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ADMINISTRATIVE MATTERS

Progressive use of Official Language

38.1
Efforts are made for the progressive use of Hindi. In order to acquaint non-Hindi speaking employees with Hindi Language, officials were nominated for various classes, i.e. for Prabodh, Praveen and Pragya under the Hindi Teaching Scheme. Besides, English stenographers/ typists were also nominated for Hindi stenography/ typing classes. To keep pace with rapid technological changes taking place, employees were also given training to work on computers in Hindi. Three meetings of Official Language Implementation Committee were conducted to review the progressive use of Hindi as per the directives of the Department of Official Language, Ministry of Home Affairs.  The entire work of the Hindi Unit is executed on computers and bilingual software has been provided for the computers installed in various Sections and in Officers rooms at DGE&T (Hqr). All officers/officials except one employee under training have been imparted working knowledge/proficiency in Hindi. During this year 29 officers/officials have been imparted training in Hindi noting and drafting through the Hindi workshops. Inspections of its 75 subordinate offices interalia collection of datas through various periodical returns were carried out.  Hindi Month was organized in DGE&T (Hq.) from 1st September to 31st September 2003.  

Internal Work Study Unit (IWSU)

38.2
With a view to bringing about administrative reforms, determining the staffing patterns and designing suitable organizational structure and methods of work, the IWSU of DGE&T has conducted various Work Measurement Studies and O&M Inspections of various offices under DGE&T during the year 2003-2004. O&M Inspection of 10 field Institutes/Offices have already been conducted by the end of October 2003. Efforts are on to conduct inspections of the remaining Institutes. Quarterly O&M Meetings were held under the Chairpersonship of Director General/Joint Secretary. The scheme for grant of cash awards to sections for showing high performance in O&M activities has been introduced in the Directorate. The winners of the Annual Competition on MOP for 2002-03 were given certificates and cash prizes by Secretary (Labour) in the O&M Meeting held on 22nd October 2003. Directorate identified 13 (thirteen) Sections/Units, who were regular in sending various returns to the IWSU. The Sectional Heads and concerned Dealing hands of those Sections were given appreciation Certificates by Director General in the O&M Meeting of the Directorate.

Awards/Rewards 

38.3
A scheme for grant of cash awards to sections for showing high performance in O&M activities has been introduced in the Directorate. As per scheme, the best-organized Section/Desk/Unit/Cell will be given Minister’s running trophy along with cash awards and commendation certificates. The first and second runners up sections will be given cash awards and commendation certificates. The cash awards will be given to each dealing Assistant, Clerk/Typist and Group ‘D’ employee working in these sections. In addition, the Under Secretary/Deputy Director of the concerned Section will also be given certificates of commendation. An Awards – Rewards Scheme has been formulated for the best DGE&T institutes in the field of advanced training, SC/ST coaching cum guidance and Vocational training and Rehabilitation. A Scheme has also been formulated for the best ITIs in the country.

Service Representation For SC/ST

38.4
The Directorate General of Employment and Training and its subordinate offices have on their roll 2700 employees. The Liaison Officer continues to exercise a check on the Reservation Rosters to ensure proper representation of Scheduled Castes and Scheduled Tribes in services. The representation for SC/ST is as under:

	Category of Employees
	Staff in Position
	Due as Reservation
	In Position
	Surplus (+)

Shortfall (-) 

	
	
	SC
	ST
	SC
	ST
	SC
	ST

	Group ‘A’
	280
	42
	21
	53
	15
	+(11)
	(-) 6

	Group ‘B’
	406
	62
	31
	99
	26
	+(37)
	(-) 5

	Group ‘C’
	1364
	205
	102
	358
	85
	+(153)
	(-) 17

	Group ‘D’
	650
	98
	49
	339
	53
	+(241)
	(-) 4

	Total 
	2700
	407
	203
	849
	179
	+(442)
	(-) 32


