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Syllrbus for the VEO In Service Training

Class room/practical sessions/ self leaming (residential training) will be ot rhr ee spc,lis in
the Extension Training Centres of Kottarakara, Mannuthy and Taliparambu

Mode of Conduct of In Service training

n l" spell immediately after the joining of the VEO's
o Attachment to the tribal hamlet
o Retum to the respective GP's

" 2nd spell after thLree months in VEO's office

' Attachment to the SC & ST colony
r Retum to the respective Gp's
o 3'd spell-after six months in the office

for exams and one day for viva voce)

Class Timo I'o1ics

TamtoSam PT& Y
9amto llam -_ Theory/pr4ctical

ll.l5amtol.15
Aftemoon session

2pmto4
4. i i pm to 6.15
6.30 pm to 8.30 pm

of RD in India and Kerala and Schemes
Kerala Act & Rules
Decentralized

I 5 days

7 days

3 months

22 days

8 days

6 months

39 days (including 8 days

qI
i

Tooic lo be covered in the first soell

On going R-D qchemes- MGNREGS, PMAY, pMk-Sy
Kerala Service Rules and Mop
Financial Manasement Rules

& Meditation
Personality De.,elopment & other management



Svllebus and tininEg fo[ second soell

Topic to be covered in thc Second spell

Theory/prac_tr!-1l

Practical's/interactive session

Tamto8am
9amto ll am

I l.l5 am to l.15

4.15 pm to 6.15

6.30 om to 8,30

Sl no. Topics Hours Praclical
Kerala Panchayat Rai Act & Rules 20

Decentralized Planning 20
83, RD schemes - Women & Child Development Schemes

Agriculture, Animal Husbandry and Watershed

Management

20

iaj). Rural Engineering
Extension Edusation & Sociologl 20

7. Rural Health & sanitation 20
8. Rural Economics and Rural Industries 25

9. Ongoing RD schemes - MCNRbGA, IMAY, PMKSY,
Sanitation etc

l0

t0. Kerala Service Rules and MoP 20

!l Financial Managcment Rules 20

Computer Application and E:EoY-eM49! t0 l0
t1 Yosa & Meditation !.t

zs
14. Personality Development & other management telbqlqugs t0

Total 213

Grend total 238

Field Attrchment 8 dgys

Svllabus and timinqs for third spell

Chss Time
Morninq session

TamtoSam
9amto ll am

PT & Yoga

ll.l5amtol.l5pm Theory/practical
Aftemoon session

2pmto4pm
4. l5 pm to 6.l5 pm

6.30 pm to 8,30 ptn Practical'Vinteractive session



,&

I. Hisrory 
", 

*""", o"l,l*lo 
be covered in the first spell

-- 
, 

renl in India & Kerala and schemes _2s hours

l5 hours

l0 hours

-l

Chapteill c;tqffiffi
u lltj",ii- yodem concept of O.r.lop,n.nru, lommunity Development programrnes in

l:_]:g*"q:l .- Sreenikerhan, Marrhandom.
f:goan, 

gandhi,s Experimenr erc.

:_Tlild:frl+* programmes _ Eftnvaprolecr, Nilokheri, Five year plans, rriJkleoown hyporhesis, tv e Sina ;*";;.;;h;;
f:g:rTT tiil panchayat Raj, posi

^ qa1c1a1at Raj Insritution." ffflifff::ive sYstem orRurar

i l.1"i,Ii**Hff':fr*:1rr,tn *,
lr:"*';;*l**'l',::d l"L-,.ved bv NGos .

ChepteiJl

'H:g'$ff;:rlTl:#Tffi,:l;i:a;ft 
,.,,."

g11gffr*3i;g',;,#p*



Act & Rules

Decentralizcd

frG6fiEFind wat"rshed

nurat Heaii-rat Healtn @'!9{191199
ffi;ics@qr"drqlss

@Y,PMKSY'
SrvGiRules and MoP

nn""ctatr,t"f,gg9rn"!t Rgg;

fittrerman-agerng4gglg



Topic to be covered in the first spell

l, History of Rural Dwelopmcnt in Indie & Kerala rnd Schemes -25 hours

CoEtcnl Time

Chrpt€r - I Evolution ofRural Development Programmes' I

Various Poverty alleviation programmes and 
I

strategies with their merits and drawbacks' 
I

Genesis of Communiw Develooment 
I

a. Communiry Development- aims and 
I

objectivies' Modem concept ofdevelopment 
]

b. Community Development programmes ln
India
Pre-independent " Sreenikethan, Marthandom,

gugoan, gandhi's ExPeriment etc'

Post independent programmes - Ettava

project, Nilokheri, Five year plans, trickle

iown $ypothesis, N.E.S and various other

programmes till panchayat Raj, Post

panchaYat Raj lnstitution.

c. Administerative System of Rural

Development
CD Block, DRDA, PanchaYath Raj

<!. Social Reform Movements in India and

Freedom movement

People's Participation and Role played by NGOs -
Mahila Samaiam, NSS eto in CD plqgramngg--

l5 hours

Chrptor - lI @opment
Proqrammes
Whil is poverty?, Various dimension of poverty,

Reasons for poverty, Poverty eradication, Quantitative
Assessmcnt Poverty, Pove(y mea$rement'

Interconnected vicious circle of pove(y, Poverty

Gender, participatory Poverty assessmnet' Nut shell

ofvarious thcories related with poverty' Why poverty

alleviation programmes become a priority and policy

of Governemnt, Impact ofpoverty alleviation

I orosammes dones so far.

l0 hours

Total 25 Hours



"'" rrtmrGandhiNREGA,PMAY,PMKSY$anitatign 
25

4. Ongolug RD schcmes'Msl

I

25 hours
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6. Financigl MonagenN
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Chepter - I Tradirional Panchayat Raj Systerns in India-iiERiEG 4 Hour.s_
4llours

4 llours

tllelr. -
2 llours

20 Hours

Chapter - II Panchayat Raj Acts in different parri ofKerata 
-Travancore - Kochi -Malabar

Chapter - III 73'o and 74tn Constitutional amenamenti-ffiii
243 - I tth Schedule - Ker.ala Panchayat Raj ect -
| 994(Overview)

Chapter - IV Balwant Rai Mehta Committee & eshoii MetrG
Committee and other committees

Chap(er - V Keratapanihffi
Chaptei I i Introductio"- Def"r jr'on

wira
Developmeqt Committee)
Total

,, if"'

,, 2, Kerala Panchayat Raj Act & Rules- 20 hrs {'.

i

I

I

3. Decentralized Planning- 20 hrs

Sl.No Topic Total time

r,oncepr or plannlng- Hlstory ot'planning in India, centralised
and Deccntralised Plaruring, Merits and Importance of
Decentralised Planning, Participatory Development Experience
in India, Conceot of Decentralisation & irs ferr,,'".

2

System in Kerala
Oflices and Oflicers ,
Management of Institutions
Conlrol over Officers
Role of Offices/ Officers in Development planning
Instirutionalization of Decentrtalised Govemance

bxperiences of Democratic decentralizarion ana Loiat---
Govemance system in Kerala, people,s planning Campaign
Devolution of Powers, Fund ,Funclion and Funcii<,naries."
Pnnciples of Democratic Decentralizatjon, Local Govcmancc

Institutions

3 Decentralised Planning Proccsi oiKerala -6iifrGi--
From Working Group Constitution to Approval of plan by DpC

8

Total 20 hours



a

a

a

a

a

a

o

AWAAS soft(PMAY)
IWMP
SAGY
Socio Economic and Caste Liensus

;;;";il;;ttoll Administrative Repository for Kerala

State Servicc DeliverY CateYSl

inio-*ution K.t"la Mission (lKM)

Yoga & PT
P

g Positive

iii,"J" i;i-'d r """;'"'"0 :"n'!

fl:m:url:*:Hil*ffi !:{i*"::'":*l*i;**
:ll,Tfffi::'::iin,il"*;;;*"notice'agenda'minutes'

7 Hrs

3 Hrs

5 Hrs

Kerela Prnchgyat Act & Rules

ffiS9,President'vtce-
CSAilAt-"1z819

Chapter
B

ffiA'r8s
ttt ""'

c[iii673I]S6F1zr t e to s
-"-r--- 

25 s - ombqErngl:Zlj3
s-chedure !!!!!



i 1.".

Entraining & Editing text objecls

Eonnatting & Saving
o-

2

i

Tabs
Tables (lnsert & Draw)
Align, Inslrt, Delet€, Split & Merge Cells

0.30 min

-2Page setup
o Margins
o Paper Size
o Orientations

Page Indent
e First line Indent
. Hanging Indent
o Incrcase & Decrease Indent
. Line Spacing

Spelling & Crammar
Changing Case
Page Border
Header & Footer
Find & Replace
Mail Merge

J Excel
a Introduction (Elements of Microsofl Excel)

Inserting Rows and columns
Formatting

3

a Calculalion (Formulas & Functions)
Paste Links

2 2

PowerPoint
e Introduction
. Templates
r Colour Theme

I 2

Animations
r Custom Animation
o Slide Transitions
o 'Slidc show

0

) Internet & E mail
r Uses of lntema
o How to connect
r types of Internet connection
r Web Browser

o lntcmet Explorer
o Basic elements of intemet Exolorer

r URL
o Protocol Identificr
o Domain name

6 Management Information System
r MIS Introduction

3 d- 
1



Fno tqtst --
l0 Hrs
20 hours

6. Ertenslon Educatiotr & Sociologr (20 Hrs)

@ofAreasfor
square, circle, trianglc etc'

ffi#ft;;;il-itates' sl.s€ verificadon'

;i6iffi66ils orl commo^n soil
Enc.ineering ctasslllcarlon er rurrri 

io*O"ii"n, r."."r "f- B-earing capacity, depthiwrou 
-^L:-^ r^rtn.tarion on r- Bearing capactry' uePrt! w'--'_-- -- - 

g foundation on weak
failures and remedial measures -

ntitt

construction of walls' ttttcKness 6r--.^-:-^ Dpreininq wzconstrucUon ol warrJ- s'rv'.'--- ' 
lastering Retaining walls,

Rrritdinc. Mortar- cemenvume-
"o"""t"iip""tn*'ion of Brick works

ffir6frE9'i"Y',9I*"1;
q;iiffi i:ili,::*i"cr;l*';ii:llifli,,;""

m'orro,
Rural social structure

& definition

S6ciat nro1t"49

6-oci"l Ptoblets



Decentrallsed Plrnnlng

Status report PreParation
Data collection, irocessing,Aralysis,lnterpretation and

Management
Prcparation of status RePort

Preparation of Projects
What is a Project?, Characteristics ofProjects

Difference bitween Schemes and Projects

Merits and Importance of Project Approach

Gi6iion ltorms, Criteria, Marks

Total

3. Rursl Devetopment Schemes - Women rnd Child Devclopment Schemes

ffif savings for national

nent. iarious schemes q!,.ott 3j SUgqLlgPq 9!e

4. Agriculture, Animal Husbendry and Watershed Menagement

6-rganic farming and sustainable

a. ConcePt and relevance

Indian Standard for olgqlic Pr9gg9!!91

Home Stead F

iffi, Different conventional

*iion .o"n."tional fceds, Integrsted home stead organic

nuffig of OairY unis trhough

Wetershed

Soil erosion



f."-66G-11t9*'

$iflff{silfil*tffi,qiii''ffi'
g*rileaffi

I

;r]'.**"'"t'""""t'-fu



fts#'ri':JarlJ::ift ti:l:**:
$#'5"#iili"tot" 

jun"nit" pelinquencv'

iltt*r&llggs93191

ffintinNon
Formal g4ucdrd

ffiilL'",
ffi5:#,?''ffi3
ffi@-t*ilnEdL*lts
Moti-vaqgn il

i--n Extenqon]

ffinsionagent

ffi,o,,on
G;o-;trilGt.--rysuqY,eil:ds'

3fiiillllffi '*;i4,*t'*1ilf 
'"*'J":':''

:#l,T:lilfr ;, ilnJi bii"u"ion' Seminars'

ffiit;6;G;a6'-"eo*a

ffi



I

12. Computer Applicrtion rnd E-Governrnce

Tables (Insert & Draw)

Excel
r Border Setting
. Page SetuP

r Insert & Delete Sheets

r Chart

PowerPoint
. Introduction
r TcmPlates

. Search Engines
o E-mails

o Creatc
o Sign in

' I o Send mail (attrchmcng

o MIS Introduction
..'.' Mahatma Candhi NREGA

o AWAAS soft (PMAY)

o IWMP
o SAGY
o Socio Economic and Castc Census

. it*i* *Jpayroll Adminisrative Rcpository for Kerala

r . State Service Delivery Gateway 
-.

. Information Kcrala Mission (lKM)



&
a. Msnagement Information System under Mahatma

Gandhi NREGA and NEFMS
b. Labour budgcting
c. Managcment of Works and payment ofwages
d. Monitoring - intemal and cxtcmal
e. Convergcnce
f. SECURE, LIFE, AMC etc

a, Salient features, its difference from previous Self
Employment Programmes (SGSY).

b. Management of SHG - Social mobilisation -
Capaoity buildin& Linkage wirh Financial
Institution - Thrii &Credit, Social Safety net,
Kudumbasree, DDU-GKY.

c. Training - preliminary capacity building- BOT -
MSR (Minimum skill requirernent) - Skill up i

gradation - EDP - skill based training programmes, I

training ofmaintenance ofrqcmds and accounting. I

MKSP, NSAP, SAGY, Rurban N4issionitc 
-- 

-

.)

Totel I0 bours

10. Kcralr Service Rules snd MOp

Part I - Service Conditions
Pay & Allowance
Increments
Leave
Pay Fixation
Foreign Service
Suspension, Dismissal, Pe4sion ctc
Part lI - Travclling Allowance
Tour T.A
Transfer T.A
PTA/ C.A

i Other forms of T.A

1a

Total 20 hrs

I l. Finrnciel Mrnagemcnt Rules

Stor€ p
manual

to the ptocur€ment of

Kcrala Account taI
Kcrala Code Vol. I&lI

Total



la

Total
20 hours

FS and Authorization
Types of ImPlenentatton
BeneficiarY selectton

ffiffiffi;; ;f different category of Projects

i 
j.li.,'"-i'tion of Projec!{I4!!g).-=--=-
ffir"lor.d)

scaffolding'

TlmberEi6retrt tY?es of Doors'

lf::-"'
such a$ two pit Latrine' Bore "iii!'1yg :5"'ij5ff:-ti:such astwo plr Larnre' oure 

;h "G; -d covered Drains- compost
Garba"ge Pit' Drainage sYstem st

i " Tl-'."-'.1.
conservation - Side protect'on oi'sircgf*::::;,Y,'J::i:::i: "*''conservatlon - Dr 

on pit' Bunds' Gully plugs' etc
water Harvesting structures tseI

15 hours



o

t3. Yogr & Meditetlon
14. Personality Development & Othcr Menagcmont Techniques

l0 hrs

223 (including
Total class hours to be comPlett

's for ComPuter

Aoolication and excluding Yoga)

r'i'e'tJatt 
"trment 

: 8 dayJ(SC & ST colony)

Topic to be covered in the Third spell

iRiDffTitldfit p*setrtm*' public speaking'

"-,iil l'-i""t*. ionfercncc and !sget!!g--

;@rs' strategies to overcome

Kerah Pencbeyat Rrj Act rnd Rutes (20 Hours)

l4 Hottrs
GililTdi6aYat R4 -Rules

ilIGilttrorttt"Gramasabha

f6niract Rules- t9go
iilirivate sueams' Wells

water sources - 1996
- Rules - 1996

;GGlic€rrseffiand Private Markets

iiffisoflnspection-
E'l Rules for Record

eoffiit6R4e-:999
Giiffi lfiiffia',rulReolut1q13s19g3991

b€twdAectetrepresentatives and

1"ll*r r*o oudit Act and Rules

2. RTI Act an! Rules



lr,rdio Visual Aides: Uses. Orgpnization of

Audio aids
No;Trojecl-d_vffi Aids:Pictures,posters'charts'
gripi,-nL*"igtaph. flash card. flip chart' (specimen and

Aids: OHP, etc

in extension

@ess,Natureof
lc Of Extension

Total 15 hours

6' Ruret Hcrlth and Srnltatlon

latrines and its

PoDulltion educetion'infant mortality rate-malelnal monarlt)

rate.birth rate etc, brief study of problems due to poPulatlon In

various familY Planning melhods
%rorunent devclopment-Environment-ecosystgm 8no neco Ior elwrrururrer* uw'wrvy.rY'.

""irJ 
*t""iet management for environment.protcction-pollution

"ia-.""it""."", 
issuei-environment degradation'srategies for

iil ent- methods gf

il;'il;;;?;;t ;ent-liquid wasl:.tral:ecm:"'R"!', :l ^...
iit,i raj iristitutio,rs in social /liquid waste management-

lies ofconvergence in this arca'

Iicense-FoA conrmodities Act'consumer

Balanced diet for different age groups'

adulteralion. food pofCqnjlS' fan!ryU
pre-ervation & food



4. Agriculturer Animal Husbrndry and Wetershed Ma4agement

5. Extension Educrtion & Sociologr

i,;!g

fJ,

st.
No

Topic Session
FIour'

I Familiariiing instinrtion and Schemes
Agriculture, Coconut Devclopnrent Board, CPCRI, CTCRI, Spices Boar.d.
Rubber Board, RAIDCO, KAICO, VFPCK, ATlvlA, etc

J

) Nursiry Manafanent, Nun-iy Dcsign
Seedling production, mellods of propagation, 0oriculture

I

Prcparation of Agriculture projeits and muketin&qtrlt9gG I

Total )
Poultry rcaring, importance ofpoultry inauitiiG state econonry. targe
production & broiler production

')

! Piggery, Ecological aspicts 2
3 Piscicrilture & apicultr4e

Toral 5
I Soil & water conservation 8.,

Convergent with other scehenres

Total l0 hrs
Grend Toral 20 hours

Contcnt Time
J horrsChripter - I Socirl Procesg

Definition, Meaning and Concepts
Different Fornrs of Social Process
Socialization
Agencies of Socializarion
Social Mobilization

Charrter - II Sociology of Rura!!ivclihood 4 hours

J hours

Rural Livclihood- lvteaniug And Concepts
Components of Liyelihood
Household Lcvel, Cgmmunity Level Livelihood
Livclihood lssueg
Stratcgiq Interventions otlivelihood Dcvetopmeni
Sustainablc Rural Livelihood

Chapter- III Social Dcvelopment
Concepts And Meaning
Components Of Dcvelopmcnt
Stratcgic Interventions In Sosial Developnreni
Impact Of Globalization
Di fl'erent Missions Of Social DevelopnrintiVisiorr.
N{ission, Objectives. Activities Of Developurent).



r---

?. Rural Economics, Runl Industries

Devel
Totol

GrsTd Totsl

&-effi ptiE Appti.ation end E-Governance

' ConcePts and

Approach of Project Manage'*i. t'i5'; 1;11:f5:'l?*'li,T:'.t:?':lADDroacn ot rruJsvr."'"'"-"'lr,i"n'oi i.j.., ieports _ eualities. of an

-'FeasibilitY Studies - PrePa

Enueprenetu - Entrepreneursttip ntuttopm"nt Progratnnres - Hutnan

st.

Ll7,

Theory Practical
Ilours)

l5

FuraiEconomics:Tatu-tetof Rural Ketala an! Kutt rlqta : usvcrvPurwrrs'

issues faced by Rural r""tu ^iJ 
nu'ut l"diu-^,-R1;:l**l?"l"l3lssues laceg oy Kutar r\Esrq -"- - --- 

mmturity Based
idild;i" 'strengthen Rural Economics -- Role of cot

il;#;ii"," t;J vituntu'v dganisutions in development process of Rural

Dsta co ecuon !r{r I rE!sr.r-uv- - --assificatiou and
;;;il;il sample - Methods of Data collection -,Lrr

;ffi;iil "iEi* d"" 'c*tvsis 
and lnterpretation of Results 

- - -

t ' 
,Features 

of New

Economic Policy - Liberalisution" ilt-iu"iitoritn - Giobatisation - Concepts and

#ffi
;ff'!:":f:: ##;il;;oactr - creait Management -MUDRA

Scheme ' Role ol Banking tt*i 
-il'ent5qttneurship 

Development and Micro

Li.iii- Fu,rctions oruicto ninance tnstitutions

Rural Industries

Topic

Managemcnt tnformation SYsten

. Socio Economic and Caste Census

o Awaassoff/Awaasapp
. l"*t" tJ pavroli idminittrotive Repository for Kerala

. State Scrvice Delivery GatewaY

. " 
Infornration Kerala Mission (lKM)



. E-tendering

. Sakarma

cD, DVD & ten Dril;DadT;nsfer
IT Act &

9. On going RD rchemes - MGNREGA, pMAy, pMKSy, santiation
Intcractiv-e session - preprne rcport brsed on filed visit etc

10. Kerala Service Rules and MOp

ll. tr'ineocial Menagement Rirles

Introduction
Course ofaction to be taken in a paper from receipt to disposal
Disposals
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Documentation
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5
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o Rural Health & Sanitation 50 2A

7 RGI Economics & Rural Indgq!!199 50 0
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ffi*ffi#ffi
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\,/^-^ r, Ira.liroti^'l

J) l0
9 N R F:( iA. PMA I CTC
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t0

50ll
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EiGi6i,ffiii?Tthc' Manasement techniques 45

IJ
s68
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o E-tendering
. Sakarma

Dita Transfer

10. Kerala Service Rules and MOP
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M,O.P
Introduction
ii"il" .i""i"",o be take'n in a paper from receipt to disposal

Disoosals
Forms and nles of clorrespondence - ff'

Total time
(Hours)sl.

No
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fr

I
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I ODIC

Kerala AiCount Code vol. I &. [-

Total tim

- (Hgvr!)sl.
No

?._
2
4

-;-

4.

;;

I
Kerala Tr€asury Code Vol..l + rl

Principles of Managcment ,n r@-
up gradation - - "-:
Project Management . 

-

I Cash Beo! Maintcnanc€ 
---€.-.

4

o I eir4it a"dalti"d mattos . _-
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