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DAV PUBLIC SCHOOL

MaNPUR, VILL - KAIYA, KHARHARI, GAYA - 823 003

A Sr. Secondary English Medium Co-Educational School
(Affiliated to Central Board of Secondary Education, Delhi, Affiliation No. - 330157)
Tel No. 0631 2900388 (O), Email : davmanpur@yahoo.com

DAVMNP/Gaya/RTC/2016-17/005 17/05/2016
REl WO, i insmssnmmmssmmiisi s

Please find, enclosed herewith Annual Training Report Proforma for the Academic year 2016-1/. You
are requested to kindly submit the Training Report conducted in your school as soon as the training

program is over to our E-mail address — davmanpur@yahoo.com.. This is earnestly required for onward

submission to the Hon’ble Regional Director, DAV Public Schools, Bihar Zone — B and finally to
DAVCAE, New Delhi for further needful.

We are also sending the following proformas for your ready reference and further needful.
Thanking you in anticipation. : '

With regards.

thar Zone — B
Encl.: 1raining Coordinator
(i) Training Observation and Feedback Form ; ;
fifl Ronnrtina & Norumentatiom of Training DAV Public Schools
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MANAGED BY: DAV COLLEGE MANAGING COMMITTEE, CHITRA GUPTA ROAD, NEW DELHI- 110 055
REGIONAL DIRECTORATE : C/0 DAV PUBLIC SCHOOL, CANTT AREA, GAYA - 823001 (BIHAR)
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Training Observation and Feedback Form
Trainer's Name: IR RS 8 QORI LA L e ORI W, V.
Training Objective(S): . immmensssmsreesssions
Sano.| Performance Good Needs ‘Comuments
work -fsug_g‘esﬁons#‘
1 Staled cession olﬁé};iiﬂ.-‘e-'cleaply,.ig"c-_ludhi'g ,
performances, any coonditions, or standardy
Tequited.
2 Explained how objectives relate to employees'
fobs andinieressTWhalSinit forme?
& Elia t;:d mnpln}ew:' Previons: kncmledgu m :
‘eXpErience rtil.itedtnh)]?it 3
I | Explained main points of he session cleanly and
in lo gi_.c‘a | sequence.
2. | Used visual aids effectively to highlight AN
points.
6. Used -questions to -mvolve: emplovees and  check a
understanding.
7. Encouraged emplovees! own questionsy comments.
8. Used clleclive delivery skills:
- Interest/enthusiasm shown;
- eye contact with all employees;
- geshuﬁes and ;mn.*ement-nﬁfur_al;. .
- voice: loud enough, pace and tone varics, pauses 1
= languaee understandable, nowrzon orslang:
9 Provided enough time 1o apiply/praclice new
| informalion and si<1 Lls. .
10. Used an asiesymenttool and/or t‘_{evieu}gﬂ
session with emplayees.
!




Training Course/Seminar Evaluation

Smo.. -Smtement BT : e Ive |6 T 3
Course/seminar relevance and uselulness inmy -~
job. '
Z Ueg.‘f{}'e._of participation and invalvement,
S :Pr‘-‘-d‘ic:i"'l discu '“f"““‘“d exereises:
4. Provision of time {or discuss in’?f{'P'.s’&E-é ice/\
application.
D Overall effectiveness of course/seminar leader(s).
b Ovierall effectiveness of course/seminan
8

Write in the spaces above any other statements you want feedback on.

Identify three things you learnt from the course:

1.

Would you recommend this course to other employees? Give the reason for your
recommendation or choice not to recommend:

Additional Comments/Suggestions:

Crarmlacian ~ T mbrrans




(" REPORTING & DOCUMENTATION OF TRAINING

Report writing is an analytical way of recording the events of the Training programme conducted.
Report has to be written by (minimum) two of the participating individuals to eliminate any

subjectivity.

pe.
{47

Reportcontains in the first paragraph:

p @@ e AN TP

Name ofthe Training Programme -
Duration (no.of days) "
Time

Venue

Number of participants attended
Name ofthe resource persons
Name of the reporter.

Total expenditure incurred by the host school.

Each'subsequent paragraph contams the report of the session with the following
details:

a
b
C
d.
e.
f
g
h

-
q

0

Topicunder deliberation (discussion)

Mode of conducting (Lecture/ seminar/ workshop/ conference)

Involvement of participants

Any important question asked by the participant __
Important clarification made by the resource person b
Any new information given/ emerged '

Time taken by the expert to explain

Time given to the participants for discussion

Relevance of the topic to the class

Method ofimplementingin the class room

Tentative time of initiating the transaction of the workshop in the class room/
feasibility of transaction.

Reportthe achievement/non- achlevement ofthe objective of the workshop

Report some valuable critical comments of the participants without mentioning
their names for future corrections.

Suggestion for the forthcoming Training Programmes.

Conclude with vote of thanks to the organizers

Some Dos and Don'ts of Report writing

il -

Write the reportas precisé aspossible

Use simple English language

Try to avoid grammatical errors while reporting
Askyourselfwhether the reportis evaluative ornot

Read the reporttwice before yousend to the Head quarters

Get the signature of the Principal in-charge ofthe workshop



;3 Give your SIgnature at the encl with date of report written and date submitted.
Do not use jargons - : _
Don'tmake the report descriptive
10. Don'tuselongsentences. .
11.  Don'tincludetables / figures/graphs/picturesin the report.
12. Don'thideanyfacts/ events
Annexures to Report ¢
1. Schedule of the training programme (mmute to rnmute planner)
2. Listof schools within theregion required to attend training
3. List of Participants who attended with their addresses/contactno.s ¢ _
4. List of Resource persons with name address and Telephone numbers
D Listof Matenal'/_ activity sheets given durmg the workshop :
6. Anvtwo Photogr.anhs of namcmants inaction with the name of the workshop




Aiming For Excellence: Role of Regional Training Centre
ENTRANCE PROFQRMA- TWO DAY ORIENTATION

Name ofthe Principal/Teacher: Qualification:

Name ofthe school: | Experience:
1. Are you aware of the creation of Regional Training Centres? If yes, state briefly its function

3,

androle.

‘Inwhatsubject do you think your school is strong? "épecify the class and name of the teacher.

-What is your subject spetialization? Do you fee_l confident to conduct any training for the

teachers in thatsubject? Sy

How many in-service training programmes have been organized for teachers in your-school
lastyear. Listbelow the areas and who were the resource persons. Kindly fill this.

Did you find any improvementin the teaching learning processes?

How much time does it take for learning of a training programme to get transferred to the
classroom?.

Have youundergone any In-service training lastyear? Please specify.

Signature: - Date:




Aiming For Excellence: Role of Regional Training Centre

EXIT PROFORMA- ONE DAY ORIENTATION

Name of the Principal/Teacher:

Name ofthe school:

A

Mention the first thing that you would do after getting back to your school from this
orientation programme. '

Do you think this orientation was necessary?

"~ inknowledge whom you can suggest (name) and in what subject?

‘Mention the topics thatyou understood well and can implement within the nextyear.

. mas R

How would you prefer to identify the needs of youf teachers?

Keeping the qualities of a trainer /resource person in mind, do you have any resource person

%

Inyour opinion whenwill you prefer to carry outthe evaluation ofin-service training?

Was the time for each session sufficient to make the objective clear?

Would you like to suggest some measures to improve this programme?
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