctioned by the Hostel Supdi, with
the concurrence of the Principal for the replacement of crockery and uensils,

{ii) The officers and the supervisory stafl trainees may be allowed 1o have a
separate Mess from the one serving the time-scale staff, the lower grade stafl may
alse bave their own Mess.

(i{{} The ﬁ:,uipm:m: of the Mess will normally be on the scale given below.
The itmes will be provided by the Department to start with,  Their replacement
will, however. be made from the Mess Equipmem Fund.

=1, Ttems Standard

Mo =000 . _ SE— e
1. Degehp(largs) i £ 2 i v 3 for 50 boarders,
2. Diegeha (small) i o L i3 e, 4
3, Kafgir (Copper} ia i o i b i
4. Fry Pan {Sigel) s i Pt i o |

—— e =
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IS;I-L * Toems Srandard

5. Ladie i 3 = i o o 1 [or 30 boardees

6. Water Jug (Aluminiym) - . e e

7. Tumblers { Muradabadi) I . 8 "

£. Kiichen Knives . LA "

9. Parat (Metallic Aot} .. e 2 i T
10. Tawa (steel} for baking chapaties 2 3 G T M w

11, Melting Pol {Steel) = S iva z b
12, Plies (stainless stecl) .. s - i 2 per hepd

13, Cups and Saucers ) 4 o o 2 1 oy W - 253
14, Table Spoons , . . - ik e ra 1 4w W o 25
15. Tem Set

d - aa . . " 1 ench for six oifficer

16 Waler el Irakmses.

17. Tea Spoons - e yore - . 1 per hend = 25%

—

4. Kiktchen and Dining Room.—-{f) The kitchen of 1he hostel should Be pro-
perly designed and equiped with necessary furniture.  Fucl 10 use should, as far
as passible; be clean. Where availahle centres should be equipped with gas.
kerosine oil may be used ar other places, wood being avoided as far a5 possible.
Sinks, racks, and shelves should be adequately provided. A kitchen lable should
also be supplied,

{fi} Meals should not be served 1o the trainees except 0 the dining room
with the exceplion of ftea. The dining room should be furmished with decem
dining tables with formicu top and should be airy and beight. 1t should be kept
neat and clean and any unnecessary  articles of furmiture showld not be dumped
therein. Racks should be provided. however, in the room 2t suitable place for
kecping the dishes cte. before service. Ceiling faps should be flixed accordimg 1o
the size of the room,

95. Commen Fypds.—Trainges should be encouraged 1o armarge for healthy
activitles to develop among them team spirit as well as to keep their minds and
bodies uselully employed during their spare hours.  Thiz may mclude the setting
up of a circulation library owned by the trainees, apart from the Centre library
and arrenging for indoor ﬁ;arm:n- For this purposz, there should be Recreation
Clubs at each centre.  Although contributions 1o these clubs may be made by the
Department from the Post Office Wellare Fund, 0s in the ¢ase of such <lubs in
operative offices, but the mam cffort in this regard will have to be made by the
beneficiaries themselves., A small contribution towards the Common Fund on
this gecount, varying from 25-paisa to S0-paiza per trainee per month, may therefore,
be levied by the Principel. The actual rate will depend on the requirements of
cach hostel. The Fund will be munaged by the Hostel Supetintendent with the
assistungce of the office bearers of the Recreation Club.

9. Furnitere and Equipment.— Trainees’ residential rooms should be provided
with adequate lighting arrangements. There should be one light point for fwo
trainees except in the case of officers who may have one light point each.  Ceilirg
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fans should be provided according to the size of the room. In addition, each
trainge will be ided with a cot, & ¢chair and a multi-purpose almirah-cum-desk
free of rent. One rack will also be provided in each room for keeping shoes.
There will be one set of pegs per traines fixed in the wall.

" 97 Service staff.—Service stafl, such as, cook, bearer, attendant, ete. will be
provided by the Department according to the scule given below.  1n addition, the
traines may engape attendants at (heir own cost. "Fhis staff will be employed on
regalur basiz or paid {rom contingencies, ns the case may be, according to the:
general rules applicable to such siaff,

51 Ma. - Post Scala
i. Cook i i i e wd | for M boacders,
2. Adltendant ard 2% e i o 1 far 20 bouarders.
3. Chowhkidar e - oF P win I for the hostel,

if it
18 mol Located on
the premises of
the cenire,

S ————

3. Use of Hoastels as Rest Houses.—The Principal will take special care
to goe that residential azcommaodation intended for the rainees 15 not converted
into residential quariers for the staff of the Training Centre, either on permanent
or temporary basis. This would nol only restrict the (raining capacity of the
Centre but alse not be conducive to healthy atmosphere for a departmental training
institution, Precaution should also be taken to aveid this accommodation being
used as a Rest House by officers of the Centre or otherwise coming to the station
on transfer., ™o officer or subordinate who is not a trainee should be allowed (o
stay at a hostel for the trainses.

93, Hostel Superintendent.— () One of the members of the Tulorial Stafl
will b= appointed as the Hostel Superintendent.  He will reside on the premises.
H:z will bz responsible for running the Hostel efficiently and in an orderly man ner,
maintaining discipling among (he trainees and watching their welfare. He will
also coniral the service staff. He wall keep a strict but sympathetic walch owver
the activities of the hostellers during off hours. He should give special attention
to the upksep of the kitchen and the dining rooms and the maintenance of the
sknmitary installations.

(i) The Hostel Superintendent will be provided with single room Turnished
accommaodation lor residemtial purposes Mree of rent, if the hoste] is located on
the premises of the Training Centre wherein his office will be. If the Hoslel is
located on rate premises away from the Centre, the Hostal Superiniendent
may be provided a room also for his office on the hostel premises.  IF the Hostel
Superintendent is given family quarters on the Hostel premises, he will be allowed
a proportionate rehate in the rent for the single room accommedation to which
he is entitled free of rent. I the Hostel is located near a Residential Colony
where the Hosel Superintendent has his family quarlers, no SCparate roorm except
one for office will be given to him.

{#iy Hostel Rules ag regards atlendance, staying outl overnight, exercise,
bredkages. trealmeni  of the servige siaff, default in payment of mess charges,
use of elretrical appliances, indiscipline ete. as approved by the competent gutho-
eity will be prominently dizsplayed and brought home 1o the hostellers. It will
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oe for the Superintendent to enforce observance of these rules. Any boarder
who defaults in the proper observance of these rules will be liable for action against
Ssm on the score of indiscipline.

0. Extra Curricalar Activities.—Such activities would consist of —

(i) Physical Exercize.—This is necessary for keeping the body fit. The
Hostel Supdt. will arrange for this in the morning for about 15 minutes

*  to half an hour daily. The time, therefore, should be fixed keeping in
view the location of the station and the weather. This exercise should
be done as a team and not individually. A. P. T. Instructor may be
engaged for the purpose on part-time basis. : .

(if) Indoor Games.—These games will be the main activity in the Common
Room and will be financed from the Common Fund. The Hostel

. Supdt. will appoint a Common Room Committee to manage these
games under his supervision.

(i) Owtdoor Games.—These will be arra!;ﬁtd brl the Training Centre Re-
creation Club,  Any grounds attached to the Hostel, Training Centre
or gencral grounds of the Department will be utilized for the pu .
Friendly matches with other local teams may be plaved. One of the
Instructors will be placed in charge of Sporis. These games will be
open both to the residents as well as the day scholars. The expendi-
ture will b¢ met from collections from the members and contributions
from the Post Office Welfare Fund.

(iv) Picnics.—Picnics to places of historical importance or scenic beauty
for the trainees may be arranged to foster among them a spirit of co-
operation and team work. Transport expenses on such occasions
may be charged to contingent expenditure. Other expenses will be
borne by the picnickers themselves.  Such visits or picnics will be con-
ducied in charge of an Instructor,

1. Garden.—As far as  possible, lawns and gardens should be laid on
the hostel premises to provide a bright and healthy atmosphere. Decorative
trees and plants and annual flowers should be the special feature thereof. Al
though the maintenance of the garden will be the responsibility of the gardener,
the trainecs should be encouraged and persuaded to take interest in gardening,
50 that they learn enough in this ficld to be able and interested to plant trees and
flowers in their operative offices. which can be done very economically and con-
1-'|=niv|:llt|§:3 il the official in charge is conversant with the technique. The idea
15 that the trainees should move out of the Training Centre with the desire to have
as much of greenery and flowers around their offices and residences as possible.

102. Imspections by the Hoste] Superintendent and the Principal.—The Hostel
Supdt. will go round the hostel very frequently and at least once or twice a day
and ensure that the premises, the living rooms, kitchens and the dining rooms,
are kept clean and tidy and that the maintenance of everyday services is efficient.
The Principal will also visit the hostel at least once a week and look into the ar-
rangements there. He must ensure that living conditions are good and conducive
to & healthy climate for studies and training. He will meet the hostellers indivi-
dually or collectively, as the case may be. and 1ake action to redress any com-

ints that may come to his notice.  The result of the visit or inspection will

recorded by the Principal in the hostel order book which will remain with the
Hostel Supdt. and there should be a prompt follow up of these remarks for any
action that is due thercon.
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CHAFTER 1X

BUDGET AND ACCOUNTS

103. Periodical Returns.—The following returns are due to be submitted by
each Training Centre in respect of budget and accounts work —

B Mo Particulars of I"l.'.lul‘fl

L

@ a A

1,
1.

-—— S -—w e ———

Mawrhdy
A ** Sintement regatding Expenditure to the Audit Office ..
Mol Payable Contingznt Bill 1o the Circle Office
s Biatement of Expenditure to the Circle Office
Local Purchpses Statement ta the Postal Stock Depot.

Quarariery
Certifleate of Reconciliation

Annnal

Statement of outstanding Advances {under the Head
so-Loans ') fo the Audit Odfca : =

Final Grant Statement (o 1he Circle Office
Mew [ems Simtement (o the Circle Ofice

Bud Esthmates and 'R.:"-'lnd Ezlimales Slﬂ:m:n:s to ﬂm:
Circle Dfice

Sinff Strength Emmm for mmrpurainun in Eln::ml'ul:. rm-
Girants to the Cirgle Office

Anticipated Final Grants S:almn: o lh: Glrclc GITM:

tant, showing the due date of submission of t

e e

DBraie

TLh
1¢th
I
Ist week,

13th of February, My,
August and Mo
wember.

181 week of July.
I st wgek of July,
151k Octaber.

I8t Movember,

st March,
I May,

A calendar of Returns will be maintained by the Accountant/Senior Accoun-

retarn and the date of actual

submission. It will be put E to the Principal/Officer-in-Cha every month

during the first week for a chec

month and signed by him in foken of this check.

on the due despatch of Returns for the previous

104. Accouni Books to be Maimtained.—The following account books will
be maintained at each Centre :—

EL Mo, ) - ﬂm‘nnﬁgnuuﬁ B . Partioulars IJ'.II,'.| R:m.u?ﬂ-.-; T
1. Cash Book (TR-4) oF . o R.m:-anli ul‘Jmih-n!ual ta.-.h pooceiprls and poy-
mezn s,
2 Allotment Feghster (ACG-11) . .. Showing headwise alloiment ond monihly
. BK p:rldltun:
3, Register of Contingznt Charges (TR-29} ..  Detailed particulars of all contingent ex-
: penditure incurred.
Regi f Local Purchases o oo This will show _P'H-I'Hl:l.lhr!- of all purchases,
% i " thelr price and disposal.
5. Register of Advwances Recoverable (ACG-67).  Advances made and their adjustment.
5 R of Service Books and Service Rolls Particulars of Service Books maintained,
T!:ﬁhrt 273 :::I‘l A, Code, Yolame I},
7.

peghter of Security Bonds (Sec. 18) . Particulars of Securily Bonds mainained,
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- Accountant will be incharge of the Accounts and Cash Branch of the Centre
and will work under the direct supervision and control of the principal. The
latter will not assign his duties of this supervision to any one of his training officers
without the prior approval of the Head of the Circle.

105. Permanent Advance and its Recoupment.—{/} Each Centre will have a
permanent cash advance fixed by the Head of the Circle in consultation with the
Audit Office, 1o enable it 1o make payments, before it can place itself in funds
by drawing bills. The amount of the permanent advance should be so fixed
that the Centre should not have normally to prepare more than two contingent

bills in 2 month.

{ii} When the permanent advance begins to run short and in any case at
the end of each month, various columns of the contingent register-will be added
up and the several totals posied in the bill in form TR-30 against the appropriate
heads. The Accountant will lay the bills with the sub-vouchers, the contingent
register and the register of local purchases before the Principal who will carefully
serutinise all the entries, initinlling all the cntries in the contingent register and
the register of local purchases, if this has not already been done by him and sign
the hill which will then be dated and numbered and presented for payment at the
Post Office concerned.  The Principal must take care to see that all items of local
purchase eniered in the contingent register are recorded in the register of local

purchases.

106. Contingent Expenditure.—The Principal must ensure thal contingent
expenditure at his Centre is | —

(i) Systematic and not haphazard, f.e., there should be a planning for
purchase and all the articles required should be purchased together
for a reasonable period.

(f() The expenditure should be spread evenly throughout the year and
there should not be 2 rush towards the close.

(ifi) There should not be any excess of ¢xpenditure on the purchase of
furniture for the personal use of the Poncipal and Training Officers.
The scale of furniture preseribed should be strictly observed unless an
exceplion has been authorised by the Head of the Circle.

(iv} As far as possible, purchases should be made in bulk so that overhcads
on conveyance and transport charges are not disproportionately heavy.

i{v) Most of the expenditure should be incurred on items directly concerned
with training and purchase of luxury items for the staff and officers

should be avoided.

107. Maintenance of Contingent r.—A Contingent Register in form
TR-29 will be maintained at each Centre for record thergin of each item of contin-
gent expenditure date-wise as and when it is incurred.  Entries for the various
items will be made under the relevant heads prescribed. The date of payment,
beiel deseription of each charge, number of voucher or sub-voucher and the
amount will be noted in the proper columns,  All the entries of the amount will
be initialled by the Accountant. All the sub-vouchers are required to be sub-
mitted to the Circle Office with the Not Payable Contingent Monthly Bill and
these should be carefully numbered and bundled. A daily total will be made for
each group of the charges entered in the different sub-columns and the agg L&
of the totals for each group will be entered in the column headed **Ddily Total™,

108. Not Payable Contingent Bill.—{a) From the monthly totals of the
contingent register, the monthly detailed bill will be prepared in form ACG-19(1),
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hcaded “NOT PAYABLE” and showing monthly total of ench column with
description of each charge; the numbers assipned to the sub-vouchers and authority
will be enlered against each iwm; at foot will be a memprandum of the number
and date of every abatract contingent bill paid during the manth (eide para, 105)
abave and the amount charged in the bill must agree with the toral of rthe abstras
contingent, bills cashed during the month. [t will he signed by the Principal and
aubimiitted (o the Circle Ofice with all the sub-vouwchers 71 the I week ol meonth
following the one during which the expenditure was mcurred,

(b} The details of the charges incwrred should be entered in the foltowing
groups which are according to the detailed heads required by swdic,  Theee very
headings will also be followed in the maintenance of the Conlingeni Hepister 35
wiell as the prepuration of the Abshact Contingent Bills,

L

() J-VI—Pay and Allowances te hhistics, sweepers and other cmplovees
paid from conlingencics.

(i) J-¥T  Eleciric Power, Hot & Cold Weather Charges,
(e} J=-¥I—Purchase of gnd Hepairs to Fuenilure,

1y I-WI—Mainlenance of Gardeons.

) F-¥L Chher Contingencies.

The bill will be careflully scrutinised by the Ciicle Accounts Officer  before il
is ecuntersipned and passed on to the Audit CWice 10 satisfy himecl’ that the ex-

diture incurred bas been ressonable, appropriate and necessary. Inscructions
given on the bill form as regards proservalion and submission of sub-vouchers
should be caretully followed.

10%. Disbursement of Pay & Allowances ©0 Trainees.—Puv and allowances
due to the trainees are drawn by their parent units and remitted ta the trainees
by means of money-urder except in case of local units.  The funds for the purmose
are allocated Lo the parent units and the expenditure s booked theiwin.  Training
Centres do not mainain any accounts in this regard.  The affice at the Cenlre
should, however, take up with the purcnt units apy case of defuult in ar delay o
the disbursement of these pay and allowances, se Lhal the trainess” work is not
disturbed on account of woerries for non-receipt of pov and allowances.  [f the
trgineas require their pay and allowances w be disbursed te their families, they
will have to duly authorise a loeal party 1o receive pavment on their behalf from
the drawing and disbursing officer concerned.

110. Maintenance of Scrvice Records.—Siay of the trzinees at the Training
Centre is for a sheit pericd.  Moreover, all payments 1o them are booked in cheir
parent unils,  Regular leave eic., to them is alse to be sancticned by the parent
unit. Their sérvice records also are, therefore. maintained by the parent  unir
and not the Training Cestre, The Centre will, howsver, intimate fo e wnil
concerned any particulars that are required to be entered in these records.  Copius
of Charge Repares for joining and leaving the Centre will be Jduly sent 1o the Head
Office or the Record Office concerned.

111. Financial Powers.—(2) Financial powers of the Prircipal and Oilicer-
in-C]n’il‘%g of a Training Centre ure  tuid down in the Schedule of Fimansial Fowers
of the vilivers af the Pakistan Post Office. In case of daubs, the aflicer concernad
may exarcise the basic powers prescrihed for him as & member of his regolar cedre,
wiz., Supdt. of Post Offices or R, M. 5., sre. All the powers, howewer, vest in the
Principal or the Officer-in-Charge and olher officers are not authorised 1o exercise
any powers except on behalf of the Principal according to the assignment of  work
made Lo them by the Head ol the Circle.

(£} The Principal or the Dfficer-in-Charge will exercise all the powers al 1he
Head of Office.
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112, Contral over . Expendibure.—{a Alfocation.—Allocation to the various
Centres uider various sub-heads should be fised by the Head of he Circle gencrally
on 1he basis of number of dra’nees that are to be trained there annually m so far
ias the Centre-expenditure is concerned.  To so far as the allocation for the Hostel
is concerned, iE should be shown separately and the allocation should be generally
proporiionale 19 the number of hostellers.  Deviations from this gencral rule will
be necessary but these should carefully be considered.  For mstance, allocation
for the mainicnance of pasden will depend upon the stee of the garden to be mam-
tarned apd the loca] conditiises.

(BY Warrch over Expen e —Careful wareh will be maintained by the Prin-
cipal sind ghe Circle CHTice 1o see il the progressive expenditure 15 proporlionale
o the aneual allocation gmd ol that there is no rush at the end of the year.  Strict
action should be taken o see that the alletment of funds is not exceeded. Al
inessential expenditure should be avorded amd pov exgess funds shoull be surrens
dered a5 500 as the cxlcess is appirent.

113. Convevance Charges. —Expenditure on Convevance Charges should
e the misimune possible, Mo espepditgre shoeokl be incurred on iransport for
delivery of local letiers, fetehing small sums of money from the local Post Office
as the contimeent bl amounts oF for peley articles locally purchased.  Such work
will be done by the peon on a bicyele provided bw Governmem o for which an
allowanece is paid o hant.  Tnoso Tor as the convevance charges in connection with
Ficld Practice are cancerned, the procedure has been laid down in Chapter V11
of this Volume,

114, Attendance on Holidays.—1Full allowance 1s made in the time-table for
the work assigned to the stafll beth tutorial as well as ministerial.  There is no
likelihood of the necessity for the stadl w atend 1he Centre on Sundays and Holi-
days of Lo oversiay woarking bowars te cleararrears and charge conveyance allowance
therefor.  No expenditure will be allowed on this account except in very special
circumstances and the Circle Oflice will carclully scrutinize cach such item before
Sllowing it.

115. Quarteriy or Monthly Purchases.—In order that there is a proper watch
on expenditure on peity and consumable articles, such as, scap tumblers. phenyl,
?ﬂm‘:l‘, cte., they should be purchased im bulk, the supply being adequate for

menths at least.  Hulky lems may be purchased on a monthly basis. This
will not enly reduce trunsport charges thercon, but also very much reduce the
number of entrics in the condingent bills amd facilitne proper scrutiny. The
Head of the Circle shall fix the guaniny thatl may be consumed by cach Centre
and Hostel oF suchy articles, so that the expenditure at the various Centres is on g
uniform basis.

116, Lantry in the Stock Hegister of Local Purchases.—A monthly  statemeént
of local purchases is due o be submitted by cach Centre to the Postal Stock Depot
concerned, so that the litter issues requisme invejegs 1o the Centre in this regard,
There is likelibood of delay o thie mclusion of certain items in this siatement or
their being omitied,  To safeguard against such contingency, copics of these
statements will be sent 1o 1he Controlling Office a5 well. The statement will accom-
pany the maonthhy Not Pavable Contimgent Bill,  Against every item of local
purchase in this bl (he scrial number thereal in the local Purchase Staiement will
b noted,  Cuele Cilice will see that all items are ente ed in the statement of loeal
purchases which will then be forwarded to the Postal Stock Depot for necessary
action.
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CHAPTER X

MISCELLANEOUS

117. Extension Lectures by Extra Tutorial Personnel.—{a) Extension lectures
o important sebjects by the officers of the Directorate General and the Circle are
arranged for the benefit of the gasetied officers” class.  The subjects would include
General Administration, Personnel Management, International Postal Services,
Postal Savings, Postal Life Insurance, Trattic Statistics, Planning for Development.
Karachi Postal Area, Budget, Loss & Fraud Cases, Efliciency Drves, Philately,
ete. The lectures are followed by liscussions wherein  trainees  parlicipale,
Quiestions are also put to the lecturer for  clarifving any points touc by
him or arising out of the lecture,

{#) These lectures may be tape-recorded and reproduced for  wider benefit
and published in the form of Green Papers.  The lectures transcribed from the
tape will, of course, be approved by the lecturer before they are published,

118. Library.—{a) Deparimeninl Books.—A libriary-: vppr-reading room is
maintained at each Centre. It will maintain a stock of the Mllowing books in
adequate number Tor the use of the trainees - —

() Post Office Manual—all volumes.

{ii} Post Office Tan(l Manual.

{#i) Post Office Guide.

() Initial Account Code, Volumes, 1 and 11

{r} Book of Initial Account Forms.

{v) Fundamental and Supplementary Bules Vols,, | and 11
{vii) Pakistan Pennl Code.
{viit} Pakistan Criminal Procedure Code.

{ix) Evidence Act,

(+) Annual Reports on the Post Office since Independence.
{x/1 Post Office Insurance Fund Rules.

{xii} Postal Life Insurance Account Code.
{xitf} Postal Life Insurance Manual.
{xiv) Provident Fund Rules.

(xv) Government Servants’ Efficiency and Disciphne Rules, 1960,
{xvi) Prescribed Leave BRules, 1955
fxvii) Government Servanis’ Conduct Rules, 1964,

These books will be issued to the trainecs in the beginning of the course and
taken back before they leave the Centre after completon.

B} Form Folders. —Folders contaming variogs departmental farms scparate]y
bundled For use by trainees and the instructors in connection with each course duly
marked at the op with the name ofthe course, will be kept in the library in adequate
numbers, These will be issued 1o the trainees concerned al the beginning of the
course and taken back at the completion thereof.
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{c} General Books.—Books for general study suilable for the trainees for
light reading as well as useful in ¢character building, religious literature, copies of
Reports of Mational Drevelgpment and standard books of general education Pﬂﬂin
cularly those about Pakistan will also be kept in the hibrary for issue to the trainees.
There will be a suitable proportion of books in English, Urdu, Bengali and other
local longuisges accordimg to the réegquirements ﬂ% the Lrainecs. Deparimental
officials outside the Centre may also dravw books from these librarics. The Head
of the Circle will make rules to be observed in conneciion with the use of the
library by the trainees and otber cmplovees of (he Department,  These books will
not be issued to cutsiders except with the special permission of the Head of the
Cirgle.

a

(e Rewadimg Koosie— All the maigarines amnd mewspapers will be put on the
reading desks for the use of the trinees in the reading room.  In order that Tull
advantage may be given Lo the trainecs of the Reading Room, the working hours
af the Lbrary and Reading Room noed not be the same a5 those of the Cenlre in
general, 50 thal the trainees may wse the Reading Koom in the evening and also
exchange books outside ther 1raaning hours,

1%, Medical A —0f) First Aid Kits medicineg boses should bBe available
al each Contre and hoasel Tor use in emergencies,  Principal or the Hostel Super-
intendent, as the case Mmay beo will arrange for medical 21d for the trainees in case
of their illness, in accerdance with the departmental rules.  Medical reimbiirse-
ment 1o the trainees will, however, be made to them by their paremt units.

{(if} In so Tar as the non-paretied s1aff is concerned, the Principal has been
gutherized 1o reitmburse to them their medical bills. The hills of the officers will
be sent to the Head of the Circle for sanctlion.

120. Upkeep of the Cemire.—-The Centre, the Hostel and iheir premises
should be kept neat and clean.  The atmosphere there should bBe cheerful and
Bright. IF Lind is available. o pood garden shauld be mammained on the premises
and the trmnees shauld alse be persuaded 1o take milerest in gardening.  The
Principal will periodically wspect the building, its electrical. mechamical and
sanitary installations ond satisfy himself that they are in good condition and
good repair and record remarks in this regard in a special regester called the Buil-
ding Register. 11 any defects are noticed, he must take prompt action 1o get the
defect removed., Notng of the deleel in the Register should not be considered
as adequate aclion. Petty repairs must be sitended to immediately. The Prin-
cipal will arrange with the local health authoritics and have the premises periodi-
cally disinfected,

121, Visits 10 Offices and Sections in the Ncighbourbood., —It muty be wscful
to starl training of the fresh recruits with a visit 1o dle Post Office, the hMail Ofice
Or @ seclion, elc,, to give them the corrcet background of their training.  Garetted
Officers and the Supervisory class may also be shown the local office of the
P.I.A. and the arrungements there for exchange of air mails. The Officers at
the Karachi Centre will be shown the factory of the Pakistan Security Printing
Corporation, where postage stam ps e printed and silso sich olher local important
offices, as the Swate Bank. Forcien Post, Naval Dockyard, cte. Al the (runees
will be shown the mechanical sorting mashing at work, i one is installed at the
station.

122. Notices and Charts. (7} The position of the Centre as regards Training
Capacity, number of truinees on roll and the nomber present will be shown on a
large Motice Board fixed at a prominent place.  There will be also notice boards
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displaying notices of intergst to the trainees such as. the weekly time-table,- any
SE]er:ia activilies or mectings proposed, the date for the results of the examination
held, ete. .

(i) Large Charts will be hung i various class rooms and the dummy post
and sorting offices 1o work as visual aids durme lectures or demonstration.  These
charts may be an enlargement of the important ferms i use, such as, the money
order, 5. B, Application for Wichdrawal, Mail List, eto. or relate 1o information
about the organization of the Department, Table of Rates, etc.

123, Preseribed Returns & Statemenis. The Primcipal will  maintain
# Calendar of Returns and Statements 1o be sent by his oflice to the Circle Office or
the Awudit Office and note their particalars alzo in his Desk Calendar undee ghe
relevant dates.  This will help him 1o ensure that the returns aod statements are
sent on the due dates. It is the personal respansthility of the Principal 1o see thar
punctuality is observed in sendoig these returns and statements. :

124. Casual Leave.—Repular [eave can be sanctioned to a trainge only
by the Officer in charge of his parent unit.  Casual leave will, however, be sanc-
tioned by the Principal:  Ordinarily, egseal lease wall pot e allowed for more
than 5 davys in a sesson of 3 manths or 3 davs moa session of 6 weeks except in
case of illness, death m the family or some other genuine sericus reason.  In
case a tramee avails of leave beyond 15 davs in & course of 3 months or 7 days
in a vourse of 6 weeks, he will be struck off the rolls of the Centre the ciase being
reparted to the Circle Office and the parent unit of 1he teairee. Such trainces are
considered to have “Not Benefited™ from the trainmg and wall be required to have
a full course of training kiter on,  Caswal leave sheets of the frainees will e miain-
tained by the Officers in ¢hurge of the class and these will be forwarded fo the parent
unit at close of the session. along with their Discharge Beports.

125, Discipliope.—The Principal bas been amboriscd fo consure o iraines
guilty of mdiscipline. 1T o more severe penaliy seems justified. the Pringipal will
reprarl the case to the Circle Office and 1F the latter so directs the traince will be
struck off the rolls amd asked to report to Bis parent wmit. The  competent
autharity will be fully informed ahout the incident and asked e ke disciplinary
action against the irainee in accondance with 1he rules,

126. Study Reports of Officers who have been Abroad.—() Onge copy  each
of the Reports submitted (o the Director General of their Study Reports by Depari.
mental Officers who have been abroad on study Fellowships should e obtained
and kept in the Library. These may be issugd Tor study ancd reference by the
officers under traming or oflicers cmploved ar the smnion, The Principal and
the Truining OMicers will al o go (hrough the ¢ report: and bring ro 1he nolic:
of the officers under trianing any uselul or interesting peints that may help improve
the efficiency of the Department.

(i) The Reports on the subject of Training will e thoropehly studied by the
officers in the Traiming Oreanization so that they may benelt from the studies
on jhe subject made by their colleaepees abrood,

127. Films, Slides amd Tape Recorded Specches. —(i) As parl of the visual
aids, training cenlres have been equipped with Film Projectors, Cameriss and
Tape Recorders.  Films are available on loan fram the LLPLU, and other Postal
Administrations.  These are obtained and shown o the trainees.  Apart from the
films on Postal Services and Postal Savings, other documentaries and interesting
feature films are also borrewed from forecign Postal Administrations, Pakistan
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Information Depariment, Public Relations Department and other services and
are shown ta the trainees for recreation.  Projectors for exhibiling slides obained
from abroad or preparad locally should also be available at the Cenires,

(it} Tape recorders are to be used for recording special lactures or speeches
so that such speeches or leciures may be reproduced at other stutions also Tor
wider henefit of the staff ag well as the trainees.  [nstroclor should also practise
their leciure on the tape recorder with the concurrence: of or erder direction of

the Principzl or Ofheer-in-Charge.

128, Periodical verification of stock and library Books.— Artticles of stock
in the Centre and in the premises of Hosiel are subject to physical verification
annually. The Principal CHficer-in-Charge cafrics out the physical check of the
srock articles as entered in the Srock Books including Stock Register, Stock Book
of peity acticles, cte. onee in o vear during Joly personally or m exceptional  cases
throngh a gazetted officer.  Such check may revzal some of Lhe articlus of stock
or furniture, including utensils of the Mess to have worn cal due Lo constant use.
The broken items of furniture <hould be dispozed of by spuction amd  sale receipis
credited to the Government with the prior approval of the Head of  the Circle
In case of utensils and crockery, the sile-procesds are credited 1o the Moss Fand.
Articles of fueniture like matresses, buckels and ocher articles which ara past use
and may not be sileable should be wnitton off yader orders of the Heud of the
Circle. An annual physical verification of the Books in the Library should also
be done by the Principal or o Gazetted (Hiicer acting on his behall i August.
The result of this physical verification will be reporied to the Circle Ofhice.

129. Buoilding Works.—There are long-term as well as short-lenm plans [or
the development of the Fostal Traimng Centres,  Major works are exceurad by
the Pak, P. W. D.  Minor works, kowever, cosiing not more than Rs. 10,000 i
cach case 2nd maintenance work are execulgd departenentally.  The Clircles are
responsible for all maintenancs of buildings and carrying out of pelly and minor
works of Postal Training Centres and the Hosiels,  Only expenditurs relaling Lo
capital works is contrally ¢comrolled.  Howewver, proposals tor any new projecs
can be imimated by the Heads of Circles for the Direetor Geoneral™s considermlion.
In respect of repairs and muinicnance of Postal Training Buildings, separate lunds
arc allotted specifically by the Dircctorate General and statements of gquarterly
expenditure in this regard weuld be sent to the Directorate-General for infors

mation.

M 17589670 G.P.O.
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CHAPTER XI
SYLLABI

I1S5LED SEPFARATELY=—AS LISTED RELOW

A —LIST OF REVISED AND CORRECTED UP-TO-DATE SYLLABI

S e e

5.

Booklct Mo, A<l P O Clerks (Prelimingry) Coltrse.
Booklct No. A-2 P, O. Clerks (Advanced) Course,
Booklet No. A-T R. M. 5. Sorters (Preliminary) Course.
Booklet No. A-% R, M. 5, Sorters (Advanced) Course.
Brief outline of P. Q. Clerks” Refresher Course,
Superiniendenis and Grade A" Postmasters’ Course,

Booklet Mo, B=6 [, P, O3,/1 K, Ms_ {Departmental and
Probationary) Course.

Postmen/Yillage Postmen Reflresher Course.

B.—OLD COURSES STILL IN FORCE.

1.

e B e o

H. 5. G. and L. 5. G. Officials (General ling-Post  Office }F{Tu be re-

Course). . placed by

| items 1-3 of
Syllabi
shown
under
group "C')

8. B. Specialised Course,

Foreign Post {Preliminary Course},

Foreign Post {Advanced Course).

Foreign Post (Relresher Coursc).

R. M. 5 Sorers’ (Refresher Coursg).

R. M. 5. Sorters {Town Delivery Course),

Mail/Cash Overseers, H. P. M. & B. P. M"s Course,

Class 1V officials of the Post Office, R. M. 5. & Foreign

Post Course,

C.- =NEW COU RSES FOR WHICH SYLLABI ARE UNDER PREPARATION

PUANGE B

Sub Postmasters” Course.

Head Postmasters’ Course.

Assistant Posimasters” Course (a, b, c and d.).
Heuad Sorters’ & Supervisors’ Corse,

Record Clerks' Course.

Account Clerks' Course,

Instruciors’ Coyrse.

Correspondence Course.

Forcign Post Supervisors’ Course,
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APPENDIX A
STANDARD EQUIPMENT OF DUMMY POST OFFICE

A —FURNITURE ATD FIXTURE

Counter . | o .. sl e o i E posirinns.
Counter Chairs ° . i, - - . 5
Tahble for tha Pagsmigstar . X . s e 1
Chair For tThe Poateaster . - - o - i 1
Btamping table with stool | % i £ i 1 euch counier posis
> tign - L.
i = . " 4 {1 for 5. O, | gach
Bk Al for et 5 " For FLEO &A 00D
4% bas fLting sortiog case (muli-pucpose) .. 2 ] 'I-'-'i'l“h Ir:'ld:king ATTATE-
' .
Forms Racks ; oo, 3 i e & 4
Parcal Box (with double bock)d ) e o i 1
Embpdded safc .. co s i i ey 1

H—STAMPE AND SEALS

Sexls and stamps (fof usein HOG .. ; : £k 1 set.
Scals and stamps (for use in S, Os-A BC.D. and E.) o 3 sets,
Rubber pads : 5 I . iy %
Seone sinls . ' v B ' B

" HBamping ink pods (brass bound) - o - [

Wooden stamp boxes i 2 e i fh

=gach containing -—

Pincears .. o o S = 1 pair,

Brush = s ik i =1 X 1

Date/montls vear 1¥Pes ik i i - 1 5o,
Enaﬁ:'ﬁaund cloth pisces for ink pads = e i 1 Doz,
Parcot Bill Scissors o i = v i 1 pair.

C.—SCALES AND WEIGHT S

Brass wcale with set of b weighis ' e Fas < 3 pairs.
Avery Scali for letters wolas{oz- oy v 2 e 2 -
Avery scale Tar parcels 1olas/Bnas. . ; e - i

[ron Parcel senle with Lo scts of weights tlas/ibs-ozs. 5 1 pair.



D—BAGS .

Bags - o . . e = = 20 mail bags acd 10 af
- each typefsize.

Bag stand (il space permils) . i i 1
Tin seal holders - .- . - e i
Leather cush bags (large) ., .- - - .- 3 (with two-key locksh
Leather cash bags (small) .- - v W uy . 5
Wax
Pasie - i "
Juite and :nﬁnn Evrifhe
Wax Beaser (eleclric) 2 - = s o 1

E.—MISCELLAMECUS ARTICLES

Tin sheets (for use wath journals) X
Coash trays &
Crash -caue=-SL0nns D wes &
Changeable positon plaics and = Mo Admissicen ™ board £ 1 pet,
Mative Board (Geperal and for Notice of hours of busincss) L
SPECIMEN OF &
Siamps and stationery {Postal and non-Posial) ]
Pakistan Posral Orders
te Be duly asnho-
British postal arders i R o i i rised by the Head
of the Circle.
Bawlngs Cerlificales
Frize Bands Ve 2 i i ) 5 i

BOOK OF RCFERENCE
Tariff Manual
List of Post Do
List of Telegraph Offices
Classified list of Post Offices and BN 5. Ofocs
Post Dffice Gueide |, |
Foelevant Manual{s)
Files of Circulars ..

FORMS

Public forms ¥
Execulive forms
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DELIVERY OFFICE EQUIPMENT
PFosuimen®s delivery table with_ﬂ-‘[r:lﬁla- e
Thumb impression pads
Postmen's Tash bags
Postmen's Leather delivery bags
Pus.un_tn's net parce]l bags
Brass badges andfor belts, |
Hpear and bells

GEMERAL
Chart of practicals.

Attendance regislor
Motice of Hours of Busimess and Latest Bouwrs of posting
Mermno, of distribution of work
Tomial Baoll

Books of Postmarks

Error Books

Order book

Relevant charts and s

P . . S - - ]
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APPENDIX B

LIST OF EQUIPMENT OF DUMMY MAIL OFFICE

1, 48 Box Sorung Fitlings with removnble rods

2. Sorting plans of all mall offices and sections within the jugis-

diction 3t o
d. Table for opening of masls
4. Stamping table filted with stone sjab
% Facing table | - . :
6. Tray Trojley .. i - -
7. Drrop-bag-fittiags i oy
Stewl Alnmnieal

9. Map of the World showing sea routes and air miail roules

1 Map of Enst and West Pakisian

. Charg showing R.M.S, Sections 'Ofices Fast, West Pakistamn

12. St of Stamps and seal for 5.R.€, >

13, Setof Stamps and scal for sorting mail office
¥4, Sct of Siamps and seal for saorting section

1%, Stamping pad with cover
16, Stamping rubber pad _ |
17. Pen knife

12, P. B. Scissers )
19, Type twizer .. i 2 3

. Type box , 2 i
Zl. Wax heater

21, Brass files -

23, Pockern

24, Acmc cover
2%, Stamping brash F
26. Tin scal lioldes

T . Wooiden Blocks ) Rt

) f Book of poshinark s o
_h".“.._ Rough Mote Books ¥ L
0L Guidance Bouk ; -y
X, Owder Book | .- a
32, Bags {Convas, Drill and Air Mail)
13, Bdewnl Tokons ) iF
34, Awery Scale with 30 Kg. capagity

33, Dummy Cards, letters and packets (Unregistered i
_ ; . Megisiered.
issued) Farcels, and Registered MNewspapers, kets and

Blind litersiurc-Money Orders-in sufficient numbers

GPPK—~ M-175%20-1/67-0.G.P.O—30- 4-55—1, 500_
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of cach type,
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