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Facilitator Guide

— About this book

This Facilitator Guide is designed to enable training for the specific Qualification Pack (QP). Each
National Occupational (NOS) is covered across Unit/s.

This job is all about installing, dismantling, removing, replacing a range of components down to
sub-assembly level right from pick-up unit / point of measurement and linking either directly to the
instrument or to the instrument panel. This also involves making suitable slot on panel and fixing
instrument and its associated parts under supervision of Technician Instrumentation.

The candidate should possess basic communication, numerical and measurement abilities.
Openness to learning, ability to plan and organize own work and identify and solve problems in
the course of working.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The

symbols used in this book are described below.
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1. Introduction

Unit 1.1 - Understanding of Iron & steel industry
Unit 1.2 - Understanding various types of Iron & Steel Industry

Unit 1.3 - Creation of products in Iron & Steel industry




Facilitator Guide

Key Learning Outcomes

At the end of this module, you will be able to:

1.

2
3
4,
5
6
7

Discuss about Iron & Steel industry

Discuss about development activities in Iron & Steel industry
Discuss about employment opportunities in India

Know about industry structure

Know about Iron & Steel plants in India

Know about steel making procedure

Know about processes involve in steel making
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UNIT 1.1: Understanding of Iron & Steel Industry

— Unit Objectives 9
At the end of this unit, you will be able to:

1. Discuss about Iron & Steel industry

2. Discuss about development activities in the industry

3. Know about opportunities in Iron & Steel Industry in India

Resources to be Used &

e Invigilator can use the available objects such as a marker, duster, pen, notebook etc.

—Doz

¢ Take a parcel, mention some details such as student name, hobbies, likes, dislikes etc.
¢ Make the students stand in a circle, close enough to the person each side of them that they can
e Pass the parcel quickly.

e Say ‘Stop’ when the students least expect it. The person who has the parcel at that time should get
out from the class.

¢ Those who get out should introduce themselves by providing the details mentioned in the parcel.
e The winner of the game should stand and introduce himself/herself at the end of the game.

e At last, say thank the students for their participation.

Q|

— Say

India comes under the list of world’s largest crude steel producer countries.
¢ Crude steel capacity of India reached 109.85 Million tonnes (MT), with a growth of 7.4 per cent.
e Requirement of large amount of iron ore and coal for production of steel.

e According to the data, the Indian metallurgical industries attracted Foreign Direct Investments (FDI)
of around USS 8.7 billion.

¢ Indian government is aiming to increase steel production to 300 MT by 2025 in the country.

o
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¢ The Ministry of Steel is facilitating setting up of an industry driven Steel Research and Technology
Mission of India (SRTMI) in association with the public and private sector steel companies to spearhead
research and development activities in the iron and steel industry at an initial corpus of Rs 200 crore.

¢ The total employment in the steel industry is more than 2 million which includes both direct and
indirect employment.

— Notes for Facilitation | =

¢ You could ask the students who get out during the game to be the music keepers. They can start and
stop the music as the game progresses.

¢ Encourage shy students to provide information about themselves by prompting them with questions
such as ‘what do you enjoy doing the most’, ‘what is your favorite movie or book’ etc.

e Brief about iron and steel industry.
¢ What all conditions for the growth in iron and steel industry.
¢ Explain the government initiatives in this sector.

¢ You could ask from the students about employment opportunities in the industry.
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UNIT 1.2: Understanding various types of Iron & Steel Industry

— Unit Objectives 9

At the end of this unit, students will be able to:

1. Discuss about Iron & Steel industry structure

2. Know about Iron & Steel plants in India

i}

— Say

¢ The Iron and Steel Industry in India is separated into two divisions:
o Integrated producers, and
o Secondary producers

e TISCO is the oldest iron and steel plant of India.

e There are more than 50 Iron and Steel industries in India.

e There capacity varying from ten thousand to five lakh tonnes, these are known as mini steel plants.

— Notes for Facilitation

¢ You could ask the students about the expectations from the course.

¢ |nvite students to participate.

e List the major Iron and Steel producing companies in India.

¢ Give the students a brief overview of what all will be covered in the program.
* You could ask the location of different industries in India.

¢ You could ask the iron and steel industries name in India.
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UNIT 1.3: Creation of products in Iron & Steel Industry

— Unit Objectives 9

At the end of this unit, students will be able to:

1. Discuss about steel making process

2. Know about different processes involved in steel making

)

— Say
¢ Production of steel involves many process steps which can be carried out in different combinations of
energy supply, product mix, available raw materials and investment.

¢ There are many processes involved in steel making like coke making, blast furnace, smelting, reduction
etc.

e Coke is produced by heating coking coals up to 1000 to 1200 °C for several hours in coke ovens to
drive off volatile compounds and moisture.

¢ In Basic Oxygen Furnace (BOF)-Blast furnace (BF) route: pig iron is produced by using iron ore (70-
100%) and coke in a blast furnace, and then turned into steel in a basic oxygen furnace.

e Smelting reduction unit combine processes for the gasification of coal with the melted iron ore.

e Smelting reduction unit has lower energy intensity than blast furnace

— Notes for Facilitation

¢ You could ask the students the three main steel making procedures.

¢ Give students some time to think about how the iron and steel industry has changed in the last five
years.

¢ Set the context and describe the industry trends in iron and steel.

¢ You could ask the entire process involve in steel making.

Field Visit L&

e You could visit the Iron and steel producing company and demonstrate the procedure of steel making

— B



2. Occupational, Health
and safety (OHAS)

Unit 2.1 - Learn Occupational health & Safety
Unit 2.2 - What is hazard

Unit 2.3 - Safe working practices

Unit 2.4 - Working at Heights and confined spaces
Unit 2.5 — Fire prevention

Unit 2.6 - Emergencies, rescue and first aid procedures

ISC/N0008
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Key Learning Outcomes

At the end of this module, students will be able to:

1.

© N o U~ W N

Discuss about safety requirements, procedures, and resources for different areas
Discuss about safe work practices

Know about hazards, types of hazards and how to control hazards

Know about PPE requirements

Know about safe working practices at heights

Know about safe working practices at confined spaces

Discuss about protection from fire hazards

Know about fire extinguisher and how to use it.




Fitter — Instrumentation

UNIT 2.1: Learn Occupational Health & Safety

— Unit Objectives 9
At the end of this unit, students will be able to:
1. Discuss about health and safety requirements in industry
2. Know about essential elements for safety

3. Know about good safety work practices

— Resources to be Used %]

e Available objects such as a duster, pen, notebook etc.

&

— Do

¢ Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.At last, say thank the students for their participation.

»)

— Say
¢ The health and safety of workers is a very important factor in this industry because it affects both
social and economic factors of an organization.

¢ Aniceberg of incidents is showing the nature of various types of accidents. They are unsafe actions,
incidents, minor injuries, lost time injuries, serious accidents and fatalities.

e Three features are vital for advancement of safety in a workshop.

e Conducting regular safety audits to identify unsafe practices and areas and how to take corrective
actions to overcome the issues. Safety audits can help in timely recognition of hazards and risks.

— Elaborate |

e Three features are vital for advancement of safety in a workshop:

o Situation of environment of work place in terms of plant access, housekeeping, safety and safe
place of work etc..

o Workers training and ability which assists them to recognize and apply safe systems of work.

— B
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o Thedevelopment of motivationaland behavioralinfluences of employees. Thisincludes identifying
unsafe behavior and attitudes by using more direct strategies and to motivate employees.

— Ask &

e Ask various type of accident.
e Ask three aspects are important for progress of safety in a steel plant.
e Ask the essential elements necessary for safety

e Ask about the good safety practices

— Notes for Facilitation

¢ You could ask what the students think about safety in steel plant.

¢ You could ask the benefits to adopt such technique.
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UNIT 2.2: What Is Hazard

— Unit Objectives S

At the end of this unit, you will be able to:

1. Discuss about hazards and different types of hazards
2. Know about, how to identify and control hazards

3. Know about safe working practices

Resources to be Used

¢ Available objects such as a duster, pen, notebook, PPE, heavy weight etc.

Do]

e Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

i}

— Say

¢ A hazard is something that has the potential to cause injury, disease or death in a workplace.

e Aspects for the development of a safe workplace environment are development policies, consultative
process, hazard identification and control.

e Hazards are of following types: Physical, Mechanical, chemical and Electrical etc.
¢ Mineral oil is typically used for operation purposes for bulk density control and dust suppression.

¢ The emissions contain numerous polycyclic aromatic hydrocarbons (PAHs), some of which are
carcinogenic.

e Ensure the control measures

S,
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— Elaborate

There are a number of aspects to the development of a safe workplace environment.

The development of policies
The development of consultative processes

Hazard identification, assessment and control.

A steel plant is full of hazards. For the sake of workers safety in plant, these hazards have to be tackled.
Major hazards occur in plant are:

Road hazards- road hazards are very high because of movement of heavy and heterogeneous
traffic on plant. This hazard occurs mainly during the shift change timings of workers.

Coke oven and sinter plant — Here hazards occur due to dust, heat, chemicals, smoke, fire and
explosion etc.

Blast furnace and steel melting shop — The main hazards occur here due to gas poisoning, heat,
slag, dust, moving equipments and vehicles, fire and working at heights.

Rolling mills — In rolling mills, the hazards occur are moving equipment, heat, suspended loads,
splinters and slippery floors.

Power plant — The main hazards are heat, working at height, noise, vibrations and gas and steam
lines etc.

Material handling — The main hazards occur due to improper material handling are posture,
improper signaling, moving equipment, loads and suspended overhead loads etc.

Other major hazards which are common to most of the places are working in confined space,
working with improper tools, poor illumination, poor ventilation, electrical hazards, loco
movements, unmanned crossings, unpreparedness for emergencies, unsafe scaffoldings, over
confidence and working without safety appliances, personal protective equipments (PPEs),
written clearances, and shutdown clearances etc.

—Ask:

¢ You can ask the different types of hazard

¢ You can pick the students and ask the hazard warning sign.
¢ You can ask the different ideas to control the hazard.

¢ You could ask the common causes of hazard.
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— Notes for Facilitation

¢ You could ask the hazard during workplace.
¢ You could show all the hazard warning sign and their differences.
¢ You could ask the various techniques to avoid and control from hazards.

¢ Give students some time to think about how the hazard affects physical and mentally to our body.

— Activity [+

e Conduct a skill practice activity.
e Ask the students to assemble together.

¢ You could show the various Hazard signs and ask the identification from the students one by one.
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UNIT 2.3: Safe Working Practices

— Unit Objectives 9

At the end of this unit, you will be able to:

1. Discuss about safe working practices
2. Know about material safe handling

3. Know about personal protective equipments

Resources to be Used

e Available objects such as a duster, pen, notebook, PPE, heavy weight etc.

Do‘/

¢ Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

i}

— Say

¢ There are safe practices need to be consider for avoiding general shop hazards
e There are safe practices need to be consider for avoiding machine hazards
e Every worker has to lift and move heavy weight during the job whenever required.

e Extreme care should be taken while lifting or moving the job so that no damage occurs to the job or
plant and also to prevent accidents at work place.

&



Personal protective equipment provides us the last level for controlling hazards. Before using of personal
protective equipment, the working requirements of the equipment should be checked to make sure it
fulfills the same, verify the required standards, make sure it fits the body shape of the user, be user-
friendly and is under regular maintenance and can be switched if required.

Personal Protective Equipment (PPE)
o Safety helmet: Safety helmets guard the head from injuries caused by falling objects.
e Earmuffs, earplugs: Earmuffs and earplugs protect the ears from injuries by loud noises.
o Safety belt: Safety harnesses guard from falling from heights.
e Goggles: Goggles protect the eyes from injuries caused by strong light or flying objects.
o Safety boots: Safety boots guard the feet from puncture wounds, injuries and slipping.

e Respirator: Respirators guard the respiratory system from the attack of poisonous gases, mist,
fumes and dust.

Safety helmets
must be worn
where appropriate

Foot protection
must be worn
where appropriate

Use ear
protection
where appropriate

Wear eye
protection
where appropriate

Use hand
protection
where appropriate

Face masks must
be used
where appropriate

Fig 2.3.1: PPE
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— Ask |&

¢ You can pick the students and ask the safe practices for avoiding general shop hazards.

¢ You can ask the various types of personal protective equipment.

— Notes for Facilitation | =

¢ You could ask the safety checklist before operating a machine.
¢ You could show the protective equipment and ask the causes.

e You could ask the causes of wrong handling

—Do]

e Show them the PPE
¢ Demonstrate the use and requirement of PPE

¢ Demonstrate the safe material handling practices

— Demonstrate E

Points to be taken care of while lifting / moving material
e Lift the materials in correct posture.
¢ Do not try to lift too heavy materials alone.
e Ensure the grip is right so that the job doesn’t slip from hand and fall
e Put down the job at the destined place properly.
¢ Do not throw the job on ground.
¢ Avoid double handling.

e Take rest breaks during heavy or repetitive work.

2993

Fig 2.3.2: Safe material lifting

— B——
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— Activity |

e Conduct a skill practice activity.
e Ask the students to assemble together.
e Explain the purpose and duration of the activity.

e Set guidelines pertaining to discipline and expected tasks.

Skill Practice Time Resources

PPE and Safe material handling | 2 hours PPE

Heavy weight

— Do ¥

e Ask them to get into pairs for practice.
¢ Go around and make sure they are doing it properly.

¢ Wrap the unit up after summarizing the key points and answering questions.

Lab

¢ You could show the various personal protective equipments (PPE) to the students in the lab
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UNIT 2.4: Working at heights and confined spaces

— Unit Objectives 9

At the end of this unit, you will be able to:

1. Discuss about risks of working at heights

2. Know about safety precautions while working at heights
3. Discuss about risks of working at confined spaces
4

Know about safety precautions while working at confined spaces

Resources to be Used

e Available objects such as a duster, pen, notebook, ladder, respiratory equipments etc.

Do‘/

e Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

— Notes for Facilitation

¢ You could ask the students about the understanding of safe working practices at heights and confined
spaces.

¢ Invite students to participate. List the responses from students on the whiteboard.

¢ Give the students a brief overview of what all will be covered in the program.
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2.4.1: Safe working at heights

£

— Say

¢ Falls from height are responsible for many serious and fatal injuries every year.

¢ The Health and Safety Executive recommends a five-step approach to risk assessment, and the risk
of slips, trips and falls should also be considered.

— Elaborate |

The main hazards associated with working at height are people falling and objects falling onto people
below. These may occur as a result of inadequate edge protection, or from objects in storage being poorly
secured.

Safety equipments can use while working at heights:
¢ Mobile elevated platforms
e Ladders
e Step-ladders
e Scaffolder

e Harnessing belts

—Doz

e Show the risk assessment procedure

1. Look for hazards associated with falls from height around the workplace. Where are people
required to work at height? Do they carry out work from ladders, platforms, scaffolds, or
unprotected or fragile roofs?

2. Decide who might be harmed and how. Who comes into the workplace? Are they at risk? Are
some groups more at risk than others?

3. Consider the risks. Are there already measures in place to deal with the risks? Look at areas with
unguarded openings or without guardrails and covers. Are regular inspections carried out?

4. Record your findings if you have five or more employees.

5. Regularly review the assessment. If any significant changes take place, make sure that precautions
are still adequate to deal with the risks.

¢ Demonstrate the safe use of ladders
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— Demonstrate

Steps of how to work safely on ladder:
1. Climb only the front of the ladder, never the back.

2. Don’t climb higher than the tread that’s third from the top (there should two steps above you,
including the top); never sit on the top.

Keep your hips centered between the vertical side rails; don’t overreach to either side.
Never stand on the spreaders or paint shelf.
Don’t leave ladders unattended, especially around children.

Allow only one person on the ladder at a time.

N o uo~w

Never lean a closed stepladder against a wall and climb it; it can slide out from under you.

Step 1 exended ladder 3 above the surface

Step 3

3-Points contact at all tomes
when dimbing ladder

Step 4

9.,

Don't use if ladder
is broken rungs Mever carry tools or
material on ladder

Step 5

For every 4' in height,
put ladder 1" back

Fig 2.4.1: Safe use of ladder

— DO’s il

e Work on ground level, as much as possible.

e Make sure equipment is sufficiently stable, appropriate and strong for the job.

— B————
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¢ When working on or near delicate areas, take safeguards
¢ Always be prepared for protection from falling objects

* make strategy for evacuation in case of emergency and rescue procedures

— Don’t ¥

e Overload ladders
e Overreach on ladders or stepladders
¢ Fix the ladder on weak and uneven surfaces

e Use stepladders or ladders for tough or heavy tasks.

Ask |

¢ You could ask the safe working procedure while working at height.




Facilitator Guide

2.4.2: Safe working at confined spaces

— Say ’F‘

e Spaces which are enclosed from all around and risk of death or serious injury from dangerous
conditions and hazardous substances is very high, are known as confined spaces.

¢ If you cannot avoid entry into a confined space, make sure you have a safe system for working inside
the space.

— Elaborate [
Dangers can arise in confined spaces because of the following issues.

¢ Alack of oxygen. This can occur:
— Spaces where reaction between some soils type and oxygen happens in the atmosphere;
— Reaction of groundwater with limestone produces carbon dioxide;
— Rust formation inside the vessels and steel tanks.

e Poisonous gas, fume:
— Formation of poisonous gases in sewers and manholes;
— Leakage of gases and fumes into trenches and pits in a poisonous area.
— enter tanks or vessels from connecting pipes;

¢ Liquids and solids which can suddenly fill the space, or release gases into it, when disturbed. Free-
flowing solids such as grain can also partially solidify or ‘bridge’ in silos, causing blockages which
can collapse unexpectedly.

¢ Fire and explosions due to excess oxygen and flammable vapours.

¢ Filling of liquids and solids inside the space, when disturbed.

e Hot temperature conditions leading to increase in body temperature dangerously.

e Residues of fumes and vapour left in tanks, vessels etc.

¢ High concentrations of dust e.g. in flour silos.
Safe systems of work at confined spaces
If you have to work in a confined space, carry safety systems and equipments for working inside the
space. The following checklist is important while working in a confined space.

e Isolation: Isolate the electrical and mechanical system of equipments need to be operating in

space. In any cases, ensure that isolation done is effective.
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Cleaning: Make sure that there is no formation of fumes from residues during the work.

Size of entrance: Entrance size is big enough to permit workers to enter in the space with all the
necessary equipment required, and provide ready exit during an emergency.

Provision of ventilation: Ensure that there is proper mechanical ventilation for an adequate
supply of fresh air in the confined space. It is very important where portable gas cylinders and
diesel fuelled equipment are used.

Isolation: Mechanical and electrical isolation of equipment is essential if it could otherwise op-
erate, or be operated, inadvertently. If gas, fume or vapour could enter the confined space, you
need to isolate the pipework. In all cases, a check should be made to ensure isolation is effec-
tive.

Cleaning: before entry this may be necessary to ensure fumes do not develop from residues etc
while the work is done.

Check the size of the entrance: Is it big enough to allow workers wearing all the necessary
equipment to climb in and out easily, and provide ready access and exit in an emergency? For
example, the size of the opening may mean choosing air-line breathing apparatus in place of
self-contained equipment which is more bulky and therefore likely to restrict ready passage.
Provision of ventilation: You may be able to increase the number of openings and therefore
improve ventilation. Mechanical ventilation may be needed to make sure there is an adequate
supply of fresh air. This is essential where portable gas cylinders and diesel fuelled equipment
are used inside the space because of the dangers from build-up of engine exhaust.

Provision of special tools and lighting: Use non-sparking tools and protected lighting systems to
avoid flammable and explosive atmospheres. In confined space like inside metal tanks, appro-
priate precautions are required for safety from electric shock.

Provision of breathing apparatus: Availability of breathing apparatus, if the air inside the space
is not adequate and suitable for breathing because of poisonous fumes, gases or vapours in the
space and lack of oxygen.

Preparation of emergency arrangements: Proper emergency arrangements which cover the
necessary equipments and practice drills.

Provision of rescue harnesses: Availability of safety harnesses at the point outside the confined
space.

Emergency procedures: When situations are not favorable, there can be chance of serious and
immediate danger. Effective arrangements like alarm systems and rescue operations during an

emergency are essential.
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— Notes for Facilitation

¢ You could ask about essential elements to help prepare a safe system of work at confined spaces.

¢ Show them the safety equipments required while working at confined spaces.

— Ask &

You could ask the confined space at safe working.

* You could ask how the danger can arise in confined space.
¢ What can occur if there is lack of oxygen?

* You could ask the isolation process.

* You could ask the safe systems of work at confined spaces.
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UNIT 2.5: Fire Prevention

— Unit Objectives 9

At the end of this unit, you will be able to:

1. Discuss about fire hazards and how to control
2. Discuss about fire extinguishers
3. Know about types of fire extinguishers

4. Know about how to use fire extinguishers

Resources to be Used [ |

e Available objects such as a duster, pen, notebook, fire extinguisher, fire alarm, PPE etc.

Doz

¢ Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

»)

— Say

e Fire is defined as a self-sustaining combustion process in which a substance (fuel) combines with
oxygen in air to produce immense heat and light.

¢ Fire hazards pose threats to life and property.

e Fire is categorized into class A, B and C fire.

e A fire extinguisher is a fire protection device used to extinguish or control small fires during fire
emergency situations.

e Dry chemical is a powder based. They stops and halts the production of fire supporting by “free-
radicals”, accordingly extinguish the fire.

— Elaborate |

Different fuels create different fires and require different types of fire extinguishing agents.

A
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Class A

trash, and Plastics.

Class B

oils and grease.

Class C

Class C fire becomes one of the other classes of fire.

Class D

aluminum and magnesium.

Common fire extinguishers are:

Dry chemical: These types of fire extinguisher are in powder form. They stops
and halts the production of fire supporting by “free-radicals”, accordingly
extinguish the fire.

Foams: This type is applied over aspirated or non-aspirated fuels. It forms a
seal or foamy blanket over the fuel and stops oxygen to reach near the fuel.
Unlike powder type, foam type fire extinguisher is used to extinguish fires
without flashback.

Class A fires are fires in ordinary combustibles such as wood, paper, cloth,

Class B fires are fires in flammable liquids such as gasoline, petroleum
oil and paint. Class B fires also include flammable gases such
as propane and butane. Class B fires do not include fires involving cooking

Class C fires are fires involving energized electrical equipment such
as motors, transformers, and appliances. Remove the power and the

Class D fires are fires in combustible metals such as potassium, sodium,

Fig 2.5.1: Fire extinguisher
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e Water: It cools burning material by absorbing heat through the use of air pressurized water. It is
successful to extinguish class A fires. Unlike dry chemicals and foams based fire extinguisher it is
harmless, inexpensive and easy to clean.

¢ Clean agents and carbon dioxide: These types of extinguisher displace oxygen, control chemical
chain reaction and remove heat from fire zone. This extinguisher does not leave any remains after
release which is ideal for electronics items and sensitive documents.

— Do [¥

e Tell them about the fire fighting equipments.

e Show them the equipments and explain their use.
¢ Demonstrate them the use of fire extinguisher.

e Explain them about different types of fire extinguishers.

e
__ Demonstrate F-

Steps for using the fire extinguisher =

Step 1: Pull the pin from the top of the extinguisher for releasing locking mechanism which discharges
the extinguisher.

Step 2: Aim the extinguisher towards the base of the fire not the flame.

Step 3: Squeeze the lever slowly. Deliver the extinguishing agent in the extinguisher. When the lever of
extinguisher is released, the discharge of extinguishing agent stops.

Step 4: Sweep from side to side. Move the fire extinguisher to and fro by sweeping motion until the fire
is under control. Operate the extinguisher from a safe distance. Move towards the fire when it
starts to reduce.

Pull the extinguisher's #im the extinguisher Squeeze the trigger  Sweep the source of
safety pin at the source of and hold it the flames until the

the flames extinguisher runs dry
Fig 2.5.2: Using fire extinguisher
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— Notes for Facilitation

¢ You could ask the common fire extinguisher.
¢ You could ask the type of fire extinguisher and their role?

¢ You could ask what all information contains fire drill report.

— Tips - During fire outbreak [ =

1. Onnoticing a fire, immediately start shouting “fire” at top of your voice. Do not wait for the automatic
fire alarms to start ringing.

2. Take a fire extinguisher

3. Use extinguisher as per fire type: - Water and co2 fire extinguishers for general fires - Foam type
extinguishers for oil fires - Co2 fire extinguisher only for electrical fires.

4. Switch off all main switches during an electrical fire.

5. Do not try to switch off electrical equipment. Cut the power from the main source.

6. do not panic and alert the building fire department

7. Call the fire brigade immediately.

8. Ensure that the water sprinklers and other fire-fighting equipment have started operating.

9. First priority should be to save people. Help others to safely get out of the floor

10. Alert the nearest hospital to prepare to treat serious burn injuries.

— Activity

e Conduct a skill practice activity.
e Ask the students to assemble together.
e Explain the purpose and duration of the activity.

e Set guidelines pertaining to discipline and expected tasks.

Skill Practice Time Resources

Use of fire extinguisher 2 hours Fire extinguisher

PPE
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— Do ¥

¢ Ask them to get into pairs for practice.
e Go around and make sure they are doing it properly.

e Wrap the unit up after summarizing the key points and answering questions.

s

Field Visit

¢ You could visit any of the industry and show the firefighting equipment. With the help of field visit
you could show the where we need to fit various firefighting equipment and its role.
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UNIT 2.6: Emergencies, rescue and first aid procedures

— Unit Objectives 9

At the end of this unit, you will be able to:

1. Discuss about basic first aid techniques during electric shock, burns and choking
2. Know about CPR process

3. Know about bandaging process

Q|

Say

¢ If you think someone is suffering from electric shock, approach with extreme caution.

— Demonstrate =

You can make a group of few students to do demonstrate:

Steps - How to free a person from electrocution =

If find someone is suffering from electric shock, approach with extreme caution and following first aid

steps.

Step 1: Firstly take the suffered person away from the electricity source as fast as possible. Turning off
the electric supply of machine is the best method for doing this.

Step 2: If this seems impossible, remove the person from electricity source by using a piece of wood or

insulating material.

Step 3: Don’t touch the victim getting the electric shock
because you could also get shock too.

Step 4: After successful executing the victim from the
electricity source, call the ambulance, if victim is
unconscious. Give first-aid to victim till the time
ambulance is coming.

Step 5: If victim is conscious and looking well, monitor its
condition, as the results of shock must not be clear

immediately.

Fig 2.6.1: Freeing a person from electrocution

PR




Fitter — Instrumentation

Bleeding and Wounds =

Step 1: Cover the wound by a clean cloth and gloved hand; then apply firm and steady pressure on
wound for 5 mins at least.

Step 2: Lift up the injured leg or arm above the victim’s heart level.

Step 3: Secure the wound by a bandage when bleeding stops. Ensure that bandage is not fixed too
tightly—it may stops blood circulation.

Step 4: Check the victim for shock.

Burns =

Chemical or Compressed Gas Burns

Step 1: Use a drench hose and emergency shower for at least 15 mins to rinse away all residues of
chemicals.

Step 2: Cover the burn by a clean and dry cloth or special dressing for burns.

Heat or Electrical Burns
Step 1: Cool burning of skin by water.

Step 2: Place the burned area under cold running water if the skin is not broken and gently compress the
wound by hand. Bandage the wound by a dry and clean cloth.

Step 3: If blister appear, don’t try to break it.

Step 4: Do not apply ointments or creams.

Step 5: If skin is cracked, or if injuries are severe:
¢ Do not clean the wound or remove embedded clothing.
e Cover the injury insecurely with a clean, dry cloth.

e Expect shock and treat accordingly.

Choking =

Step 1: Wrap your arms around the stomach and stand directly behind the victim.

Step 2: Just above the navel and well below the ribs, make a fist by a hand. Place that fist with the thumb
and forefinger side toward you.

Step 3: Hold the fist by other hand and pull it rapidly towards you by a slightly upward and inward thrust.
If required, repeat it.

S



Facilitator Guide

Basic techniques of banding =
The key points when applying a bandage are:

Step 1: Make sure the person is comfortable.
Step 2: Never lean across their body and ensure that you are working from the side of the injury.
Step 3: First clean the wound and apply the antibacterial cream over it.

Step 4: When the bandage is on always remember keep the injured part of the body supported in the
position it will be in.

Step 5: Always use right size of bandage.
Step 6: To check the passage easily, don’t cover fingers or toes when bandaging a limb.

Step 7: Never wrap the bandage tight, and secure the end by folding it over and binding a knot in the
end. Safety pin, adhesive tape, or a bandage clip can be used.

Artificial respiration and the CPR Process =
Step 1: Check the Victim - tap and shout to get response.

Step 2: Circulation - pump the chest 30 times.

Step 3: At the center of the chest put the heel of one hand
and your other hand on top of it. At a rate of 100
per minute (16 compressions in 10 seconds), press
chest down 2 inches.

Check Airway

Step 4: Tilt head back, lift chin up to open airway - Airway.

Step 5: Breathing - Tweak nose closed, take a normal
breath, cover patient mouth with yours and blow
out your breath until you see the chest rise. Make —_— .
one breath per 1 second. Again open airway again | v meuth Breating Vet e
if chest doesn’t rise. Fig 2.6.2: CPR Process

Step 6: Repeat procedure until help arrives or the victim begins breathing.

Correct method to move injured people during an emergency =

Step 1: Stand on either side of the conscious victim. Grab the victim’s wrist with the hand closest to the
victim’s feet on your side.

Step 2: Use your other hand to grasp the clothing on the shoulder nearest to you and pull the victim’s
arms to help them to a sitting position.

Step 3: Assist the victim to his or her feet and place the arms around your shoulders, if possible.

— B
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Step 4: Place your free hand around the person’s waist and let him or her set the pace on hobbling out.

Step.5: Help the victim for moving slowly.

—Doz

e Shock can be life threatening. Symptoms include cold sweat, weakness, irregular breathing, chills,
pale or bluish lips and fingernails, rapid weak pulse and nausea.

SHOCK Do’s Don’t
Shock Take a rest Do not give the victim anything to eat
or drink
Shock Lay the victim on his/her back Do not move him/her.
Shock Keep the victim warm by using the | Do not keep the victim hot.

blanket or clothes.

Shock If the victim not in pain, raise their | If victim in pain do not move.
feet and legs with a pillow.

— Notes for Facilitation

¢ You could ask the steps to free a person from electrocution.

You could ask the steps of bleeding and wounds
¢ You could ask the steps of burn

¢ You could ask the steps of choking

¢ You could ask the steps of banding

¢ You could ask the steps of CPR

o



Facilitator Guide

— Activity

¢ Conduct a skill practice activity.
e Ask the students to assemble together.
e Explain the purpose and duration of the activity.

e Set guidelines pertaining to discipline and expected tasks.

Skill Practice Time Resources

First aid practices 3 hours Mannequin

First aid box

— Do ¥

e Ask them to get into pairs for practice.
¢ Go around and make sure they are doing it properly.

e Wrap the unit up after summarizing the key points and answering questions.




3. 55 & House Keeping

Unit 3.1 — Identification of bottlenecks in functioning of work place
Unit 3.2 - Various methods of housekeeping

Unit 3.3 — Waste management
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Key Learning Outcomes

At the end of this module, students will be able to:

1.
2.
3.

o v A

Discuss about safety issues at workplace

Know about 5S safety management system
Discuss about housekeeping practices

Know about benefits of housekeeping

Know about elements of effective housekeeping

Know about waste management practices
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UNIT 3.1: Identification of bottlenecks in functioning of work place

. . . %)
— Unit Objectives 9
At the end of this unit, you will be able to:

1. Discuss about safety issues in the industry

2. Know about housekeeping issues in the industry

Resources to be Used & |

e Available objects such as a duster, pen, notebook etc.

Doz

e Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

)

— Say
¢ Manufacturing facilities are riddled with risks, both hidden and out in the open. Hazards can result in
serious injury or death, if don’t know where to begin looking.

¢ Few of the biggest safety concerns in any manufacturing setting like hearing protection, eye hazards,
chemical exposures, mechanical hazards etc

¢ The Occupational Safety & Health Administration requires companies to provide hearing guard when
noise levels surpass specific levels.

¢ 61 percent of eye damages occur in the manufacturing, construction industries and trade a report by
the Vision Council reports.

¢ In manufacturing, heat and flame can produce by the tools and equipment, which cumulative the risk
for fires.

¢ During the manufacturing process, at many points dust and fumes are generated. Dense fumes
released during the use of oxygen can cause lung diseases.

S,
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— Elaborate |

Safety concerns in any manufacturing setting are:

Hearing Protection: Hearing can be affect by noise is produce by Industrial machines if you are
uncovered to the noise on a long basis.

Eye Hazards: 61 percent of eye damages occur in the manufacturing, construction industries and
trade a report by the Vision Council reports. Eyes may be injured by dust, metal, concrete and other

particles throw by machines. Eyes can burn or irritate by chemical fumes
and splashes.

Chemical Exposure: Some employees in manufacturing units work with
hazardous chemicals like workers who produce batteries may be exposed
to lead in the form of dust or fumes. This can harm nervous, urinary

systems and reproductive with lead exposure linked to failures, seizures,
Fig 3.1.1: Chemicals
coma and death.

Mechanical Hazards: There are several risks to employees while
working with manufacturing machines. Machinesthathave sprockets,
gears, pulleys and rotating shafts pose risks of predicament.

Fire Hazards: In manufacturing, heat and flame can produce by the
tools and equipment, which cumulative the risk for fires. Employees

should aware of where to find fire extinguishers and how to rescue
the facility immediately in the event of a serious fire. Fig 3.1.2: Mechanical hazard

Carbon monoxide poisoning: In manufacturing industries, blast furnaces and converters generate
huge amount of gases. Once dust has been removed, these gases are used as fuel resources and
some are use as raw materials and supplied to chemical plants.

Dust and fumes: During the manufacturing process, at many points
dust and fumes are generated. Dense fumes released during the
use of oxygen can cause lung diseases. Contact with silica is also a
danger for the workers and cause serious infections and injuries.

Fig 3.1.3: Dust and fumes

— Notes for Facilitation |

You could ask the students safety concern in manufacturing plant.
Invite students to participate.
You could ask the students how carbon monoxide poisoning released.

You could ask the students effects of chemical exposure.
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UNIT 3.2: Various methods of Housekeeping

— Unit Objectives ©

At the end of this unit, students will be able to:

1. Know about 5S Safety system
2. Discuss about essential elements of housekeeping

3. Know about good housekeeping practices

— Say @

e 5Sis a fundamental, systematic, basic, approach for quality, productivity and safety improvement.
e 5Sis created by a list of five Japanese words: seiri, seiton, seiso, seiketsu, and shitsuke.

e Workplaces hazards can be eliminate by effective housekeeping and complete a job safely and
properly.
e Poor housekeeping and hiding hazards can cause frequent accidents which can cause injuries.

¢ Elements of an effective housekeeping program are Dust and Dirt removal, clean surfaces, Maintain
light fixtures, aisles and stairways, spills control, waste disposal, storage etc.

— Elaborate ||

5S is created by a list of five Japanese words: seiri, seiton, seiso, seiketsu, and shitsuke. 5S system is
implemented for organizing the workplace for increasing

effectiveness and efficiency by maintaining the area and @—@)
items, storing the items used, and sustaining the new
practices.
Purposes of conducting regular 5S audits are:

e Evaluation of 55 standards for industry

e To fix what is wrong! - note and address non-

compliance
¢ Give a official chance to suggest improvements
i ‘

The basic steps of 55 audit are: @

e Plan for the audit. Divide the workplace into Fig3.2.1: 5 S terminology
several areas for successful audit reviews.
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e Based on the standards set during audit, make a list for every area.
Three key tasks has to be done during the audit
1. Find out whether known difficulties have been addressed:
e Lubricants are still leak from this machine?
e People are not walking under crane, is the warning sign in place?
e Why outdated drill press is still in the workshop?
2. Look into the standards is being met:
e Are tools left on work tables?
e From the tool rack is something missing?
e Is dirt collecting anywhere?
e Are safety labels visible and readable?

3. To be noted that what has not yet been standardized — Most imaginative and hard section, it may
include seeing what is missing in an area that seems neat:

e Why is there no sign over the well-ordered stack of work-in-process materials on that shelf?

e Tools that are not yet labeled

Housekeeping

Cleanliness doesn’t mean housekeeping. Housekeeping includes keeping work areas tidy and arranged;
keep floors free of slip and trip accidents; clearing of waste materials (paper, cardboard) and other fire
hazards.

Efficient housekeeping results in:
e Decrease handling to comfort the materials flow
e Fewer slipping and tripping accidents
e Less fire hazards
e Hazardous substances e.g. dusts, vapors exposures to lower worker
e Better control of tools and materials in managing inventory and supplies
e Equipment’s are more cleaned and well maintained.
e Better hygienic conditions for good health
e Space utilization is more efficient
e Reduced property damage due to improvement in preventive maintenance

¢ Improved efficiency because it is easy to find tools and materials.
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— Ask &

¢ You could ask the objectives and advantages of 55
¢ You could ask the benefits of good housekeeping practices.

¢ You could ask the elements of an effective housekeeping program

— Notes for Facilitation

¢ |nvite students to participate.
¢ You could ask about the standards that were set during 5S for make a checklist

¢ You could ask how housekeeping program make effective.

— Activity

e Conduct a skill practice activity.
e Ask the students to assemble together.

¢ Do the 5S audit of your training center and make the 5S Audit form and fill it.

A

Field Visit

You could visit any of the industry and show the 5S Safety system and check the various points of safety
with the help of housekeeping checklist
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UNIT 3.3: Waste Management

— Unit Objectives 9

At the end of this unit, students will be able to:

1. Discuss about waste management
2. Know about elements of waste management

3. Know about methods of waste management

— Say @

e Waste management is gathering, transport, recycling, processing and disposal of waste materials.
Waste management is carried by recovering resources from waste materials.

e Waste may be classified as garbage, rubbish, industrial wastes, mining wastes etc.
¢ Industrial waste can be of two types: non-hazardous and hazardous waste.
¢ Waste management strategy involves legal and proper decomposition of waste.

¢ Methods of waste management are segregation, composting and burning.

— Elaborate ||

Elements of a waste management strategy

Good waste management practices involve much more than that disposing of waste legally and
properly. Strategy for the management of industrial waste can include the subsequent elements:

e Current waste management procedures and primary audit of wastes produced.

e Risk assessment to find that stowage and handling procedures does not possess any health or
environmental risk.

¢ |dentification of options for reuse, waste reduction, recovery assessment and recycling of waste.

¢ |dentification of best practicable environment! There should be an option for dumping of waste
and residues.

e Selection of the contractor offering the best service and audit of potential waste management
contractors.




Fitter — Instrumentation —

Waste management methods

1. Segregation: Separation of waste using different containers is necessary because plastics, building
materials, glass and waste from the site work could take a really long time period to decompose. This

Fig 3.3.1: Waste segregation

with proper segregation. Thus we make sure to support you in removing
hazardous waste from compostable non-hazardous solid waste, organic
waste, recyclable materials and other regulated material.

2. Composting: This waste management process turns waste into organic
compounds that you can use to feed plants. In terms of the environment
advantages this is actually beneficial technique. Making use of this
method, it’s easy to turn unsafe organic products into safe compost.

3. Burning: If your approach is not towards disposing materials and other
wastes, then burning method will be a good approach for you. If waste is
bio-degradable or cannot produce hazardous gases after burning, you can
burn the waste.

Fig 3.3.2: Waste Compositing

—Askg'-

¢ You could ask the elements of waste management strategy

¢ You could ask from the students’ different method of waste management

— Field Visit |

¢ You could visit any of the industry and show the waste management system and how they do the
segregation of waste.

'
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—— Notes




4. Instrumentation
control equipments

Unit 4.1 — Instrumentation equipments
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Key Learning Outcomes

At the end of this module, students will be able to:
1. Know about various control equipments
2. Know about analyzers
3. Know about alarms and detectors

4. Know about pressure, level, temperature measuring gauges etc.
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UNIT 4.1: Instrumentation equipments

— Unit Objectives 9

At the end of this unit, students will be able to:

1. Know about various control equipments
2. Know about analyzers

3. Know about alarms and detectors

4

Know about pressure, level, temperature measuring gauges etc.

— Resources to be Used %]

¢ Available objects such as a duster, pen, notebook, equipments etc.

—DOE

e Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

— Say .il

e Atmospheric pressure is measured by using barometer.
o Difference in pressure between two points of a fluid in the pipeline can be measured manometer.
¢ The most common principals for fluid flow metering are:
o Differential Pressure Flowmeters
o Velocity Flowmeters
o Positive Displacement Flowmeters
o Mass Flowmeters
o Open Channel Flowmeters
¢ Smoke, gas, flame and water detectors are the examples of detection.
¢ Speed controller is one of the important control equipment.

e Each vibration transducer has its own distinguishing characteristics and is suitable for different
applications.

¢ Telemetry can be monitored and used to control a process at the remote site.

e Gas and oxygen analyzers are the parts of instrumentation equipments.
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4.1.1: Pressure measurement gauges
— Say ’F‘

e Pressure exerted by the air surrounding the earth is called atmospheric pressure and it decreases as
we goes up from earth surface.

¢ When there is difference of pressure between two arms of the manometer, liquid levels in the two
arms of the manometer do not match. This level difference in the two arms of the manometer
represents differential pressure.

e Pressure is measured in gauge units in pressure gauges when unknown pressure is connected to
bourdon tube and outside of tube is open to atmosphere.

e Pressure is read in absolute units when unknown pressure is connected to tube and outside of tube
is kept at vacuum.

— Elaborate ||

Barometer

Working principle: Atmospheric pressure balances the barometric liquid against vacuum and reading
obtained as pressure head is in absolute units.

Construction and working: A glass tube of at least 76.2 cm length with one end open and other end
closed is first completely filled with mercury and open end is plugged. Then the tube is immersed in a
mercury pan by keeping the plugged end inside the pan. After this plug is removed and mercury level
in tube comes down to a certain level leaving a vacuum in top of tube. The height ‘h’ from surface of
mercury in tube to the level of mercury at top of tube shows the atmospheric pressure acting on mercury
in the tube.

Manometer

Principle: Unknown pressures are balanced by manometers against hydrostatic pressure of a liquid
column which can be read from the scale on manometers and this value is same as unknown pressure.

Construction and working: An appropriate liquid like water, mercury etc. are filled partially in the U-tube
of manometer. Unknown pressure is connected to one of legs of the manometer while other unknown
pressure is connected to other leg or other leg is vent to atmosphere.

Unknown Pressure Po
P —=
Ambient Fluid
Fluid of interest {Atmospheric pressurel
Gas in most cases) | in most cases)
h

Reference Fluid
Density p
(Liquid, e.9.,

water or mercury)

Gage Pressure AP = P- Pg = pgh
Fig 4.1.1: Manometer
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Bourdon pressure gauge

Principle: It has a curved tube called bourdon tube with one end closed and other end connected
to system whose pressure is to be measured. Sealed end straightens up and deflects when pressure
is applied to the tube. A linkage mechanism connected between sealed end and gear transfer this
movement to an indicating needle and needle moves on a calibrated dial when tube is deflected.
Wide range of pressures is measured by bourdon gauges.

Construction: Bourdon pressure gauges use different types of Bourdon springs. Winding of the tube
is done up to an arc- length of about 270 degrees to produce C-shaped which has the shape of
circular segment or C. Tube is wounded in the shape of spiral with a common axis and a number
of turns to form spiral bourdon tube and helix type is formed by winding tube in helix form with a
number of turns.

Working: Tube tries to become circular when pressurized and results in straightening of the tube
which cause deflection of the free end called a tip travel. Tube length wall thickness cross section
geometry and elastic module of the tube material are factors deciding the tip travel distance for
a specific pressure. Adjustable link and segment lever guides and amplifies this linear tip travel
and thereafter sector and pinion convert this into corresponding rotary motion of the pointer on a
calibrated dial .Pointer is connected on pinion.

Causes of failure of pressure gauge:
1. Vibration
2. Pulsation
3. Temperature
4. Overpressure and pressure spikes
5. Corrosion
6. Clogging
7. Steam

8. Mishandling and abuse

— Ask

¢ You could ask the principle, working and construction of barometer.

¢ You could ask the principle, working and construction of manometer.
¢ You could ask the principle, working and construction of bourdon pressure gauges.

¢ You could ask the causes of pressure gauge failures.
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— Activity

e Conduct a skill practice activity.

e Ask the students to assemble together.

¢ Explain the purpose and duration of the activity.

e Set guidelines pertaining to discipline and expected tasks.

¢ Demonstrate the proper use of pressure measurement gauges.

Skill Practice Time

Use of barometer 2 hours
Use of manometer

Use of bourdon pressure
gauges

Resources

Barometer
Manometer

Bourdon pressure gauge

— Do ¥

e Ask them to get into pairs for practice.

¢ Go around and make sure they are doing it properly.

— Notes for Facilitation

e Summarize the main points.
e Ask participants if they have any doubts.
e Encourage them to ask questions.

¢ Answer their queries satisfactorily.
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4.1.2: Flow measurement gauges

a)

— Say
e Commonly used fluid flow measurement methods are:
o Differential Pressure Flow meters
o Velocity Flow meters
o Positive Displacement Flow meters
o Mass Flow meters
o Open Channel Flow meters

¢ |n a differential pressure drop device the flow is calculated by measuring the pressure drop over an
obstructions inserted in the flow.

e Common types of differential pressure flowmeters are:
o Orifice Plates
o Flow Nozzles
o Venturi Tubes

o Variable Area - Rotameters

— Elaborate |

Differential Pressure Flowmeters

According to Bernoulli’s Equation the differential pressure across the restriction device and the
corresponding signal is proportional to square of flow rate through the pipeline.

Fig 4.1.2: Bernoullis equation graph
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Orifice Plate: Orifice plate has a narrow hole called bore with a
diameter less than the pipeline. The plate constrict the fluid flow by its
bore that narrows the fluid path and produce a difference in pressure

from upstream to downstream of the orifice plate. Their accuracy is
low for low flow rates and have turndown ratio of less than 5:1. A good
shaped orifice plate with a sharp edge at the upstream side decides

high accuracy.

Fig 4.1.3: Oirifice plate

Venturi Tube: Venturi tube is simple and reliable. It has higher turndown Rates and produce only lower
pressure differential than the orifice plate. Cross sectional flow area of the flow path is reduced to create
pressure differential in the venturi tube to measure flow rate.

Flow rate of up to 10% of its full scale range can be measured by this with good accuracy using correct
instrumentation and flow calibration. So turndown Ratio is 10:1 which is higher than orifice plate.

Fig 4.1.4: Venturi tube

Flow Nozzles: Air and gas flow are often measured using flow

nozzles in industries. dp

Variable Area Flowmeter or Rotameter: The rotameter consists

of a vertically oriented glass (or plastic) tube with a larger end at : ) jt : <
the top, and a metering float which is free to move within the | ). .. .. oI -
tube. Fluid flow causes the float to rise in the tube as the upward

. . . Fig 4.1.5: Flow nozzles
pressure differential and buoyancy of the fluid overcome the 9

effect of gravity. 1% of full scale rating is the accuracy and 12:1 is the Turndown Rate of the rotameter.

Velocity Flowmeters: In a velocity flowmeter the flow is calcu- e ‘h- .. '.:
lated by measuring the speed in one or more points in the flow, P L .__
and integrating the flow speed over the flow area. ) P‘ » P
Pitot Tubes: The pitot tube are the most used (and cheapest) larninar flow turbulent flow

ways to measure fluid flow, especially in air applications like Fig 4.1.6: Velocity flowmeter
ventilation and HVAC systems, even used in airplanes for speed measurement.

'
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Fig 4.1.7: Pitot tube

Calorimetric Flowmeter: The calorimetric principle for fluid =

flow measurement is based on two temperature sensors in |} -......... [ U .......... >
close contact with the fluid but thermal insulated from each | / .......... [V | >
other. B eeeeeaaens >
Electromagnetic Flowmeter: An electromagnetic flowmeter

operate on Faraday’s law of electromagnetic induction that Fig 4.1.8: Calorimetric flowmeter

states that a voltage will be induced when a conductor moves through a magnetic field. The liquid serves
as the conductor and the magnetic field is created by energized coils outside the flow tube.

Ultrasonic Doppler Flowmeter:- The effect of motion of a sound source and its effect on the frequency
of the sound was observed and described by Christian Johann Doppler.

Positive Displacement Flowmeter:- The positive displacement flowmeter measures process fluid flow by

precision-fitted rotors as flow measuring elements. Known and fixed volumes are displaced between the
rotors. The rotation of the rotors is proportional to the volume of the fluid being displaced. Accuracy may
be up to 0.1% of full rate with a TurnDown of 70:1 or more.

¢ You could ask about the most common principals for fluid flow metering.

¢ You could ask the common types of differential pressure flowmeters.

— Notes for Facilitation &

e Summarize the main points.
e Ask participants if they have any doubts.
¢ Encourage them to ask questions.

e Answer their queries satisfactorily.
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4.1.3: Level Measurement Gauges
— Say ’?‘

¢ The simplest and oldest industrial level measuring device is, of course, the sight glass.

¢ The material used for its transparency can suffer catastrophic failure, with ensuing environmental
insult, hazardous conditions for personnel, and/or fire and explosion.

¢ Improved level measurement accuracy makes it possible to reduce chemical-process variability,
resulting in higher product quality, reduced cost, and less waste.

e Other level-detection devices include those based on specific gravity, the physical property most
commonly used to sense the level surface.

¢ Glass level gauges, floats, mechanical components, hydrostatic devices, load cells, magnetic level
gauges, capacitance transmitters, magnetostrictive level transmitters and ultrasonic level transmitters.

—Do’?

¢ Show the different types of level measurement gauges

— Elaborate ’7

¢ Glass level gauges: Glass gauges are available in a number of designs, in both armored and unarmored
forms. They are the simplest of methods available for liquid level measurement.

e Floats: The principle behind the working of floats is placing a buoyant object with specific gravity
between that of the process fluid and the headspace vapor, into the tank and attaching a mechanical
device to record its position.

¢ Mechanical components: like pulleys, tapes, cables and gears were used in early float systems to

record the level. Currently, magnet-equipped floats are more popular.

¢ Load Cells: A mechanical support bracket or member that is provided with one or more sensors
for detecting slight distortions in the support member is called load cell or strain gauges. The slight
flexing of the member due to a force on the load cell produces a change in the output signal.

¢ Magnetic Level Gauges: Magnetic level gauges are suitable replacements for sight glasses. Although

they are similar to float devices, the communication of the liquid surface level occurs magnetically.
The float in this case is a set of strong permanent magnets, which move in an auxiliary column that is
attached to a vessel by two process connections.

e Capacitance Transmitters: Capacitance transmitters are based on the difference in the dielectric
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constants (g) of process fluids and air. The basic operating principle is based on the variance in
capacitance which itself is based on the variation in the liquid level.

¢ Magnetostrictive Level Transmitters: The benefits of using a magnet to restrict the float in order to

determine the liquid level has been proven already. Moreover, magnetostriction is an established
technology to enable precise recording of the location of the float.

e Ultrasonic Level Transmitters: Ultrasonic devices employ a piezoelectric crystal stored inside a

transducer. Sound energy is released towards the material and reflected back to the transducer,
which converts the sound energy back to an electric signal.

Ask &

¢ You could ask about the different types of level measurement gauges.

— Notes for Facilitation =

e Summarize the main points.
e Ask participants if they have any doubts.
¢ Encourage them to ask questions.

e Answer their queries satisfactorily.
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4.1.4: Temperature measurement gauges
— Say ’F‘

e Basic measuring devices for temperature are thermocouples, resistive temperature devices (RTDs,
thermistor), infrared radiators, bimetallic devices, liquid expansion devices and molecular change-

of-state.

¢ These devices are small in size, have rugged construction and independent from electricity.

— Elaborate ’7

1. Thermocouples: Thermocouples are voltage devices that
. . . . ——————— ]
indicate temperature by measuring a change in voltage. As Single Hole [SH Series)
temperature goes up, the output voltage of the thermocouple e

. . . Double Hole (DH Series)
rises - not necessarily line

Fish Spine (FS Series]

T L ==,

Double Hole Oval [OV Series)

2. Resistive Temperature Devices: Resistive temperature
devices also are electrical. Rather than using a voltage as the Fig 4.1.9: Thermocouple
thermocouple does, they take advantage of another characteristic of matter
which changes with temperature - its resistance.

3. Infrared Sensors Infrared sensors are non-contacting sensors. As an example, ‘
if you hold up a typical infrared sensor to the front of your desk without
contact, the sensor will tell you the temperature of the desk by virtue of its Fig 4.1.10: Resistive
radiation - probably 68°F at normal room temperature. temperature device

4. Bimetallic Devices: Bimetallic devices take advantage of the expansion
of metals when they are heated. In these devices, two metals are bonded
together and mechanically linked to a pointer. When heated, one side of the
bimetallic strip will expand more than the other. And when geared properly
to a pointer, the temperature is indicated.

Fig 4.1.11: Bimetallic
device

5. Thermometers: Thermometers are well-known liquid expansion devices.
Generally speaking, they come in two main classifications: the mercury type
and the organic, usually red, liquid type.

6. Change-of-state Sensors: Change-of-state temperature sensors measure just  fig 4.1.12: Thermometer
that - a change in the state of a material brought about by a change in temperature as in, a change
from ice to water and then to steam. Commercially available devices of this type are in the form of
labels, pellets, crayons, or lacquers.
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— Ask &

¢ Ask about the type of temperature measurement gauges.

e Ask about the advantages, disadvantages and applications of different temperature gauges.

— Notes for Facilitation

e Summarize the main points.
e Ask participants if they have any doubts.
e Encourage them to ask questions.

e Answer their queries satisfactorily.
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4.1.5: Weight measurement gauges

— Say ’F"

e Strain gauges are sensors which are used in variety of physical measurements.

¢ They change unwillingness to accept when they are stretched or squeezed. Since of this property,
strain gauges frequently bonded to a solid surface and used for calculating acceleration, pressure,
tension and force.

e Itisastrip of conductive metal which can be used to measure weight if this elasticity doesn’t surpass
strain gauge’s elasticity.

e Spring scale and hydraulic scale are the parts of mechanical scales.

— Elaborate

Strain gauge inner working

If a strip of conductive metal is stretched, it will become skinnier and longer, which will result an increasing
electrical resistance. On the contrary, compress the strain gauge, it will broaden and shorten, hence the
electrical resistance will decrease. If these stretches don’t exceed strain gauge’s elasticity, the strip can
be used for measuring weight.

Tension causes
resistance increase Bonded Strain Gauge

-

Gauge insensitive "=I >~ Resistance measured
to lateral forces L between two points

‘

Compression causes
resitance increase

Fig 4.1.13: Strain gauge working

Mechanical scales

Spring scales: A spring scale measures weight by reporting the distance that a spring deflects under a
load. Spring scales have two sources of error that balances do not: the measured weight varies with
the strength of the local gravitational force (by as much as 0.5% at different locations on Earth), and the
elasticity of the measurement spring can vary slightly with temperature.

Hydraulic or pneumatic scale: It is also common in high-capacity applications such as crane scales to
use hydraulic force to sense weight. The test force is applied to a piston or diaphragm and transmitted
through hydraulic lines to a dial indicator based on a Bourdon tube or electronic sensor.
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Sources of error

Some of the sources of error in weighing are:

Buoyancy
Error in mass of reference weight
Air gusts, even small ones, which push the scale up or down

Friction in the moving components that causes the scale to reach equilibrium at a different
configuration than a frictionless equilibrium should occur.

Settling airborne dust contributing to the weight

Mis-calibration over time, due to drift in the circuit’s accuracy, or temperature change
Mis-aligned mechanical components due to thermal expansion or contraction of components
Magnetic fields acting on ferrous components

Forces from electrostatic fields, for example, from feet shuffled on carpets on a dry day

Chemical reactivity between air and the substance being weighed (or the balance itself, in the
form of corrosion)

Condensation of atmospheric water on cold items

Vibration and seismic disturbances

— Ask @

¢ You could ask the strain gauge inner working.

e You could ask about the parts of mechanical scale.

* You could ask the sources of error in weighing.

— Notes for Facilitation

e Summarize the main points.
e Ask participants if they have any doubts.
¢ Encourage them to ask questions.

e Answer their queries satisfactorily.
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4.1.6: Fiscal metering

|

— Say

¢ Fiscal metering in the oil and gas industry refers to the transactions involving transporting physical
substance from one operator to another.

e Custody transfer in fluid measurement is defined as a metering point (location) where the fluid is
being measured for sale from one party to another.

¢ Fiscal metering operations can occur at a number of points along the way; these may include
operations, transactions or transferring of oil from an oil production platform to a ship, barge, railcar,
truck and also to the final destination point, such as a refinery.

— Elaborate |

Fiscal metering generally involves:
¢ Industry standards;
¢ National metrology standards;
e Contractual agreements between custody transfer parties; and
e Government regulation and taxation.
e Components of a custody transfer system typically include:
e Multiple meters/meter runs;
¢ Flow computers;

e Quality systems (gas chromatographs to measure energy content of natural gas and sampling
systems for liquid);

e Calibration using in-place or mobile provers for liquid, or master-meter for liquid or gas; and

e Supporting automation.

— Ask @

e Ask about the fiscal metering.

¢ Ask about components of a custody transfer system.
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4.1.7: Detection and alarms

— Elaborate ||

Smoke detectors:-

Smoke detectors are recognised as the most common method of fire
detection for life safety throughout the world.

There are five types of smoke detection available in Australia with the most
common two point types being photo-electric and ionisation. The other
three being projected (optical) beam, aspirating and video smoke detection
are generally used for specialist applications.

Gas Detectors:- Fig 4.1.14: Smoke detector

One of the by-products of most forms of combustion is the gas Carbon Monoxide (CO). This colorless,
odourless, tasteless and highly toxic gas is produced by incomplete combustion of carbon containing
compounds.

Flame Detectors:-

Flame detectors respond to the production of one or a combination of ultra-violet or infrared spectrums
of electromagnetic radiation. These detectors are often used in situations where there is a potential for
the rapid development of fire such as flammable liquids.

Water Detectors:-

A water detector is an electronic device that is designed to detect the presence of water and provide an
alert in time to allow the prevention of water damage. A common design is a small cable or device that
lies flat on a floor and relies on the electrical conductivity of water to decrease the resistance across two
contacts.

— Ask &

e Ask about the types of detectors

— Notes for Facilitation

e Summarize the main points.
¢ Ask participants if they have any doubts.
¢ Encourage them to ask questions.

e Answer their queries satisfactorily.
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4.1.8: Speed controller

s
ot

Resources to be Used

e Available objects such as a duster, pen, notebook.

(&

— Say

e An electronic speed control or ESC is an electronic circuit with the
purpose to vary an electric motor’s speed, its direction and possibly
also to act as a dynamic brake.

e An ESC can be a stand-alone unit which plugs into the receiver’s throttle
control channel or incorporated into the receiver itself, as is the case in
most toy-grade R/C vehicles.

Fig 4.1.15: Speed controller

Do‘/

e Show the speed controller to the students

Ask |

e Ask about the speed controller
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UNIT 4.1.9: Vibration monitoring

— Elaborate ||

Conditions that can cause these vibrations include unbalance, misalignment, looseness of parts,
deteriorating rolling element bearing and gear damage.

Three types of vibration transducers to obtain a vibration signal:

1. Accelerometers:- Accelerometers are the most widely used
vibration transducers for measuring vibrations on stationary
machine elements. An accelerometer is a full-contact transducer
mounted directly on a system or device under test (DUT). The
benefits of an accelerometer include linearity over a wide
frequency range and a large dynamic range.

2. Velocity Transducers:- Velocity transducers measure the absolute
motion of a system or DUT with a response range from 15 Hz to  Fig 4.1.16: Accelerometer
1.5 kHz. Because of the limited response range and other limitations of velocity transducers, you
often use accelerometers instead of velocity transducers in many applications. You can obtain the
velocity output from an accelerometer by using the integration function.

3. Displacement Transducers:- Displacement transducers to obtain
measurements like the relative displacement of a rotating shaft
surface. A typical displacement transducer is a shaft-sensing
proximity probe. A proximity probe has signal response between
DC and 1.5 kHz, as well as flat phase response in the operational
range.

. . . Fig 4.1.17: Displacement transducer
Capacitive and eddy-current displacement sensors are best choices 9 P

for high-resolution, high-speed measurements.

¢ You could ask about the abnormal vibrations and its conditions.

¢ You could ask the three types of vibration transducers to obtain a vibration signal.

— Activity
e Conduct a skill practice activity.

e Ask the students to assemble together.

e Explain the purpose and duration of the activity.
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Set guidelines pertaining to discipline and expected tasks.

Demonstrate the types of vibration transducers to obtain a vibration signal.

Skill Practice Time Resources

Vibration transducers 1 hours Accelerometers
Velocity Transducers
Displacement Transducers

Ask them to get into pairs for practice.
Go around and make sure they are doing it properly.

Wrap the unit up after summarizing the key points and answering questions.

— Notes for Facilitation

Summarize the main points.
Ask participants if they have any doubts.
Encourage them to ask questions.

Answer their queries satisfactorily.
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4.1.10: Telemetry systems

— Say ’F‘I

¢ Telemetry is defined as the sensing and measuring of information at some remote location and then
transmitting that information to a central or host location.

¢ The basic concept of telemetry has been in existence for centuries. Various mediums or methods of
transmitting data from one site to another have been used.

— Elaborate |-
Telemetry using radio waves or wireless offers several distinct advantages over other transmission
methods.

Some of these advantages are:
¢ No transmission lines to be cut or broken.
e Faster response time
e Lower cost compared to leased lines
e Ease of use in remote areas where it is not practical or possible to use wire coaxial cables
e Easy relocation
¢ Functional over a wide range of operating condition
Some factors that must be addressed when using telemetry system:
e Architecture of the system
¢ Implementation horizon

e System requirements in terms of: the location and the number of DCPs, and transmission
frequency (short and long-term scenarios)

e System integration and customization requirements
e System installation requirements
e Redundant transmission of data (if necessary)
Cost of network installation, support and maintenance:
e Cost of transmission service.

e Data management requirements (data collection, quality control & quality assurance analysis,
data processing, system management, user interface, data dissemination).

Components of a typical wireless telemetry system

Atthe remote site, a sensor or sensors are typically the data source. The output of the sensor(s) is converted
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to digital data by a small computer device or RTU (Remote Terminal Unit). The RTU is interfaced to a
modem device that converts the digital data into an analog signal that can be transmitted over the
air. The radio transmitter then transmits the signal to the host site radio receiver. Now the process is
reversed. The modem takes the analog signal received and converts it back to a digital form that can
be processed by the data recovery equipment.

Fig 4.1.18: Telemetry system components

— Ask @

You could ask the concept of telemetry systems

You could ask the advantages of telemetry systems

You could ask the factors that must be addressed when using telemetry system.

You could ask the Components of a typical wireless telemetry system.
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UNIT 4.1.11: Analyzers

— Elaborate

Gas analyzer: A gas analyzer measures trace gases by determining the absorption of an emitted infrared
light source through a certain air sample.

Fig 4.1.19: Gas analyzer

Oxygen analyzer: An oxygen sensor is an electronic device that measures the proportion of oxygen (02)
in the gas or liquid being analysed. Oxygen sensors are also used in hypoxic air fire prevention systems to
monitor continuously the oxygen concentration inside the protected volumes.

Fig 4.1.20: Oxygen analyzer

~ Demonstrate i

Working of oxygen analyzer

A measuring cell uses a dumb-bell shaped wire which rotates in a magnetic field. The presence of oxygen
will affect the magnetic field and cause rotation of the dumb-bell.

The probe at the tap-off point has an integral filter to remove dust. The gas then passes through a
separator, a three-way valve and a flow valve. The gas sample, after further separation and filtering,
passes to the measuring cell and part of it is bypassed.

The flow valve is used to obtain the correct flow through the measuring cell and a meter provides the
reading of oxygen content. The three-way valve permits the introduction of a zeroing gas (nitrogen) and

a span gas (air). The span gas gives a 21% reading as a calibration check.
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— Ask &

e You could ask about the gas and oxygen analyzers.

¢ You could ask about the working of oxygen analyzers.

— Notes for Facilitation

¢ Summarize the main points.
¢ Ask participants if they have any doubts.
¢ Encourage them to ask questions.

e Answer their queries satisfactorily.




5. Maintenance of
instruments

Unit 5.1 — Maintenance

Unit 5.2 — Instruments maintenance activities
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Key Learning Outcomes

At the end of this module, students will be able to:

1.

2
3
4,
5
6
7

Know about maintenance

Know about types of maintenance
Know about importance of maintenance
Know about wiring diagram

Know about maintenance activities
Know about objectives of maintenance

Know about maintenance records
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UNIT 5.1: Maintenance

— Unit Objectives 9

At the end of this unit, you will be able to:

1. Know about maintenance

2. Know about types of maintenance

3. Know about importance of maintenance
4

Know about wiring diagram

— Resources to be Used ]

¢ Available objects such as black or white Board, chalk pieces or white board marker pens, duster.
e PC with LCD Projector or Flip Chart

e Participant Manual

—Do@

e Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

— Say @

e Maintenance means routine repairing or checking of mechanical or electrical equipments for avoiding
any failure or fault during the work.

e Corrective maintenance: Actions intended to repair the faults identified in the equipments comes
under corrective maintenance.

e Preventive maintenance: It involves servicing of equipments at regular intervals to prevent them
from any vulnerabilities and faults. It also involves inspection of equipments for identification of any
symptom of problems.

e Predictive maintenance: It checks the condition and operational capability of the equipment on
the basis of variations in certain variables and predictions, which defines operational capability and
condition of equipment.

e Scheduled maintenance: Actions which evaluates and inspects the equipment at planned intervals
before any fault and to check the decrease in production capacity of equipment. These inspections
will repair or replace in the subject of all items wear.
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— Elaborate

Importance of maintenance activities
¢ Regular maintenance extends the life of your machinery and keeps up its appearance.
e Catch little issues before they become big problems.
e Save downtime and lost revenue.
e Regular attention is usually less expensive than big fixes.

¢ |t can help improve your machines’ resale value.

— Ask &

e Ask the concept of maintenance.
e Ask form the student different types of maintenance.

¢ Ask about the importance of maintenance activities.

— Notes for Facilitation

e Summarize the main points.
¢ Ask participants if they have any doubts.
e Encourage them to ask questions.

e Answer their queries satisfactorily.
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UNIT 5.2: Equipments maintenance activities

— Unit Objectives 9
At the end of this unit, you will be able to:

1. Know about maintenance activities

2. Know about objectives of maintenance

3. Know about maintenance records

— Resources to be Used ]

¢ Available objects such as black or white Board, chalk pieces or white board marker pens, duster.
e PC with LCD Projector or Flip Chart

¢ Participant Manual

—Doz

¢ Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

Dl

— Say

e The objective of maintenance is to improve the performance of equipment by make sure that
equipment performs frequently and efficiently. It also prevents breakdowns or failures and reduces
losses happens due to failures.

¢ Equipment shall be maintained as specified in the technical procedure.
e (Critical equipment shall have documented procedures for the maintenance process.

¢ Preventative maintenance procedures (other than basic cleaning) for each equipment item shall be
developed by each Section unless already described elsewhere (e.g., the equipment manual) and
shall be performed according to a regular, predetermined schedule.

e The routine maintenance of any equipment used for health and safety that requires calibration is
extremely important.

* Maintenance records shall be maintained and shall include:

o Type of equipment

A
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o Equipment serial number or unique identifier
o Date of maintenance
o Adjustments or repairs made

o Identity of the individual performing maintenance

— Elaborate ’7

Many actions are to be taken to ensure that such an objective is achieved. Following are the list of

objective:
1. It keeps plant & equipment in good condition and keeps the production at maximum.
2. Maintain equipment full efficiency with minimum usage of energy.
3. Reduces risks during operation and improves safety.
4. Improves life of equipment with lower cost of operation.
5. Optimize full resource utilization with high productivity.
6. To reduce plant and equipment breakdown hours.
7. To maintain lowest inventory and procurement of spares in time.
8. To improve plant & equipment reliability and productivity.
9. Conducts engineering works like modifications, installation, and relocation.
10. Evaluates performance, takes corrective actions and measures progress.

11. Make the system flexible for any future changes.

MAINTENANCE OBJECTIVE
OPTIMISING
REDUCE RISK henahidusin MAXMIZE ROI
MINIMISING PROVIDING
ENERGY BUDGETARY
USAGE CONTROL
MAXIMIZ ING OPFTIMISING
PRODUCTION RESOURCES
INVENTORY OPERATING
CONTROL COST
EQUIPMENT .
EFFICIENCY BREAK DOWNS
IMPROVING REDUCE
EQUIPHMENT IMPROVE DOWNTIME
RELIABILITY SAFETY

Fig 5.2.1: Maintenance objective
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—— Demonstrate

¢ Demonstrate the steps of maintenance process

Steps

Steps of maintenance process

Step 1. Maintenance Plan: Depending on the organizational objective and target, maintenance plan need
to be constructed. The design and pace of preparing a maintenance plan can alter. The important
steps of preparing a typical maintenance plan are:

a. ldentify organizational goal

b. Identify assets contributing to goal
c. Prioritize assets by consequences
d. Establish targeted performance

Step 2. Maintenance Input: These are the means required for carry out the maintenance activities. We
need to identifying the W questions like what, when, where and by whom maintenance work is
to be done; with all spares, consumables, tools and safety instruction or any other information.

Step 3. Maintenance Improvement: The work programme lists all maintenance work to be done for the
complete year for each asset. It can be used to recognize work load peaks and valleys, for taking
resolution related to work load balancing, overtime and/or part-time help necessity.

Step 4. Maintenance Control: For better control of maintenance activities, work is accordingly planned
and scheduled. It performs as a basis for arranging and issuing scheduled work orders and for
arranging the maintenance budget.

Step 5. Maintenance Execution: Maintenance work is to be performed as per schedule, and report is
registered.

Step 6. Maintenance Analysis: Each plant and equipment performance is analyzed in respect to intended
performance level of equipment.

Step 7. Maintenance Output: Documentation of the performance of each plant and equipment.

Persons testing/calibrating equipment must be confirmed to:
e Be proficient in the use of the appliance and applicable instruments involved in the testing/cali-
bration;
e Understand the testing/calibration method;
e explain the concepts of traceability of calculation; and
¢ Be conscious of the importance of inspect or calibration.
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— Ask &

¢ You could ask the list of actions is to be taken to ensure that such an objective is achieved.
¢ You could ask what the steps of maintenance process are.

¢ You could ask in which area calibration work are not limited.

— Notes for Facilitation

e Summarize the main points.
e Ask participants if they have any doubts.
e Encourage them to ask questions.

e Answer their queries satisfactorily.




6. Performing operation of

Calibration

Unit 6.1 — Calibration
Unit 6.2 — Calibration procedure of instruments

Unit 6.3 — Calibration tests of instruments
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Key Learning Outcomes

At the end of this module, students will be able to:

1.

N o ok W

Know about calibration

Know about calibration standards
Know about calibration procedure
Maintenance of calibration records
Perform calibration of instruments
Know about calibration tests

Perform calibration tests




Fitter — Instrumentation

UNIT 6.1: Calibration

— Unit Objectives 9

At the end of this unit, you will be able to:

1. Know about calibration

2. Know about calibration standards

E— ]

— Do il

e Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

— Resources to be Used & |

¢ Available objects such as a duster, pen, notebook etc.

@

— Say

e Calibration includes establishing and documenting abnormality of the measured value from
retraceable, extremely precise standards of inspection. During calibration, known value of instrument
is compared with the measured value under specific conditions.

e Each workshop should have:
e Written calibration procedures and standards.
e Procedure for preventive maintenance.
e Qualified personnel for calibration & maintenance of instruments.
¢ Qualified personnel for monitoring of maintenance program.

e Review of calibration program and procedures at regular intervals.

— Elaborate |

Calibration standards of equipment:
e Calibration standards of equipment are similar to national standards.

¢ |f identify standards are not accessible, then any independent standard can also be utilized.




Facilitator Guide

The tolerance of given standard should be tight.
A process for tracking and monitoring of standards.
Retention of re-calibration records.

Establishment of calibration limits should for identification and correction of problems.

Instrument calibration tolerances

Establishment of calibration limits should for identification and correction of problems.
When passing on tolerances, following considerations should be taken:

o Instrument capability

o Operating parameters of instrument

o Environmental conditions, which can affect the instrument performance

Practice of using “Alert” & “Action” levels

“Alert” Tolerance (“Adjustment Limit”)

o Related to instrument performance

o Instrument adjustment level range

4

o Notrequired - an industry “best practice”

— Ask

)

]

¢ You could ask about the calibration.
¢ You could ask the manufacturing area of calibration.
¢ You could ask the calibration standards.

¢ You could ask the Instrument Calibration Tolerances

— Notes for Facilitation 2.

e Summarize the main points.
¢ Ask participants if they have any doubts.
e Encourage them to ask questions.

e Answer their queries satisfactorily.
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UNIT 6.2: Calibration procedure of instruments

— Unit Objectives 9

At the end of this unit, students will be able to:

1. Know about calibration procedure
2. Maintenance of calibration records

3. Perform calibration of instruments

— Resources to be Used

¢ Available objects such as black or white Board, chalk pieces or white board marker pens, duster.
e PC with LCD Projector or Flip Chart

e Participant Manual

— Do ¥

¢ Greet and welcome the participants to the next unit of the program.
e Before starting the session ask them do they have any doubts pertaining to the previous unit.
e Capture their responses on board and share them wherever necessary.

¢ Tell them that they will learn about calibration procedure.
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6.2.1: Calibration procedure

|

Say

e To perform calibration you have to follow a procedure

— Elaborate ||

Calibration and maintenance procedures are
e detailed processes and limits for reliability & correctness;
¢ remedial action taken when reliability & correctness limits are not met,
¢ manufacturer’s manuals;
e requirements for laboratory instrumentation;
e performance checks for regularly scheduled calibrations.
Each calibration & maintenance procedure includes:
e department identification which is responsible for calibration and maintenance
e detailed calibration instructions and procedures;
e preventive maintenance methods;
e equipment required for calibration;
e calibration parameters and tolerance;
e required environmental controls or conditions;
e adjustment provisions;
e actual measurements required for records;
e procedures have to perform if calibration of instrument is not possible;

e calibration & maintenance activities records.

— Activity

e Conduct a skill practice activity.
e Ask the students to assemble together.
e Explain the purpose and duration of the activity.

e Set guidelines pertaining to discipline and expected tasks.
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Skill Practice Time Resources

Calibration 1 hours Measuring instrument

Calibration equipment

e Ask them to get practice the activity alone.
¢ Go around and make sure they are doing it properly.

¢ Wrap the unit up after summarizing the key points and answering questions.
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6.2.2: Calibration records

— Elaborate |©

Calibration & maintenance records
e Retention of calibration records according to organizational procedures.
¢ Includes measurements and results of adjustments.
e Calibration tolerances and limits.
e Standards and test instrument utilized.

e Review must ensure the approved activities have been accomplished and all results have passed
the confirmed acceptance criteria.

e Periodic evaluation of calibration & maintenance data.

Calibration records shall be saved with the serial numbers of each instrument. Calibration records should
include:

e Equipment and software.

e Manufacturer name.

e Serial number of equipment.

e C(Calibration date.

e Manufacturer’s manual.

e Reference standards and material used.
e Copies of all reports and results.

e Next calibration due date.

e Personnel doing calibration.

— Activity

¢ Conduct a skill practice activity.
e Ask the students to assemble together.
¢ Explain the purpose and duration of the activity.

e Set guidelines pertaining to discipline and expected tasks.

Skill Practice Resources

Maintenance of calibration 1 hours Measuring instrument

records Records
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— Do ¥

e Ask them to get practice the activity alone.
¢ Go around and make sure they are doing it properly.

e Wrap the unit up after summarizing the key points and answering questions.
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6.2.3: Calibration of instruments

— Say ’F"

¢ To perform calibration of gauges there are several methods.

e Each type of gauge has different method of calibration

— Demonstrate i

Calibration of pressure gauges

1. Manometer is subjected to known differential pressure and the corresponding height difference
is noted.
Sources of error:
e Temperature effect: Manometric liquids’ density is reduced by increase in temperature
causes error in reading due to out of calibration.
e (Capillary rise: At least 10mm should be the diameter of tube to avoid the capillary rise ef-
fect, otherwise error will be created by capillary rise.
e Meniscus shape: center of the meniscus is the point from where reading of manometer to
be measured .Mercury forms a convex meniscus while water forms a concave meniscus
2. Bourdon gauge are calibrated with the help of dead weight tester or by comparison calibration.

Calibration of flowmeters

1. Transit time method: In transit time method, a pulse from a radiotracer is introduced into the
calculated flow. In this method, a radiation detector is placed outside of the pipe. The volume
of flow is calculated by multiplying the measured average fluid flow velocity of inner pipe. Now
compare this reference value of flow value with flow value calculated by the flow measurement
to be calibrated.

2. Tracer dilution method: This method is utilized to calibrate open channel flow measurements.
A known tracer concentration solution is introduced at constant velocity into the passage flow.
Now tracer solution is thoroughly mixed with the cross section flow. Take the sample and com-
pare its tracer concentration with the injected solution. Calculate reference value by using the
tracer balance condition between injected flow and diluted flow. The best recognized calculated
uncertainty is 1%.
Calibration of temperature measuring instruments

Calibration of a thermometer can be done by analyzing different ranges of temperature.
1. Hot processes — boiling water method
1. Boil the distilled water and measure its boiling point.
Enter boiling point: (1)
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2. Place the thermometer in hot water bath. Now immerse the stem near the sensing region
indentation.

3. Allow reading to be stabilize for one minute
Enter observed temperature: (2)

Compare reading with calculated boiling point.

5. Correct the indicator needle of bimetal ther-mometer. Adjust the coil spring by turning the hex
nut behind the thermometer head. If the thermometer is digital then adjust the temperature by
calibration button.

Conversion factor (3) = (1) - (2) = (3)
6. Check the calibration reading by repeating steps 1-4.

Cold processes — ice bath method
1. Make an ice slush bath by filling a container with crushed ice and water.
Freezing point temperature = 0°C (32°F) (1)
2. Place the bimetal thermometer in the ice slush and ensure that the sensing region of instru-
ment is completely dipped and thermometer is not touching the container. Stir the slush slowly.
3. Allow reading to be stabilize for one minute
Enter observed temperature: (2)
4. Appropriately compare the readings and adjust bimetal thermometer.

General calibration with certified reference thermometer

1. Measure temperature of an object with reference thermometer. Allow the reading for one min-
ute to get stabilizes.

2. Place the thermometer in the ice slush and ensure that the sensing region of instrument is com-
pletely dipped and thermometer is not touching the container.

3. Compare readings
Reference thermometer reading: (1)
Bimetal thermometer reading: (2)

4. Appropriately adjust bimetal thermometer.

Double-point calibration technique

1. Make an ice bath.

2. Prepare a boiling water bath.

3. Measure temperature of ice bath by an uncalibrated thermometer and mark it as (A).

Uncalibrated Ice Bath Temperature: (A)

4. Measure temperature of boiling water bath by an uncalibrated thermometer and mark it as (B).
Uncalibrated Boiling Water Bath Temperature: (B)
Record X=B-A (X)

Now, record the temperature of boiling water bath (Hot) and of the ice bath (Cold) from cali-
brated reference thermometer.
Actual Ice Bath Temperature: 0°C (Cold)
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Altitude-Corrected Boiling Point of Water: (Hot)
7. Record: Y =Hot - Cold (Y)
8. Record: Z=Y/X (2)
9. Record:S=Cold-(Ax2) (S)
10. Actual Temperature = Z x Thermometer Reading + S = (Actual Temperature)
— Activity

Conduct a skill practice activity.

Ask the students to assemble together.

Explain the purpose and duration of the activity.

Set guidelines pertaining to discipline and expected tasks.

Skill Practice Time Resources

Calibration methods of gauges | 3 hours Pressure gauges
Temperature gauges
Any object for measurement

—DOE

e Ask them to get practice the activity alone.
e Go around and make sure they are doing it properly.

¢ Wrap the unit up after summarizing the key points and answering questions.

— Notes for Facilitation

e Summarize the main points.
e Ask participants if they have any doubts.
¢ Encourage them to ask questions.

e Answer their queries satisfactorily.
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UNIT 6.3: Calibration test of instruments

— Unit Objectives 9

At the end of this unit, you will be able to:

1. Know about calibration tests

2. Perform calibration tests

— Say ’F‘

¢ Avisual test inspects the surface of product for bead appearance, width and thickness and defects
like undercut, overlap, cracks, pits and slag inclusions.

e Aleakis a flow of gas or liquid through a hole or crack in the wall of a vessel.

e Soak test authenticates system’s steadiness and performance characteristics over a comprehensive
time period. This test recognizes problems relating to memory allocation, log file handles and
database resource utilisation.

e Bulk current injection (BCI) test utilize current probes for conducted emissions (CE). In this test,
current probe acts as single turn primary, transformer acts as multiple turn secondary, when they are
located around a power line which can drive a required signal into 500hm receiver.

e BCI testing confirms that RF signals, there is no degradation in performance of equipment, when
cables and power supply lines are attached. It also provides an amplitude/frequency malfunction
signature. The real injected current is observed by an observing current probe.

e In order to carry out a Bulk Current Injection Test, the following equipment may be required:
Measurement receivers, signal generator, amplifier, injection current probes, broadband current
probes (Monitor probes), dual directional couplers, RF cables, 50 ohm attenuators and 50 ohm loads.

¢ In 5 point calibration of instruments, the output is measured at 0%, 25%, 50%, 75% and 100% of the
calibration range of the instrument.

¢ Some instruments, such as gas sensors and sound level meters are needed to test before the use.

¢ Checking is different than calibration. Checking identifies the proper functioning of an instrument by
giving the authentic measurement results.
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— Elaborate

Leak sizes and measurements of leak rates

1.

2.

1.

2.

Shapes of leaks are very dissimilar, hidden and non-uniform. Therefore it is not possible to calculate their
sizes with any geometrical dimension apart from any case of an absolute or artificial leak.

Leak rates can be defined in two ways:

As per their terms of the application. For example: use of 3 g refrigerant R-12 for 2 years at a
pressure of 5 bar or 65 m of oil at 600 C per year.

As per terms of vacuum leak detection method. For example: 2 mbar pressure increase in | hour
or 3x 10-7 mbarl/s helium.

The maximum obtainable leak rate for a given product is based on its nature. Testing of leaks can cause
unnecessary increase the cost of production, so in some cases leaks can be tolerable.

Soak test

Characteristics of Soak Testing

Duration of soak test can be identified by given time.
Any application can run without any interruption if it needs a comprehensive time period.
It covers all situations which are related to the stakeholders.

Each system has an orderly maintenance window period of time and time between such window
periods is a key driver for identifying soak test scope.

Common issues observed during Soak Testing

Allocation of memory
Utilisation of database resources

Performance degradation can also occur, so it ensures that response time after a long period of
sustained activity is as good as it was at the test starting.

Failure in closing of connections between tiers of a multi-tiered system under some situations
which could stand some or all network modules.

Regular deprivation in response time of some functions.

Signal injection test

Pre-calibration:

Clamp the injection probe on calibration fixture as shown.

The calibration fixture will be terminated in a 50 ohm, 50 watt. One end of probe connects at RF
load and other end requires a 50 ohm receiver and 30 dB attenuator.

Signal generator transfers the signal into injection probe.
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4. Pre-calibration procedure steps:

a) Start and increase the test signal level in current probe till that the required level is reached
in the calibration fixture.

b) Document the forward power and reverse power mandatory to create the accept/reject level
of current.

c) Rise the test signal until the specification levels of current are attained.

d) Record the onward power and move backwards power mandatory to create the specification
levels of current.

e) Restate steps 1-4 above the required frequency range. The calibration frequency range may
enlarge from 10 kHz to 400 MHz.

f) The forward power in steps 1-4 determines total power from amplifier needed to attain
required levels of current.

g) The test report should have record of data generated in steps 1-4.
Injection test procedure:
1. Perform pre-calibration process and document the current in broadband current probe.

2. Ateachfrequency of test, raise signal level till that fault occurs in broadband current probes. Then
check the following:

o Current in Broadband Current Probe
o Forward power introduce
o Reverse power introduce

3. Repeat that test for all frequencies.

4. At frequencies where the equipment shows susceptibility, decrease signal levels ftill that
susceptibility ends.

5-PoinT calibration method
Pre-calibration

In 5 point calibration of instruments, the output is calculated at 0%, 25%, 50%, 75% and 100% of the
calibration range of the instrument. In 5 point calibration process, output readings are taken for upscale
and downscale values of the calibration range to determine the repeatability and hysteresis of the
instrument. In 5 point calibration LRV = 0% AND HRV = 100%.

Steps involved in 5 point calibration
1. Zero adjustments (at LRV)

2. Span adjustments (at URV)

3. Linearity adjustments at 25%, 50%, 75%

'
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~ Demonstrate i

¢ Demonstrate the steps of pre-calibration procedures.

¢ Demonstrate the steps of injection test procedure.

— Ask &

¢ You could ask about the concept of visual inspection.

¢ You could ask the leak size and measurements of leak rates.

¢ You could ask the characteristics of soak testing.

¢ You could ask common issues observed during soak testing

¢ You could ask what equipments are required In order to carry out a Bulk Current Injection Test.
¢ You could ask the concept of pre-calibration.

¢ You could ask what steps are involved in 5 point calibration are.

¢ You could ask the concept of operational check.

— Notes for Facilitation

e Summarize the main points.
e Ask participants if they have any doubts.
e Encourage them to ask questions.

e Answer their queries satisfactorily.




7. Reporting and
Documentation

Unit 7.1 — Documentation for health and safety

Unit 7.2 - Documentation of defects

ISC/N0008
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Key Learning Outcomes

At the end of this module, students will be able to:
1. Know about reporting and documentation requirements
2. Know about accident reporting

3. Know about reporting of defective tools
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UNIT 7.1: Documentation for health and safety

— Unit Objectives 9

At the end of this unit, you will be able to:

1. Discuss about accident and incident reporting
2. Know about how to write reports properly

3. Know about how to escalate the issues properly

Resources to be used %]

¢ Available objects such as a duster, pen, notebook etc.

Doz

¢ Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

»)

— Say
e Itis of utmost importance to inform about the accidents and incidence straightaway, irrespective of
the impact of it.
¢ Hazard reports can take a number of different forms:
o the standard hazard report used by workers for all hazards
o reports of infections
0 near-miss incident reports
o reports of damage and faulty tools, equipments and machines
o routine inspection reports
o Behavior incident reports.
e Reporting of incidents and accidents is required under the Work Health and Safety (WHS) legislation

e Always report an accident to management immediately. There should be a form at each workplace
that you (or the person involved) and any witnesses can fill out, where possible, otherwise it can be
completed by a health and safety representative (HSR) if necessary.

o
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— Elaborate _

The form should cover the following areas:

Description of the occurrence — what was the event that occurred, which required this report to
be completed?

Nature of injury or disease — select the most appropriate description from a range of options.
What injury or disease happened as a result of the occurrence?

First aid, medical treatment or hospital admission — this section asks for a description of what was
done to treat the injury or disease.

Part of the body affected — tick off which part or parts of the body were affected as a result of the
occurrence.

Source of injury — what actually caused the person to be injured or acquire a disease? This could
be a piece of machinery or other hazardous materials for example.

Probable cause or causes of injury — how was the source listed above actually responsible for the
injury?
Investigation — this asks a series of questions that seek to find out why the person has been

injured or has acquired a disease.

Notification checklist — this checklist makes sure that everyone who should have been contacted
regarding the matter has been contacted and asks whether appropriate action has been taken by
the authorities.

Preventative action —this asks whether or not any action has been taken to prevent the occurrence
from happening again.

Witness details — this part is to be filled out if someone saw the occurrence happen. It is essential
if any sort of legal action is to be taken.

— Ask

(3sk) :

. |

¢ You could ask the areas covered in form

¢ You could ask the suggestions for completing appropriate report
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— Notes for Facilitation =

¢ You could ask the students why reporting and documentation is necessary.

e You could ask from the students about the important things to remember filling reports and
documents.

e Assume you got an accident at work place on your knees. File a report and inform the management
about the accident.

— Activity

e Conduct a skill practice activity.

e Ask the students to assemble together.

e Explain the purpose and duration of the activity.

e Set guidelines pertaining to discipline and expected tasks.

¢ Make the fire accident report

Skill Practice Resources

Fire accident report 1 hour Checklist

—Do]

e Ask them to get into pairs for practice.
¢ Go around and make sure they are doing it properly.

¢ Wrap the unit up after summarizing the key points and answering questions.
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UNIT 7.2: Documentation of defects

. . . %)
— Unit Objectives 9
At the end of this unit, students will be able to:

1. Know about reporting of faulty and damage tools

A

— Say
e Like accident or incident reporting, reporting of faulty and damaged machine, tools and equipments
is also necessary.

e Any damaged, faulty or malfunctioning tools, equipment should be immediately withdrawn from
use and addressed according to organizational policies and procedures

¢ You should have to check the following details before doing reporting or providing any repair
suggestions:

o Last date of inspection
o Last date of repair and which part was repaired.

o Life cycle of the tool, equipment or machine

— Elaborate |

In machine or equipment faulty or damage report you have to provide following details:
¢ Name of the tool or machine
e Registration details of machine
¢ Who does the inspection of toll and machine before the use
e Trouble or hazard from the defective tool or machine
e Defective part name or number
¢ Remedial action - Tool or machine has to be discontinue or need repair
e Which process is going to affect due to the faulty machine or tool
e Report whether the machine or tool is performing accurately or precisely.

e Report that there limits, fits and tolerances are set or not according to industrial standards.

I —" T,
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— Ask |

¢ You could ask the details before doing reporting or providing any repair suggestions

¢ You could ask the details which are to be required In machine or equipment faulty or damage
report

— Notes for Facilitation

e Summarize the main points.
e Ask participants if they have any doubts.
¢ Encourage them to ask questions.

e Answer their queries satisfactorily.
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— Notes




8. Problem identification
and escalation

Unit 8.1 — Risk management

Unit 8.2 — Escalation matrix
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Key Learning Outcomes

At the end of this module, students will be able to:
1. Know about identification of problem
2. Know about risk management process

3. Know about escalation matrix and problem escalation process
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UNIT 8.1: Risk Management

— Unit Objectives 9

At the end of this unit, you will be able to:

1. Discuss about risk management process

2. Know about inspecting controlling and controlling the problems

Resources to be used ||

e Available objects such as a duster, pen, notebook etc.

DOE

e Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

»)

— Say

¢ Risk Management consists of methodical steps for handling hazards in the workplace.

¢ One major component of risk management is workplace safety inspections. Inspections are a major
tool in ensuring that a workplace remains safe.

— Elaborate |

One major component of risk management is Workplace Safety Inspections. Inspections are at major tool
in ensuring that a workplace remains safe. They help to identify and address new problems or unsafe
conditions. Do the inspection according to the inspection checklist made by the organization according
to their norms and standards.

After inspection, make an inspection report, which includes the following information:

1. Fillinthe name of the areainspected if not already indicated on the sheet, the date and inspectors’
names in the area provided. Make sure all pages are attached and kept together with the front

page.

I —" T,
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2. Check either yes or no according to the situation or item listed, or put a check next to each listed
control. If you can’t check off the presence of a control, or answer no to any of the questions, this
indicates action is needed. To better prioritize action, evaluate the hazard’s severity.

3. Record suggested remedial action in the comments for the identified action items. State what
needs to be or should be done to correct and better control the hazardous situation.

i)

— Demonstrate (=

e Explain the benefits of workplace inspection.

e Demonstrate the process of risk assessment

Steps — Risk assessment =

Risk management is the process of:

Step 1

Identifying
the Hazard

Step 4
Step 2

Evaluating and
Reviewing the
Process

Assessing
the Risk

Step 3

Controlling
the Risk

Fig 8.1.1: Risk management process

Step 1: Identifying any anticipated problem — Anything that could lead to any harm to any person in the
work place, e.g. machine moving, poisonous chemicals, and jobs requiring physical interference.

Step 2: Evaluating the issues — Assessing the problem on the basis of their impact, e.g. can it cause a
severe injury, sickness or fatality and how likely is this to take place?

Step 3: Control the problem or if it’s not feasible, controlling the threat arising out of the problem —
putting in to practice such strategies that can eradicate or manage the problem, e.g. designing
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the equipments differently, putting in machine guards at place, using harmless chemicals, placing
heavy objects lifting equipments to reduce manual weight lifting or PPE or inform to supervisor
or seniors.

Step 4: Analyzing risk evaluation - to keep a check on control measures and adding better control
measures. Also need to discover secure ways of doing things.

— Ask @

¢ You could ask how to control the problems

¢ You could ask from the students risk management process

Notes for Facilitation

¢ You could ask the students what are the important information make an inspection report

— Activity
e Conduct a skill practice activity.
e Ask the students to assemble together.
e Explain the purpose and duration of the activity.

e Set guidelines pertaining to discipline and expected tasks.

¢ Make the checklist of inspection according to norms and standards and Conduct the inspection of
workplace

Skill Practice Resources

Inspection 1 hour Checklist

—Do]

e Ask them to get into pairs for practice.
e Go around and make sure they are doing it properly.

e Wrap the unit up after summarizing the key points and answering questions.
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UNIT 8.2: Escalation Matrix

— Unit Objectives 9

At the end of this unit, you will be able to:

1. Discuss about problem management process

2. Know about escalation matrix

ey
— Resources to be Used |
e Available objects such as black or white Board, chalk pieces or white board marker pens, duster.
e PCwith LCD Projector or Flip Chart

e Participant Manual

—Doz

e Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

Dl

— Say
¢ For escalating issues to the concerned department, every organization follows a specific procedure.
This procedure is based on escalation matrix.

e Escalation matrix is a complaint logging system (complaint box) allows you to specify multiple user
contacts to be notified in the event of issues.

e By using escalation matrix you can notify the right people at the right time about critical alerts
irrespective of the business hours. The escalation matrix is time zone specific and it is available 24X7.

— Elaborate |

e Key features of escalation matrix are as follows:
¢ The escalation levels are based on schedules.

e The service is available 24X7 and schedules are allocated accordingly.

N
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e The schedules are -me zone specific.
e A matrix can be defined at multiple levels ranging from senior management to lower manage-
ment.
Problem management process
1. ldentify problems as described earlier
2. Logging problems — Log the complaint report to the concerned person via email or procedure
specified by organization.
3. Categorize problems — categorize the problems into hazards, accidents, faulty tools or equip-
ments and general problems.
4. Prioritization of problem — prioritize the problem according to its impact or severity into high, low,
moderate and critcal.
Initially diagnosis the problem and collect data and information regarding that.
Escalate the problem to the management through the escalation procedure.

Review the remedial action taken by the management to resolve the situation

® N o U

If found any problem again, then notify the management again about the problem and also sug-
gest the remedial action required for it.

9. Close the complaint after solution of problem.

i)

— Demonstrate

e Explain the benefits of workplace inspection.

e Demonstrate the process of risk assessment

Steps - Escalation Matrix o

Step 1: Complaint of a given category will by default be assigned and notified by email to the Level 1
department of that category.

Step 2: It defines which an issue has to be raised to whom and within which time frame.

Step 3: If the complaint is not resolved within X number of days (X is the time defined for Level 1
department to resolve the issue), the complaint will be escalated to Level 2 department.

Step 4: If the complaint is not resolved within Y number of days (Y is the time defined for Level 2
department to resolve the issue), the complaint will be escalated to Level 3 department.
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Fig 8.2.1: Escalation matrix

— Ask |

¢ You could ask what is escalation matrix and its features
¢ You could ask the process of problem management

¢ You could ask how does escalation matrix work for complaints

— Notes for Facilitation

e Summarize the main points.
¢ Ask participants if they have any doubts.
e Encourage them to ask questions.

e Answer their queries satisfactorily.




9. Work effectively with
others

Unit 9.1 — Ensure appropriate communication with others

Unit 9.2 — Workplace etiquettes

ISC/N0009
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Key Learning Outcomes

At the end of this module, students will be able to:
1. Know about effective communication with colleagues

2. Know about workplace etiquettes
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UNIT 9.1: Ensure appropriate communication with others

— Unit Objectives 9

At the end of this unit, you will be able to:

1. Know about how to communicate effectively with colleagues

2. Know about effective communication

Resources to be used

¢ Available objects such as a duster, pen, notebook etc.

Do“~/

¢ Welcome and greet the participants. Revise the learnings of the previous sessions and ask them if
they have any doubts.

(&

— Say

¢ The success of the organization depends on each colleague.

e For success of organization learn your co-workers’ names and learn them quickly because people
loves hear their names.

e It doesn’t matter a person is more or less significant because of his/her designation. You should
respect every employee.

Notes for Facilitation

¢ You could ask the students what are the ways of effective communication with colleagues

I ——"
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— Team Activity b

e Conduct a skill practice activity.
e Ask the students to assemble together.

¢ Explain the purpose and duration of the activity.

¢ Set guidelines pertaining to discipline and expected tasks.

Skill Practice Resources
Effective communication between 2 1 hour Communication tools
persons

— Do ¥

e Ask them to get into pairs for practice.
e Go around and make sure they are doing it properly.

e Wrap the unit up after summarizing the key points and answering questions.
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UNIT 9.2: Workplace Etiquettes

— Unit Objectives G

At the end of this unit, you will be able to:

1. Know about organization policies and procedures

2. Know about workplace etiquettes

£

— Say

e Workplace etiquettes are also important aspect of organization policies and procedures.

e Work station should be professional and well-ordered with suitable private touches! It reflects good
impression on the team mates.

¢ Make a Positive impression, cooperate with colleagues and work space savvy are some important tips
to help you succeed on the job.

¢ Work station should be professional and well-ordered with suitable private touches! It reflects good
impression on the team mates.

— Elaborate |

Organization policies and procedures while working with colleagues:
¢ Never use abusive words with the colleagues
¢ Follow work etiquettes
e Never share secret or confidential information with your colleagues
¢ Help your colleague in case of emergency or difficult situations
e Coach your colleagues in case of problems and about organization policies and procedures.

¢ Communicate with them properly.

— Notes for Facilitation

¢ You could ask the role of colleagues in the success of the organization

¢ You could ask the students how to make a good impression on the job
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—— Notes




10. Employability &
Entrepreneurship Skills

Unit 10.1 - Personal Strengths & Value Systems

Unit 10.2 - Digital Literacy: A Recap

Unit 10.3 — Money Matters

Unit 10.4 — Preparing for Employment & Self Employment
Unit 10.5 — Understanding Entrepreneurship

Unit 10.6 — Preparing to be an Entrepreneur
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Introduction: Employability and Entrepreneurship Skills

This Faciiwtor's gulde Includes various acthdties which will help you a5 a RcilRtor o make the sessions
part]dpative andirteractive,

kcx braaker

= oucan begin the module withthe followlng oo bregker;

Huﬂhﬂhhlmm
= [lvide the participants it groups of lour or five by havirg them mumber i (Yow do this because people
peremlly begina meed ng by skt ingwith the peopl e they ol madhy know best.)

= Tiell the newly iormoed groups that thedr assl gnment |5 o share thedr fve ot mowvles of ol teoe, thedr e
vourd te noael sor thelr e least Riedfllnes., The toplccan be Rve of argthing - most | Roed or ol leed,

= This lce breaber halps the group sspiore shared intemsts more bmady and sparks iots of discussion about
wiy each persor Resor ol s thelrselected i,

= Tl the groups that ore person rnust i notes and be macy to share the il gl ghts of thel r group o sous sion
withthe class upon conapletion cfthe assignment.
Expactation Mapping
1. During the iirst sessonand after e brealor sasson, ask the part dpants o answer the iollowing question:
"hat oo | expect tolearm o this trainlng

2. Hoveoneof the particlparts wiitethelr contributions on aMpchart sheet,
3. Wit downyour cwm st of coversd rmaterial inthe ralningonancther Mpchart shest,
&,  Conpare the bwoshests, conment] ng onwhat wil andwhat will not be coversdduringthe tralning.

9. Set some ground rules lor the training sesdons, Ask the: particlparts o put these rules ona Rlpchart and
clsplay Kinthe class,

5. umay getback o those shests once agalnat the endof the |ast session of the tralning.
7. Benefits ofidolng thls activity:
=  Farticipants fee] better a5 thelr cplmlonsam heard,
=  Participants getto know what they s houl d espect irom thetralning.
= Theladitator gets to know which polnts to enphastze, which to leave out, and which to add during the
training.
2.  Ewpectationsifrom the particlpants:
*  Mustslgnthe attendance shee b whentheyarm ve lor class,

*  Comduct themsevesina posithe manner

#* B punciusl, stterthe, and particl pative

9. Bdqplain the contents that are golng o getcowered ome by one and conmectlt with the sxpectation mapeing
chore sariler.

10, By theend of this mcercise, the partidpants should have 3 dear undemstanding of what o sxpect lrom the
ses5onand what am the areasthat will not get coversed,

1 Mﬂﬂﬁnﬁmﬂm Inthe baginning cofthe unitssets the mocd lorthe unk.,
2.

Tor begin with the end In mind sats the sxpectations of the partidpants a5 what could be the Important
Eakceways fromthe session.
3. (tisakseaway cfmakingpartcpants tabe respons Ry of thelrown learming process.

&, Forthebclikator, the cbjectives decide o desd gred path o progresson sothat the learming stays oligredoand
ontrack.
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8.  Readthe ol ectives sowhy, one by one, and ask the partidpants (o esgplalnwhat they thirk Kmeans,

5. At the end of the seed on, You could agaln myvisk the ol ectives o find cut irom the particl pants about how
ey ol ot ves have bewn achleved,

i oxdar o aectivaly faclitats Ie workeop:

1. Youmusthawe thorough mowd e of the rater 3 nthe Particl part Handbook, and be praparsd tn answer
questions about k.

2. You roayalso wlsh toread other mater ol to enbanoe ywour knowledge of the sulject.

3. Theremaybelsses mbsedwithwhich you am not able to deal, ekther because of lack of e or knowledge,
Yiou can ekther state that you will cbtain answers and get back o the partidparts with the: Indomation.
(mea s the query can be turmed o an a5 grnent to the olass, do 5o, Mo can work with the the participants
onthe s ignement.

&, You reust have 3 very clear understanding of what the particpants want to accomplish by the end of the
wirkshop and the e ans o gul de the participants.

5. A5 the Bdimtmr, k|5 your responsiblity o make sure that all loghstcal amangements are made or the

workshop. This may involve doing & yourseN or condimalng that someone alse has made all mecessary
amangements assocated with the workshop, Assume nothing and check sventhing bedore the workshop

begins.

5. To break the monctony and boredom during sessions, Introduce rinl breaks [n the iom of stretching
BT S, oS, SO PDUP SCNES OF BAMES,

7. Irwite clscuss onirom the particlpants,

2.  Probethe partid pants lurther and leadthemtocome toafillmaative conclus lons,

%,  Letthe participantsans wer, Noanswer|sinoomect.

10, Askone partl cipant towrike all the: points onthe whiteboad.

11. Bulidthe sesdons irom the answers provided by the class.

12. Prepare ior the sesdons [n advwance: o that the msources e Mpcharts, handouts, blank shests of paper,
marker pens, ot can be kept ready,

13. Ersurethatresources Le board, markers, dusterete. i avallable bedore your session starts.

Samaral inetrwctions lor e playing:

1. ‘ouarenct being o5 bedto be an actor or to entertain., The purposs of the: md e play s toprov de-a dustion In
which youcanpracti cecertal nskdil .

2.  Whenyoursadthe brief trytolmagine yourself in the sltua tl ondescribed and behave [na way you e o be
natumi— but be comsclous of the fact that your mle may mouirea dilferent appmach from that wilch wou
el ght mormeally Lse,

3. ulandothers] maybenef® from the change Inapproachand bebhav our, Thersiore, try touse the appmach
pou iz o be mcs tapppriate for the o reursstances descrl bed i pour brisd.

#.  Thebrieflsjust the starting poire. & simply sabs the scene andthe tone of sesson or activity, Ty notto eep
rederring tothe bried as this will afisct the sportaney of the roeedng. Allow the role play todeveiop a5 you
think 1t nlght Im real il and change your reactions In line with the bebavicur and msponses of others
Il v,

8. (fvwouiind that vou have too [EH e Indormat]on toanswer gue st oms or bodeseribe what has happened in the
situation, do fee dree b0 add your own thoughts and ldeas, Try o keep these within the framewnrk of the
rode yoL are baldeg and try tonaakoe pour [rapuis ations a s mallstic a5 possible,
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UNIT 10.1: Personal Strengths & Value Systems

Key Learning Outcomes

At the end of this unik, participants will beable o

1. Bphinthemeaningolhealth

2.  Ustcommon heakh lsmaes

3. (iscuss tips o prevent common heakh Issues

4. Bplainthe meaning of hyglens

9. Clscuss the purpose of Swacoh Bhamt Abhlvan

5. Bplinthe meaning of hakit

7. Dlscuss wans bosat Lp a salle work emdmnnent

2, Clscuss critical salety habits to be followsd by employess
9. Bxplaln the importance of saif-anal yses

10. Clscuss mctiwaton with the help of Masiow's Herarchy of Needs
11. Chscuss the meaning of achievement motivation

12. Ustthe characteristios of entreprensuns with achisvement motivation
13. Ustthe dilemnt actors that mothate you

14. Clscuss the rode of sttitude In seli-analsls

15. Clscuss how o maieiain g pos tve attitude

16, Ustyour strengths and wealmess ss

17. Chscuss the gualities of hornest pecple

18, Dmserioe the Irportance of Ronesty |n ertmprneurs
19, Chscuss the elements of a strong work ethic

20, Chscuss how o ioster 3 good work sthic

21. Ustthe characteristios of bighly creathwe people

22. Ustthe characteristics of Highly Innovative people
23, (scuss the beneits of Hme management

24, Ustthe tralts of sliective Hme managers

25. Oegorfoe sfisctive Hme managenent echnigue

26, [lscuss the Inportance of anger managenent

27, Describe anger managemert strategles

23, Clscuss Hps for anger management

29, [Ascuss the causes of siress

0. Clscuss the symptoms of stress

31. Ciscuss Hps or stess management
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UNIT 10.1.1: Health, Habits, Hygiene: What is Health?

-Unit Objectives | &
AL the end of this unk, participants will be able o
=  Bxplaln the meaning of health

= Lst conmon heakh |saes

= Chscuss Hps o prevent comon health [ssues
=  Bpiain the meaning of hyglene

= [Ascuss the purpos e of Swachih Bhamt Abhlan
Explaln the meaning of hakic

Resources to be Used
- Participart Handbook

-Ask &)
= What do you understand by the mrm “Health”
= According to you, whi i a healthy person?

-Say (S

= Clscuss the meaning of heakhand a heakthy personasgiven inthe Farticipant Handbook.

-Ask |6R)

= e oid you visit the doctor [ast? s 16 ilor you or or a ey menber?

-Say |fa
= Chsciss the conmaon health | ssue e common ool d, ol lemgles et Refertothe Part cipant Handiaook.
= Lebusco asmall activity. | will needscre wolunteers.,

Role Play g

= Concuct a saall side with wolumtesrs frons the oass, Consider one of the Wiiagers has been appointed as a
health representative of the village, what measums will you as 3 heakth representative suggest o the
cormmon vilkagers topravert commonbealthissues dscussed,

= Youwill needat east 4 volurteers (INamratog. Health Repmsamtative, Head ofthe Village, Ooctor).
= Expialmthe health conoemms of the vl age tothe Narmitor, The Narrator will brief the ol ass about the skt
= Gvethe gmupofvolurtesrs, 5mintestododscuss.

m e sl el G el s s b s o e e el Hos wld e s
FlF ST o BN A PR Wy L o T P

T P S Nl T e R T | ilen ek B bk
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3
;

= Thedasscanaskguestions tothe gmup asa common vl ager.

-Summarize

= Thrcugh thisacthity we got sorne Hps on Row can We pravent thes e common health issues,

119
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-Say |f&

= Lebus v s e hose mary of the s beal thstandands we lollow in cur dallylie,

-Activity [ %

=  HealthStandand Checd st ircm the Fart] cipant Handboolk,

-Ask =)

= How many of pou think that you am heakig® How many of you iollow healthy habits?

-Say (L
= Leb's oo arves s o mind out how heaiy you are,

=  Open your Fartidpart Handbook section Health, Habivs, Hyglene: What |5 Heakhd, and mad through the
health stanckars ghen.

= Thok thue poieyts weind oy Yool tiiesks are truse ior yoL.
= Ty o e ashonest o5 pos siole a5 thistest s loryour oumisaming.

Do [+
=  Ensurethatall the partid pants have openedthe right page Inthe Participant Handibock,
=  Peadaloudthe polrts forthe partid parts and explain ¥ reguired,

= GivethemS minutes todothe aemise,

= AttheendofS minutes, askthe partidpants tocheck how mamy tiolos have thay pot,

-Summarize

= Tefl themthat they need to ol iow all the Hps g e Inthis checkllst regularl yin order o remain bealthyand it

-Ask &

Cobocwes:
= I It necessary o practice pesonal hpglens svery day? Wiyt
=  How does 3 person el when they do not practice good personal bwglenss Wi

= Can good persoral hyglens help a pemon el good about hls/her sai? How?

-Say |G
= Chscuss the rmeaning of Bygiens 5 ghven in the Fart cipant Handiaook,

-Activity [

= HeaithRandard Cheodist: Hyglens
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-Say |

=  Lat's do onexemhse tofind out [fve malntalngood byglenehalbl s ornct.

= Oipery the: Farticpant Handbook and read thmughthe Heakh Rancm che-cidist ghven,
= Thck the podrts wisloh youthink are true for you,

= Ty o e ashonest o5 possiole os thistestbs lorpour oum lsming.

-Do (W
= Ersure thatall the partic pants have pened the right page Inthe Farticipant Handbook,
=  Peadaloudthe polrts orthe partid parts and explain ¥ reguired,

= GivethemS minutes todothe semise,,

= AttheendofS minutes, askthe partidpants to check how mary tiolos have they got.,
= Ak themtocalculate thelr score,
= Tef thenywhat eachscom Indcates by mading o cud wihat has besnmertioned in the Fartldpant Handbook.

-Ask =R
=  How many ofyou have heard about “Swachh Bhamat Abkyan™?
= Can you tell the class what K |5 abouts

-Summarize

= T them about Swachiy Bharat Abhivan a5 ghven Inthe Farticipant Handibook and reguest then o Re a
pledge b keep our country o san.

-Ask &R

= What ks a habit?

-Say S

= Chscuss some pond halbltswisd o cam beoonie a wayof Rk,

-Summarize

=  Tell thamabout good and bad habits and the rea sonsto malke eood hablts a woy ofllie,
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UNIT 10.1.2: Safety

-Unit Objectives | &
At the and of this unkt, participants will be able to:

= CHSCUSS Waps to seb Lp a sl work emd mnment
= Chscuss oritical saleby habits o e followsd by sl opess

Resources to be Used (¥
=  Participant Handbook

= Salety signs and symibols

- Salety equipments

=  Blank papers
= Pers

-Say |G
= Thersam many conmon saliety hararcs presert in most workplaces ot ore tae or another They [ncluce
uns alie conaitions that can cause Injuny, finess and death,
= Salety Hararcsinclude:
»  Spis onflcors or tpelng hazards, suchas bicched alsles or coms running acmssthe fcor,
* Working o helgits, Including | adders, 5 calicids, s, or any ralsedworkamsa,

*  Urguardedmachineny and moving machinerny parts; guards removed or moving parts that a worker can
e chervtal ly touch.

*  Bectrical hazards e cords, missing ground pins, Inproperwiring.
*  Machinery-relatedharards lochouttagout, boller salety, ioridifts, ste)

Team Activity

SolutyHalards

= Thereare b parts tothls act vity.

First part will coverthe potential salety hazardsatwork place,
Second part will cover allew salety signs, symbol sand squiprents at wiork place.,
U thls iormatior the first part of the activicy,

FART 1
Hayerd What cowld happan? How covld & be commacind?

-Ask &)

=  How could you or your enplopess pet Burt at work?
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-Say |

= et's understand It better with the halp of an acthity. ou will be glven a handout within your groups. by

hawe i think about the possble hazards of your worigplace, what domage thess harzarcs could cause and
about the cormecthve action.

-Do [
= Chvice the oloss Irto fve bosix groups of icur partd d pants sadh.
= Putthe ormat on the board lor the activity,
= e blark papers andpens o sach group.
= Thegroup|s esgected o think and dlscuss the potent of salety hazars In the workplace,
= sk the groupto discuss and M the lormat using the blankshest,
= Gvethegmups 5minutes ortheacthity.
= For the seoond part of the activity, show the dasssome plotums of s alety signs, symbolsand eguipments.
= Now theywill putdown alkew salety symbols, sl gns or squipment against the salety hazards| dertifled,
= G them S to 10 minutesto il scussand drawnote k.
= Artheandof 10minutes the groups will present thelr answers to the dass.

-Say ({4
= Now let's discuss the anawerns withthe class,
= Ml the groups will briefly present thel ranswers.

-Do [
= sk the auclence toa ppl aud ior the group pres sntati on,
= sk ce-brief questions o cull put the indormati on ko each group.
=  Keepa checkontinme.,
= Tefithe goup towind up the dis cussion guicidy I they go beyond the ghven e Rmit.

-Ask |6a)
Da-briafing
= What dd you lesarm fons the scerclse

= A5 anentreprenedr, s & important to ensure the salisty of your employess rom possiole hazards? Why?

-Summarize |

= sk the particlparts whatthey have leamtsolae
= sk W they have ary cuestiors redkated et they e balbed about so r,
= Clowse the cis cuss on by summartzing the Hips o desl grva s alle wiorkgl ace and nor-negot] able amployes 5 alisty

[ o7 4
Lp-1,, 708
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UNIT 10.1.3: Self Analysis- Attitude, Achievement Motivation:
What is Self Analysis?

-Unit Objectives | &

AL the end of this unit, participarts will be able o

=  Exglalmthe Importance of sei- analyslks

= Discuss motivation with the help of Masiow's Hlerarchy of Neads

= Discuss the meaning of achiewenient not]vat on

= List the characteristics of ertrepreneurs with achievenent motivation
= Llstthe dillemet Ectors that rotivate you

= Discuss the role of attitude in selk- analysls

= Discuss how D ralrtaln a poskive a titude

= Llst your strengths and wisaknesses

Resources to be Used
= Farticipant Handbook

= Old newspapers

=  Blank papers

= Pendlsf pems

Activity [

=  This Isa paper pencll acthity.
What am the three sentences that describe you the: best?

Yhat do you need to lve happlly?
What am pour strengtihs and wealkmesses ¢

Do |/
Wl b Uit quasstionss onthe board /Ml pohart befiore thesesdonbeging.,

Ghve plain papers and penc i pens tomsach partidpant.

Tl participants o wrl e the anaaer for the thme guestions onthe paper.

= el thamythe purpose of thisactivity | snot toj udpe ampone But to understand more about e

-Say |G

= [Dlgrass the concert of Salf Anahucl and motivation with misrence bo Moasiow's Herarchy of Mesdls ac

T T ww T Fmirmnpw J AT T e

ol scussedin the Farticipant Handibonk.

Team Activity

Tower bulkding
=  Eachgroup witlch will oreate towsrusingthe o dnews pa pas.
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-Do v/

= Clvice the class Into grougs.

= e e s ome Dld Pewspapers.,

= Thetasicls o create A ower out of the newspapers,

= The groupwhich will create the highest towerstanding onlts owrnywlll be corsl demdthe winning gmup.

= LIPS CON LS & 35 A MY NEWpApens &5 thywarnt toand | m oy way they want,

- Ask (R
= What did the winning group do ollierenth?
= W ypouwers glven a chance, how would pou have made the tower dillerent y?
= How oid you s witlle makdng the towery?
= Old you ksl motivated?

- Say L&
= [lscuss the concept of achiewment mothation and characteristics of entmpreneuns with achisvement
metheation as discussadinthe Farticipant Handibook.

-Ask &)

= |5 pour atitude positive or negative?

-Say | G&
= Lt el poua story
' o LR Thhinge that Mo ke a Big Dilfarancs.

There was a man kg a morming walkatthe beach, Hesawthat slong withthe moming tde came hundreds of
starfish and when the tide meeded, they werme it behind and with the moming sun mys, they would dle, The
toke was dresh and the s tarfish were alle, The man took a e steps, ploked one and thew K Imto the water, He
ol d that repeatediy. Right bebind bl there was another peson who coul de't understand what this man was
coirg. He caught up with Bire and asked, “What are you dolng @ Ther am hundreds of s arfish,. How many can
you help? What olilerence does [Emake® This man did notreply, bock b nore steps, plched up ancther one,
threw 1tIrto the wiater, and sald. “Temabes adllemnce tothis one” Yhat ol llerence are we makdng ?0lg or small,
It cions ot matter, |Fevernyone made a5 mall dllierence, we'd endupwith ablg ol lerence, woul dn'twes

a _I_|F
- Ask &
= Yhat old you lesarm frons this stony s

-Activity [

Wit ctivetes You?
= This Isanindvidual acthdty.
= kb5 an secdse glueninthe Farticioant Handbonlk,

Do |/

= Adk the class o open thelr Farticlpart Handoook and complete the ewercise glven In the section What
Motivates u?

= Ensure that the participants have opened the correct page for the actity.

= Give the class 5 minutes t complete the activicy
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-Say |4

=  Discuss the concept of atttude and how to culthvate a positive attkude a5 discussed In the Farticipant
Handbook,

-Summarize

=  Close the discussion by summarizing how seli-analvsls, knowledge about what motivates you and your
s etttk can he-ip I n pour busines5 a5 wll ind e,
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UNIT 10.1.4: Honesty & Work Ethics

-Unit Objectives | @

AL the end of this unk, participants will beable o

= Clscuss the gualites of honest people

=  [escribe the Importance of honesty [n entmepreneurs
= [lscuss the elements of a strong work ethic

= Clscuss how o lster a pood work sthic

-Resources to be Used |&
R e

-Ask |
= What do you understand by honesty?

= Y b & Important lor ertrepreneuns o be honest?

= [ you mpember any Incident where your honesty halped you [n gaining confidenee ¢
= [0 you mmember ary Incidert where someone (o5t busines s due to dishonesty'?

-Say (@
= Tk about horesty, gualities of an horest person, and the Importance of honesty |n entregreneurs as
ol scussedin the Farticipant Handbook.

= “Let's understand & better with the help of sone case scenarios. You will be ghaen sone cases within your
RTCUPS. You have o analyse the case sceparks that has been glven to you and then ind an appropriate
solution o the proble,

= e pour ol cus sion focussed around the iollowing:
= et wert wronge
= Whowas at luk?
= Whordid Kinapact- the custonner o the s ness rmand
= Howwould Kimpact the bus iness inmec abeby? Wha twoul dbe the long term impact ?

iiEm e __ _ L NL _ _E____ &

" TN EARD T DT T

= ehat ol dyoulearm fon the sxerd se 7

Do |
= v ce the class |ntoiour groups of rmadniun six participants depending on the batchsioe.

= e Ore cas & stuchy T each group.

= InstTuct them o madthe case camiiully.

= Putdownthede-briefouestions om the boardand ask the groups tolocus thel ralscuss| onamund these que stions.

= Thegroup b expected to anakse and dis cuss the case amorg st themand find a solution to the glven probl em.
e the ol assS -1 0 minutes to ol scuss thecase and note cowmythelrsclutions.

= A the end of 10 mutes the: team should present thelr case sol utl onto the class, The pressntation can be a
narmtion or arche play.

= i the group o sedect @ group leader or thelr group. The group eader to discuss and s gn roles o the
EnLE rerbes iorthe pressntation.

127



Facilitator Guide

-Team Activity
Cant-Towdy Amalpele

Seamarial

Aakash has a small mobileretall sales and mpalr shop In Allhabad, He has one of the most popular outiets
andhas grea b mpport with il scustonerns.

s around 11 A wihen a custoner bampes in to the shopand stars shouting ot Askoash orgiving hera Bty
imstrument, The screen Oof hermoblle s cracked irons one shoe., Aa bashremermbered thomughly cheddng the
handset badore handing K over to the: customer, The customer threatens to sue hm and o go to Comsumer
Court lor cheating her, Now, the poblem cocurmd somewherne outside the shop but a5 other customers
were [stening o the cornersation, [t rlght Irspact bls business., The dtuation needs o be managed very
sams vy, What woul dyou oo ¥ you wers | nAalash's place

ooy rl chows e LT P o] eprbrciciery oy SIS and sarees, She has a sroall home-based busi ness, She has
a huge st cfcustomers onFacebookand WhatsA ppwhoglwe her ordes regulary. Smita b one offer old and
regular customers. As her shster-indaw’s weddingwas arcund the comer, Smita wanted I buy w
handoraked Fhulkar] duppatta, She placed anonder for thres duppattas via WhatsApp and requested Rajnl
o send themas soon & possible, When the pars] reached Srita thmugh courler she found that out of the:
thres duppatas, ordy ore wias hand sl dered amd the ot r tws had reachl ne smbmd dery on them., Even
the length and the guality of the material was not as desired, Smlta was heartbroden. It was a complete
waste of rooney and mcmouer s e couldn't wea rwhat she had planned o during the wedding functl ons, She:
sart amessag et Rajnl onWhatsApp, spressing herangerand dl sappointmert.

Smika has akso senta leedback and spressed her disappolrtment on the social media,. this will directly
allect Rajrl's business, What would you oo Fyouwers in Ryjml's place ?

Sharkar |5 atatton artist wiho has a small RGO showroon ina big, reputed mall iniNew Dafihl. Mr3akshambad
an appoirntrent ior oy, at 11:00an buthe reachedat 11:50 ans. Mearwlie, Shanka rinad to ms chedul e his
sk appod rtraent. After 3.3l fing Shankar's s ervices, Mr Salohans started yeling Inana busive inguage, relusng
b pay the mgulste amount, and Anding faults in the sardces provided by Bim, Who wes at aulkk in thls cose?
What should Shankar doe Shouid heconlirort Saloshan or ghve Intothe demands ofthecllert e

Seama o

Shallender |5 an ordine oloth resslier wihe does business through social networking sites such &5 Facebock
and What s pp. Privarica race orllne gyt iora drsss toSha llander, Bt she ol dnot rsced ve the dres s lor
a morth. When she asked for a canceflation, Shallander started mid sading her, For almost 45 days, he kept
proraising her that e will pay the amourt tocday, omorow, day after eie, Even after mpeated calls and
reessages when she dld not receie the payraent or the: dress, she ded ded B0 write a post agalnst bim on a
popular sockal media platiorms. As 3 msult, Shallender ost (ots of customers and bis Rourishing business
aced amajor crisks. How could thlsskuation have betnmanaged?

-Say &
= Now let's discuss the problensand solution with the |arger poup.

= Thegroupwill fArstbrielly des oribethe case tothe class,
= Then discuss the | sme dentifledand the proposed sodution.

= Once the presertation|s over the class canask thelr guestions.
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Do [+
=  Congratulate sachgmupiorthe group pres ertation.
= sk the AL ence toa ppl aud ior thens.

= Ak che-brief questions o cull pUE the Indormati on ironnea o FoUP.
= Keepa checkontime, Tel the group owindup the ol scus siom gl cid y IFthey po beyord the: ghven tinne [,

-Summarize

= sk the particl parts wha tthey have leamtiron the s ey activity,
= sk W they have ary cuestiors redkated et they e balbed about so r,
= Clowse e ol scLessl on by suraniarts ing the | nporta nce of ores by and work sthics lor erTepreansurs.
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UNIT 10.1.5: Creativity and Innovation

AL the 2nd of this unk, participants will be able to:

Ust the characteristics of highly creathe: penple
Ust the characteristics of highly Imovative people

-Resources to be Used

Participart Handbook

Chart papers
Marker pans

-Ask |G

You st be awars ofthe: terms 'Rags to riches” and heard storles related to the tem.
Yhat do these stories tell us?

What was so spedal about these penple?

Sy | @

Lat's have 3 | ook ottt stories,

There are sorne inspl v ng s torkes about peopl e wil chi woul dife o share withpou,
Marrate these s tories tothe class,

A Alcl Kadamm

Wiy has not heard of ARL Abciul Kl an: Asaal Pabkdr ka ik bolesn Abcul Kalam halled irom 3 very humble
background. Hls kather was a boatowner, Tohelp B Rty Kalamwould work o5 a news paper vendor, With
Lt resources, he gracuatedin Physl os andstudied aeros pace enginesring. He was Instrumental In indla's
steptowands nuclearsnemngy. (n 2002, he becane the 11th Prescdertof inda.

Woter Btar/pwrilar ot scamce

Twix young boys studying In classes 4 and 5, fmom Uingzya Junlor High Schood, Skddm desdgred a dmple
[rmcvat] ve low cost water purifier,

[ respiration bed o the | desa; Most pecple today preder to use 3 waterflker/purifierat thelrhome.,

Buti the ol iciren have: phvenldea to have Akerpurifierat the source of water s othat averyone has acoess to
clean water without having o male anirvestmert Inpurchasing a Alter puriler.

Soring's idea i o have 3 centrallsad pud il cation systen ot the polnt of dlstribut] on R water ek winlle
Subash's [dea bs tohave such purifiens attachedto publictaps.

Source:  ttpe S v redE.comyRetabe ad/meport fachleverstop-31 -amaz ing-Inncvat] ons-fron-young-
Incdllans 200 512108, b

Sclor seader

This 5 2 story of & Innovative solar seeder and developed by Subash Chandra Bose, a class 3, studert fmom 5t
Sebasthlyar Matrl culation Schond, Puduldedtal, Tardl Madu. Subash bas developed a solar powemd seed drll,
witlch can Lunchertaios pl artation for cifiemnt sl ze cf see.cs ot var able cepti and space: et r iwo seeds,

Source:  Ivttpe i v el IF.comyRetabe oo mport fa ol e vers Lop-31 -amaz Ing-Innovat] ons-fron-young-
Incllans/200 51208 b
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iLocwms for plvwelca By chea Benged

MNow this |s really Insplring of two sisters, Blalddya a Class & studert and Favithm a Class 9 student of 3RC
viercr ol Ivia trl oul athon, Ercade, Tanll Nadu.

The o sisters have come up with [oom ior [ower Ambed physically challenged. in thelr Ioon they have
repla ced the peckal operated systemwitha motor anda gearbos atta ched o 3 pulley roechamnis m.

Source:  htpe sk rediif comypetabead/ reportfa chl evers-top-31 -amaz  ng-Innovat] ons-fron-poung-
Incllans/200 51208,

- Ask |

= Wthey can, why cont your

= Clscuss concepts related to "Creathity and Inncvation' with the partidpants a5 glven n the Particlpant
Handbook,

-Say @
= Pecall thestor] e o ot vat on.

= Wyhat bs the [rner drive that rnoti vates peogle b sucoesd?
= Let's learmmon about such creathve and| nncvative ertrepransuns with the helpof an activity,.

~Team Activity

= This Isa groupacthdty.

= Thinkof ary one Bous rtrapraneyr and write & ey |inesabout b or her,

Activity Da-briaf

= Wi did you choose thls part] cul ar ertreprensur?
= Whatlshis/herbrand name?

= Yyhat creathAty dows heyshe possess?

= Whatwas Innovative about thelrldeas ¢

Do |V
= Instruct the participants that this |sgmupwork.

= Clvidethe dass Intosmal groups of 4 or Gdepending onthe batch s,

= v sach groupa chart paper.

= Tef the particlpants they have towrite o lew [ines aBout any one oS srireprensue

= (v the partic parts 10 rlnutes todiscuss and write,

= Keepa checkontime, T the group towindup qulcidy Whey go beyond the glventime it

= el s ls e w e el s e el B g s us o el Hess
PRy A P AU B R B T RO W T R T R

= sk the de-brisf guestions.
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-Summarize | &

= Surnnari e the Lk by asidng particl parts Wohey mow of sonse pecple wing are Big by creative and innowt]ive
inthelrapproadh.
= sk them boshare some experiences about these peopl e withithe dass,

- Notes for Facllitation

= Source iorstorl a5 onlmmovations:

httpy fwarw. red f.comfgetaheadf reportfachl evers-top-3 1-amazi ng-Innovatl ons-from-young-
Inclans/ 20151208 W
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UNIT 10.1.6: Time Management

-Unit Objectives | @

AL the end of this unk, participants will be able o
=  Clscuss the beredits of dme management
= Lstthe tralts of effective tre managers

=  [escribe sfiecthve time management technlgues

-Resources to be Used
=  Participamt Handioonk

- Ask |6

Dos thie soomd Bee you?

= | caany mever get enough tire o Anish what | am dolng In aday.

= | have 5o many things to do that | get condused,

= | want to go lor a walk and exercise, but | just do not have the tme,

= | had 5o much o do, st oould not dellver that oroer on tme.,

= | wrould love bt start nwy direany Business; but, | just do not have the tme,

-Example | @ |

= Leb's lookat these o manples:

Example1:

Ankit works frons horoe a5 a reslance writer, She sy she con eadly put In 8 hours of dedicated work Ina
cy. Because she works from home, she saves money on travel and has a comdortable work routine. But
therels a challengeand ks distraction. As she works from home, she caneas lyjust getup and sit down on
the sola o watch TV, wasting wa luable b, She rmay have choms b0 oo, armands o run and bills o pay. She
ends up working orly bwo to three hours a day and the resultls, her work pets plledup., She |s unakble to e
£y o Wik clue o this, Eventhough her guallty of work |s appreciated herollents are not very happy about
the ceday Ins Ll s on,

Exampls 22

Javed has started a sucorsaiul onllne selling conpary irom home andmabes a good Rving fons Bis sales, He
s satupa sl ol ce spa oe s [ ng ronn. As both bl s paremts ane wiorkd ng ful-tine, be also bas the rode
o aking care of s o younger siblings. Healmost spends hall of his day with the younger kids, He doss not
rind Kbut 1t reans takdng tine away inom the work, Hels still abl et manage bls onl ine business with thess
comitents, Hewants to spend s orne more dedlca edhours 5o 35 to Increase s prod b, He slsowants to
ks I new business avenues, Whatshould he be dolng.

-Ask |

= Coes this happen with you oo
= [ you find kMot o priodtioe your work?
= Are you able to manage your tme eflectively?
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-Activity [ @&

= Concuct agroup dis cussion bas ed on the abowe manples.
= Clrectthe discusslon on bow twprl crld e work and manage tme el cthvely,

-Say |G
= Time rranag enent |snot only sbout how hard pouwork but alsoabout Row smart youwork,
= Chscuss “Whatls Tire Management™ with thepa o parts &5 glven nthe Particl part H andiock,

-Ask 6=

= Wb b & Important to manage tHme? How does K help?
= hat happens when you don't manage pour time siiecthe iy
= [ wou find K clilcult o priodtize your work?

-Say (&
= Chscuss the bansllts of e mana ganent g e in the Fartd dpant Handoook,
= Lat's learnefiecthe time managemert withthe helpof an activity.

-Activity &
€ Marctivn: Tl I o garwi-t
= This actiity has two parts:
AT
TO-00 ST

= Yiouhave omake a o-do fst,

= Listal ol the actlvith e tasks that you have to oo,

= Trytoinclude everpthingthat takes upyour tme howsver unimportant kmay be,

= [Ftheyarelarge ts ks, break them | ntoactions teps, andwrite thls downwiththe larger sk,

= Yioucanmake ore st ior all your tashs orhave sepam te to-dofsts lor personal and prodess iomal tasks,

MART 2
UGEEN T-I FORTANT S

= Youhave momake a grid os shown on the board here, .
= This gridhasiour Doses, Aspou cans ee, sach Do has a cilierent headng.
= Abthe heart of the urgemt-important grid, ane these Do questions:

*  |sthistaskinportam?

*  [sthistaskument?
= FOW, YOU Mave B i mk abou e cha ot visy that you have wiitten in your to-golistand put Kinto oneof the

four catepories.

= Wit do thers caingories daplct?
= Cotegoryl:Ument/importont

*  Thiscategory s lorthe bighest priodtytasks. They nesd o get done now:,
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mﬂummn
Thls b5 whereyou wark to s pend most ofyour tnme.,
= This category ol ows pou to ok onsomething inportant and have thatime to dolt propedy.

= Thls will helpyouproduce Bigh ouality work inaneificlent manner,
= The tasks In this category are probably the rmost neglected ones, but olso the most crudal ones or
SLCTE 55,

= The tasks In thls category can include strategic thinking, deciding on goals or genaral dimction and
plharming—all vital parts of runninga success il business.
= Category 3:Umant/ ot important
# Thils bs where youare busybut not prixductive, These basks are oiten nlstaken bo be Important, when
theyre mcst olten busywonk.
*  Urgent butnct important tasis are things that pravent you o a ol sving your goals.
* Howmyer, sone may e activ testhat ol r penpl ewant you to oo,
=  Coategoryd: Not lmposta nt amd Mot Urgant
#  This category doesn't really Inciuce tasis, but rither hablts that provde confort, and a refuge rom
bl g ol sl pllmecd A v FigoOroues with your e managenient.
¥ Sorne nay beactivities that cther peopl e want you o oo,
# Thess might Include unplanned lelsure actiities o well,

TO- DO Nt formnt

hs | B|BEIE|®"
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UKEEN T-IM PORTANT D

* Interruptions = Internet surfing

* Phone calls/ E-mails » Social media

+ Other people’s minor demands = Watching TV

URGENT/ NOT IMPORTANT NOT URGENT/ NOT IMPORTANT

URSENTS IFCRTANT D lormeat
URGENT/ IMPORTANT NOT URGENT/ IMPORTANT
i
3 4

URGENT/ NOT IMPORTANT NOT URGENT/ NOT IMPORTANT




e
-Do [

=  Putdownthe formats lorthe to-ciol st andthe urgent/Tmportant grid on the board,

= Itk the participants to prapare thelr to-cio [stlirst,

= Gy the partic parts 10 rlmutes o prsparns the st

= Onoe chone, | nstruct thenn o oivi ce the tasks In to-dio st into the four categories,

= Explainthe lour categorles tothe particl parts giving exannples spech e tothel roontest.,
= s you espial i the categor] s M the grid with the type oftashs.

= (v the particd parts 40 ralnutes tolll the grid.

= Thaery esipl alr b o bala nce the tas bs between the lour categor es,

= Keepa check ontlime, Tl the gmup towind up guickdy lthey gobeyondthe ghventime Imk.

-Say | (@
Activity De-brint
Howr com war balamce nske batvweran e lowr cotegories ¢
Howr o mama g B thrcangly thie grids
= Catagory 1: Urgamt/imposta mt
* Ty eepashewtosks o poss ble here, with the aim o sliminate,

* Wyouspend o nuch of your Hiree inthis category, youare woridngscl el yasa troulble shooter, and never
findirg tme to work onlonger-term plans.

=  Catagory 2 NotUmpentimportant

= Flanthess tados camiol yand efficient]y as they ane most crudlal ores lor success,

= W recessary, alsoplan wihere you will do these ks, sothat you' e fee rom intermugtions.

= Include strategic thinkd ng, deciding ongoals or geneml direct onand planning | nyour plann ng pocess,
=  Cotegory X Urgant/Not important

¥ Ak poLrse i winether pou can rss chegul e or del sgate them,

* A common source of such activities s other pecple., Sometimes ks approgriate o say "no® to people
o K . o T = PCLmg e e Do ol theprodl e thems ol ves,

=  Category & Not mportant and Mot Upent
*  Youalso wanttoml e the sks that youhave in this category,
* e Aciviches amj Lst 3 csiTacti on—avola thenm iF possibie.
*  Youcansimply ignoreor cancel many of then.,
*  Polltely say "no® o workasd gredby cthers, Fyoucan, and explain why youcannot do K.
# Skl ey | o sure et vithes carsiLlly S0 that they dor'thave aninpact onother Important tasks.

= [Clscuss the taks of sfiective Hme managers and sflective tHme management eomiogues as glven In the
Farticl part Handbook,

- v [

- SUMMarie |.EI|

= Chscuss the traks of sfiective Hme managers and sflective time managenient moimloues as glven In the
Farticl part Handbook,
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- Notes for Facllitation |

= Here 5 a short story. Shu can concude the session narmating the story. T make [t more Interesting you can
o the demorstrat] on descrioed and ois cuss the short story.

*  Oreday anexpert Intine management was spe king to a group of students. As e stood [nifmnt of the
Emup, he pulled oot a large wide-routhed glass jar and st (ton the table In fmnt of Bins, Then he ook
oUt a bag o about a dozen rocks and placed them, one ot 3 tre, Into the jar, When the jar was fllied o
the: top and no more rocks would At insicde, he ashed, s this jor il Everyone Inthe dass sald, "es."
Thanhe sald, " fealy®™

#  He reached under the table and pulled cut a bucket of gravel (small stones), He dumped some grave] In
and shool; the jar causng pleces of gravel o work thennsehaes dow iInto the: space: betwreen the moks.
Then he asked the group once more, (s the jor I By this Ume, the class began to understand.
" Frobably nct," one of them answemnd, “Good I he replled,

#  Hersachedunder the table and bought outa bucket of sand., He starteddumplng the sand inthe jarand
ewert intoall of the spaces lek betwesn the rocks and the gravel, Once mone be asoed the: guestion, (s
thls jar I Nol® the class shouted, Once again he sald, "Good." Then he grabbed a jug of water and
began o pour K i uetl ] the jarwas llled o the brir, Then e ockedatthe class andasked, "What|s the
podrt o this Riustratione “One: student ralsed his hand andsald “No matter how Ioll your schedule s, ¥
yoL by rzally hand you cam always fE some mdrethings In IEF "Ne, ™ the speaker replied, "that's not the
podrt. Thetristh thls || ustrat] on teaches us b (o don't put the blg mcks Infiest, youtl never getthem In
atall.” What are the'blig rocks' In your Rk Your chlidren: pour |oved ones; your education: your dreans;
@ worthy cause; teaching or mentoring others; dolng thing s that youlowe; dme lior pourse i your health;
your mate (or sgriflcant other]. Aemenber o put these BIG FOCKS In frst or you'l never get them in at
all. [fyousweatabout the [kte stulf {the gravel, sand, and water] thenyouTl B your B with it things
POU WY abnout that don't really matter. and yout | rever have the Hme pou need to spend on theblg.
Irportant stulf (the blgrocks ).

= Endthestorywith thess ines..

50, woight, or In the moming tomormow,. when you are mdlecting on this short story, ask yoursel this

guestion: Whatam the big rocks' [mewy [l ? Then, put those Inyour jarfinst
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UNIT 10.1.7: Anger Management

-Unit Objectives | @

AL the end of this unk, participants will be able o
= [lscuss the Importance of anger managenert
= [esorioe anger management strotegles

=  [lscuss Hps for anger managenent

-Resources to be Used |
= Farticipart Handbook

-Ask |&)

= Wohat s anger? [s anger good or bade
= 5 anger normal or an abnormal behaviour? How can anger harm youd
= Y b5 K important for ertreprensurs o manage thelr anger?

-Say |9

=  Talkaboutanger and the Importance of anger managementin entrepmneurs a5 discussed In the Particlipant
Handbook,

= Lebusce asmall acthity. This ks anindvidual acthdty.

= Think of the: Incidents and sl tuat]ons tha tangered you and hut you.

‘Do [/

= Irstriact then o nobe cowm thess e situations under dilierent categor es (35 gvenin the Acthity).
= Givethe class 3-5 minutes o think and note down thelr answers,
= Attheendof S minutes, asksome participantstovol unteer and present the br arowers,

=  They can also share these stuations with thelr el ow particpants IF they do not wish to share [t with the
entire dass.

T TR
ML YILY E';EI

wou ememaberary incident whichhashurt
you physl cally
you e rially
YOL CAFRer
your rel ationships.

-Ask |&@)

= [ oL ever getamgng
= Yyhat are the things that male youangrys

= [oyoummenberanyincident whers youranger managenient helped you lnmaintl ning bealthy relatlonship®
= O you mememberany incldent where someone (st busines s idend’ relationship due to temper {anger]
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-Say |54
= Thersar 3 lew strategles which can help In cordmiling your anger. Let's do an activity o understand the
APEET MA N3 Remert process better
= Thils Isanindividual acthity.
= Thirkof the Imc certs /s Kt ons wi ch trl ger your anger (the cause],
= Then thinkwhat happensdas a maultof yourangerithe sfiect]..
= hunesdtocome upwd th some technlgues bo manage your anges

-Do [/

= Gvethe class the angertrigpers (the cause] a5 stz dinthe activity.

= Fut down the acthity lormat (Anger Triggers, Result of your Anger, Anger Managemert Techel ques] o the
board and instruct the classtowrte the answersunder ol liemnt categ orles,

= e the ol ass 3-5 rinutes o thlrk and note down thelr anmrers,
= ArtheandofS minutes, askthe partddpants wihowis htovol urteer and present thelranswers,

-Activity (&

Trigper poldrts and Anger Managememt Technigues Activity
Anger Triggere
List of trigmers that make you angny:

Soreone says wou did something wrong.

YoU want sorething you cart have now.

You gat caught dolng scrething you shouldn't have been dolng.
You are accusad of dodng something you dde't do.

You are told thet you can't do something.
Sorneore does it agres with you,

Scrnecne does 't do what you =8 blm to do

Sormeone unespecied happens that messes Up your schedule,

PMaslt of youwr amgar:
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rSay |4

= Now; let's dscuss the problems and solution withall.

= The incivi dual will irst briedly cescel be trigger points totheclass.

=  Then dscuss the msuk ofthe anger. Other partid pants are requestedtoremal ngulet while one |s making the
presantation,

= Postprasentat] on, obher pa tldpants mayaskouest ons.

Do [V

= Congratulate sachi noivdual for sharing thedr polrts.
= sk the audience toa pplaud ior thems.
= Ak ce-brief questions alter the presartation tothe dass.

= Keep acheck onthe te, Askthe participants o windup the activty quickdy [fthey pobeyond the glven e
mk.

-Ask |@

Da-brial quarstions:
= Iy the sl tua Hon describe.dby the presenter, wiho was atlult?
= How could you have handiedibls sltuation atemathely?

rSummarize

= Chose b ol souss on by sunnnartz ing the strate gles and tips cfang ermanag enent ior enireprensurs.
= Ak the particlpants wha thaue they leamtirom thls eserclsey acthity,
= sk W they have ary guest ons redated towiat they bave talbed about so i

- Notes for Fadllitation (B

=  Encourage the particl parts o share indormia t onabout therwill e presanting the stuations tothe olass.
= Keepthelormat ofthe Acthdty prepamdina chart paper so that 1t can be ol played during the session.
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UNIT 10.1.8: Stress Management: What is stress?
-Unit Objectives | &

AL the and of this unk, participants will be able to:
= Chscuss the cavuses of stress
= Clscupss the symptoms of stress

= Chscuss tps or stress management

Resources to be Used
o A EIE: Fary e

-Ask |

= You are waking inthe recegtion or an Intervdew or 3 very Important mesting, suddenly your [=gs are shalo,
wour hands are ool d, you are ieeling nervous. Have pousver beeninthls idnd of stuation?

=  Haveyoubad days when you ha dimuble sl e ping

= Hve pouever beens oworm ed about s ormething that youended up witha terr ble headache ¢

-Say %4

= You've priobably heand people say, Froreallystrsssed cut™ or "This 5 making me totally stressed ™

-Ask |8

= Yehat do you uncerstand by stress?

= What ghesyoustrssse

Hiowwr oo you e whenpouans stress ad or what am: the symptonns of stress 7
Hiowr cam stress harm oL

Yo & K important ior ertreprensurs mma nage stressy

-Say |G
= Whenwe el overicadedorunsum of our ablky todeal withcertalnchallenges, we e stressed,

= [lscuess dbout stress, causes of stress, and synptons of stress o5 ol cuss ed inthe Participant Handibock,
= Let's uncerstand the causes ofistress and how o ceal with them with thebhelp of some case scaparos.
= Souwill be glvensome cases,

= huhave toanalyse the case scenaricandthenfind ana peropd ate solutionto the problem.

= This will bea goupacthity.

-Do |+

= Divlcle the class Intoiour g moups of 5-5 part] d parts (depend ng onthe batch sl e ).

= Assign one case scenarky tomsachgmup.

= |mstTuct themtn madthe case camiully.

The group 15 espected to aral yee and dl scus sthe ca s& amongst themand And asclutiontothe gven prioblem,
Explalrthedr cis cuss on s hould sl ting etting answens or the ol owl ng ques tons :

142



e

Yhat wa s/ werme the causels) ofstress?
Wetas thestress ann] chable o g el & Lncher b gl wery ol reLns tancss ¢
s Wyes, howe do ot think that the stress could be avol dedimanag ed)?
»  Wno, thenwhy not?
Ghve the class 10-12 rinutes o discuss the case and note dowm thelrsclutions.
At the endof 12 rlmutes, the tean shouldpresent thedr case solution tothe rger group.
= sk the groupto sedecta groupleader for thelr groug.
= Thegroup eader to ol soussand assign ml s to the group menbers for the prasentat]on.

-Team Activity

Cons Sowdy Amalyele
Scamario i
Acash's alarm doesn't go o and he: gets late getting cut of the: house, He bts trafiic and ends up 15 minutes
It o work, widch s boss notices, He gets to s desik and finds be has to conplebe 2 reports iIn nest one

oL, Just wihen he bs about S0 begin work, a nessag e pops up “Telecon with the: dientbegins In10 minutes.
Pl b I the comliemnce roon in S rainues.”

His 15 mot prepa mdior thecoll. Hels stressed, He doss mot wart o speal tobis boss aboutthis, He ls stressed,
ealinguncorsiorta bl e and sick. Notina pos Kiontoattend the call orflnish the reports ontime.,

Scamario 2

While paying hls overcue bills, Rabul reallsedthat K's the ol dol e of the month and he has only Rs SO0 eitIn
his accourt. Hehas alreacy asked all of bl iriends, andfarlly lor loans, wiich e haen't pald back yet He s
st contemplating over the: lssue wihen bls phone rings. His sister's birthoay |s due mest wesl and she has
saem A beautiful dress witl ol she wants to buy but cannct ted the parents as ks a bitespensive, She wishes §
Pl couild buy the dress lor her. Rabul has promlsed to buy her thedress lor her birthday,

Rabul ks stressad, does not understand what to do. He i unable to concentrate on bls work and unable to
corrplete the tasios ass gried, His teanleader has of ready warmed biny ol the deday.

Sy ool bs b cabl e company as she has urkmown charges on her blll. She has o gothrough the automated
wolce il menw three Hmes and stil car’t get thmugh o a customer care eecuthee., After 15 mlmutes of
repes g afilorts, hercall s answemd, She exolalng the entire |sse tothe custoner care ssecutwe but before
the pers on could sugpesta way out, the call drops.

Mo Shead s to coll back and rpeat the wihole process all over agaln with a new custoner can sseouthe,
She s very angryand callsagain but cannot connect ths tme.,

She has o leave (o oo 5o she decides o call fom office and check, When she connects this tme she s
angry and argues with the soecutive on the call, AR her co-workers amund are lockdng at her as her volume
Iras suacholerily Increased, She bangs the phone and ends the-call,

Her co-worker Nesiam enguims what has happened o her. She ignores ber and just walks off She has
become irrikabie and her behavicur andione with other co-workens [snot accepiable.
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Scamario d

Arpitls a young ertrepreneur who started dodng business through Facebools few weslos back. He had ol ways
bean It 2 job. Athough Arplt has very few dmancial Rablickes, It wasrt an sasy declslon to leave a
coriortable ol ot once and ook ior rewer pas turss, Arpit's boss warmedilmof the consequencss and the
challengesof starting a business when nobody sverin bl lanlly had been in business.,

He has not beer able to pet a good desl Hil nows. TS |5 an important Dl sl for bm which comes with
Lrkncw vark bles.. Arpit s nervoLs and bs wondering W e has whatlt @bes to i the regulmment of his
s ol e orthe new expedences he's Riedy o face,

-Ask |6R)

Da-brial guearations

= Yoot wa s were the cause(s) ofstress?

= tes the stress avcl clable: or rna ma gesabl e uncher the: gl ven o reunsstances
= Wy, mowe cho you think that the stress could be avol ded imanaged]?

= Wno, thenwhynot?

-Say (@
= NOow let's discuss the problensand solution with the |arger goup.

= Thegroupwill first briedly des oribethe case tothe class.

= Then discuss the |ssue ldentifled and the proposed sl uti on.

= Pt pres entation, the other groups mayaskguestions tothe gmup that has presented,

‘Do [V

=  Congratulate sach groupior sharing ther points.

= sk the AL ence toa ppl aud ior thens.

= sk che-lorl iof questions to cull cuk the indormat] on ironeach group.

= Keepa checkontime, Tl partcpants towind up the discusd onguickly WFthey go bepond the glventinme limit.

-Say @

= Whlle K b5 conamon and normaal to leed sone tens ion, TS kel ing rervous and tensed can inteniere with your
thirkdng process and can have 3 negative [npa ot on your pericrmaance,

= Sress can deplete the most vibrant of souls. & can have a negative sffect on svery aspect of a pemson's [l
Inciucing thelr health, emctional well-belng, relationships, and carser, Howsver, cne nesds (o Lndenstand
e causes and typesof stress belore iooking lor ways o manage K.

Da-trial:
Seamarinl

The cause of stress was lack of e management and the hablt of procrastinating. (F Akash would have
roanagedbis toe wall, planned akemate ways toget up on tre, il shed prior Rsks on Hmeand planned ior
cilent mestings ina deance then e woul de't have laced stress,
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Scamaric 2

The causeof stress was lack of financial planning. bl should have plarmed Bls Minanclal resources wedl In
advance and saved some money for the miny day. Ao, dilerertiating between needs and wants and
keepinga check onnor-essential speroitum wolld Bave syved fabul lron thls s ustion.

Soretimes, stress 5 caused due o stemal Betors instead of Internal ones, (0 thls case, the stress was
Ll chable: eCaatene wis Rt mg COPRTTA DVer this CLSTOIET Core: spsteny, Bvery time, you will get In touch
with 2 new escecutive and will have to eplain ol over again. This might cause stress but despite belrg
frustratedandangry there ks Ikt that wecandoabout . Al Shesla could do was o ind ways tocalm herse i
cown thmugh some breathing sserclses and meditation, reading some pood book or Rstening to musc and
thenstart alfmh,

Scamario 4
A posithee, major Dl change can be 3 source of good stress, Rega rdless of how good the change ks, 1T can be

stresgiul, Jress caused by a positive and migjor Tl change can be benaficlal bacauss I causes 3 person to
step cut of thelr confort zone and learn new skdls, Here, Arplt may become 3 succesgil ertrepreneur o

eamnew wastodothings cifierentiy.
oW |t s s thl s s cemario, can| have a wlurtesrtorea dout this case tothe dass.

-Do [
= sk one of the part] o pant wihn can volurteer and mad out thls scemar o o the class,

Rakesh [ives In Kathma nou with his wiile and two beautiill daughters Sarab and Sarmpa, Nepal was bitbya
masshee sarthouaie and Rakesh's bullding collapsed during the sarthguale. During avacuation, Rakesh
reallsed that though bls wille and Sa b were fine and sufiemdonly rinor Brulses, Sarya was nowhen in the
SCare, Panic strlchen, he started calling her name andsearching ber drantically. A ttie later, b heard a meek
wolce: irom beneath the debrls, He guickly removed the rubble to dind a buge bed. Rakesh was pratty sure
that Sarya was trapped undermeath. Though be was badly brulsed, he gathered all bls courage and with all
s rel gk, e ited] tive: s oo e gl to s ave Sarpa's T, Everpone was rellewedto see Sarpa ol ve and also
et el ysurprised toses thls iather's ablity to acoess superhumanstrength.

= sk the audience toa pplaud ior the: parti cipant after the scenario|s mad completely,
= Dlscuss the scenaric, a5k de-brief questions:

* ek Kind of sim 55 wias Rakesh Undergoing in this case?

»  Yelas thestress vl dable ormanag sabl e under the glvery ol reunms tances 7

¥ Yt waastie sl tof the stress?

-Say (&
Da-briaf:
= Notal stress |s harmoll; good stress s actually energizing. This was a case of | lsaving stress, or hero stress,

wiich |5 an important exanple of good stress. 1w may have heard stories In which a peson peniorms an

ipossibl e leat of physical strength In order b0 save thelr [l or the (i of scrmecne thay love, This type of
stress causing asume of adrenaline | sgoodior us.
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-Summarize E

= Chomme the dlscuss on by summariz ing the tips to manage stress a5 glveninthe Farticipart Handbook.
= sk the particlparts whatthey hbave leamt from thls eserclsey acthdby,
= sk W they have ary questi ons related o what they have talbedabout so .

-Notes for Facllitation (P

=  Keepprirted coplesof the act] vithe s/ scenari os ready lor the sesslon.,
=  Putdownthe de-briefguestions ona flip chart sothat ik can be dl splayedin the class durlng theacti vty
=  Encourage participation and make: the discuss onsintemtiwe.,
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UNIT 10.2: Digital Literacy: A Recap

Key Learning Outcomes

At the and of this unk, participants will beable o

1. (dentily the basicparts of a computer

2.  ldentlly the bask parts of a keyboard

3. Recall basic computer rmlnl ogy

4, Recall the lunctions of basic conmputer keys

5. Discuss the main applications of M3 Oillce

6. Disouss the banalits of Microsol Outl ook

7. dentlly dillerent types of e-comnnerce

2, LUstthe berafits of e-commerns lor retal e and custoners

. Discuss Digkal Indla canpalge will belp boost e-comerce Ininda
10, Desoribe how pou will saf 3 poduct or sendce on an e-commerce plationmy
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UNIT 10.2.1: Computer and Internet Basics:
Basic Parts of a Computer

-Unit Objectives | @&

AL the end of this unkt, participants will be able o
= ety the baslc parts of a computer

= identliy the badic parts of a leyibcand

=  Pecall basic computer termalnology

= Pfecall the functions of baslc computer keys

-Resources to be Used |
o A EIE: Fary e
= Computer Spstems with the regulmd appllcati ons

-Say (@
= Let's take a guickrecap of the bas iccomputer parts.

= [Clscuss "Baslc Farts of Computer' and "Basic Parts of a Keyboard® with the class as glven In the: Farticipant
Handbook,

-Explain [
=  Bplainal thepans of the computerandthe eyboard by demonstrating on the real sasten.

-Ask |&)
= 0o 0w krow about Intemet?

= Hovepoueyer s edirtemat?

= Yy do you think Intermet|s usedul 7

= hat wasthe st task you periomedon i ntermet?

-Say [

=

= Lat's ook at some basic intemet s,
= Chscuss "B s intermet Terms' withthe particlpants & glvennthe Farticlpam Handbook.

-Summarize

= Ak the particl pamts whatthey have leamtiromthls esercsey acthdty,
= sk W they have ary guesti ons related W what they have talbedabout so .
= Chomse the dlscuss on by summar iz ing the Importance of computer and irtermet for ertmprensuns.
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-Practical |35

=  Conduct apractical sesslon.
= sk the particl parts to assemble Inthe computeriab,
= v some hands onpract oe eercses.

Do |

= Gmup the partddparts for the activity depending on the batch e and the number oF COMpULET SystEms
avallableinthe lab,

=  Bplainthe purpose ard duratl om of the acthdby.

=  Ensurethe participants conipl ete the practical sserd sesass gred.,




o
UNIT 10.2.2: MS Office and Email: About MS Office

-Unit Objectives | @

AL the and of this unik, participants will be able o
= Clscuss the maln applications of WS Olfice:
= Chscuss the beredits of Microsolt Out] ook

-Resources to be Used
- Participart Handbook
- Computer Systems with MS Ofics

-Ask |&)

= Yyhat Is the most freguent act vity that you do onthe computer?
= 00 you now how o makce presartations on the conputer?

-Say |4
= Gl Deled | mtrociuct on of WS OMlce: a5 ghaen in the Fart] cipant Handbook,

= Cscuss the most popular ofice products. Bxplaln inbriefthed rappll catl on, benedis and workd ng.

=  ilcmecik Wiord |s a word processing program that allows lor the: oreation of documents. The program s

equipped with taplates lor guick lomaatting. Thers ar also ieatum:s that alow wou to acd graphlcs, tables,
=

= e ol Exerlls a tood ior accourtdng and managing large setsof data, (tcanalkso snplify analysing data. [t s
Al o Lsadto create charts basediron data, and periorm conplex calculations. A Cell I an Indivicul data box
whichwill havea cormesponding Column and Row beading. This glves the cell aname, mdermed to a5 the Ol
federence, Therecan be mukiple pages [neach workbock. Gach page, or shest, i called a Worlsheet, When
WU cpen A new Exped e [t automnat] cally starts pouwi th three works heets, Butyou canadd more,

-Explain |7
=  Bplainthe workdng and freguently used leaturss of OWice ona mal ssten,

F i

-Ask |
= Yhat do you mowabout e-malls 7

= 0o you hawve anemall | d?
= How ot oo oL ol pour -roall 57

=  Commurication ks vl for svery business, The lstest and the salest woy o communicats: these daws are

through emalls. M3 Outionk helps to mamage your emalls In 3 better way and also oliers a host of other
bepedts,

= CAscuss "Wy Choose i crosolt Outl ook ? ™ with the part cpants a5 glveninthe Particl pamt Handibock.
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Do v/
= Mgk the particlparts to asserble Inthe conputeriab,
=  Explalmthe wroridng of Outi ook o a real ssten.

-Demonstrate i

= Cemonstratehow to create sal | il

= [emonstratehow towrke rew malls, sendmalls.

= Demonstratehow to use M50 ceapplicationto create 3 latter and send |t as attachment | nanemall.
= Cemonstratehow to use other 50 Mo applications.

—Practical | 2%

= e some hands onpract o e ses

=  Gmup the partidparts for the activity dependirg on the batch size and the number of computer systems
avallable Inthe lab,

=  Bplainthe purpose amd durati on ofthe activity.

“Summarize

= Ak the particlpants wha tthey have learmt irom thls eserclsey acthity,
= sk W they have ary guest ons redated towiat they bave talbed about so i




e
UNIT 10.2.3: E-Commerce

-Unit Objectives | @

AL the and of this unit, participants will beable o

= idertiiy et tvpes of e-oommerce

= LUst the benedits of e-cormmerce for mtallers and customens

=  [Clscuss Digltal indla campalgn will help boost e-commence Inindla

=  [escribe how you will sell @ product or send o onan e-commerce platioms

-Resources to be Used %

= Computer Spsten with intermet connection
=  Participart Handbook

-Ask |

= How many of pou have done shopping online?
= Can pou name ot lesast flve shopping websltes?

= hat s the product that you most irequently Buy onlines
= Yy do you do shopping online Instead of going o the market?

—Say |G
= e beled | mtrocuct] on of “What |5 € -conmeme”, Reder to the: Partld part Handbook.

= B~ commerce amerged In the sarly 195505, and ks use has increased ot @ rapld mte, Today, many conpanies
el thelr products ondlne, Evengthing from iood, clothes, ertertainment, furmltursand many cther |ems
canbe purchased online,

-Ask &)

= Yhat other types of transact ons have you peniormed on the: Intermet other than buying products?

_Swﬂ

= (e eocareples of e-commerce act vitles fron Part]d pant Handbook,

-Team Activity [bd

E-commarce s xamphes
= Instruct the participants tolistsone of the payment gateun s that they have usediior e-comnence activitl es,
= GEvethemS mlrutes to ko this st

m e e el s enadena ot dr ] e ] e, e el e e b sl v e
wmurﬂ.umnwﬂ-ﬂu.u N LAY ST S P A w!rﬂ.“mnml—u'n

= Conclude the dscussion by mertioning how Important e-commerce has become In our day o day
bransa ctions.
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-Say |

=  E-commerce acthities canbe class il edbas ed onthe tbypes of particl parts inthe trans action.
= Chscuss “Types ofE-conmneme” fron the Pt dpant Handiook.

Do [+
= Chscuss ol typesof E-commerce by ghving eamiples ard ranes of sonme popukar wisbel tes winl ch use thenm,
= Ivialce the ol scus sl om i ctlve by askdngthe o ass tosihare sonme popuUlar e-conmnerce ol s of s ch pe.,

Say ({4
= Ecommerceacthities bring a host of bereddits lorboth, retallersand customers.
= [Ascuss benefits of E-comrnerce fron the Fart] cipant Handiock.

-Explain | %

= The majorty of the population that uses E-commere activities Iwes Inther-1 and ter-2 dtles. T encounge
e use off cigl tal money In tler-3 and 4 areas, P Mr.Modl launchedthe "Digltal incla Campalgn”.

= Chscuss “Dightal india Canpalg r froe the: Fart] dpant Hamdbook,.

= By Dighal indla project the govermment will dellver sendces via moblle connectivity and In dolng so, |5
espected to bring the Intemetand broa dband o remote cormers of the country. This connecthdtywill Intum
enbance e-conmoere actiitiesak o, Furthermom, the ind an Government |5 alsomodermizing india Fost and
ams tocevelopltas a dlstribut on chammel ior e-commercereiated ser ces,

Say |54
= oW et s dlscuss how tosell a product uslng E-commence,

=  Every product bas to be sodd on a plationmn on the Imtermet. Think of K a5 a shop that wou have to sedl your
priocuct. Nosw this shop can be your own or shamd or rerted, (F the shop i your oum or rented therm will be
only your prociucts [nthats hop. i the shop bs shared, there will be products of multiple sellers Inthat shop. A
cormGr escanapl & b a departmienta | store wiilch has products iron multple brands [nthe shop.,

= Sl larly In E-comnneroe the shop | sthe webs e winere pour prodiucts are dsplayed. (FK s yourowm webs ke k
wl| el us ey showrcase wour products, in this case the cos trhat youwdl incur will be;

¥ Denloping the welbs ke
*  Hosting the webske
¥ Malrtenance ofthe wabslte

= W you ek ekt K wAll olso showcase your cwm prodiucts but the: devel oprent, hosting and maintenanoe
parts goes tothaowmer, This savestinme and the costio manage thess acthities,

= Sl er conpandes Lsua iy gofor mnting a wisibe te 3 nd the big per ores dewsiop thel r owm webs e,

= Theconceptof s hamdpl atiormns has becone very popularinrecent tes. (nthis platioms the sellers have tn
mgister and then they can sall thelr goods on @ conmon platiorms. Among the most popular of thess am

Amazon, Mynia, Flpkart, stc.

-Role Play

= Tefl the particpants tochoose a produdt or sendcethat they wart tosell online.

= Tl theny to write 3 briad moteesgplaining how they will use el sting e-cominenc platiormns, oF oy be 3 newe-
cornmerce platiorm tosell thelr product orsendoe,
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-Ask &

How much oney am poL carmying In your wallet?
0o you have a credit/fdeblt card?
How do you make payments while doing orline shoppings

-Say |fa

Ceponet zation has made camyngcashinthe wa et very il cult. People slther shop throug iyoands or sone
cther iormofdl gital money.

S0 what doyouthink|s dgital money?

in this o the money Is both pald and recelved digkally. Ther i no hard cash invchved., [t ks aninstart and
COrRrient way o male paymerts.

There are various typesof digital payments. Letus dlscuss some of them inbriefhere,
The Arst one I the most commenly used astem L, the cands, Deblt card, credit card, prepald card, ofl il
under this categomy.

Then s the e-wallet or the moblle wallet. This has become the most used lorm of dgital money alker
cemonet ration. Exanples are Faytm, statebark buddy, Frescharge, ete.

Mary cther iorms of digital money are also coming up In market Tle moblle apps. Aadhar card based
Ay, air,

Do |\

Cemomstrate o to rodloe and rece e paynoerts thimugh ol gital mcceds [ Faytmand sta te bark budicy.

-Ask &)

Whw do you think people: have started usng digltal money Instead of hard cash? (s demonet zation the
oy resason

~Say |

Clgital rmomey ghaes al ot of acha mtage s over the corvent] onal hard cash. Sonne of then ars:

* gl paymients are easy and comvenient, Hu do not need o take loads of cash with pou, a moblle
phoneor a cardwill sufiice.

[FH o P g e )

#  WAthREa] pay et RGOS, YLl Gam pay T arywher & anytne.
¥ Ol paymients have lessris,

-Summarize

A the particl pants what they have leamtinpn ths sserc ey acthdty.
sk W thaey have ary quest ons redated mowiat they have talledabout so .
Close the ol scuss on by suramariz ing the Inportance of e-commerce and ol gital money.
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UNIT 10.3: Money Matters

Key Learning Outcomes

At the end of this unk, participants will beable o

1. Dlscuss the Importance of saving money

2. Disouss the benedits of saving money

3.  Discuss the main types of bank acoourts

#, Desoribe the pricess of opening a bank acoount
5.  Difierentiate betwesn led and variable costs
5. Describe the maln types of Investrent options
7. Describe the diliemnt types of Insuance products
3. Describe the dillemnt types of taes

9. Discuss theuses of online banldng

10, Disouss themain types of slectronic funds transler
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UNIT 10.3.1: Personal Finance — Why to Save?
-Unit Objectives | &

AL the 2nd of this unk, participants will be able to:

= [Ascuess the Importance of saving money
= [Chscuss the beredits of saving money

-Resources to be Used |
R e

-Ask |&
= How many iyou s ave moneyT

= Yy oo you e the needtosave (07

= 0o you plan your savings

= YWher doyoukespthe money yousawe 7

= How do WoU LS e the money that you have savede

Example Q|
= Lab's ook at thess o manples:

oo gl 1.4

Subard works [na pood corapany and sarms Rs.3 0, 0D month. She always saves SID0per mordhand keeps It
S5 iche % 3 personal saving. She beaps the money at home andhas saved gulte a lod. One day hermother bas a
medical emergency and has o be tabento the hospltal. Her fanllyls worr ed about the: amount they have to
spend lor the traatment. (bwill cost theam atheast 40,000,

Subar] says tellsher ikl y not o wormy and that she: has about 50,000, wil chshe: ha s saved over the months.

e ey 24
Jasmeatworks In the sane cormpany and sams the same o Subanl. She s very iond of shopplng and spends

oSt of e roney Hn b ng new clothes, At the snd of the month, s he bs alwapsasikdng her iatherfor money
s her pay b5 finkshed,

-Ask |6R)

= Yoo oo you icentify with—Suban or kasrest @
= How oo you think Suban manages to save money winlchJ as et s unable o do?

Say |5a

= e should aiways set asce sonne and save SO money from our monthly pay. The futue |5 unpredctable,
Saving money not only ghves youa serse of financial securkybutk can beusedincase of erempences.

= Clscuss “Tmportance of Saving” with the participants a5 given|nthe Fart cipant Handbonk,

-Ask ()
= Yohat are the benadits ofisaving money?
= Yhat does being fimancl afly Independent e nio you?
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-Say |

= Clscuss "Bensdtsof Saving ™ with the participants asgivenin the Fart dpant Handiook.

= NowW et s continue with Subanl's story. Sulbanl has told her Brally not o worry and that she has about
50,000, which she: has saved over the months, The lamlly s happy about Subanl's decision of saving money,
witlchwdll beof great el pilor themnous.

Subanl s golng tothe hospital today o pay the iirstinstalroert lor the treatmoent. Sudcenly finds only 35,000 In
ey cash oo swinen she counts and does not re e raber Lsing K. 3he hasnotiept any record andnow she bs upsat,

~Ask |

= Yelas Ita poand clecll o Dy Suiand to save 3 part offer samings svery monthe

= ielas Ita s ceglslon o kespall her savingsascashin acashboxe

= Couldshe have managed s ave money in abetter and more efiecthe manner?
= O you wark o lsambow o save moneyand use [t efilectively?

-Say |§@
= Lat's learnpersonal saving with the hal pof a gmupactivity.
-Team Activity i
PFamomal Amonce- Wiy o s
= This acthAty has two parts:
L
WS TO SAVE MONEY

= You are sarming OO0 per month, You have recartly changed your job and have o move I a

metropol tan city. You are now [iving a5 a paying guest paying 10,000/~ per month. Your other sstimated
e ol bures [ice traved, iood, recreation would be amund Rs. 17, (00 per month.

= Makoe alistof ol lierent ways o save money.

MAT 2
HOA WALL YOU USE THE MONEY
= ARera mrhnwmnhhmuwuhumﬂemm

;
!
]
!
]
i

-Do W
= Divdcle the class |rto g roups of oL
= |mstruct the participants o think and prepare allstofthe various ways they can save money.
e the partic parts 10minutes to prepare the |ist,
Once done | nstruct themtothink of how they coul duse the money they have saved,
e the partic parts 10minutes o prepare the |ist,
Keepa checkontime, el the group towind up guickdy Wthey go beyond the: glvantime linlt.
Activity Da-briet
= Whatwerse thedlilemrnt ways you could save money?
= H oA ILCH MCTeY Were oL able tosa e
= How wAl pouLse the money pou ave saved | one pear?
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-Say |f&

= [Asciss the Inportance of persoral # nance and wivy [E]sInmportant o save monsy,

-Summarize | 5]

You com mmmmma lkae thes s aor low bydiecwas ing:

= The importance ofis aving money.

= s o save money.

= How the roney s aved oo e Lse-gilor ol lerert purpos es.
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UNIT 10.3.2: Types of Bank Accounts, Opening a Bank Account

-Unit Objectives | @

At the end of this unk, participants will be able o
= Clscuss the maln types of bank acoourts
=  [escribe the process of cpening a bank account

-Resources to be Used |

= Account opening sample formas
=  Participart Handbook

-Ask |G

= How many ofyousave money?

= enern o youioesp e money you s ¢
= How many ofyouhave 3 bank account?
= Yhat type of acoourt o you have #

Example| @]
= Let's londk at the glven el e:

recLring deposit,

feena b5 in the thirdyear of college but in the evering she ghes tultions ior chlidren [ing In her ool oy, She
23S 15000~ permorh. As her students stayn ol lierent parts cfthe city, she bas towalk a lot,

Tosavetime, she decides to buy a secondhand scooter iorherse i, But she bas tos ave moneyior K. Herclass
et ol 55 ey EO e A recurr ng cepos taconunt | m the bark.

She poes (o the bank close to her home.,  The personal manager glves her some lorms o AL, Shebs condused
&5 s s maver dore thls bediore, Heredder sister ias an account |nthe sanie bank, She asks lor help fmmbher
slster, She pons bo the bark the nest day withher sister. The personal banker ghves her a lstof documents that
she will nead to submit with the: lorm lor opening an account.  The banker achises ber to open a Hmonths

Aol [Fomy
M

Man [T

= O i by R save pecmey rnntinly but have tospend Ko Lirdorssear ssgpend ture 7
= Hve youeverthoug bt of depos] ting your s avings In abank?

-Say |

= Bedore cpeninga bank account, younesdto know the types of accourts we have Ininda,
= Chscuss “Types cfBark Accounts” withthe partidparts a5 glveninthe Farticipant Handbook:,

-Ask |

= Cansomenns sy whatars the cifierent types of bark acooumnts ¢
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-Say |f&

= Let's eamabout the dlillerent types of bankaccounts through anacthdty.

-Team Activity [bf]
= [lvicethe dass Inlour groups.
= Lake] the grougps &5 Savings atoHUNT, CLITEnt CHURt, mourring acoourt and ieddepost,
=  Onachartpaper. askthen towrite thelkey poirts of thelr acooumt.

Activity Da-briaf

= Askeach group o present the bey points of thelr account.

~Say (G

= Nowthatwou ko about the our dilerent types of acocounts, let's |earmhow to open abank acoourt.
= Clscuss "Opening abank Account™ with the part]cpants a5 glveninthe Farticl pant Ha ndbook.

= [Clscuss “Tips® that the partidpamts should ketp I mind while opening 2 bank accourt a5 glven In the
Farticl part Handbook,

-Ask &)

= Yyhat are the malndocuments reguired or opening 3 bank accourt?
= Yyhat are ok Inportant polnts toask the bank persomme| witlle opening anacooumnt?

-Say |G
= Mertion ciiiclolly valdiYC documents (radertothe Participant Handibook)
= Now let's understand theprocedure of opening A bank accourt through anactiity.

-Team Activity

Cipaning afank Accownt
= This acthdty Is done Ingmups.
= [lviche the dass Ingroups of lour or six.

MAT 1
FLUNG A BAUNK ACCOUNT CFENING FOMM
= Yiuhave mila bark opening foms.
=  Youcanrederio the section " Opening aBank Account” of your Handbook for redemnce.,
= Listall thesteps that ywouwill be raguiredio A1 inthe loms.
= Listthe doouments that wounesds lor flling the loms.
= Nosw i the e,

Activity Da-brial

Howr did you daelgm the lormy

=  Whatall detalls didyouiin the form?

= What were pour IK00C documents?

= HosrwioUic tks actii by hed pyouin future?
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= |mstTuct the participants o readthe section “Opening a BankAccount’ ofthe Fartidpant Handbook.

Ghve 2ach groLp one sanpl e accourt opening lormn.

v the partic pants 5 rainutes o mad the lomn.,

e themy 1S minutes w Ml k.

s st there by eapla iniing e ch category and how o ARIE

Keepa checkontime.,

Tedl the proup towind up gul cidy i they gobeynord the: gheen tine Dk,

-Summarize &

= Youcansunsnar pe the unkt through arcle play.

A PErsnr Wart] ng b Oper an aceoLnt | nthe Dank,

What s the procedure that he will pothrough?

DiscLass the key poirds of cilierent types of Dank acoourts.

How to saleet the type of acoount

+ How'to il the account cpening loms.

= A sample account opering iormls glven inthe ol owlng page for mference, Use (Ciorthe acthity Inthe class,
Somple Bank Accowmt Cpaning lorm.

W o e e

Frarans

ACOOLIRE NG

XXX Bank

Name of the Branch

Wlkage Town

Sulp District £ 6ok Manne

District

Rate

55A. Cocle /Wiard No.

Wilage Code { Towm Code

| Name of Vilags / Town|

Applicant Datalle:

Full Name | Mr./Mms /s

Arst Miciclle L st anne

Marital Fatus

Name: of Spouse/Father

Mare of M cther

Address

An Coge

T No. Moblle

Dtz o Birth

Aackhaar No.

Fan No.

MINREGA Job Cand NG

Occupati on/Frodesdon

Anrl Inconne

| Mo of Dependents
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Detail of Assets | Owning House Wi Owning Farm
YN
Mo. of Animals - Any ather
Existing Bank
Ale. of family YIN If yes, Mo. of Alcs.
members f
household
Kisan Credit Whether Eligible YIN
Card

| request you to issue me a Rupay Card.

| also understand that | am eligible for an Overdraft after satisfactory operabion of my
account after 6 months of opening my account for meeting my emergency! family

needs subject to the condition that only one member from the household will be
eligible for overdraft facility. | shall abide by the terms and conditions stipulated by

the Bank in this regard.

Declaration:

| hereby apply for opening of a Bank Account. | declare that the information provided
by me in this application form is true and correct. The terms and conditions
applicable have been read over and explained to me and have understood the same.
| shall atwde by all the terms and conditions as may be in force from time to time. |
declare that | have not availed any Overdraft or Credit facility from any other bank.

Place:
Date: Signature / LTI of Applicant
Nomination:
| want to nominate as under
Mame of Relationship| Age Date of Ferson authornsed in case to
MNominee Birth in receive the amount of
case of depasit on behalf of the
minaor nominee in the event of my
‘minor{s) death.
Flace:
Date: Signature / LTI of Applicant
Withess(es)®

1.

2.

“Witness is requires only for thumb impression and not for signature
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UNIT 10.3.3: Costs: Fixed vs. Variables:
What are Fixed and Variable Costs?

-Unit Objectives | @

AL the and of this unk, participants will be able to:
= Clilerent ate bebween foed and varkable costs

-Resources to be Used
- Participart Handbook

=  Blank shents of paper

- Prre

-Ask (@

= Wohat Is cost?
= Wil atelephone IR N under the category of a fxoed or varl able cost?

~Say |t

= Clscuss: Fooed and Yarkable cost with esannpl es. Letus doa small acthd by,

-Team Activity B

icharmiily ths bypa of cout

Rert

Telephone B

3. Electricky bl

4. Machinery

5. Insumance

5. OMcesupples/Rawmaterials
7

8.

9,

. Enployessalaries
Comnal sl on parcentag &g ento sales person ior svery unitsold
Creditcard fees
10. Vendorblls

-Do |/
= Chvicethe olass Imto two groups. e doutthe st of costs glven Inthe activity.

= Pead out ek [Eee frons the oot (st and ask the groups [n tums o dentify whether (tk a lboed or varable
(er
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-Say |f&

= ol saw thatyour utiity bills Riee rent, edectricity, tel sphone ste, am all fed costs because youhave o pay &

Byvery month.

= Marlable costs |s an expense wihlch varies with production output or wolume, For esangle commlss on, raw

roaterial ede,
= Clscuss "Cost: Hedvs, variables™ withthe participants a5 glvwenin the Farticipant Handbook,
= Mlustrate the relat on betwesn the costs wi th agaph.

Total
ble Costs
Awed Costs
Undts
= Leb's bearm b ol e e Detwesrled and varl able cost with the hel pof anactiity.
-Team Activity [bf
Focad'w. Variable Couty

=  This Isa groupacthity.

= YoUWant o St yoLr W EFETApranaLr L ress,

= Srate the bype of DUSINESS YoL WA i start.

= Listooswryall the oot or regulmanents lor your business,

= How will poucifilerentiate betwser the fboed and var able cost.

Activity Da-briaf

= Whatlsthe tobal cost ofyour business?

= Whatare the fooed costs?

= Whatare the varable costs?

= How did you o lie et ate betwsean the fed and var able costs ?

Do |/
= Instruct the participants that this |sgrmoupwork.
= Chvicethe dass Imtosmall groups of 4.or 6.
= e sach poLpa sheat of paper,
= Tefl the particdpants that they have i sarttheir own entrepreneur Business,
= sk the thetype of busd mess thay wart tosart.
= Instruct thens o ol et atebe tuseen the e dand the wariabl e costs of the businessthey wart mstart,
= (Givethe particl parts 15 rinutes todiscuss and write,
= Keepa check on e, Tl the gmup towind up guickd ylithey gobeyond the ghven tinme Imit.
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“Summarize E

= Note: Yiou can summarize the unlt ekher by baving a rode play between 3 consultant and a buddng
entreprensUr splaining the: cifierences betywesrn lboed and varkable costs or by discussing the key polrts of
e Lk

-Notes for Fadilitation B
= Arupiers o the activity - (certily the typeofcost

1. Rent {Focec])
2. Telephone bl {Pooed]
3. Elecricky bl {Poced]
4. Machinery { Poced]
5.  Insumnce { Poced)
6. OMcesupplies/Rawmateriaks (varlable)
7. Erployessalaries {Fooa)
3.  Commisionpercentagegivento sales personior every unitsol di variable)
%, Crecitcam fees (variable)

10, Vendorbllls (variable)
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UNIT 10.3.4: Investments, Insurance and Taxes

-Unit Objectives | @

AL the 2nd of this unk, participants will be able to:

=  [mscribe the maln types of Investmient optlons

= [mscribe the dilierent types of Insurance: products
= [mscribe the diliermnt types of Roes

-Resources to be Used |
- Farticipart Handbook

~Ask |6)

= sk the partlclipants- “What do yow see Brst thing [nwhen you get your o] e bR Apart irons the amount
and due date doyou have al ook at the es you are belng blled fore

= Wby do you think people pet thedr cars Insured or havea rmedical Insurance 7

= You have saved ncney and want ol masst i, how woul dyou cdhecichs swihat bs the best ingssment ior yoUr money s

Example Q|
= Leb's havea ook ata lew scemarics.

Rariblr has sold s house and deposited the money Inhis bark. His Chartersd Accourtart tells B that he
Al e b me-{ st the maoney otherwdse he will hawe to pay capltal . What |5 capital x and how ks It
cifilerent o | noome e

Jasmeat and Arup are blessed with a baby girl. They decide to have an insurance polloy that will mature
wihen thelr daughter |s mady to kg her education.

Shivard |5 working Ina corporate ol oe and getting pood pay. She will have topay Income x50 she decldes to

Irvesther money In Rsaving schemes. She goes tothe bank manager to i scus s the: best products In which
e canirmaest,

—g |0

Y | M

= [Ascuess the irestmnent, insurance and Raesasgiven inthe Part]d pant Hamndboolk,

-Ask |

=  How do irwestroents, | neurances and taoees dibier from each other?

—Say |G

= Let's bearmthe ol e nces be-tuoean the three by havingan act vity.

-Say (@

= Wewdl haveaguiztoday.
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-Team Activity
=  Theactivity s aguiz.

Do |+
=  [lvicethe dass Intogroups of three and ghwea name to sachgmoup

= Expplalm the rades of the quiz, Foreach cormctamswer the gmoup gats 1 mark. I the goup 5 unabl e to anawer
e quaessticn bs rolled over o the nest group.

=  Bplainthe purpose amd durati on ofthe activity.

= Oyt bl ackionard wrl te the nannes of the groups.

= Ak the quastions of the quir.

= Keepa scorefor the groups.

= Setgulcelines pertalning to ol so pllne and sxpected tasks,

-Summarize |

= Surennari e the Lk by o scuss ng the: ey polnts and arsier ng question

-Notes for Facllitation |

Clwan tiom for T guia
1. 'What om bonds?
Bondsare instuments used by public and private companies tonalse larpe sums of money
2.  Wholssues the bonds ?
Privateand publc companiesissue the bonds,
3.  Whwamre bonos|ssuedd
Toralse large anount ofmoneyasit cannot be burnowed from e bank
#.  Whols the buyerof stocks and egulties?
Thegenera! publcls the buyet
5. Wehat types of scheme bs the Suka mpa Samriddhl S cheme #
Smal Saving Scheme
5. What Is the dilierence batwieen mutusl andbeoge funds?

gl fivds are professionally managed financial insruments that invest $re money indiffenent seairkies
o befvalf of investors, Hedge finds investin bod: financka! derbwatives andfor publicly traded secarites.

7. Whwlsa lcantaken from the bankto purchas ereal estate?
Tolease or sell o make proftt on appreciaded property price,
2. Namethe bwotypes of | sumnces ¢

iifeisuranceand Non-Ife or gemeral instranoe

[+ Lilsl rls e uramns purel e cdlliner 3l masnl ol seredssilea feare - E 0% 5™
- I LA F W U O P o AL A O Y PO L O e N P Ll I N

Rrminsunanoe

10, Yhatls the beredtoftald ng an endowment policy s
it offers dhe dual benefit of investment and insurance,

11. Mr.Das gets monthly mtumonone ofhls insurance polld s, Mame the pollcy @
ioney Back Life insurance
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12. What o the tun bered b of a Whol e Uik Imsurance?
& gffers e dual bendf R of investment and Ins unance

13. Which policy covers|ces or danage of poods durd ng transit?
Manneinsunamoe

14, Aker whatduration|s the lncometa | mded?

One financlalvear
15. ‘What ks long termcapital galn e

it &5 the dax payabie for ives iments held for more than 36 moniis.
16. Mo the taxthat bs adedwhllebuyi ng shares?
Securitles Ransaction ko
17. Vhat bs the source of corpomte tax?
Therevenie aamed by compamt
13, N the bt winoss anount |5 decided by the state?
WAT or Volve Added ko
19. ‘uhave boughta TV Yinat e will youpay?
Sales R
20, What Is the dlilierence bty n custon duty and OCTRO?

Custom disy & the charges payabie when importing or purdhasing goods from arather cotintrt OCTRO! s
fevied on poods that cross borders within inda
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UNIT 10.3.5: Online Banking, NEFT, RTGS, etc.
-Unit Objectives | ®&

At the end of this unk, participants will be able o
= Clscuss the uses of orline barkdng
= [Clscuss the maln types of electron]c funds transier

-Resources to be Used |

=  Participart Handbook
= Computer Spsten with intermet connection
=  [ebk card

~Ask |G)
= herwas thelasttime youvisiteda bank?

= How do you payyour bRl ior edectr cityand telephone?

=  Hove you ever tried bo transier money  irom one bark account o ancther bank account using the onllne
banking faclky?

-Say %4

= Most of us lead a sy N, Tinoe bas becone more Inmportant than rmoney, |nthis busy schedule no one bas
Hme to stand Inbank gueuss, That's where Online Bankdng conmes [n. Orline banking or Intemet banking
Peeans acoess ng pour bank accourt and camylngout fimancal trans acti onsthmugh the Intermet.,

= Chscuss “What|s ondine banking? " irom the Farticipant Handbook,
= Therseare various acvartages of ordlne baniing:
¥ ksaves toe, o8 you need o vidtthebranch, .

*  You can conduct your banking transactions saliely and securely without leaving the: comdiont of your
oo,

*  OrfireBaridngaiso ghes you mundthe ciockaccess,
*  Orlire Barikdrng rakoes 1t powss] ble for you to pay your billselectronically.

v
= Show thens how they canuss the intermet banking.

= LU the computer systam and show the demo videos on how o use intermet bankdng  provided on most
barddngskes. the computer systan.,
= Tefl the dass thevard ousieatures of onine barking:
* Thimugh thelrwebsl tes st-Up your orllne aceount.

B e S A L Ll I s el
- Tl PO O A I I PO I L O R A

» Set-Upyour cordact indormaation.

*  Onceyouriniormationds werifled, you am goodtogo.,

¥ Onceyouerter the portal explore all the featum:s and leam your way thmugh the portal
= Clscuss about mainta indng the s ecurd by of the: ondlne accourt.
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-Say |f&

= (e off the big gest acvartage that online banking cfilers, as dlscussed earfler. s transiering money from one:
ACooLrt to another. This transaction s called slectronic funds transier, Bectronic tranafers are pcessed
Irerrecl atedy with the: transiemed amount bedng deducted iron ore acoount and credited o the cther in real
Hie, thus saving tme andeiont | maolved npiys cally transierring a sumof money,

= Chscuss "Electron ¢ Funds Transier ™ ironthe Fart] cipant Handibnook.

-Do (v
= ([lscuss how o transier money fmom one account o ancther Lang orline banking (NEFT/RTGS, ste).
= Mlustratewdthaneanmple,

-Summarize

= Choe the dlscuss on by summarizing the about orline banking.

= Askthe partlcipants | fthey have any guestions mlatedtowhatthey have taled about sollar.
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UNIT 10.4: Preparing for Employment & Self Employment

Key Learning Outcomes

At the end of this unkk, participants will beable o

1. Dlscuss the steps to ol ow to prepare for an i ntendew

2. Discuss thesteps to create an efilective Res ume

3.  Discuss themost freguently asked Interndew questions

d,  Disouss hosw o answer the most irecuertly asied intendaw questicons
5. ldentlly basic workplace terminology
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UNIT 10.4.1: Interview Preparation:
How to Prepare for an Interview?

-Unit Objectives | @

AL the end of this unk, participants will be able o
= [Clscuss the steps to iollow to prepare for an interdew

-Resources to be Used
- Participart Handbook

-Ask (@

= Howve pou ever attenced an intendew?
=  How did you prepare before polng for an Imterdew

-Say L4

= An imterdew s a corversation between two or more people the Interdewsris) and Interdewes) whers
guestionsam a shoed by the | rtend ewer o cbtain Inlormaa tonirom the Inerdesss,

= Kk pmaickes the arplover with an opportunity to gather sulficlent Iniormation about a candldate and help
R bt e kel Courch ikt

= K also provides the [nterd ewes with an opportunity to present thelr true potential to the smployer, bulld
corill dence and belp make a declson about the: job by askdng questions regarding desl gnation, salary, perks,
beredits, promotions, translers, ste.

= Leb's oo anacth by to Lndemstand how to prepare for | nter ews better,

-Activity 1|5
= Introdudng Yourself

-Do |
= Sedecta participant and as ki ryher toanawer the ol cwdng guestions : “What can youtel | e about yourse °

= e the particl pant atleast cne ninutebo s peal,

= Oree befohe s done, sk the rest of the partidpant what they pathersd about the partidpant who was
providing Imiormation.

= Nowrepeat the sscercioe with fvecther particlpants.

-Ask |&R)

= Ll B e e e e Bl o pamn o ol s ol el Dol il ml e s . e sl el R o s B Bl ol o s i n e ] M e o e mn 0N
= IR WA TR W AT JIALE DO AL L TRLA LA T T AL N L O WP L LAY TP ALELELA T YA N W TRy e

= What indormnatl on wou shoul d nct | nclucke winen you e des orl bing or intoduc ng youns slfinan intendew?




e
-Say |

= Tl the particpants that when an Interdewer asis you tosay something about yoursell befshe Is not asking
wou topres ent your Rl history,

= intmduction should be short and crisp, and should presant you [ a positive Rght. It should Include the
I o ng points;

* Ay wiork esper] ence that you mig it have
*  Abrief summany of your educational guealificat ons
*  Yourstrengths andachlevenerts
»  Ary special proj ects that woumig it have beenpart of
= The ol owd ng topics s houl dibe avel ded during anintroduction:
+ Crtrl ) chesorl pb o oo your i nol |y ke s5 poware spec] lical iy asked o oo &0)
# ook ndormmat] on SboUE Yo wealoress ey
*  inlormationthatls not true

-Do |
= Congratulate sachparticpant forsharing thelr points.
= sk the audience toa pplaud ior thems.
= Ak che-brief questions o cull pUE the Indormati on ironnea o FoUP.
=  Keepa checkontinme,

-Activity 2 | &5
=  Fanning the right attire:

Do [/

= [egerioe 2 Incivicuals to the participants. One i wearing a camusl tshi, jeans, and shppers. He has not
cormbed ilshairand nelther has e trivomed orshaved Bis beard, The other | ndvidual |sdres sediormallywith
a shirt and part, and |5 wel-grocmed, He has also worn lormal shoes and a bel, Ask the participants which

prrsonwoul dihey prader to hire Inthelr crgand rationand why?

-Summarize

= Clowse the ol scuessl on by s cuss ing how to preparedior anirtendew” o5 ol sous sed Inthe Particlpant Handbook.
= Youcanadd the ioliowing polnts tok:;

+ Tl the particparts to create a posithve and good Impression Inanintervdew, ks Inportart lor them o
prepame foranintendew bedorehand.

*  The interdewsr amalyses not only your chinical kncwdecee [norelation to the: job, but olso whether or
Pk wou are 3 AL e the crgani zation.

»  Everyemployer|ooks at the whole pacioage and notjust one or two thing sinlsolation. Thersiors, the way
oL ciress 5 Aol the way Yo press ant yourse i s als o irmportant along with your sidis andtalents,

+  Theparticipants will et only one chance o oreate 4 good finst imprass ion.
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UNIT 10.4.2: Preparing an Effective Resume:
How to Create an Effective Resume?

-Unit Objectives | @

AL the end of this unk, participants will be able o
= [Clscuss the steps to create an sfiectve Resme

-Resources to be Used
- Participart Handbook

=  Blank papers
= Pers

-Ask |&)

= When preparing or on interdew, what are the most Inportant things that you need o ded
= Yhat documents do you carmy with pou, wihen you 2o or an Intendes?

= Wohat s a msume?

= Wb do you mesd a resume?

-Say (&
= Pesuee s notjust ashest of paper with your gua il cat] ons printedondt.
= Kkisasaling ol that will helpthe employerto seahow and what pou can contr bute lor conpany.
= Talkabout the steps iraodvedin creating anefiective/fattra cthverss umes o scuss edinthe Participant Handbook.
= NoWiet's prepar 3 resune B Lncens and the proces 51 ma better way,

Do |/
= This Isanindvidual acthdty.
= Give the detalls of the actiity,
= Instruct thenm to meac the activicy carsfully.

The partiGpant 5 expected [DTiake on aliTaCtive maUne B sad on the iR ormstin priaised.

= e the ol ass 2 5-3Dminutes o study the coss amd create 3 maune,

= Atthe endol Tminutes, the part] dparts shoul d eschange the resume with the: person sltting nesdt to b or her,

=  Everypartidpart will svaluate therssume prapared with thelriel ow parti cipants.
Say |i&

= 00 you thirk the condidate should apply lor the job posting describedin the advert] semert?
= Yo have ol ady ol scus sed the steps Invohed Increating an efiectves/attracthve resumes,
= Nowiet's prepan a resune for the ca ndl cate detalls glveninthe activity.




-Activity

i

Cank-Twndy Ama lpele

e

= |m the Arsts ection of the actiity, pou are being given the | ndomasation about a candidate whao b5 applying
fiora particularjob.

= [nthesecondsaction, pouam belng glven the chetal bed des orl ption of the jobposting. Create 3 maume ior
te candll ciate o apply lorthe | ob posting.

= Lsethe iniormationthat has been prow ded about the condicate o oreate thls msune.,

MNipesh Sngla was born on 20th Aprll, 1988 In Chandigarh, (ndia. He curmently resldes ot 1007, Sector ¥X D,
Chand garh =16000 3. His moblle nunsber |5 9233000001, and e-mall address Is mooroooeoda Sgmal.com.
Nipesh attended midde and senlor schood ot Government Boys Senlor Secondary Schonl, Sector 15,
Chand garh. He has bean 3 vary Rierted boy since sehool. He was iond of painting and watching old Hindl
ol es, As part of a schood charky progm, he voluntesredat the chlidren's hospital durdngibds senlor years,

IrnJuly 2007, he jolned Westwond School of Hoted Management, Ziralqurto pursue a diploma course InHoted
Managerent and Catering. Aker conpleting this course, be joined XYZ Goup of Hotels a5 a Househesplrg
interm m June 2000 or s months, (n this mie, he was responsible or cleaniiness and mal ntenance of one
foor In the botel, Taking achartage of b strong Irterperscnal skdls, he also got opportunities o make
housekeeping amargements kor corpomte mestings. While pursuing education, he gained working
v ecigeof M crosol Wiord, Exced, Acces sand PowerPolrt,

Nipesh |5 detal-oriented, Resdible and adaptable, He has succes sllly worked with a divers & work loree, He
gelled well with bls peers, both In college and during bis Intermship. Aker completing the intemship, his
ohjective has been to Aind a job oppotunkty where he can use his sidiis and experience, Backed by
exper|ance, be i comfident about Bis s idis 5 Rous slosepl ng ass start.

Jeb Fosting
* Doyousee youUrsa Fas a HOUSEKEEA NG SUPERWSO0RT

What's your passlone Whether you're Into cricket, reading or blking, at(HG we are interested In YOU, ALIHG,
wie empl oy penple who apply the same anmount of care and pass ionto thedr jobs a5 they do In thelr hobbiles -
people who putour gussts ot the Feart of svenything they do. Andwe're ookdng orrmore people: R this to
jelrvour il ercly and profess ional tan.

THE LOCATION:;

AL the roment, we are iosking or HOUSERKEERIN G SUPERWSOR o join our youtiiul and dyranic e at
Hollday Inm Anritsar. Randt Avenue In A tsar. Puniab dndial. Hollday (nn Amisar b ideally located In
Amrksar's commernial dstrict on RarjitAvenue with the workd s Golden Temple located only a short
cistance away. Sparidng chandellers mark an Incompamble arrbal sperience a5 you sscape (o the
wel coming emdmnnent that (s, Hollday [rm Anritsar. The fresh intermiat onal brand tocelebrate: amd sxplors:
Amrksar

Salary Negotiable

indusiry: Travel £ Hoteds £ Restaurants /M dines fallways
Aunconal Anea:Hotels, Aestaumnts

frole Categony: Housslesping

frole: Housebeeplng Executive/Assstart.

Dol g Camoll chate Pl

Friendy. pleasant personall by, Sendce -orlerted,

You should ideally be Graduatef Dlploma holder inHi and at [east 2 years of experience a5 a supervsor in
Rotd brand wilth good commun] catl onskdi s, Englsh s amust,
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(mretuem w1l glve poua conpedtve Anand ol and beneits package, Hotel dlscourtsworidvwl de am avallable
&5 well a5 access o wide variety of discount schemes and the chance o work with a great tman of people.
MGt rportant . we Tl ghve poUthe roomto be yourse |

Flease getntouchandtel us how youcouidbring your indiddual sdilstolHG,

Education-
UG Ay Graduatey Dlploma holder
PG:Post Graduation Not Required

Sy |G

= NoW let's share the resurne with the el iow partid pant stting nextto you and svaluate eachother's sifort,

Do |/

= Congratulate s ohpart] dpant lormaldng thelr At sttenpt towards oraating ameiiective maune,
= Ao ol ow Up activity, oL can sugges bt o prespare: thed rowr res e and show K0 pouthe nest day.

-Summarize

= ChomR e ol oS o by shoring sonae oot ve resume s anples o the candl date s,
= Ak the particl parts wha tthey have learmtironthls activity.
= sk W they have ary st ors redated o wiat they have talbedabout so r.

-Notes for Facllitation B

= Keepprinted coples of the act] vity ready lor the ses s on.
= Putcownithe s ugges ted iorma b ot e resune o the board witll e sxplal rdng the staps In prepannga rssune,
= O check the particl pants’ resunae and s Lgges b necoss ary changes .

= Suggestedecanple lor the case pressrted:

MpeshSnga
MO0, Secor XN-D
Chan gark-1 G012

AT & Mer 91-9820000001
E-mall:moeoooeooda g mall.com

Objactive: Seaking on cpportuniy o Lse vy Interpersonal sklls and expedence to cortribute to your
company’s growth, profitabllky and objecthes,

"m' “" '-._‘ T

=  Proficlentin houseesping

= Experenced inand capable ofworkdng witha dhvers & work force
= Ty player and i endly Innature

= Successiul working in anult]-cultural emdronment
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= Detall orlanted, Resdble, andadaptable

= Knowlecge of Microsol Wiord, Excal, Access and FowerFolrt

Edweca tioma | backgrowmsd:

=  Diploma InHote] Management and Catering, Westwood 5 chood of Hoted Management, Jmakgur
=  HighSchool  Gorermmert Bops SenlorSecondary Schonl, Sector 15, Chandigarh

Profis shomed indarmships:

=  Housskesping (ntern, XYZ Group of Hotels, New Dbl [une 2000 August 2010)
¥ P pors ble o cleand ines sand maintenance of ore foor nthe hotsl

+  Gotopportundtes to make housekeepl ng arrangements or comporate rmestings,

= Sudentvolurtesrat chlidren's hospital [n Chand gark.

Nipash Sngla
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UNIT 10.4.3: Interview FAQs

-Unit Objectives | @

AL the end of this unk, participants will be able o
= Clscuss the most freguenty ashed Intendew guesti ons
=  Clscuss how o answer the most frequently asied intendew guestions

-Resources to be Used
- Forticlpant Handbook

—Say (&

= Tl the partidpants you will prosdde them with Interview skuation and questions and they have (o try o
arewer tham,

= Ted themyyouwill ol so el almthe cliliemnt ways to appmachthes & guesti ons,

-Do
= [l the doss Inpalm andaskthe parti clipants toperiormaa rol e play,

= O partrier will play the role of the | rter ewer witlbe the other will play the role of the: | rtend e,

= Tef thenthe interdewer cans art the Interd ew by askdng the interdewss o intmoouce b ms sl iherse i,
= Coll all the palirs one by ore In iroet of the ol ass toenact the mle play.

= Foliow the same patterm iorall other situations.

= Timealcttedior sachsituationls 8-1Dminutes,

= Congratulate =3 chpart]clpart o giving thel ringut.

= sk the class o appl aud each tme 3 tar has conpleted thelrrole play.

=  Keepa checkontime,

-Role Play

Comduct a role play for thes Kuation gl ven.
Shwation1
= Theintendewerwill start by asdng the it ndesss o sy gener] cguestions such as:
¥ Yhatls your mame
T mesomethingabout youns el i?
»  Canyoutel me something sbout your fanllye
= Thaer, the interviewsrwil blunty ask the ibliowing questions:
¥ Howdo you explalntis huge tre gapin your resune?
#  Whatls the reasonirths 7

*  Werartyoulookdng lorajob or Is [Ethat no ome selected you?
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-Say |54
Da-brief:
= When poUpUE Indormat] om om o resune Yo s ol dbe prepamd bo arswer any qusstions about K.
= B precsent and iocused onthe questions bedngasked toyou.
= One way of Roding the blunt guestions s to el the Interdewer you did not come acIss an cppoertunty

whem you were sullclently satisiled with both the marunemtion ollered a5 well a5 the profile, Thersione,
wou wa ked for the right cpportunity tocone along wil ke lookd g ior an i deal job.

-Role Play [ xg@

Conduct a rol= play lor theskuationglven.,

Aok Mlay—-Samalionl

= Theinterdewerwill start by askdng the it ndesss o sy g ener] cguestions such as:
¥ Yhatls your mame
T mesomethingabout youns el 7
»  Canyoutel rme sorething sbout your farsll y?

= Then,at the end of the Interview; sk the | nterdewss:

# There am over 200 people wihe have applied lor this job, some with sscellent work sxperience., Wy
shouldl blmyou?

-Say |fa

Da-briel:

= There |5 nothing wrong with stating your strengths and achiewments, However, do not come acmss as
SITERA MK O toat Dot

= You need show the interd e that you have unigue sikiils or talerts to contribute o the compary. The
Interviewer reacs o nosw how youstand apart irons the rest of the crowd,

= T the itervewer you are okdng lorsand o working with the compary and that you are a hard-working
incivicual,

-Role Play

Conduct a role play for thes Kuationglven.
Mok Fay—Siasation )
= Theinterdewsrwill start by addrg the Intendeuse o s g ener] couestions such as;:
» Whatls your marme?
T mesomethingabout youns el 7
*  Canyouted mesomething about your fanllye
= Then, lsaynioris rd, ol aspyour hands o the table and (na ot wol oe ask the intend sy ;
*  Oldyou ever exper] ence any neglect ordisregard from your previous ol ce? Inother words, dldyouever
suller because pour Cfl oo or bea s clspl ayed favourkd s

— g |
ey | Ml

Da-briaf:
= Keapthis Inring: Do not oritic] oo ampore durl ng an interdepe,

= You are e Do agpress pour oplnlon, however, your language., answers, Body language, and the tmone of your
wol ez ool d remal ncomstructive and neutral.

Shrncz orl t char wlll show you Innegathee light;, you shouldkeepyour answers honest yet diplomatic.
You can tackde such ques tons by saying. 1 gotalong wel with most of ey i culty and peers.”
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-Role Play [ x§f

Conduct a role play for thes kuationglven.
Mok Fay—Siamationd
= Theintendewerwill start by askdng the intendese e a lew g ener] c questions such ax:
»  Whatls your marme?
* Tl mesomethingabout youms = 7
* Canyoutel e sorething about your fanal ye
= Ther werybluntly sl the Intend ewees
* Howlong doyou pl an to stay wil th thls company ¥ you are seleced?
= Adcer the canclickate maponcs, ask sarcastical by

* [ you serious iy meanthat

-Say S
Da-briaf:
=  Con't provice urmeal and | deal | st cansrens.

= Your answers should be horest yet diplomatic. (na skuation Rie this, the intery swer does not sspectyou tn
provice a speciflctinnedine.,

= You can say something [Ree | would Riee bo stay with the company as long o5 | can contribute constructively
and develop as an emplopes, within the: organtzation, prodes sional iy andfinandalb.”

Role Play

Comduct a role play for thes Kuationglven.
Aok Fay—Siasationd
= Theinterdewerwill start by askdng the it ndesss o sy g ener] cguestions such as:
*  Whatls your mame?
e e something about youms el 7
»  Canyoutel me something sbout your fanllye
= sk hiryher how inportant beyfs hethinks & s o bepunctual [nthe corporate world.
= Aker heyfshe answers, lookupstermiyat the Interndewee and In acrispwolce, say:

* ouwere atelor thls imterew by 10 minutes. Thatsursly does not seen i e Dnline with wihat pou just
sl

-y (S
Da-briaf:
= Politely apoiogi oo for belnglate,

= You canadd sorething suchas, 1 assum you thls s not a habie ™. Al pour future actions should be in ine with
thlsstatemernt,

= Aoid glving any eiousss,
— [ TS PR T T N BN | PR O P PR YT PV Y PR ey eeyeys TRy SR e Sy S et AT
= AL TP T LGN OO 00 B 0P B VLA I | LD W LA A LT LA AL A L sy, AL BT AT W ey

that.
= 00 ot over apologl pe, Onoethis res ponse |5 ot off the wiay, Wrm yoLr ioous back b the intendeur,

?E
a
:
a
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-Role Play [ x§f

Conduct a role play for thes kuationglven.

Mok Fay—Siasationd

= Theintendewerwill start by askdng the intendeuss o sy g ener] cguestions such as:
¥ Yhatls your mame
T e something about youms e 7

*  Canyouted mesomething abowut your fanllye
= Aker asidnga lew acaden corjob-related guestions, as kthe inte rde e

*  Wyougetthls job, what salary packag e oo you expect us toglve youre

-Say |G
Tl

= W there |5 no way lor you o aveld this guestion, mspond to the intendewer by providing a reasoma ble and
wed-thoug it out salary range.,

“Role Play [ x§

Comduct a role play for thes Kuationglven.

Mok Fay—Saation T

= Theintendewerwill start by askdng the intendeuss o sy g ener] cguestions such as:
*  Whatls your mame?
e e something about youms el 7

*  Canyoutel me sorething about your fanllye
= Then, bringingthe Interdewtoa close, ask the Interdewes:
* [ you have any guest onsilor me?

-Say {4
Da-briaf:
= sk redevant questions.

= [on't bombard the Interdeser with questions.

= Wycuhave gusstions sbout the mesult of the: Interd s, wou cam Anit your guestions to1 or 2, Kespthen short
andrel svant ke

a il ] ) s b e sl o e ool o o e maliels o b e d s e
- T N PN N e I L NN L G AL ) - TR B N P W

»  Whatam the working houns?
WA the ol mgulme e to treved?

-Explain | ¥
=  Tefthe particpants tobe prepaedioranswering dilierent types of guest]ons In anintend e,
= Way calm and iocused, and ke a moment o think about how you should regpond. Alvays malntain a
GO O R,
= Even fyou dor't Intend o, your body |anguage comveys your level of discomiort with a particular question.
Ty o beep your actions, tone, and gestures nevtral.
= vialrtalnyour composue whil b answed ng pemonal guestion.

187 '



el Facilitator Guide

Do W/
= Tefl all the partici parts to foma paies agaln.

= e then o s the ol owdng | st of freguently a5 bed interd sw guest onsto conouct mock interdews.
= They will use ol or sorneof thase gussH ons bo conduct mockintend ews with thelr partnens.

= O partrer will play the role of the | rters ewer witlbe the other will play the role of the: | rtend e,

= ke ey are throughas idng and answed ngthe guestions, the mldes will be mysrsed,

= The sanne st of guestions will be usedagain.

= ey s chmockirtend e ask the lnterd ewer o proviche e soiback and o sar amy doulbbs that may arlse,
=  Timealcttedior sachsituationls J0-35 minutes.,

-Activity| B

Mcck (e rdew O stions

Tl me something about your iy,

What qualities would you lock for in a Manager or a Supendsor?

Wy did you apply o this jcb?

What do you know about this company?

How dio you deal with oritidem?

How do you plan to strikee a pood work-lie balancey

Yherm do you see yoursel fve years inom now?

Have you applied for jobs In other companies?

Yohat kind of salary do you expedt from thilsjobe

0o yous have any questions lor e

= (Choome e ol o] o by ols cuess Ing the quesstions In the both act vities,
= sk the partic] pants wha by have learmed i this acthity.
= sk W they have ary guesti ons related W what they have talbedabout so .
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UNIT 10.4.4: Work Readiness — Terms and Terminology
-Unit Objectives | &

At the end of this unk, participants will be able to:
= Idertlly baskc workplace terminciogy

-Resources to be Used
=  Participant Handbook

= Chart papers

=  Blank sheets of paper

= Pens
-Ask |6

= YWhat do you understand by wiorigl ace: ermainciogy?
= Are ofier letter and comtract of erployrnent the same ?

~Say |t

= Leg's start thlsunltwithan act vty

-Team Activity

Workplocs wrminclogy
= This Isa groupacthity conducted|nthme parts.

rarti

Shella recalved 3 call o the recrul ter of MIND Conpany, Bedom: she i recrulted by the conpany. think of
the morultmert process she will have to go through. Sart frons the: telephone call to signing her letter of
@Coepia ne, olrl te cosur ol the wonds that come to your mind.

Activity Da-briat
=  Havethe partic pants read cut the worcs they have writen
= Encourage 3Rt partici pants to participate in the activity

Do v/
= Chvicethe dass Imtosmall groups of 4.or 6.

= instruct the participantsthat they will be dolng a bralnstorming act vity.
= Give themone chart paperaach. Tell themto i de the chart Intwoparts,

= sl e Hesss He sk Hessy b s s or s s ol Rell e o s sl esses wmeass The sdbins el fosd B s g o sl bs
W L WP W R W T PR R I I R RO A e A PO O N R PR T N RO T A e L

= The particlipants have towrite ol the words that cone o thel rmd nd mdated o the recrultment process.
= Givethem 10 minutes o the acthd b

= el thamithat thers are no right Or Wrong anaes.,

= Keepa track of the time,
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-Say |ia
= Youal know quite alew wiords relatedtothe s usedin the ol ce,

= Lebustalkabout sorme new mms thathavebesnmilssadout,

= Chscuss “Wiork Rzaciines s— Termsand Temsinciogy” with the: participarts &5 glweninthe PaticipantH andionk.

-Ask @)

= Wby b K Important to bnow the: wiorkgl ace terms @
=  How do they help?
= Can the words be categorised further?

~Say |4

= Let's now oontinue the activity.

-Team Activity B

Tormwe and Terminciogy
= This Isagalna grupactiity, The memibers of the group rmain the sameasinActivtyl.

Ml
Withthe help of the nesw termas you bave | samed, mabe a fow chart of the hirlng poces s of MND Conmpany,

Activity Da-briel
= Askthe groups o share the fow charts and the resy termns they added witlle preparing the Bow chart.

Do |/
= InStTLCE the participants that they have o use the 2 el Fof the sanne chart they had us ed befiore.
= Lsing the new tarminGiogy and the terms they had praviously written on the chart, they have tomalea fow

chart of thahlring process of the MND Conpany.
= e e 10 msinutes o thls activity.

= Keepa checkontime, T the group towindup qulcidy Whey go beyond the glventime it

Y |4

= Let's goaheadwiththe activity

-Team Activity [

Torme and Terminclogy
= Theactivity cortinues wikhithe same group menbern.
R
Shedla now wiorks for the MND Comipary She s not awareof the compary culture and poll cles, She goes th
the HR Department (o get her doubts oarified, Cam youthink of the: temns ior whichshe wants clarky ? Moke:
@ Mst off thomse words.
Activity Dar-brial
= Askthe groups tosham thelr st ofwioros, Some of the wirds am bened ts, conp. tHme, deduct on, arployes
training, holl s, |ay-oi leave, rmatermity leae, mertor, notice, patemdty eave, andtirmeshest,
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Do v/

=  Instruct the participants to identify the: ey termas an enployes of a company showl d know. They canuse the
same chart paperior thisactiviy.
= G them S minutes iorthis acthdty.

=  Keepa checkontime, i the group towindup gulcidy Wtheygo beyond the glventimelimit.

“Summarize

= Note: You con elther summarte the ey points of the unk or have a mde play where an smplopes has just
joAmeda corapany and the HRM anageraxpialng the termss of enplopme .
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UNIT 10.5: Understanding Entrepreneurship

Key Learning Outcomes  |%f

At the end of this unik, participants will beable o

1. Dlscuss the conoept of emreprensurship

2. Disouss the importanceof ertreprensurship

3. Describethe characteristics of anentrepreneur

&, Desoribe the dliliemnt ypes of arterprises

5. Lstthequalites of aneliecthe [sader

5. Discuss the benad ts of afiect ve leadership

7. Ustthe trolts ol an effiectlve team

2. Disouss the importance of |stenl ng sfiectiely

S, Disouss how tolsten el cthely

10, Dhscuss the importance of speakdng efiectvely

11. Dlscuss how tospeakeliscthe by

12. Disouss how tosohve probl ems

13. Ustimportant pmblen solving tralts

14. Disouss ways assess problensolving sdils

15. Disouss the importance of negotiation

16. Discuss how tonegotiate

17. Disouss hosy to ety new bus iness cpportunitss
13, Disouss how to et iy bus ness opportunt tes withinyour business
19, Bxplainthe meaning of erimepreneur

20). Describe the olliemnt typesof ertreprensuns

21. Listthe chamcter sticsof ertrepmneuns

22. Recall erdrepreneyur success stor e

23. Disouss theentrepreneurial process

24, Dessoribe the antrepraneuns bl p e constan

25, Disouss thepurpos e ofthe Make Inindlacanipal gn
26, Dis ouess ey sche s D pronote EriTepransuns

27, Disouss thereiationshi p bty nentmepreneuns bipand sk appetite
23, Discuss therelationshi p ety nentmepreneun bipand s lance
29, Describe the characteristcs of a s lent et preneur
30. Dl cuss how to deal wi th lallure
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UNIT 10.5.1: Concept Introduction (Characteristic of an
Entrepreneur, types of firms/ types of enterprises)

-Unit Objectives | @

AL the end of this unkt, participants will be able o
= [Clscuss the concept of entreprensurship

= Chscuss the Inaportance of erimepreneuns hip
= Chscuss the charactedstics of an entmepreneur
= [Cescribe the dilemet types of enterprises

-Resources to be Used
- Farticipant Hardbook

~Say |G

= Let's start thiss essionwith some interesting questions about [ ndla m ertmepreneus.

-Team Activity

Ciwla Coea tiome
1. 'Wholsthe lounder of Al ance iIndustries ¢

Didrubhal Arband

2. 'Wholsthe Chalrman of Wipro Limited?
Azim Preml

3. Wholaunched e-cormmerce wabsl tef I plart 7
Sachin Bansl and Biney Bansal

&,  Wholsthe lounder of Paytm
Wjay Shelhar Sharma

9.  WholsCEO of OLA Cabss

Bhavi shAggarwal

___N_ _ _ EL . ____ _

5. Wholsthe founder of Ugnoo?
Samarsngla fautor che hawag gregator)
7. Whilsthe lounder of OO Rooms ¢

Bhavi sh ggarwal

-Do |\
= el thertihat youswll] s ktien i guestions about afew ariTepraneUrs.
= Chvicke the ol ass In oo goups.

= iy s sl the quE Quasstions tr the groups.
= Wthe answer §s InComect pass the question to the other groug.
= Sharethe answer N the groups am not abl e o answer,

=  Congratulate the participants who answered cormectiy.




-Ask &
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= Yhat do you understand by emreprensursy?

= Yehat ks the Importance of ertrepreneurship |ntodyy's scenario?

= YWhat do you think are the chamcteristics of successiul entreprereuns
= YWhat are dilermrt types of enterprises that an entrepreneur Ininda can cwn and rues

-Say |54

= Tk aboutertraprenaurs, Inportance of entrepreneursblp, characte stics of succes gl erirapraneyurs, and

diflerent bypes of enterprises In indlaasdlscussedin the Partld part Handibook.

= Tl the particpants, storkes of successiul (ndan entmepreneurs- thelr strugel es, the moments of heatbmeak,

the perseverance and triumph.
= sk themlithey kmow of any such entreprensus

-Summarize

= Chomse the dlscuss on by summar iz ing abowt the cpportunities lor emrepreneurs in indla.

-Notes for Facilitation |B

= Chedk Ut dilferent Government schemes for small entrepreneurs. Share the Indormation with the

particlpants.

= oucantall themabout the g ovemmert webs es [l Rart Upindla, mudn.ong.inete,
= Clscuss about variousschemes and polldes by the Goverrmert of indl a for entme preneurns.
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UNIT 10.5.2: Leadership and Teamwork

-Unit Objectives | @

AL the end of this unkt, participants will be able to;
= Lstthe qualities of an ellective leader

=  [lscuss the benedlts of efiective leadership

= LUstthe tralts of an adfiective team

-Resources to be Used |

=  Farticlpart Hamdioook
=  Blank shents of paper
= Peps

-Do |
= Show the ploturs glvenbelowto the o ass,

= sk them b gul cldy writeona plece of paper what comestothel rmind afer s eaing the ploturs.,
= Nowask them, “What do youunderstand irom this pleture?”

=  Encourage parti cipants tosham thalrthoughts,

LEADER

Say Q@

= This plotym caed ot e ool Rl off o |eserber el the of S oo bebase o | saober ano o bors,

r1rrrr-r---|-- a1 Ser rr W ACw O rwew oW ST W roum o owwwew o wn -

= A 0SS ICLESSS Dy StructLre:a nd inspl rs fear wiheress a eader ol ows visionand genemtes arthusiasm.
= A boss blames employees ior the breabodown whersasa |saderles breaboiowns.

= Aboss depends oryauthor] by whersasa |eader depends ongoodwill.

= Aboss sans 1" anda leader says “We"

= Abos drives emplopess wihereas aleader coaches them.

= A lboess talons ot wiereas aleader glves credi.

~Say |fa

= Talka bout | ea ders hipand leadership gualities oranentmprneur s ol scus sad inthe Pt dpant Handbook,

-Ask |

= W ks K Important o a leader (o be el cthve? How does IE help the organtzatione




e
-Say |

= Lebusclscuss benelitsof ehiecthe leadership as dis cuss edinthe Partic part Handbook.

= Out-oi-the-box thirking”™ |5 one of the: meyw |sademsblp styles, It means thinking dliemntly and fom a new
perspective,

-Ask |

= [0 you conslder yourselfa team player?

-Team Activity

Long Chaln
= This Isa groupactiity.

Do [+
=  CAvicethe dass imto2 teams.
= Ask mach team to create o chalm using matedals they have In dass such as shoe laces, belts, paper,
harckerchied, ritbons, aic.
= Theteamthat craates the |orgest chalnwins the game.,
= Olosarye |Fthe participants am intem cting with thelr team or working Inksclation.
= Share pour obserat] ons withthe dass.

-Say |G
Da-briaf:
= Yhat ddthe winning tean do diflerently?

= Yo wa s respons ble o the winning team's success ¢

= How cowes thlsactiv by esgpla in the rol e of e anssork | nentrepreneur al sucoess?

Say |G
= Telithe class thet bokhthe teams perfbrmedwell

=  [Clscuss that the oljective of this acthvity was to cpen communication channels and how this has bean
achleved

=  The participantsshouldalmto keep the communl cati on chame ks cpen when | mteracting withthelr pees and
DA e nbers.,

= & will et the pace and enthus ks mreguined lorall the ensulng teanworka cthd thes,

= Talk about teanwor and Inportance of teanwork [nentrepraneur al success 5 discussed In the Farticipant
Handbook,

-Summarize

= Close the dscusson by summartzing about the importance ot ok ior employees,

*  Tanworkhelps inreducing stress lorthe employess.,
+  Teamwork helps employers In generting more mumber of solutions to a problem and develoging
Improved comaun cat] on amongst employess,
= sk the partic] pants wiha tiney o bearmed fom thes & swerdses,
= sk W they have ary guest ons redated towiat they bave talbed about so i
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UNIT 10.5.3: Communication Skills: Listening & Speaking:
The Importance of Listening Effectively

-Unit Objectives | @

AL the end of this unk, participants will be able to:

= [Ascuss the Importance of Rstening effectively
= Chscuss how o Rsten sfiecthely

= [lscues the Inportance of spealdng eliect]vely
= Chscuss how o speak sfiect vely

-Resources to be Used |¢¥
= Participart Hamdbook

-Activity 1[5
Activity — Chimar o Whirpar
Soep 1: Form a cirde,

Soep 2 5tart a whisperchain. Ary one particlpant will wislsper amessage it Blsher nelghbour's sar. Noone
2458 st e rthe e ssa pe, The messa e can beseri ous ordowrrightsily.

Foep 3; The rext person who frst eand the roessage should wis sper the: s age very gul cdy o the: person
sitting nesttothem.

ep & The game goes ory Lkl the: st personsays whatever they heard cut oud and the first pemon reveals
the real ressage,

Compare them and have a great laughl

~Ask |6

Da-brial queastions
= ytes theorlgimal messape the sane as the rss sage that s conmaunicated at the end of the panne?
= ey oo oLt mk; the e wias & clilference inthe rmess ages?

Say (G4
= gy the original mes sage was not same at the end of game.,

= The barriers to communication Nk krguage, disturbance and nolse, poor listenirg sidlls, boredom, poor
speakingsidlis, ste., arethe potent ol reasons this happens.

= Therearevar ous aspects o conmund caticn. Speatdngs s and Rstening sidlls are Doy or conponents o
ary connLr catl on. There |5 hays sone mons o Improvenment |nthaway wecommunicats,

= Kk s important to acespt the mal Ky of rels constaunl cation and work to minin s ks negative Inpacts.
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-Say |ia

= Commurication is a bwo-way process whemr people exchangs [ndomation or exgpress thelr thoughts and
eelings

= K irwcives efilecthve spealdng and efiective lstening.

= ¥l go to thestom: to getbread, | exchange money lor the bread., | glve something and get something Inretum.
Commuriction tales place In the same mannes You have o provide and recelve Inlormation or
cornUn cation to ke place,

-Ask (@

= How Gitendo pou hear these statenents?
*  "fou'renotlsteringtome]”
* "Wy dorttyoulet e inish what Fmsaying ™
¥ "foujustden'tundemstand
= ehat ot you thirk the oty pe o i Sl ng Do comey to oL through these sertence 57
= el ok ta ik about the importance offlis teni ng eiiectively a5 discussedin the Farticipant Handbook.

-Say |f&

= Let's playa game tounderstand sfiectvellstening prooess better,

-Do (v
= This Isa class activity.

= The participants resd to arswer the guest ons they hear,

= Instruct then o Rstencarsiully.

= ouwill readk ata stretchand Wneed be repeat [t onee more.,

= Tefl the particdpants tombse thelr hand [ they kmow the amswertothe questi onasked.
=  Keepa checkontime,

-Activity 2 [

ke :
[5 there any [aw against a man marmying bls widow's ssterd
IFyou went tobed ot elght o' ook at nlght and setthe ciock's alarm toring at mimne o'clock, how many houns of
ol e pwoul d you get?
Dy they have 3 2680 of January (n England?
(Fyou had crly one match and ertered & dark roon that had a kerosene [amg, ol beater,and & wood stove,
what wioul dyoulight first?

The Dbl Daredewvlls and the Chermal Super K ngs play e (FLmatches, Eachwins three matches. No match
s atle or clspute, How s thls poss ol 7

Thiere wnas an arpla ne-crash, Every dngle pers on died, but twopeople survved, How | st poss ble

IFan alrplane crashes on the border of two courtr s, would unide it fled survivors be burked in the country
thaywem trawding o orthe country thay wem travel ing rom?

A rrar bl icks an ool nary house with lour sides eacept that sach side has a southern exposum, A bear cones
bt door and ring sthe: doorbel L. What |5 the colour of the bear?
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AR

Ther's nolawagainst aman marrying bls widow's slster, butk woul dbe the reatest trick |nthe book snce to
e v chowyy, e rarwroLic ave to be cdead,

You'd getone hour' sshesps Ince alarmd ockos donot mow the dlilierence betwesn morming andnight.

O, yug, Thayhave 3 26th of | anusary | m England. Theyal sohave 3 27th, a 28th, and soon.

Arst ofall, you woul dilght the match.

Who saldthe el Daregellsand the Channal Super KIngsware playing apalnstsach cthar Inthoss ganes ?
Every SINGLE person died, but those twowere maried.

You can'tbury survivors under ary law sspedlally Wrhey st have encugh strengthtoobjec.

The bear that mng the doorbel| wowld have o be a winite bear, The only place ywou could bulld a house with
four southermesposums s atthe North Pole where svery direction|s inSouth.

-Ask |6

Da-brial qearstion:
= Yhat were the barriers that camedmto your way of lstering?
= How can you cvercome bam ers to lst=ning?

-Sav ﬂ
=  There s a difilerence betyeen bearing andlistening.

= Wyoudontiisten popery, the e ssa g may be nlsunderstood.

= B cpere-roinched winl e listand ng tosonaeomns,

= Kksimportanttollsten afiectvelyand carsfullywithout malking assumptions,

-Activity 3[B

Elevetor Fidch:

You are In the [ of a hoted and you bunped Into your lormer cllent who |5 a Bmous businessman. He bas
Minanced a ot ofemall busines s wentues and can Anance your new stat-up too, ARer sochanging pleasartries,
P S 0L AT YOLIF N COMMPany conE, oL Open yoLr mouth, and then pauss, Whem doyousven begin?
Then, 35 you try to organd ze your thoughts, s meeting |5 called, and he Is on bls way. W you would been better
prepared, you're sure that he would have stayed longencugh o schedul e a mesting withyouton,

IFyou were glven another chance, what woul d you have sal dtothils person

-Do
= St olf the sk by providing a beginning sentence o get the story started, and then go arcund the:
classmon getting sach ore toacd a new sentence o kespthe sory going.
= This task shouldbe done s pontaneously aliowing omlya [t e t e o thik (30 seconds).
= For eanpl e Thare wor once o sindent wihe wa s eoking for ajob alter grodwation.
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-Notes for Facllitation |

= Tl the partl clpants tofolow these staps o omate 3 great pltch, DUt bea rin mind that you'l| nesdtowany your
appmach dependng onwhat your pitchis about,

1. idambify Yowr Soal: Start by thinking about the objective of your pitch, Forinstance, do youwant to el
the potential cllents about your organtzaticon? 0o you have a great new procuct [de that you want o
pitchio an e cutive or doyouwant a slingple and engag ing spesch toexplalnwhat you dolora lving?

2. Coplain What Yow Do Start your pltch by describlng what your orpaniotion does. Focus on the
problens that you sobee andhow you helppecpl e, Ask pours el thls guestion s pou startwriting :what
O WoL) WRINT YoLr AUCienoe th mepeniber st about woL? Keep [n mind that your pitch should et
wou it After all, Ifyou don't get ssclted about what you' e sy ng nelther will your audience, Feople
oy Rt remenber averpthing that pousay, but they will Riedy maensber your erthusl .

3. Commwmicaln Youwr U Your sievator pitch ako nesds o communicate wour unigue ssling
proposition or USR (dentiy what makes you, your organization or your [de unlgue, You'll want o
crLICtE oL LISE aicer you've taloed about winat you oo,

4. Engoge with o Opeastion: ARer you conmUnlcate pour USE pou nesd to angage your aud ence, T do
this, prepare oper-anded guestions [guestions that can't be answered with a "yes" or "no® answer] o
I b Iy the conversation. Malke sure that you'm able to answer any guestions that be or she
may have,

5. P e ol Topather: When you've completed s ch sacton of your pitch, put 1t ofl together, Then, read i

aloud and use a stopwatch to tme how [ong 1 takes, IE should be no longer than 20-30 seconds.
Aernerbey the shorter|tls, the better

Example:
Herm's how pour pltchcould come together;

"My compary deals with cioth retall online business and we use various e-commerce platiorms o sell our
products. This raeams that you can doshopping with sase and s pend time on other Inportant tsks, Unl e other
sl ar conmpanies, wit hana 3 stTnng eegback necha rla o find out &xactly what people nead, This means that,
on average, 95 percent of our cllents are happy with our priducts, 56, how can you belp us [n oreting our own
webportal ¢
5.  Practice: Liee arpthing else, practice makes periect, femember, how pou say It s just a5 Inportant as
what yousay. |fyou don't practice, [t Ried ythat youl il talktoo kst sound unnatuml or ioget important
alerents of your pitch. 5at a goal to practice your pltch rgulady. The more you practice. the mon
matural your pitch will becone, Practicae Im iromt of & rieror or In inort oF col | eagues uetd| the pitch fesls
natural.

“Summarize E

= Chome the dlscuss on by summarizing bosw tos peak efiectivelyas disouss ed inthe Part]d pant Handbook.
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UNIT 10.5.4: Problem Solving & Negotiation Skills

-Unit Objectives | @&

AL the and of this unit, participants will be able o
= Chscuss how o sobse problens

= Llst the Important problem sclving tralts

= CHscuss ways to assess probiem solvng sidlls
=  [Clscuss the Importance of negotiation

= Clscuss how o megotiate

-Resources to be Used
- Farticipart Handbook

-Ask |fs)

= hat b5 a ‘problem's
= Yyhat do ywou think are the: probl s you may face inthe process of becominga sucoessiul entrepreneur?

-Say (44
= Clscuss the defindt onod problemas ghweninthe Farticipant Handbook,

= i a hurdie race the hurdies are the obstades onthe way o machyour goal.
= Sllarly. cbstaces ane the hundes wou may face wihile reaching your poal Le, i set-Up pour owm business,

Your goal will betoreach the finlshing Ane aker cross ngthes ehurdies,

-Ask &)

= Yyhat oo wou oo when youkace 3 problem

= How dio you restlve K¢ You con plok &angples from the guestion asked prviousy the problens they are
My b e I e prrocnss 5 of becoml ng ) Ssuccess il entrepreneur’,

-Say |G

= Chscuss how o sobve problens &5 given | nthe Fart] cipant Hamndibook,

-Team Activity

= This Isa groupacthdty.

= The groups will sobee the problens and come upwith the best solution | neach cass,

1. Umabletoarmangeiorsone st Anance or satting upa beauty pari cur, The | can s anct oned and dl sbursed| s
not enough. U have tried all your contacts, Friends and mda tives, But unable o raanag = e 2T amount,
B vt W oot St o DI A MOLINE 35 YOL AL o Lp the: conmplete sa nction limlt.

2. 'ou have rented a space lor your business and ol arrangements are done, You will be cperating from the
Cifflce 5 pa oo rarted | m Do cans. Now Hhe Owmer conmes Lp Eoyouand saps e wamts o sef the place and wants
youtovacate in 15 days.

3. You have just setup your business and need extra buman rsoure, Youbave tried invieing a few also Hedup
withanagency ior getting therght cand date., But you are Lnable toget the rig bt cancidate, W the candidate |5
R, ous cannot ofler the salary cemancec, (Fthe canolcte a grees bo the salary, heyshe has cther demands

R wiorkdng hoursto be reduced, leaves ste., which rmay ot work ior pour setup,
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-Do [

= DA ot s [mto b groups., e ome 5 oenario Weach group.
= Bplalinthe purposs ard dum ton of the acthity.
= sk the groups to bulld on the scenario and presert thelrs cluti onas a mie play.

~Say |G
Da-brial quearstions:

1. 'Whatwas the probleny

2. |5 thereany otheraltermative solution?

3. Isthis the bestsoiution pres ented?

-Ask |

= Try b thimk of some: peopl e amund you whio are able o solwe problems very sasiy. Even you or your i ends
ol gt be-approaching then wihen therm |5 a problens. et gualities dothey have 2 What personallty tralts do
such prople possesr)

-Say |

= Chscuss the iraportart tralts lor probl en- sol ving o5 ghveninthe Farticipant Handibook,
-Ask &)

= Inorder o bulld a sucoessful organteati on, you resd toRm people wiht possess pood problens solving sidils,
How woul dycu assess the e of problemsohingskdls of potential candidates bediore hirlng them?

-Say | <&

= Chscuss how W assess lor prodlen- solving sidlls a5 glven Inthe Part] d part Handbook.

-Summarize |

= Askthe parti cipants the thing sthat they have [samtsolar.

= ks B e sy s s e o e ] e s Ll e o e e Bl iy B o Bl L ol el e s
PRy W N R K A T ) R O W T PR T R RN T L LU B O

= Surennari e the ol sous son on probiem soiing.

-Activity |22

= The activity Is o organise an slection event, Select three volurtesrs froms the group. They hawe to ghve 3
spendh on thelr election manlissio to the class, They have to negotiate with the iellow participants and
COTAANCE thens o vobe forthens, The best negotiator will win the slection.

-Do [
= sk three pa o pants towolurteer ior the acthvity.

= Expplalm e purpose ard dura tom of the acthity.

= St gulce]ines partalnlng to ol sciplline and expected tasks.
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-Ask (=)

= Qutofthe thme contestants, whom wouldyou support? Wiy Whatdid they say or do wiich comdneed you
o ke pour decision

= Haveyoueyertrledto negotiate | nyour personal or podess onal Dike
= sk the class o share sonne of thel respe ] ences where they have beer able tostrike a deal by negotiating.

~Say 4@

= Chscuss “Whatls Negotiations " o gluen inthe Farticipant Handibook,

-Ask &)

= Wobtw 15 & Important o negotiatey As an ertrepreneur, where do you think that negotiation sidls will be
neecied?

-Say (4

= [Asciess the Inportance of negotiati on winlle starting a busness as g ven inthe Partd dpant Handbook,

Sy |

= Clscuss the Importart stepsto negot] ate asgven inthe Farkd pant Handbook,

-Role Play | v

= Conciuct arole play acthity,

= Ak the particl pams to ass emble together,

= Bplainthe purposs and dum ton ofthe activity.

= Setgulcelines pertalnlng to ol scl pllne- and expecte d tasks.

-Do v/

= DA cle them i mto groups of lour (4 (dependng onthe batchsiee).

= e themthe hanc-outs iorrcle play scenarios.

= oy groups i e glven scanarios onpmblem sclving.

= (rherbwogroups tobe ghenscenar] os onnegotiation.

= The groups will bulld om thescenanos and preparedior the role play.

= v the gmupsatisast’s rins o dscuss andbe ready withthe rode play.

= (At 2ach group one by one i oo and prssent thedr role play.

Frobiemsciving Scamario 1

Avinash has a Moblle Repalr Sore In Mlahabad, His outiet |5 one of the most popular one in the Wdnity and
e s great rapport with bis customens, Hels alwiays wel-dires sed, josvial andiull of erergy.

It's around 11 AM, when a customer barges Into the shopand starts shouting at Avinash lor ghving her back
the Instrument wilch s st not working. The screen of her moblle |5 also cracked irom one side, Avinash
remenibered thoroughly cheddng the handset bedom handing It over o the customer, The custoner
threatenstosue the company and toge o Consumer Courtlor cheating ber.
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Frobiamsciving Scemaric 2

Youare rurming a successiul small soale business, Shresl Aggarbattls.. Your stoll memibers do docr b door selling
andompaniserarieting canpalgns inlocal rmarkets. our brand s sstalbils e It riane i it s years,
Recanthy, lob of customers have been conmdng o ywou and iedging conplaints that your stallf e rmberns indulge
I mdl pra ctices. Fesw of them Informed you that a stif member engaged them Ina idendly corvensat] on. In
the e arwiil e, the other gawe then lesser packets of aggarbattls thanthey paldior,

Ancther set oficustorers iocgedoompl airt aboutthe ml sconduct anciruce bebav cur offa part] cular stalfmenber,
Youciten hear frony yourcustonaens thatthe croders don't g bodell verad o time or winong products pet defiversd,
ou have already been strugging with shortage of stalf and such complaints are @ serious concemas ik s
hampering your brandimage. YWinat strategles will pouadopttn sohee this problen?

Nagotiaton Sormarko 1

You have Interviewsd a prospective nesw enpd ope e wing could be a key member of your new enirepreneur al
verture, The new person is demandcing a salary that s 0% bigher than pou thought basedon pour business
plan. Anances are Hght, yet you belleye this person could make a sl grificant Impact on luture: prodlts. [fyou
pald the required salary for the new pemson, then you would have to restructure your entire business plan.
Yiou've e searching or an Indvicdual with this sidil keve] lior thme months, © the condidate Is waking lor
WOLY Mesporss, NG o vt call e in o makoe thefinal negoti ations,

Nagotiation S camarko 2

You are a young erdmepreneur wiho has just registered his start up project and applied lor a bark lcan
acoordingly. ou mealue 3 lettersaying that your ioan appll cation has been rej scted 35 pourstart upldea did
not appeal o the bank and they think that K |5 not a revenue genemting model. You have len an

appointment tomest the manager and show your negotiat onskd I stoget your ioan approved,

- Notes for Facllitation

Facilitating Mok Flaye

Fraporing or e acivity

1. Corsfullyreviewthe detalls ofthe scenar o andthe character descriptions.
2. Beoorne s lar with the keylssues being addmssad|nthe scenaric.

3. Sudy the poviced material so that you are ready o soicress [ssuss related o the skuations depl cted in the
mie-plays.
&, Articipa teand know how to acicress | ssues particl pants might ralse durl ng the activity.

i H . _mE_ _mll_ _ _mbk _Bu__

COmGuWCEing v o CEARY

1. Imtrocice the actiity, Ermphasi e that mle-playing posvices particpants with an opportunity to apply thelr
rew knowiecpe, sikdils, andtoods| ns tuaticns that s rul ate actual Intemctions withcus tomens,

2. Ask participants to lorm palrs. Dimct the members of sach group to choos e wiho will play the: roles, Reming
the groups thateach partidpart shoul dbe giventhe cppomtunity to play/practice the dlillerert mies,

3. Conducta demonstrationso that particl pants becone kansllar with the axpectations related to the roles and
SUppOTt raterils,

#, Gvethe pairs/ groups 100015 relnute:s o conduct therole-play (depending on the duntion of the sesslon).

2. Afterall the groups have finkhed withthe mle-play, conduct a debrl efing ses s on on sachrole-play.

5. Ask the gmups o take fve minutes o &K about what happened durng the mie-play. The gmoups should
discuss the guestions glven In the debriefing dor each role-play. Encourage partidparts to pmsvide
constructhve ool ticks o dur mg thed rdls cuss ions.

“Summarize E

= YWrapthe uritupafter surmartzing the key polrts and answenng guestions.
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UNIT 10.5.5: Business Opportunity Identification:
Entrepreneurs and Opportunities

-Unit Objectives | @

Akthe end of this unk, participants will beable tox

= Clscuss how o identify new business cppotunities
= Chscuss how to ickert iy s ness opportunites within thelr bus nes

-Resources to be Used |
- Participant Handbook

=  Blank shents of paper

- Prrg

-Ask |

= How does anertrepreneur | dentl iy anopportunity?
= ehat ot you thirk are the: commaon qusr &S o concamms laced by entmpreneus ¢
= How can you dentify new busines s cpportuniy

“Say |G
= Let's ik about GRpOILnky, common gueries or concems ced by ertrepreneurs, [dea o5 an cpportunky,

Rctnrs to consl der wihen locking ior opportunities, waps to icentify new busd ness, and opportunity analysls
&5 ciscussed inPart]c pant Handbonlk,

= Leb's oo oot Dy o Lnche st wians o idertily business opportun tes withinpour Business,

Do |V

= Tl theclass that thls s an indhd dual activity.
= el the part] clpants tocreate & matriom thelr notebocks.

= Therewill belour Boooes in your matri.
= Smngth, and Theeats will be thedour head res ofthe matrbe. Thisk calledthe SWOTmarhe

AT T e N R ey s N R

=  Peadoutthe questions tothen andted| theparticl pants they reed o o r e quess tons o bedin sach matrb.
= Tef themthey can alsouse thelr owm undemns anding of thens elwes (o Bl the SWOT matrx.

-Activity |55
Do yowr SWOT amalyls
Srangth Waakmars
What am your strengths ¢ What are pour s aloes ses ¢
Wihat unigue ca pabllKies oo WO poss sss? What do your competitons dobetter thanyou?
What do you do better than othersd
What dio pthars pamadve 35 pour strengths?
Cippostwnity Thrast
What trends may pos Kively impact yous Doyouhave solld il mand ol sLpport?
What cpportundties am awaflable to you? What trends may negativelyimpact you?

206



Employability & Entrepreneurship Skills

-Do |V
= Congratulate sverpone ior the cass acthity.
= sk the audience toa pplaudior themse e s,

= Mot the part]dpants sulficlent time o complete thls acti vty but dokeepa chedk ontime.
= sk che-lorl of questions to cull cut | mdormaation inom the participants.

-Ask |
Da-brial queastions

= WAl are yoUr whealorens st according o your SWOT analysis ¢

= [ you thirk poucancha ngeyour wea kmess Into strengthe How?
= O o A rk ol can work o pour threats? How?

-Summarize

= Chowme the dlscuss on by summariz ing weays ol dent]ily business cpportunithes withinpour business,
= sk the particl parts wha tthey have learmed i this eemise,
= sk W they have ary st ors redated o wiat they have talbedabout so r.
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UNIT 10.5.6: Entrepreneurship Support Eco-System

-Unit Objectives | @&

AL the end of this unk, participants will be able o
Bxplalr the meaning of erireprensyur

Cesorioe the dlilierert types of entmepreneurs
Ustthe characterist] os of artmpeneuns

FeCall ArATEPranELr SLCCRES Sries

Clscusss the ertrepreneur ol proces s

Cesorion the antreproneurshl p scomstem

Clscuss the purpose of the ‘Make [n inda' campalgn

Clscuss the kay schenmss th pIOnote: artTepransuns

-Resources to be Used |

Particlipart Handibonk

Chart papers

Marker pans

Penclls

Colour pendls

Scale

Eraser

Cnher reguiske stati orery material

-Ask |&®)

= 0o you thlrk that entrepreneyus needsupport 7
= What oo wou tlrk bs an eco-spsten

= hat oo you thirk 'entrepreneurshl p sLpROTT &o0-5 s e reans?

-Say |{&
= Let's learmwhat ertreprneyrship s LPPOrT SCo-ssten neans.

= [lscuss Emtrepreneurship SLppOrt ECo-Spstem’ a5 ghven in the Fart clpant Handiook.
-Ask |@)
= Canyou define entrepreneuns bl psupport eco-spstem
= Yyhat are the key domialng of the support sco-ppsten

~Say |G

- l-l‘-l-n——.ﬁ- hﬁmm'himﬂ _ullll'ﬂ-n

sbt main domalns of entrepraneurshlp support

1
i
:
4
1
#

~Team Activity
=  Makdrga postershowing the entrepreneurshl p support eoo-system.




-Do

v

Employability & Entrepreneurship Skills

= vl ol the ol s [t g oL ol iour o sl X,
=  Hondout chart paperand coloumd pens.
= Eapialm e pLrpose e ciura t o of the acthaty,

=  Goaround checking theprogress of sach goup.
= St gulche]ines partalnlng b ol scipll ne and sxpected tasks.

Activity Da-xiel

A e Eroup to ol ay thed r poster and explalnthe key domains of ertreprensunshl psupport &00-5 S .

Capital

-Ask

@

= YWhat kind of government support 2oo-system s avallable lor entrepreneurs Inindla ?

-Say

{d

= Chscuss "t ake inindky canpal gnas glvennthe Farticl pamt Handibook.

~Team Activity

= Preseotationonkey schemes o promole entreprensurs

-Do

~

= Divicke the doss Intopalrs.
=  Numbersach palr irom 1-15.

= Assign aschame, sameas thelr gmup nuniber, (o sach group.
= i b b resyd the scienne carsiully and presart Krothe dass.
= Bplalinthe purposs ard dum ton of the acthity.

=  Goaround checking theprogress of sach goup.
= St guiceiines pertaining o ol scipline and expectedtasiks.

Activity De-lrief

= sk B ol EOLP Lo eaipla I the sohenne ol red by goverminnent Do PIoniote S rLTapraneUrs.

-Summarize

B

= Sunmndri e the unit by dl scussing the ey points and answer] ng guestions the partic parts may have,
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UNIT 10.5.7: Risk Appetite & Resilience

-Unit Objectives | @&

AK the end of this unk, participarks wil be able i

= Clscuss the relationship between entrepreneum blp and risk appetite
= [Ascuss the relationship betyween sntrepreneun blp and e ienee

=  [Desorioe the characteristics of a reslient ertreprensur

-Resources to be Used |¢&
- Participart Handbook

= Char papers

- Blank shests of pager

- fers

= Marker pans

-Ask |)
= Canyou define risk oresplain what consttutesa risk?

= Yhat do you people mean whentheysay, “This may be-a sy popostion™ ¢
= ohat rlsks are they tal ldng about?

-Example | Q|
= Lab's have ook ot thess bwosxaniples:

Robit and His Reodly were taveling by car fom Dadi to NainlRlL & was thelr second trip there., Robit was
arcdlar with the road. His idends told hir that the: highway alker Rarmpur was Ina bad condition. Thay
acvised Bing to ke 3 shortout and turm kel o b oradaba d and take the Kaladhung! road. Thisread i Ina
better conoition.

Snce be was going with bis fanlly,. and did want ke the sk of getting lost, be (el iy He ook the
Kaka chungl mea dand rea ched Matnltal well intime,

Suresh and bis Rmlly too wers traveling by car fmom Delbl to Nainial. K was thelr second trip thers, His
il ookt o 5o vl PO tabe asBortout anc turms ke o Mom da badand telos the G kaoihung | madas this
radwas in abetter condton.,

Sure iy bt checiched b tabe theal acdhungl madbut be ek Delbl In the alermocn., (Ewas dark by the trne he
risached Kl acdhung . and he wias surs that be was tidng the cormect tum. As It was late, he could not ind
arpone toglve Mimdirections. He endedup being Inanunkmown place that was scarcely inhabited,

Say |Q

= Leb's se ot type ol skos Roisl t o Suresl ook,

= Clscussftisk Appatie andReslience’ with the participants as gven | rtha Farticipant Handbook,

-Say |Sd

= Leb's learmmom about riskoappet] e ard mslence withthe helpofanactivity.
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-Team Activity

Ak Appatite

= This Isa groupactiity.

= Inthe previousundt, youread suceess stord es of vir Chinbbal Amibard and Dr Karsarbhal Fatel,
= MrAmband kek b sjobandstarted b compary Rellance withjust s, SO000/-,

= DrPatel kepthls job, went coor-to-door to s el Nirmna, and only whenthe brand startedgalning popularity
ol e start s oW company.

= Whattypes ofrlsk dldboth ofthen i ?
= Whatriskilctons, doyouthink, didthey besp inmind belore launching thelr company
= rl e tine ks oA ot b Sttt of Dot the comipanie s,

Activity Da-brial
= Whitook agrmeaterrisk?
= What are the ol il e be bave s te Rts oAppet] e Statenient of both the compandes?

‘Do W

= [mstruct the participants thatthis |sgmupwork.
= Do the closs Imtosmall groups of 4,
= (e 2ach groUpa chart paper,

= Tl the participants that they have i svaluate the risks taken by Mr Dhinubhal Amband and Or Kamsanthal
Patel,

= (e the partic parts 15 minutes tookscuss and write.,
= Keepa checkon tinme, T the group twind upgquickdy ¥ they g o beyond the glventinmelimit

-Ask |()
= 00 you thirk all entreprene Lkl vertures are successiil 7

= Yehat happens [Fthe Arst venture |snot success il
= Shouldthe eptrepreneur stop whenfced withchallengesor facethem?

-Example Q|
= Lab's havea ook atthedoliowd ng exanple:

Wiy Sheddnar3harma |5 the iounder of Fayte, wiich |5 a glantind an e-commerce, He was borm in a nlddle-
chass farndly In Uttar Fradesh, He startedbds irst job ot an MNC. He guitafter s morths andbulk a compary
O 7 with bls frlends. As Ored 7 gregw bligger, It nesdedmore money Decauss I was running o seres,
bigger teanns, and hadto payroyaly. At that e, the techbublle popped and techng ogy Conpaniss ware
rueming Iniosses. Fma fy, roneyran cut., 5o 0 ned T ok cans and thenmom [cans at higher rates oflrdemst,
&5 bigh a5 24 peer cont, andbecare caugit ina vid ous cyde,

in21)i4, Pyt was Runched with online waliet sendces alter which, the company enabied online payment
trarsactions. The conpardy ok |icers o irons e |n 2005 i launch [nca's first ewer paynaent bank, M omower,
e vl im Pt ve o F T WS B0 transiorms | rdla Intoa cashless scononiy.

Aler demonstimation came Into sfiect, Wiy Shekhor Shamma started pmomoting online and dightal
tronsactions to cdeal with the cash crunch. (nRact, the service of the conpany’s moblle wallet |5 accepied

acrossindia. The logo of Faytn Is now populiar al rmcst sverysbe e fom teastalls tomeyor companies.,
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-Say |fa
= Let's see what gual tes made Y ay Shekbar Sharma ares lent entrepreneus
= Clscuss Entreprencumsblipand Aesdilence withthe particl pants as glweninthe Farticipant Hamdbook,

-Say |4

= Lab's leammom about entrepransurship and red lence with the help of anact vty

-Team Activity B

Eniraprnavrehip o nd Resiliamce
=  This Isa groupacthity.

= THink of some eptreprneuship verturss that faced challenging tmes, but later resulted |n sucoess
stories,

= Wholsthe lounder of that conpany

= Whatchallengingtimes diditiace?

=  Howdid Kovercome those challenges ¢

= Listthe reslient characteristics of the artrepransur,

Activity Da-briel

=  Bach gmuptoglve thelr pras antation.

= Wiy did you chooss thls company?

= Yyhatlsthe sucoess story ofthe company®

-Do |V

= |mstriact the participants that this |sgmup work.
= Divicethe dass Intosmall groups of 4.
= (e each groupa chart paper.

= Tefl the participants that they have to think of an entrepreneur who Roed challenging tmes, but svertually
succragied,

= (e the partid parts 15 minutes todisouss and write,
=  Keepa checkontime, T the group towindue gulcikdy Wthey g obeyond the glventime limlt.

-Summarize

= You cansumiar oe the sy polrts of the unit.
= sk the particl parts wha tthey lsamed fromithe acthdthes,

= Clarliy ary questions or doubbs they might have,
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UNIT 10.5.8: Success and Failures

-Unit Objectives | @&

AL the end of this unk, participants wil be able to:
= [lecuss bow o cdeal with fallum
-Resources to be Used

- Particlpart Hardbook

-Ask (@)

= Haveyouheardthe quote 'nothing ls mpossible'?
= hat oo you thirk K means?

= [ pou think that all successil entreprensurs becanie Rmous overmight or did they have to strug gle orface
Bllure bedom succesding?

Example| @]
= Let's havea ook atthis examiple.

Shaly Aulds iKhan, olso kmowma s, SR or Kng iKhan s aforcs o mecon with., Dldihe achl sve stardon overml ght?
Shab Rukh Khar, who has seen many struggles [ Bls [l — he bas dept on strests, struggied o support
himseNandhls sisterat a very young age, andlosthls pamnts very earky Inlie, which kedto bls sster seekdng
mental healthsupport., Anl dst all the chaos and challenges, he lept pushing bimsad; and tockay he stands tall
@5 the " Backshab of Aol o . Cortaind y thos & years were not a5y ior hin.

When he was young, he stood atMarine Orlveand sald, "1 will rule thls city one day”. Fallure was not just bis
cormpardon during or baidore ks stardom, [t ls stilla substantial part of s (le., Succes s dows ROE cone Sy,
Whatmace bna star was his aceaptance of Bl lure andthe urge toimprove.,

-Say |G
=  How do you defime successand il ure?
= Wohat ks leare

=  Haveyouiek or sperienced fear?
= Yehat ledyouts e that emotiore
= How ol dyouhardie t7

s e

—aay | S
= Lat's leamthe about success and kflun with the help of anactivity.
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~Team Activity i

= Divdcle the class |rto g roups of oL

= |mstruct therntn think of cre scenard owhere they have tointendew a success Ul ertrepreneus

=  Bplalrthe purpose ard duratl om of the acthAty.

= Setguldelines pertalnlng to ol sciplline and expectedtasks.

= They have tochoos e ore person from the group o5 the | rtend ewes and oneasthe interdewer,

= Goaround ard nadkos s they have undersmood wihat |5 to be done and are dhscusH ng the roles properdy.

=  Check that svemnone undemtands thelr rode, Glve ol arifications | nesded, Give the partidpants about
5 minutes o discuss and decide thelr mies.

= sk the groups tostopthe dlscusslon s soonas the tme |s over
= (At 2ach group one by one i conne and prssent thedr i ntervdew s a mle play.

- Notes for Faclliitation (B

Faciiteting Role Mloys

PFraparing lor e aclivity

1. Corsfullyreview the detalls ofthe scenar o and the character desor ptions.

2. Becorne ol Rar with the keylssues being adcmssad|nthe scenario.

3. Fudy the pmaided material so that you are rsady o acddress [ssuss related to the stuations deplcted in the
mde plays.

&, Anticipate potential guestions that mlght be ralsedby the particlpants andbe ready o addmess them.,

Comdwcting B o ctivity

1. Imtrociuce the acthAty. Enphasite that role plaving provides participants with an opportunity o apply thelr
rewimowiedge., sidils, andtoodsinstuations that sinul ate actusl | ntemctions withcus tomers,

2. Ask participants to lorma pairs. Dimct the: memibers of sach group to chocs = wihh will play the roles. Remind
the groups thateach particl part shoul dbe ghven the cpportunity topl oy fpm ctice the ol liement mles,

3. Conducta demonstrationso that particl pants become fansllar with the axpectations related to the rodes and
SLUPPOrE aterials,

i, T maintain spontaneky of the Imteractions durlngthe role play ask the: partid parts nottodiscuss the detalls
o thedrroles prior o the ml e play.

9. e the pairs 15-20minutestoconduct the rode play.
5. Clroul ate anong the g mups to arener ary guest oms that may ard se and provide guldance o nesded,
7. Akerall the paies Fave fird s wi ththe roke play, conciuct & che-bel sfing ses s on or eackh roke play.

2. Ask the groups to ke fve minutes b talk about what happered during the rode play. The groups should
dlscuss the questions glven In the de-bricding lor sach role play. Encourage participarts to pmovide
constructive ool tieks ne dur ng thed rdls cuss ons.

%, Conclude the activity by asidng participarts to think about whether and how they might use scripted role
plays inthedrreal R,

-Summarize | 5]
= Wrapthe uritupafter sursmartzing the key polrts and answenng guestions.

' 214



Employability & Entrepreneurship Skills







Employability & Entrepreneurship Skills

UNIT 10.6: Preparing to be an Entrepreneur

Key Learning Outcomes

At the end of this unik, participants will beable o

1. Discuss how market research s carmied out

2. Desoribethe 4 Ps of marketing

3.  Discuss the importance of | dea generation

4,  Recall basic busnesstamalnology

8.  Discuss thernesd kor CRM

5. Discuss thebenafits of CRiv

7. Discuss theneed for metworkdng

2. Discuss the berafits of metworking

.  Discuss the importance of satting goals

10, Differertiate betueen short-term, medun-tem and long-term goal s
11. Discuss how towrke a business plan

12. Eplainthe Airandal plarming process

13. Disouss wans o manage your risk

14. Desoribe the procedume and lormal K es lor apphdng for bark dnance
15. Disouss how to manage thelr own enterprse

16. Llst the Important questions that svery entmprensur should ask bedore starting an enterprise
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UNIT 10.6.1: Market Study/ The 4Ps of Marketing/ Importance of
an IDEA: Understanding Market Research

-Unit Objectives | @
Atthe end of this unk, participants will be able tox:
= Discuss how market research s carred ot
=  Describe thed Ps ofmarketing
= Discuss the Importance of idea g eneration

-Resources to be Used |

= Partidpart Handbook
= Chart papers
= Markers pens
=  Blank shents of paper

-Ask &R
= SUPPOSE, YOU Want o cpena mstaumrt, what arethe kactors you will conslder?
= How will you promcte your mstaumnt?

-Example | § ]

= Let's havea ook atthis exanple.

Arjun was an Mk working In a company. But hewanied to starta low oost budget hostel lor lomigntoud sts
coming to Inclia. He did a Iet or market research bedore starting the project. Based on the: Inormation he
pathemd, he ade Wis business plan. His hosts |5 now Rourishing and ke is thinking of sxpandng o other
tourist destinations.

-Say |G
= Discuss "W arket Study”™ with the part cpants.. Reder to the Partidpamt Handbook.
= Let's learmabout market stucy andres sarch with the helpofanactii by,

-Team Activity

M arkat Sowdy

= This |5 3 poup acthity.

= YL want b start pour owen tlton centre.,

= Yhat type of msearch will you do?

Activity De-triaf

= sk mach group to comne iorward and glve a brief presentation.

=  Encourage other groups b0 be intemctive and asik questions.

= Yhat Bctors did you keep in mind while dol ng your ressardh?

=  Based on our reseanch would you po ahead and cpen a Wit on centre?
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-Do [
= [mstruct the participants that this |5 g mupwiork.
= Dl cethe dass Intosmall groups of 4 or 6.
= e 230h groupa chart paper.
= Tef the particdpants that they have o sta rttheir owm tulticn cenre,
= (Ghvethe partic parts 10l mutes tocllscuss and weibe the rssarch work they needio do.
= Keepacheck ontime, T the group towind up guicdy [P they go beyond the ghentine Imi.,

-Say |f@
=  Byocpening a tultoncentre youare olliefdnga service,

-Ask @R

= YWhat lactors will pou kesp | nsing bedore opening &7

-Say &
= Discuss “The 455 of Marketing” with the partidpants as glvenin the Participart Handbook,

-Say &
= Let's leam about the 4Ps of Marketing with the belp of an acthdty,

-Team Activity

i e of il arkating
= This |5 3 gmup acthity.
= You have to sell 3 per to iour clillerent s egrnents;
1. Aural vilagens
2. Pural mlccle class
3 Urban micddle class
i, Upper end fch people (Niche market)
Keeping the 4Ps of Marketing In mind, wihat mareting sirategy will you design (o s2i the pent
Activity Da-brial
= Ak mach pOLP LD I present thelr strategy.

=  Encourage other groups to be intemctive and ask guestions,

-Do

= [mstruct the participants that this |sgmupwork.

= iAo the ol oss Imtoiour gmups.

= (e 2ach groUpa chart paper,

= Assign sachgmupa Rpet audience iorsellingthe pens:
1. Aural villagerns
2. Rural mlccle cloass
1 Urbanmiddie class
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4. Ugperendrchpeople
= Tl the partic pants that theyhave o desd gna marketing strategy keepingthe 475 of Marketinginmind.
= v the part]d pants 20 minutes todisouss and cone up withthelrstrategy.
= Keepa checkontime, Tl the group towindup quicidy Wthey go beyond the glventime linslt
Activity De-trial
= sk mach group to comne iorward and glve a brief presentation.
= sk mach group what they kept innalnd wille desdgning thelr marketing sttegy.
=  Encourage other groups b0 be intemctive and asik questions.

-Say i
=  Each ertrapraneur has an idea of wants e wants tosell., (€ may be 3 send ot or 3 priduct.
= Discuss “Importance of an (DEA" a5 ghven In the Participant Handibool,

-Summarize

= Surmarize the key polrts of the unit,
= sk the particl parts what they lsarmt from the actvities.
= Encourage thembto askifthey have any doubts,
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UNIT 10.6.2: Business Entity Concepts

-Unit Objectives | &

Atthe and of this unkk, participants will be able o
= Racall basic bl ness termainolony

- Resources to be Used |
R e e

-Say &
= Let's mecall sore basc business rminology.
= Discuess the B ness Emtity Conceptsas g hen in the Fart o pant Handibook,

= Let's bearmsonne Dol ¢ business termalnol ogy by havinganacthity.
= e wdl have aguiztoday.

-Activity [ &

= The acthity sa quiz.

-Do [+
= Divice the dass Intwo groups and glve a name to sach group.

=  Bplain the rules of the guiz. For sach cormect answer the group gets 1 mark.
= [ifche groug |5 unable to anewer the guestion |s passed o the nedt goUR.
=  Bplaln the purpose and dura ton of the: activity,

= gk the guestions of the guiz.

=  Keepa score of the goups.

= St puldelines pertalning to dlscipline and expected tasks,

- Summarize

= Sunnarize the pedt by dicoisod ng Hhe ey polnte,

L ] J - 3 o reer

-Notes for Facllitation
CHAESTIONS FOM THE TN
1. What doss 826 mean?
Business to business
2. Whatls a dinandal report?
A comprehensive account of @ business' transactions and experses
3. Whobs a sales pros pect?
A potertial cushomer
4, Howlsworking capltal calculated?
Current assets mings current Rabiides
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2.  Whatls an estimation ofthe overall worth of a business called?
Valuation

5. You are buying a house, YWhat tbypeof tansaction bs It?
Compiex ransacion

7. How will you calculate the net Incones
fOEEnie ARUS EXDORSes

2. Hoaw s Retum on Irsestment expessedy
AS peroertage

% Howwill you calculate the cost of goids soide
Cost of materials mints oost of outputs

10, Whatls revenue?
Totd amourt of income bafore expenses are stbiraoted.,

11. ‘What ls a Break-Even Point?

m&mmammmwﬂmmﬂmwem The tatdl cost and todal nevenues
ane
12. ‘What s the lomaula Lsad to calcudate simple intersst?
AwPflsry; R er * 100
13. What are the three types of business transactions @
Simple, Complex arnd Ongolng Transariions
14. The degrading value of an asset over tme s nown as .
Depredation
15. Yhat are the: two maln types of capltal ¢
Debt and Equity
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UNIT 10.6.3: CRM & Networking

-Unit Objectives | @

Attha nd of this unik, participants will be able to:
= Discuss the nesd ior ORM

= Discuss the benedits of CAM

= Discuss the nesd ior networking

= Discuss the benafits of networkdng

Resources to be Used |«

=  Partidpant Handbook

- Ask @)

= Canyour business nun without customers/buyers?
= YWho ks the most Important ety lnany business 7

-Say |G
= The key toevery scoess business [es on understand ng the custoner's expectati ons and provicing exeedlent
CLStOREr S e on,
= Discuss about CRand Ks benedits, Reder to the Farticlpart Handbook.
= Prosicing esoced emt custonner service antalls:
*  Treating your customens with respect,
+  Beavallableas perthelrneedsschedule,
+  Handling complaints eiiectively,
+  Bulldinglonglasting relationships.
+ Collectingragular e dback,

=  Handle customer coniplaints proact] vely, Ask “what happened®, “why [t happened”, "how can k be avolded
et tme”, ste.,

= Collecting iesciback from the: custonmers regular]y w1 enakbl e poute impove your godfserdce.,

= “Let's understand K batter with the help of sonae case sconarios. You will be ghaen sonne casss within your
RYGUDS. You have oy analyse the case scenarks that has been glven to you and then dnd an approgpriate
soiution to the problem.”

Do [+
= DA o the olass Irtoiour groups of radruns s participants depending on the batoh siee.

= R OPe 03 B STLCY teach FroLp.

= |mstruct the o mad the case camiully.

= Thegroup b espected to anal yse and ol scus sthe case amongst thensand And as ol ut on to the given problen.

= Put cown the discussionpoints (de-bried ouestions) on the board. Ghve the class S=<10minutes to ol scuss the
case and note down thelr solutions,

= Artheandof 10mdrutes, the teans should present thelr cas e solution tothe olass.
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-Team Activity b

CaneStwdy Ama ole

Raju runs 3 business of wiodcien furmitum, He has a Puge 15t of customens on Facebock and Whats App wiho glve
Pl orders rgulary, Anidta bs one of Ms old and regular customers . She placed anorder lor a new chaster and TV
cabimet via WhatsApp and reguested Raju o sand them o5 soon a5 possible, YWhen the parce| mached Ankdta
through courier she lound that chester was broloeen and the: TV unlt was chipped from the: bottom,. Ankdta was
Peartioroben. (¢ was & conmplete waste of rmoney, She sant a message toRaju onWhatsApp, sxpmessing her anger
and disappolrtraent. Aaju rlght iose an old customer oeyver W e doss et satisly the customer, What should
Foaju oo b metalm s s custoner?

S eamarkn 2

foajed runs & bout] gue shop. She sl sults and sarees, S b5 one of the nost success il des igner [nber city, Ryjnl
swears that all the clothes In her boutigue have urnigue dedgns. Snka bas to attend her cousin's wadding: she
goes o Rajrl's boutique to buy a sares, Smita wanted a unlgue designersaree, Rajnd customiteda sares for her
and sart & ower the courier, When Smitahada ook atthe same she reallsed her o riends had the s ane design
sarees, She sant 3 s age o el on Whats App. sgressing her anger and clsappoirdmert. Dld Ryjel make a
false provakse § Were her desgns copled? What could happen o Rajnl's image after thils incidert? What would
woudo I you were infajrd's place 7

Scamario 3

Shama |5 a beauticianwiho oliers par ourservicss toladles by maki ng home vists, Recentl, Shana got her ma e
regheteredon on - conmeme wiebs ke, Ta days earfler, she poba ressage irom Mrs Sushia. The appol ramemnt
wias foed o nesct ciy, 1100 am and the mmunemtion or the serdces was decl ded badorehand. When Shama
reached thers at 10:50 am, Mrs Sushma was nct at home, When Shama called heg she adoed her to walk kr 2
while, Mrs Sushma reached home at 11:45 am. Mearwhlle, Shama had to reschedule her next appolrtment.
Aker avalling Shana’s seryices, M Susima refs ed to pay the rgulsite amount and saredindng Buks [nthe
serd oes provided by ber. Whi was ot fauk In thls scenario? What should you do in case the: customer bebaves
Larreses o oy et WL wou oo | Ifyows e In S roa s pl acey

Scamaric 4

Shallencler bs the rmanager of 3 carshowroon., He proactively tales part In ol the transactions that happeninbls
showroom, Winka wamts to buy a new car. She has chosen 3 car irom Shallender s showroom. The salesperson
ks ghvenhera very good discount andhas alsopron sedifme serdce for one year Vinla goes tothe showroom
and asks o congplete all the iormaalties topurchase the car When she ses the final bl she realine that she bas
et morhed the promised discount nelther was there any mention of the e services, She Immediately
demands to see the Shallender. When Shallender’s head asis how much discount Virita was promdsed, be
el sagd e ol scount wil make the sale lmnloss. The carshowroon owmer rlght |cse 3 custoner and deal due tn
Fals e commitmerts raacke by bls manag er, Besices, the customer ralght tedl this o other people, creating a bad
mame and Image for the showroom, (F you cwned that showmom, how wiould you have corvineed your
customer?

- Say ({4
= NowW, let's discuss the problersand solution withthe class,
= Thegroup will first briedy des orl be the case bothe class,
= Thaery clscuss the ssue | dertifled and the proposed sl uti on.
= Presentthe solutionasa role play.

= Postprasertat] on, the other groups roay 3 sk guass Hons rons the group that has preserted,
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=  Congratulate sach goupior the presertations mie play.

= sk the AL ence toa ppl aud ior thens.
= Keepa checkontime, el the group towindup the ol scus S om gl cid y IFthey po beyond the: ghen tinne [imit.

_Sw

= [fyourcustomens are hapey with pou they will glve rederral s wisl oh will help g msr your busine ss.
= O ore wiay ofF grossd ng bus ness |s"Networking'.
= Discuss Networkdngand ks benedis, Refer tothe Particl pant Handbook.

6}

- Activity

&

Srowp Disowesicon

= Conduct a grmup oiscuss ion n the class on how they can do networking or thelr business,

-Summarize

= sk the participarts what they have learmt irom thls esercissy acthity,

Ak W they have any guestions related to what they bave talbed about st fr.

Close the: discusd on by sumimarts ing the Inportance of CAM and Networking lor epireprensurs.
Close the: discusd on by sumimarts ing the Inportance of CAM and Networking lor epireprensurs.
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UNIT 10.6.4: Business Plan: Why Set Goals?

-Unit Objectives | &

Akthe end of this unk, participants will beakle tnx

Discuss the Importance of satting goals
= Diierent ate betwesn short-terms, mediun-tems and |ong-tems goals
= Discuss how o write a  business plan

=  Bxplain the Anancial planning pocess
= DISCUSS Wiays to manage your risk

- Resources to be Used |:#

= Partidpart Handbook

= Chart papers
= Blark papers
= Marker pans
= fuder

-Ask |

=  Remember we had written SWART Goals Ina previous session? Let's try and recall why It Is important to sst
ROk

= While faming SMART goals, wie talleed about T I SMART, winlch was "Time Bound'? What do we mean by
Hre bound goals ¢

= Yohat e At cid you set lor your goalk- 3 weeks, 3 years, 10Dyears?

-Say |fa

= Talk about s hort term, | org term ard ool uns b 2oal 5, 3 s ol scus sedin the Fart o pant Handiook,

- Ask &

= A youare pla nning to be.conie om antrapraneus you musthave thought of anl dea lor astart-up, What s your
businessideyd

Do |
= sk e part] ciparts toshare thelr business ideas,

- Ask &)

=  Have youcreated abus ness planiorpour business idea?

-Say |G
= Talk about "Wy Oreate 3 Busdness Flar a5 discussad inthe Part] d pant Handbook,
= Let's understand |t betterwiththe helpofanacthity.
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-Team Activity

Wiriting & basimas s Flon
= This s agroupactiity.
= v thegmupsthe required msounces suchas chart paper and markers.
= This actidtylsciviced into twoparts:
1. Creotea business idea
2. Developa business plan
= The group Wil discus s and conie Lpwith a new busines sl dea and present thelr idea tothe dass.
= e second part of the act]vity the groupwill dessiop a business plan ior thebus ress [dea,
= Thebusiness plan prepared will be pres ented by the groups o the class,

Y DUSINESS PLAN
Brcutive Summany: What |5 your Misson Satements

Business Cescription: What Is the mature of your business?

Market Arabysls: What bs your target market?

Organtzation and Management: What ks your company’'s crganirational structum ¢

Service or Froduct Line: What 15 the Diecycle of ywour product) service

Marketing and Sales: How will you advertise and sell your products?

Funding Regueest: How ruch fund |5 reguimd and fon whem?

-Say |4
= Teams will nead to bralnstorm lor this part of the acthdty,
= Lse the blank papems for the second part of this actidty
= Iviake your business plan on a chart paper basad on the Iliowing parmetens:
1. Becutive Summary
2. Busimess Cescription
2 Market Analysls
4, Organtzation and Managenent
5. Service or Froduct Une
6 Marketing and Sales
=  Bplaln each parameter I detall a5 done [ the Farticipant Handbonk,
=  Discuss sach pammeter with the business idea sxamples of the poups.
=  mups will discuss and develop the business plan for thelr business idea,
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-Say |
= Now, let's share cur planwith the class,

=  Eachgroupwlll beiefly describe the plan tothecl ass.

= Postprassariation, the other groups maya skguss Hons to the gmup wihe have pressnbed thelr plan.

Do v

=  Congratulate sach groupior sharing their points.
= sk the aucl e toa ppl aud ior thens.
= Keepa checkontime, el group towind up the dis cussion guickdy Fthey pobeyondthe given e imit,

-5y |G
=  Mong witha business plan, ywou nesd o create 3 inancial plan and svaluate the risk ol ved with pour start

up.
= Discuss Hinandal Flarming' and i sk Manage rent’| ndetal| o5 glveninthe Participant Handboolk.

- Summarize

= Agk the particlparts what they have learmt from this ssendse/ acthity.
= i W they have any guestions redated to what they hawe talbed about s k.

- Notes for Facllitation |
= Kaep the business plan format ready [n a lipchart to ol splay & during the acthvity,
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UNIT 10.6.5: Procedures and Formalities for Bank Finance
-Unit Qbjectives | @

AL the end cf this unk, participants wiil be-able o
=  Describe the procedure and iormalkies lor appiing for bark dnance

- Resources to be Used |7

=  Participart Handbook
= Bk |caryTnance lorms sample

- Ask &)

= Whie preparing a business plan In the: last session, we discussed financlal planning o arrange Ananclal
msoUres oryourstart-up, Thersiore, how will poucollect lurds to s et pour business?

-Say @

= Yhlle most entrepreneuns ik 'procuct’ §s the mcst difll cuik thing to declde ior a business, start-Up capital
poses an even a bl gger obstad &, Though there are various ways of funding the: business, to oo nee Imeestors

o Imvestrmcneylsthe mostchallenging.
= Soreeof the funding options asvallable in Indlaam:;
+  Boobety pping: Also called sei-Anandngls the 2ad st way offinancing
+  Crowrd hmding: Funds arecoll ected by comsunmers pre-oroer ngor donating o starti ng the business,
+  Angelimvsiors: indivicdual or group of investons | mestingInthecompa rmy
*  Vanbwre capitalets: Verturs capitals am prodessionally rma naged funds wholmestincompantes that have
g e potential, They usually Invest ina business agal nstequilty.
+ ek boam; The ot popul ar methodinindla.
+  Microlimancs Froviders or NBFCe
*  SOVIRIRERE progm men
= Letus kmow dlscuss the most popul ar method |, bank finance indetall here,

Do WV

= Discuss the (st of documents that are mouired o apply lor a loan (ke letter of Intmoduction, business
brochure, relerences of other banks, and financla | statements,

=  Explainthe deails o be Miedin alcanapplication om.
= Divicethe ooss Imtogroups. Ghve each group 3l canappdication iorms.
= sk the g roups to dis cuss and M the formn.

-Summarize @

= Chose the discuss on by summarkzing the Inportant documents meeded or bank ioan.,
= Mgk the participarts W they have any questions related to wihat they have talled about so far,
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- Notes for Facllitation

= Checidistof documents |sprosided 35 msourss iorthe sesson,
= Youcanmabe some coples and d stribute & during the gmupacthity.

= Downlcad sample can apglication korms fmom any nationalised bank's webslte, Frint sulldent coples tn
ciroul ate | banongst the groups.

CHECHLET OF DDOUN BNTS TO 2 SO ITTED ALCINE WiTH LOAN APFLICATION
| Comamon Tor all banks]

1. Audived Anandal statements of the business concem for the | ast thres yeans

2. Provisional imancial statements for the half— year ended on

3. Audiced fnanclal satements of associate concermy's for the kst thres years

# Copyof QI3 1l lor the previcus guanerendedon

5. Operational detalls Im Annesure |

5. ChvA diota flor the: last three years, estimates lor cument year and projection lor the net yeor
7. Temn loan/DFG requirements In Annesore |

2 Ut of machinery In respect of machinery ollered as securty [rn Annesure (i1

9 Additional detalls for export advances lurnished In Annesun (Y

10, Property statements of all directons /partness fpropristor/guarantons

11. Coples of ITAD of the: conpany for the |ast thms years

12. Coples of RO S WTAOS of the directors/partmers/proprd etor and guaranton

12. Coples of cartiicate from banks and Anandal Institutions certifying the: latest llabllity with them

14, Copy of board res clution authorizing the: company o apply o your bank lor the cradit aclkes
rertioned |ma pplication

15, Copy of memorandun and article of association (n case of Imited compary)/ partrershlp desd
Oincase of partnen b pfirm)

16, Cash budget lor the curment year and nest wear In case of contractonrs and seas onal |ndustres

L =
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UNIT 10.6.6: Enterprise Management — An Overview: How to
Manage Your Enterprise?

-Unit Objectives | @

At the end of this uni, participants will beable o
= Discuss how o ramage thedr owm enterprise

-Resources to be Used |#
=  PFortidpamt Handioonk

- Ask @R
=  Having sat-Upa business, do you thirk K Is poss bl e to dosventhing onyour own

=  Doas one reguire tmined persoms ior help?
= YWhat does managenient neans

-Say (&
= Let's have 3 ook at this esxanple:;

Kapll had a small business that was beginming o plok Lp pace, He wanted to expand bis business, and
thermiore empl opediiew more people, One clay, 5 e wa swalling past Ramesh, one offls newenplopess, he
overheard Ransesh talldng rudely to a customer onthe phone, This set bim thinking. Kapll reallsad that be
shoul dhave reguliar teanynest ngs to mctivate blsemgl oyessand speakwith themabout arny probl ems they
might be lacing during wiork. He should also conduct tralning sesslons on new practices, soik skills, and
technology, and devel opwork sthics manual iormanaginghlsenterprise,

-Say |G
= el Kapl cormect in i s pprcach or e shoul o have scolded Ranmesh instant]y Inifmnt ofhls cther employess@
= Discuss “Enderprise Management—AnOvendew” with the particlparts as glveninthe Farticipant H andbook.

-Say A

= Leb's learmhow to slfect vel y manage an enterprise or Dusi ress thmugh an act Wiy,

-Team Activity

Eninrpries Mamagemant

= This s agmupacthity.

= Dol grva kel bs ting the toplcs and key wordsthat are reeded torunan enterpr se sfiecthel yand smocthiy.
Activity Da-briaf

= Have exch group present their matrix.

=  Encourage participants of the other poups o ask gueston about sach other's presentation.
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-Do [V

= [mstruct the participants that this |5 g mupwiork.

= DA cethe dass It small groups of 4.

= v 230h groupa chart paperand ool cured pen.

= Tl the particpants that they have rrakee amatrb they needio 81,

= They have towrite thenain topl os and ey wiords thatwill themefisctivel yma nage thelr et mprise,
= (Givethe partic parts 15 rinutes todiscuss and write,

= Keepa checkontime, T the group towind up qulcidy Wsey go beyond the glventime it

-Summarize

= Ask the participants what they have learmed fom this exrmisefacthdty.
= Ak W they have any guestions related o what they have talbed about s k.

= Chomn the discuss on by sumimarizing the: |portance of aflective managenent to run an srterprise o
ghven n the Farticipant Handbook.
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UNIT 10.6.7: 20 Questions to Ask Yourself before Considering

Entrepreneurship

-Unit Objectives |6
A the end of this unit, participants will be abie to;

= Ustthe important quest] ons that svery entreprenevur shouid ask bedomn starting an enterprise

-Resources to be Used

=  Partidpamt Handbook
= Blank sheats of paper
= Pers

- Ask &R
= Why do you wa rtto become an ertrepreneur?

-Say @

= [tls very Important o now why you wart bo beoome an entrepreneus. Your pemonal goals lor becoming an
entrepreneUr play 3 key mien the success of your business, Your goals should e ol ear well Befiom: wou star
wour business.

= Apart irorn the goals, the other aspects of business that you needtobear in nind are the potential problems
that youmay e o sat-Up, pour arsa s of Interest, andal| the otherdimensions ofthe business,

= Let's uncemstand | tbetter with the help of sonie guestions that svery sntrepreneurshould ask belore starting
thelr oum b ness,

= Open the Farticipant Hondbook section named "20 Qpestions to Ask oursell Belom  Considering
Entrepreneunshlp'. Youhave oanswer the guestions indhA dually.
= Thaer, wewill have aclass discussion onall the guest ons,

-Do |/
=  Read cutthe guestions one by one in ront of al| the participant s,
=  Portidpamts have toanswerall the one by one guestions.
= Gve the class 10-15 rlnutes o note down thelranswers,
= Attheendol 15 mimutes, cpenthe discussion foral| the questions,
= MCckerate the ol cuss lon by iocusing on therslaant polncs.

= Keep a check ontine and don't et the dis cuss ion get s abotaged or ose track of thre., Ensure 3l the guestions
are coversd anddis cussed.

~Summarize | &]

L=
= JAsk the participants what they have |earned lirom this sserd se fact vity,
= Ak W they have any guest] ons related to what they have talked abowt 5o far
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Annexure |
Training Delivery Plan

Training Delivery Plan

Program Name: Certificate Course in Fitter- Instrumentation

Qualification Pack Fitter-Instrumentation - 1ISC/Q1102
Name & Ref. ID

Version No. 1.0 | Version Update Date 30-12-2015

Pre-requisites to Minimum qualification — 10th Pass
Training (if any)

Training Outcomes By the end of this program, the participants will be able to:

1. Carryout maintenance activities under the guidance and supervision of Technician
Instrumentation

2. Periodically check measuring equipment for operation and ensure proper
calibration

3. Use basic health and safety practices at the workplace

4. Work effectively with others

Module Name  Session Name  Session Objectives NOS Methodology Training Tools/ Duration
Reference Aids
1 Over view of Icebreaker ¢ Introduce each Group Available 1.0 hour
Iron & Steel other Activity: objects such
Industry « Build rapport Passing the as a book, pen,
with fellow Parcel duster etc.
students and the
facilitator
2 Over view of Overview of ¢ Understanding NA Facilitator-led- | PPTs of Iron 7.0 hrs
Iron & Steel steel industry Iron & steel discussion and steel
Industry and steel industry Videos manufacturing,
industries in « Understanding Charts showing
India types of Iron & the same

Steel Industry

Understanding
products of Iron
& Steel industry

e Activities in Iron
& Steel Industry
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Occupational, Hazards at the ¢ Understanding ISC/NO008 | e Facilitator- PPTs for OHAS | 13 hrs
Health and site, control the Occupational | pcy, pc2, led- related to Job
Safety (OHAS) | measures, PPE, health & Safety PC3, PC4, discussion Role, Display
safe working * Understand PC5, PC6, |  Skill Practice | Material for
at heights and What is hazard | PC7, PC8, (Activity) | PPEsrelated to
confined s'paces, « Working PC9, PC10, Job Ro'Ie, Safety
safe working . Material
} at Heights, PC12, PC13
practices confined spaces ' '
PC25, PC26
KB3, KB4,
KBS5, KB6,
KB7, KBS,
KB9, KB10,
KB11, KB12,
KB13.
Occupational, Problem e Documentation ISC/NO00S8 * Facilitator- PPTs for OHAS 3 hours
Health and escalation, for Health and PC25, PC26 led- related to Job
Safety (OHAS) | escalation safety KB21 KB22 discussion Role, Display
matrix, accident | o problem ’ o Skill Practice | Material for
reporting escalation (Activity) PPEs related to
Job Role, Safety
Material
5S & House 5S safety ¢ |dentification of | ISC/N0O00OS8 * Facilitator- PPTs of 58S, 8 hrs
keeping system, waste bottlenecks in PC10, PC11, led- Display Charts
management functioning of PC12 discussion | of 55, Audit
and work place o Skill Practice | Checklists of 55
housekeeping * Various methods (Activity)
practices of housekeeping
both pre-work
& post-work as
well
Carry out Working and * Performing ISC/N1102 | e Facilitator- PPTs of various | 124 hrs
maintenance elaboration of repeated PC1, PC2, led- hand tools
activities different type of activities under | pc3 pc4, discussion | and display
under the instruments guidance PCS, PCB, o Skill Practice | of gauges,
guidance and « Fixing PC7, PC8, (Activity) thermocouples,
supervision transducers & PC9, PC10, load cells,
of Technician pickup devices PC11, PC12, calibration
properly PC17, PC18, tools &
* Interim reporting | PC19 precess.lon
to Supervisor KA, KA2, .measurmg
wherever/ KA3, KA4, |nstrumt.ents,
whenever KA5, KA6, mechanical
needed KA7, KAS, governors
¢ Work wise KA9
recognition of KB1, KB2,

tools
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Diagnosing the
common defects
of tools

Using of hand
tools

KB3, KB4,
KBS, KB6,
KB7, KBS,
KB9, KB10,
KB11, KB12,
KB13, KB14,

in case of delays

Process
compliances

KB11, KB12,
KB13, KB14,
KB15, KB16,
KB17, KB18,
KB19, KB20,
KB21, KB22,
KB23, KB24,
KB25, KB26,
KB27, KB28,
KB29, KB30,
KB31, KB32,
KB33, KB34,
KB35, KB36

e Using of
. KB15, KB16,
measuring
. KB17, KB18,
instruments
KB19, KB20,
KB21, KB22
Periodically Maintenance e Checking ISC/N1103 | e Facilitator- | PPTs of various | 124 hrs
check of measuring equipment for PC1, PC2, led- hand tools
measuring instruments, correct operation | pc3 pca, discussion | and display
equipment for | calibration * Testing measure | PC5, PC6, | » Skill Practice | Of gauges,
operation and | methods of and control PC7, PC8, (Activity) thermocouples,
ensure proper | instruments equipment PC9, PC10, load cells,
calibration « Analysing and PC11, PC12, :all::)rztlon
reporting test PC17, PC18, 00 .
results PC19, PC20, precession
I PC21, PC22, measuring
* Calibrating PC23 instruments,
measure mechanical
and control KA, KA2,
governors
equipment KA3, KA4,
. KAS5, KA6,
e Escalating
KA7, KAS,
unsolved
KA9, KA10
problem as per
protocol KB1, KB2,
L . KB3, KB4,
e Giving interim KBS, KBE
feedback to ! !
- KB7, KBS,
Technician
. KB9, KB10,
Instrumentation,
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Use basic Fire safety, e Health ISC/NO008 | e Facilitator- PPE, Different 12 hrs
health use of fire and safety PC13, PC14, led- Type of Safety
and safety extinguisher, fire procedures PC15, PC16, | discussion | Sign, First Aid
practices at the | drill, emergency | o Fjre safety PC17, PC18, | « Skill Practice | Box, Safety
workplace rescue and first procedures PC19, PC20, | (Activity) instrument and
aid techniques « Emergencies, PC21, PC22, Elo;:mgéStepl
rescue and first | PC23, PC24, Aa .der, tamp ¢
aid procedures KB14, KB15, cciaen )
KB16. KB17 reports, Fire
KBlSI KB19' Extinguishers,
KB20 ItemF required
for fire
extinguisher
and fire Safety
Work Effective * Ensure ISC/NO009 | e Facilitator- Communication | 8 hrs
effectively with | communication, appropriate PC1, PC2, led- skills PPTs,
others team work, communication | pc3 pca, discussion | Posters Team
workplace with superiors, PCS, PCB, o Skill Practice | management
etiquettes peers and others PC7, PC8, (Activity) posters
as applicable at PC9, PC10,
work place
KA1, KA2,
¢ Demonstrate
KA3, KA4

appropriate
behaviour and
etiquette at work
place
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Assessment Criteria
CRITERIA FOR ASSESSMENT OF TRAINEES

Assessment Criteria for Fitter — Levelling, balancing

and alignment

Job Role Fitter-Instrumentation

Qualification Pack 1SC/Q1102

Sector Skill Council Indian Iron & Steel Sector Skill Council

Sr. No. Guidelines for Assessment

1 Criteria for assessment for each Qualification Pack will be created by the Sector Skill Council. Each

Performance Criteria (PC) will be assigned marks proportional to its importance in NOS. SSC will also
lay down proportion of marks for Theory and Skills Practical for each PC.

2 The assessment for the theory part will be based on knowledge bank of questions created by the SSC

3 Individual assessment agencies will create unique question papers for theory part for each candidate
at each examination/training centre (as per assessment criteria below)

4 Individual assessment agencies will create unique evaluations for skill practical for every student at
each examination/training centre based on these criteria.

5 To pass the Qualification Pack , every trainee should score a minimum of 60% in every NOS.

6 In case of successfully passing only certain number of NOS’s, the trainee is eligible to take subsequent
assessment on the balance NOS’s to pass the Qualification Pack.

Marks Allocation

Assessment Assessment criteria (PC) Total Marks Out Of Theory Skills
outcome Practical
(NOS Code and

Description)

1. PC1. Confirm from “Technician 450 8 2 6
ISC/N1102: Instrumentation” that the

measuring device is functioning

Carry out within tolerance limits
maintenance

activities under
the guidance
and supervision
of technician
instrumentation

PC2. In case of errors in reading, re-fix / 25 10 15
re-position the pick-up till reading
comes to the satisfying range
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PC3. Understand the characteristics 22 12 10
of linking device so that no
transmission errors take place
due to intermediate losses /
interference

PC4. Identify and execute suitable 20 10 10
rerouting of transmission system
in case of need to achieve
satisfactory results

PC5. Activities for satisfactory 70 20 50
performance:
o Maintenance procedures/

instructions/operator manuals/
working instructions

. Preventive maintenance (routine
inspections, and adjustments)

. Corrective maintenance (activities
identified from preventative
maintenance activities)

. Predictive maintenance (analysis
of the equipment’s condition)

. Reactive maintenance
(unexpected equipment/
component failure)

. Maintenance prevention
(equipment / component design
and development)

. Health and safety

. Regulatory compliance

PC6. Re-connect and return the system 40 15 25
to service on completion of
activities

PC7. Conduct maintenance activities 15 5 10
within the limits of their personal
& authority

PC8. Carry out the maintenance 25 5 20

activities in the specified
sequence and in an agreed
timescale

PC9. Report any instances where the 30 10 20
maintenance activities cannot
be fully met or where there are
identified defects outside the
planned schedule

PC10. Complete relevant maintenance 28 8 20
documentation accurately
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PC11. Dispose of waste materials in 20 5 15
accordance with safe working
practices and approved
procedures

PC12. Re-position the pick-up / sensor 25 10 15
to better location as advised by
“Technician Instrumentation”

PC13. Re-fix the pick-up / sensor with 28 8 20
better fixing device / fastener
as advised by “Technician
Instrumentation”

PC14. Monitor the problem and keep 15 5 10
the superior informed about
progress or any delays in resolving
the problem

PC15. Refer the problem to “Technician 15 5 10
Instrumentation” or competent
internal / external specialist if it
cannot be resolved

PC16. Obtain help or advice from 15 5 10
specialist if the problem is outside
candidate’s area of competence or
experience

PC17. All the above activities are to 15 5 10
achieve proper output on display
from measuring monitoring
instrument

PC18. Since “Technician 20 5 15
Instrumentation” is responsible
for ultimate performance of
measuring monitoring instrument,
the ultimate objective of
instrumentation fitter is to
obtain satisfaction of “Technician
Instrumentation”

PC19. Comply with relevant SOPs 14 4 10
NOS Total Marks Total 450 149 301
2. PC1. Appropriate checks are made of 300 13 5 8

components, leads, fasteners, etc.
for wear, loose connections or
other faults

ISC/N1103:
periodically
check measuring
equipment for
operation and
ensure proper
calibration
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PC2. Produce and update relevant 13 5 8
testing/calibration schedules and
plans.

PC3. Carry out the testing/calibration 20 5 15

activities in the specified sequence
and in an agreed timescale

PC4. Work/test requirements are 12 2 10
identified and defined to standard
operating procedures

PC5. Inspect and test the operation 30 10 20
of instruments and systems to
diagnose faults using testing
devices

PC6. Correct test application principles 15 5 10
are selected after inspection
of instrumentation systems,
equipment/components

PC7. Appropriate test equipment 25 5 20
is selected in accordance with
defined requirements

PC8. Device isolation methods/ 15 5 10
requirements are observed and
localised

PC9. Appropriate test procedures 15 5 10

and application principles are
applied in assessing operation
of instrumentation systems,
equipment/components
PC10. Report any instances where the 25 10 15
testing/calibration activities
cannot be fully met or where
there are identified defects
outside the planned schedule

PC11. Complete relevant testing/ 7 2 5
calibration documentation
accurately

PC12. Test results are analyzed/verified 15 5 10

against operational specifications
and localized faults are confirmed

PC13. Potential and real faults are 7 2 5
reported based on standard
operating procedures

PC14. Faulty conditions are evaluated 15 5 10
and corrective action is planned

PC15. Action plan is recorded and 7 2 5
documented according to
standard operating procedures
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PC16.

Calibration of measuring and
control equipment is assessed to
manufacturers’ specifications and/
or standard operating procedures

PC17.

Equipment is calibrated against
appropriate physical standards
using correct calibration devices,
equipment, techniques using
predetermined procedures

PC18.

Zero, span and range checks
are undertaken on indicators/
controllers using correct and
appropriate configuration

PC 19

. Wherever applicable, methods
of adjustment using calibration
devices are performed and
documented to prescribed
procedures and operational
specifications

PC20.

Equipment is re commissioned
in accordance with standard
operating procedures

PC21.

Refer the problem to a
“Technician Instrumentation” if it
cannot be resolved

PC22.

Monitor the problem and keep
the supervisor informed about
progress or any delays in resolving
the problem

15

10

PC23.

Comply with relevant SOPs

15

10

NOS Total Marks

Total

300

95

205

3.
ISC/N0008:

Use basic health
and safety
practices at the
workplace

PC1.

Use protective clothing/
equipment for specific tasks and
work conditions

PC2.

State the name and location of
people responsible for health and
safety in the workplace

PC3.

State the names and location of
documents that refer to health
and safety in the workplace

PCA4.

Identify job-site hazardous work
and state possible causes of risk or
accident in the workplace

150
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PC5.

Carry out safe working practices
while dealing with hazards

to ensure the safety of self

and others state methods of
accident prevention in the work
environment of the job role

PCé6.

State location of general health
and safety equipment in the
workplace

PC7.

Inspect for faults, set up and
safely use steps and ladders in
general use

PC8.

Work safely in and around
trenches, elevated places and
confined areas

PCo.

Lift heavy objects safely using
correct procedures

PC10.

Apply good housekeeping
practices at all times

PC11.

Identify common hazard signs
displayed in various areas

PC12.

Retrieve and/or point out
documents that refer to health
and safety in the workplace

PC13.

Use the various appropriate fire
extinguishers on different types of
fires correctly

PC14.

Demonstrate rescue techniques
applied during fire hazard

PC15.

Demonstrate good housekeeping
in order to prevent fire hazards

PC16.

Demonstrate the correct use of a
fire extinguisher

PC17.

Demonstrate how to free a person
from electrocution

PC18.

Administer appropriate first aid to
victims as required e.g. in case of

bleeding, burns, choking, electric

shock, poisoning etc.

PC19.

Demonstrate basic techniques of

PC20.

Respond promptly and
appropriately to an accident
situation or medical emergency in
real or simulated environments

1 5
1 5
1 5
1 5
1 5
1 1
5 1
1 4
4 5
4 4
1 1
1 5
1 5
3 5
1 5
2 5
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PC21.

Perform and organize loss
minimization or rescue activity
during an accident in real or
simulated environments

PC22.

Administer first aid to victims in
case of a heart attack or cardiac
arrest due to electric shock,
before the arrival of emergency
services in real or simulated cases

PC23.

Demonstrate the artificial
respiration and the CPR Process

PC24.

Participate in emergency
procedures

PC25.

Complete a written accident/
incident report or dictate a report
to another person, and send
report to person responsible

PC26.

Demonstrate correct method to
move injured people and others
during an emergency

NOS Total Marks

Total

150

45

105

4.
ISC/N0009:

Work effectively
with others

PC1.

Accurately receive
information and instructions
from the supervisor and
fellow workers, getting
clarification where required

PC2.

Accurately pass on information
to authorized persons who
require it and within agreed
timescale and confirm its
receipt

PC3.

Provide information to others
clearly, at a pace and in a
manner that helps them to
understand

PCA4.

Display helpful behavior by
assisting others in performing
tasks in a positive manner, where
required and possible

PC5.

Consult with and assist others
to maximize effectiveness
and efficiency in carrying out
tasks

PC6.

Display appropriate
communication etiquette while
working

PC7.

Display active listening skills
while interacting with others
at work

100

10

10

10

10

10

10

10

10

10

10
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PC8. Use appropriate tone, pitch and 10 5 5
language to convey politeness,
assertiveness, care and
professionalism

PC9. Demonstrate responsible 15 5 10
and disciplined behaviors
at the workplace

PC10. Escalate grievances and 5 0 5
problems to
NOS Total Marks Total 100 30 70

— Do |V

e Explain each Guideline for Assessment in detail
¢ Explain the score that each trainee needs to obtain

¢ Recapitulate each NOS one-by-one and take participants through the allocation of marks for Theory
and Skills Practical.

¢ Explain the Allocation of Marks. Explain that they will be assessed on Theory and Skills Practical.

e Explain that for the first NOS, 149 marks are allotted for Theory and & 301 for Skills Practical.
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