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REGIONAL CENTRE, BOGURA 

 

 

A. About BIAM Foundation:  

Bangladesh Institute of Administration and Management (BIAM) is one of the leading training institutions 

of the country started its journey in 29th January 1991 for providing professional and career 

development training in the field of development administration and management. Later on the BIAM 

converted into a Foundation by a government resolution in November 2002. It is a self-financed 

associate organization of the Bangladesh Administrative Service Association. BIAM Foundation is 

mandated for enhancing professional skills, expertise and performance of the members of Bangladesh 

Civil Service (Administration) Cadre as well as other public and private organizations of the country. 

BIAM Foundation has expanded its core activities by setting up three regional centre at Bogura, 

Rangpur & Cox’s Bazar district headquarters. BIAM Foundation Regional Centre, Bogura started its 

journey since 21st August 2003. Now, it has become a centre of excellence through providing quality 

training/education, extending humanity, social and economic development in the greater North Bengal 

region.    

 

i) Vision :  

BIAM strives to become a leading and unique training institution for developing capable, motivated, 

effective, efficient and proactive human resources for the country.  
 
 

ii) Mission :  

To organize and offer effective, efficient and need based programmes in training, research and 

consultancy for developing capacity of the trainees. 
 

iii) Objectives: 

 To provide training for developing responsible and motivated human resources and to improve 
organizational performance with a view to accelerating the growth and sustainable 

development of the country.  

 
 To conduct appropriate training to inculcate a spirit of lifelong learning for both public and 

private sector's personnel which enables them to respond effectively to the changing 
environment  

 

 To establish and maintain educational institutions for ensuring quality education from 
preprimary to higher secondary levels.  

 

 To provide comfortable, affordable and homely accommodation 
 

 To provide special assistance to the members of the Bangladesh Administrative Service 
Association for improving their skill, capacity and comfort.   

 
 To publish journals, on behalf, of the Bangladesh Administrative Service Association for 

improving creativity and innovativeness of its members.   
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iv) Core Values of BIAM 

 

People: We value them 
 

We value the people we serve as well as the personnel working in BIAM. Developing them to their 

fullest potential, respecting them, honoring their abilities, harnessing their talents and making BIAM 

Foundation a Centre of excellence to learn and work in it. 
 

Integrity: We uphold the truth 
 

We always uphold truth and fairness. We value honesty, stand up for what we believe in, take personal 

responsibility for what we do, and always contribute our best.   
 

Quality: Our motto 
 

We always try to deliver prompt, effective and efficient services with the highest level of professionalism.  

 

Effectiveness and Efficiency: We promote  
We strive to demonstrate the highest level of transparency and accountability in our administrative, 

managerial and academic activities. 

 

Partnership: We believe 

BIAM believes in joint participation of public and private sector personnel that could be mutuality 

beneficial to all. We also strive to promote local and international partnership and networking. 

 

B. Facilities in BIAM Foundation Regional Centre, Bogura:  

As a multi-faceted organization, BIAM Foundation Regional Centre, Bogura offers an excellent 

academic environment with all modern facilities for creating a center of excellence.  

 

i) Session rooms  
 

For organizing training, workshops, seminars and conferences there are three air-conditioned 

conference rooms with sound systems, two theory class rooms with multimedia projectors, white boards 

and other logistic supports. Each training room can accommodate 30-40 persons. Besides, one 

multipurpose hall with 200 person's capacities and one modern auditorium with 300 person's capacities 

provide added advantage for organizing larger events 

 

ii) Computer Lab 
 

To facilitate training and computer use efficiency there are one air-conditioned Computer Labs having 

capacity of 40 persons each with hotspot Wi-Fi internet connectivity.  

 

iii) Dormitory 
 

BIAM Foundation Regional Centre, Bogura has a separate four storied dormitory building for providing 

good accommodation facilities for the trainees and officers of government and non-government 

organizations. It has 08 VIP AC rooms, 40 double bedded AC rooms & 11 three bedded AC rooms for 

129 persons.  
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C. About Departmental Foundation Training Course for the Teachers/Officers under Directorate   

    of Technical Education (DTE) 

 

BIAM Foundation Regional Centre, Bogura has been organizing Departmental Foundation Training 

Course for Teachers/Officers/Instructors under Directorate of Technical Education (DTE) since 

2018. So far in last Five batches, 195 teachers/officers have been trained under BIAM Foundation 

Regional Centre, Bogura. The teachers/officers/instructors are assigned not only to provide teaching 

services, but also to perform various administrative, managerial and executive functions. The course 

also aims at building personality, creativity and leadership qualities into the teachers/officials/instructors 

participating in the Foundation Training Course. The course provides an opportunity to the 

teachers/officers/instructors to familiarize themselves with various dimensions and issues of technical & 

vocational education programs and socio-economic development of the country. However, the contents 

of this course are carefully selected so that the participants can acquire the basic knowledge of the 

various theories, concepts and issues on technical and vocational education systems, development 

administration of the government of Bangladesh and beyond.  
 

 

i) Duration of Course:  
 

It is a two-month long departmental training course for six (6) days a week. The training is residential 

and the participants are required to stay at the dormitory of the Institute. 

 

ii) The Course Objectives:  
 

The broad objective of the training course is to create a corps of skilled, proactive and well-groomed 

educators committed to the welfare and development of the people in the changing global context. 

 

At the end of the course, the participants will be able to: 
 

 identify individual behavioral strengths and weaknesses and promote interpersonal relations; 

 perceive and analyze socio cultural, political and economic development issues, strategies and 

processes realistically;  

 recognize the role of teachers/officers of technical education services in a changing national 

and global environment; 

 adhere to the basic administrative norms, rules, policies and procedures; 

 use information and communication technology in management; 

 prepare research papers, reports and other documents professionally; 

 foster esprit de corps, empathy, common perception and understanding among diverse 

stakeholders; and  

 maintain physical and ethical fitness to meet arduous challenges. 

 to understand the  role of a technical education to create skilled human resources.  
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iii) Training Methodology:  
 

The training methodology of the course includes lecture and discussion, reading assignment, library 

work, case study, syndicate, seminar, workshop, group discussion, film show, study tour, role play, 

office attachment, secretariat attachment, field study, extension lecture, book review and oral 

presentation, report writing, term paper preparation and presentation etc. 
 

iv) Medium of Instruction:  
 

The medium of instruction will be both in English and Bangla. However, use of English will be 

emphasized. The Center encourages the participants to develop their oral and written English skills. It is 

expected that they will engage themselves in free conversation in English as much as possible during 

the entire period of their stay at BIAM. 
 

v) Know Each Other (KEO):  
 

As part of the tradition of Foundation Training, there will be a number of KEO sessions during which 

participants will introduce themselves with others using a standard format, designed by Course 

Administration. 

 

vi) Career Counseling:  

Course Adviser will provide the participants with counseling and consultation on their academic and 

professional career. The Course management will prepare the schedule of the counseling on the basis 

of specific needs of the participants. 
 

vii) Course Contents:  

The course contents are being continuously reviewed and updated by the BIAM faculty. To meet the 

training needs of the participants, the contents of the course have been segmented into the following 

major areas: 
 

01 : Bangladesh Studies 

02 : Administrative Law Rules and Procedures  

03 : Management of Public Organization 

04 : TVET Issues and Challenges  

05 : Skills based Technical Education and Training    

06 : Importance of Blended learning and E-learning 

07 : TVET pedagogy 

08 : Office Management and Communication 

09 : Project Management and Public Procurement    

10 : Financial Management 

11 : English Language Skill                                                                                           

12 : Physical Training, Games and Sports                                                                   

13 : Contemporary Issues                                                                                                

14 : Book Review                                                                                                           

15:  Study Tour for 4 days 

16 : Field Visit (2 days)   

17:  Director General’s Evaluation 
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viii) Presentation on Village study:  
 

Each participant shall preferably visit his/her upazilla to conduct a study on a particular subject and has 

to submit one study report in English. Participants have to make an individual Power Point presentation 

on their report for half an hour.  

 

ix) Extension Lecture:  
 

Extension lecture will be held in the evening. These lecturers will dwell upon the issues of 

national/international importance and offer the participants an opportunity to interact and share 

experience with senior government officials and noted personalities. A number of extension lectures are 

conducted with external resource persons. The external resource persons, usually being the top civil 

servants of the government, share their experiences with the participants. With such exposures, the 

participants are expected to be well-groomed as career civil servants. 

 

x) Syndicate Work:  

Participants are also required to carry out syndicate works. The Module Director gives the topics, which 

are discussed and deliberated by the group members. The group will select a Chairperson and a 

Secretary to conduct the exercise sessions. The exercise will be followed by the presentation of the 

syndicate report. 

 

xi) Term Paper / Social Welfare Program:  

Preparing term paper is also an important component of Foundation Training. The participants will 

prepare a number of term papers on current issues of national and international importance. Otherwise, 

the Participants in a group will conduct health related social welfare program. 

 

xii) Book Review and Oral Presentation Program:  

Book Review constitutes another important component. Each participant will write critical reviews of one   

book in Bangla. The presentation of the review will be followed by question-answer session. 

 

 xiii) Co-Curricular Activities:  

The participants are encouraged to perform extracurricular activities that involve themselves in   

activities which express their inner qualities. The trainees will be evaluated by the Course Administration 

throughout the course on their active participation in classroom, sports, preparing wall-magazine, 

souvenir, organizing study tour & cultural activities etc. 

 

xiv) DG’s Evaluation:  

At the end of the course, the Director General of BIAM Foundation will evaluate the participants. This 

evaluation will help Director General (DG) to understand the knowledge of the participants which they 

acquired from training. Participants can also share their ideas and views with the Director General.  

DG’s evaluation will be based on the participant’s dress code, performance in written 

examinations, performance in different committees and on extensive viva. 
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 D. Examination and Evaluation:   
 

i) BIAM follows a two-way evaluation method. The learning achievements of the participants are 

assessed through their active participation, different tests, oral presentations and take-home exercises. 

The participants, on the other hand, evaluate performance of the resource persons of the course during 

each session and the overall course at the end of the training program. 

 

The participants are evaluated on 1600 marks in total. Marks are distributed as follows: 
 

Written Test     1100 

Book Review and oral presentation 100 

Study Tour & presentation  100 

Field Visit & presentation   100 

Discipline, dress code, performance in the class, 
performance in different committees etc. 

50 

Evaluation by Director General  50 
  

                 Total= 1500    

 

 

ii) Evaluation of Participants:  
 

The National Training Policy for government officials has made it mandatory that all participants in a 

training course are graded on the basis of their performance and reports are forwarded to the 

concerned administrative Ministries/Divisions for retention in the officers’ dossiers. All assessments are 

based on a quantitative scale and graded in the following way: 

 

Percentage of Marks Grading 

90 and above AA (Outstanding) 

80-89 A+ (Very good) 

70-79 A (Good) 

60-69 B+ (Above average) 

50-59 B (Average) 

 
 

E. Discipline to be followed:  
 

 A strict conformity with the rules of the Institute is important for successful completion of the course. 

Violation of any rules, activities subversive to discipline or code of conduct, adoption of unfair means in 

the examinations or unauthorized absence by any participant will render him/her liable to disciplinary 

action. The course authority and the evaluation authority may visit the dormitory at any time and check 

the presence of the participants. 
 

 

i) No smoking or Taking Drugs and Alcohol:  
 

The Institute has been declared as a Non-Smoking Area. No participant is allowed to smoke in the 

campus. Drugs and alcohol taking is strictly prohibited and any participant found violating these norms 

would be seriously dealt with. 
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ii) Dress Code:  

In classrooms and other formal sessions, the male participants will have to wear light-colored full-sleeve 

shirts preferably white, dark colour full pants, dress shoes and tie. Female participants will wear three 

pieces or sharees. The male participants, who will not wear ties because of religion, will have to wear 

sherwani, pajama and shoes. All participants must wear the name badge in all occasions. During 

exercise and game sessions participants are to wear white tracksuits/ T shirts, trouser and keds. 
 

iii) Cell Phone: Using cell phone in any formal session will be treated as violation of training discipline. 

Cell phone is strictly prohibited during formal session. 
 

F. Miscellaneous 
 

i) Interpersonal Relations:  

One of the objectives of the Foundation Training Course is to develop interpersonal relations and foster 

team spirit among the officers through interactions. This will create an attitude of cooperation and fellow 

feeling among the officers of different batches. 
 

ii) Meeting Faculty Members:  

No participant shall meet or otherwise be called by any faculty members in their office room. In case of 

urgency, the meeting between the participant and the faculty member may be held in course office 

intimating the course administration. Course administration will brief the participants accordingly and 

arrange the interview as and when necessary. 
 

iii) Committee Activities:  

The participants will be encouraged to form various committees among themselves. These committees 

will manage different activities of the course. Mess Committee, Cultural Committee, Tour Committee, 

Souvenir and Wall Magazine Committee are formed that help in developing leadership qualities among 

the officers. 
 

G. Requirements of the Course  

Successful completion of the course demands strict adherence to the following conditions: 
 

 Meet and complete all standards and formalities inside the classroom, such as academic 
exercises, examinations, syndicates, seminars, group discussion, etc.; 

 

 Attend all instructional sessions regularly and other activities punctually, preferably at least five 
minutes earlier than the scheduled time; 

 

 Submit term papers, field-study reports, book review reports and other assignments in time; 
 

 Stay compulsorily in the dormitory of the Institute and abide by the rules and regulations 
thereof; 

 

 Participate in all co-curricular activities; and  
 

 Abide by the rules of the Institute; maintain strict discipline and code of conduct. 
 
Success or failure in meeting the above requirements will be reflected in the pen-picture of the 
participants. 
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COURSE CONTENTS 
 
 

 

Module – 01: Bangladesh Studies 

Marks: 100 

Evaluation Method: Quiz-40, Individual Assignment-60 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  Anthropological Background of Bangladesh and Ethnic 

Origin of Bengoli Nation. 

1.01 2 Lecture and 

Discussion 

2.  Historical Background of Bangladesh & Liberation War: 

“Dreams & Realities” 

1.02 2 Lecture and 

Discussion 

3.  Contributions of different events that led to evolve 

leadership capacity of the father of the nation n Banglades 

1.03 2 Lecture and 

Discussion 

4.  Cultural Heritage of Bangladesh Including Literature, 

Arts, Music etc. 

1.04 2 Lecture and 

Discussion 

5.  Political philosophy of Bangabandhu and contribution of 

Bangabandhu to the development of the “Bangali nation”  

1.05 2 Lecture and 

Discussion 

6.  Introduction of Bangladesh Constitution and fundamental 

principles of state policy  

1.06 2 Lecture and 

Discussion 

7.  Human rights, fundamental rights, and the rule of law  1.07 2 Lecture and 

Discussion 

8.  Rights and obligations of public servants and provisions 

relating to the services in the constitution  

1.08 2 Lecture and 

Discussion 

9.  Building nation: Bangabandhu`s thought On TVET and 

the taking forward by Prime minister Sheikh Hasina 

1.09 2 Lecture and 

Discussion 

10.  Demographic scenario (2021-2041) and how to get 

dividend through TVET 

1.10 2 Lecture and 

Discussion 

11.  Evaluation Test   - - - 

Total hours 20  
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Module – 02: Administrative Laws, Rules and Procedures 

Marks: 100 

Evaluation Method: Group Exercise-40, Final Exam-60 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  Rules of Business, 1996 & Allocation of Business 2.01 2 Lecture and 

Discussion 

2.  The Secretariat Instructions, 2014 2.02 2 Lecture and 

Discussion 

3.  The Government Servants (Conduct) Rules, 1979 and The 

Government Servant (Punctuality and Attendance) rules 

2019  

2.03 2 Lecture and 

Discussion 

4.  Government Servants (Discipline & Appeal) Rules, 2018 

(Including Case Study) 

2.04 4 Lecture and 

Exercise 

5.  The Public Service Act, 2018 2.05 2 Lecture and 

Discussion 

6.  Rules related to leave and joining time  2.06 2 Lecture and 

Discussion 

7.  National Anthem, Flag & Emblem Rules and 

Bangabandhu Public Administration Award 

2.07 2 Lecture and 

Discussion 

8.  Evaluation Test   - - - 

Total hours 16  

 

 

Module – 03: Management of Public Organization 

Marks: 100 

Evaluation Method: Quiz-20, Final Exam-80 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  Concept of organizational leadership and attributes of a 

successful team leader  

3.01 2 Lecture and 

Discussion 

2.  Conflict Management process  3.02 2 Lecture and 

Discussion 

3.  The value of collaboration in decision making and 

evidence-based decision-making process  

3.03 2 Lecture and 

Discussion 

4.  Motivation and team building  3.04 2 Lecture and 

Discussion 

5.  Manners and Etiquettes of an ideal public servant  3.05 2 Lecture and 

Discussion 

6.  New public management and total quality management  3.06 2 Lecture and 

Discussion 

7.  Structural features of public organization 3.07 2 Lecture and 

Discussion 

8.  Evaluation Test   - - - 

Total hours 14  
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Module-04: TVET Issues and Challenges 

Total Marks: 100 

Evaluation Method: Quiz-20, Final Exam-80 
 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  Existing scenario of TVET in Bangladesh: identifying 

Challenges and opportunities 

4.01 2  Lecture and 

Discussion 

2.  Importance of industry and Academia linkage 4.02 2  Lecture and 

Discussion 

3.  Workshop-1 Bangladesh on the way of prosperity: The 

role of Competency based Education & Training 

4.03 4  Lecture and 

Discussion 

4.  Workshop-2 Government and Non-government initiatives 

in Expansion of Competency Based Education & Training 

Challenges and the way out. 

4.04 4  Lecture and 

Discussion 

5.  Industrial Skill Council (ISC) formation and structure. 4.05 2   Lecture and 

Discussion 

6.  Visit Technical Training Institute/Industry 4.06  

4  

Lecture and 

Discussion 

7.  Discussion on inspection report 4.07  

2  

Lecture and 

Discussion 

8.  Evaluation Test   - - - 

Total hours 20  

 

Module-05: Skills based Technical Education and Training 

Total Marks: 100 

Evaluation Method: Quiz-20, Final Exam-80 
 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  Defining Technical Skills and competencies Levels of 

skills (NTVQF/BNQF) 

5.01 2 Lecture and 

Discussion 

2.  Assessment of Competencies: using tools and ensuring 

quality 

5.02 2 Lecture and 

Discussion 

3.  Importance of process based Experiential Learning in 

TVET, Difference between General teaching and technical 

teaching/ training 

5.03 2 Lecture and 

Discussion 

4.  Setting Teaching / Training goals and how to accomplish  5.04 2 Lecture and 

Discussion 

5.  Improving teaching / training techniques: why and how 

(Group/dual exercise) 

5.05 2 Lecture and 

Discussion 

6.  Participants will divide in several groups and go for 

visiting polytechnic /TSC/Eng. College. They will observe 

theoretical & Practical class and write comments about 

positive & negative side of (With images) 

5.06 4 Lecture and 

Discussion 

7.  Presentation on visit 5.07 2 Lecture and 

Discussion 

8.  Evaluation Test   - - - 

Total hours 16  
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Module-06: Importance of Blended learning and E-learning 

Total Marks: 100 

Evaluation Method: Quiz-20, Final Exam-80 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  Concept of Blended learning Different formats and levels 

of E-learning Limitations and Challenges 

6.01 2 Lecture and 

Discussion 

2.  Developing e-learning curricula and designing 

teaching/training delivery management in TVET (Case 

Study: Vietnam or other countries)  

6.02 2 Lecture and 

Discussion 

3.  Management and organization of online classes: 

Challenges and opportunities. 

6.03 2 Lecture and 

Discussion 

4.  Assessment, examinations and certifications in e-learning 

system 

6.04 2 Lecture and 

Discussion 

5.  TVET and Social Media 6.05 2 Lecture and 

Discussion 

6.  Evaluation Test   - - - 

Total hours 10  

 

 

Module-07: TVET pedagogy 

Total Marks: 50 

Evaluation Method: Quiz-20, Final Exam-30 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  Creating and enabling a learning environment on essential 

skill roles and responsibilities of TVET Training and 

Trainers  

7.01 2 Lecture and 

Discussion 

2.  Lessons delivery methods and techniques, innovative 

learning strategies, learning materials and resources, 

designing session plan 

7.02 2 Lecture and 

Discussion 

3.  Assessment plan and planning matrix Competency based 

assessment methods & principles of assessment   

7.03 2 Lecture and 

Discussion 

4.  How to prepare lesson plan, Differences between 

theoretical and practical lesson plans (with exercise)  

7.04 2 Lecture and 

Discussion 

5.  Microteaching 7.05 2 Lecture and 

Discussion 

6.  Evaluation Test   - - - 

Total hours 10  
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Module-08: Office Management and Communication 

Total Marks: 100 

Evaluation Method: Individual Exercise- 100 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  File management: Opening files, docketing, indexing 8.01 2 Lecture and 

Discussion 

2.  Noting, Drafting and Summary Writing  8.02 2 Lecture and 

Discussion 

3.  Different forms of official communication  8.03 2 Lecture and 

Exercise 

4.  Office Inspection and report writing  8.04 2 Lecture and 

Discussion 

5.  Principles and Techniques of conducting meeting  8.05 2 Lecture and 

Discussion 

6.  Preparing working paper of a meeting  8.06 2 Lecture and 

Discussion 

7.  Writing minutes of a meeting  8.07 2 Lecture and 

Discussion 

8.  ACR writing and initiating  8.08 2 Lecture and 

Discussion 

9.  E-filing 8.09 2 Lecture and 

Discussion 

10.  Evaluation Test   - - - 

Total hours 18  

 

 

 

 

Module-09: Project Management and Public Procurement 

Total Marks: 100 

Evaluation Method: Quiz-40, Final Exam- 60 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  Development Planning and Project Management    9.02 2 Lecture and 

Discussion 

2.  Techniques of Project Appraisal & Selection of Project 9.03 2 Lecture and 

Discussion 

3.  TAPP & DPP 9.04 2 Lecture and 

Discussion 

4.  Project Preparation: Approval Processes  9.05 2 Lecture and 

Discussion 

5.  Project Implementation: Land Acquisition, Purchase, 
Recruitment of Manpower, Fund release etc. 

9.06 2 Lecture and 

Discussion 

6.  Project Monitoring and Evaluation 9.07 2 Lecture and 

Discussion 
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7.  Introduction to Public Procurement Act, 2006 and Public 
Procurement Rules,2008 

9.08 2 Lecture and 

Discussion 

8.  Procurement plan, different committees, and advertisement 9.09 2 Lecture and 

Discussion 

9.  Different Procurement Methods for Goods, Works, and Services  9.10 2 Lecture and 

Discussion 

10.  Evaluation Test   - - - 

Total hours 18  

 

 

 

 

 

 

 

 

 

Module-10: Financial Management 

Total Marks: 50 

Evaluation Method: Final exam-50 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  MTBF framework and preparation of office budget 10.01 2 Lecture and 

Discussion 

2.  Duties of Drawing and Disbursing Officers, and 

Delegation of Financial Power 

10.02 2 Lecture and 

Discussion 

3.  Pay Fixation, Pension and Gratuity, GPF 10.03 2 Lecture and 

Discussion 

4.  TA/DA Rules with exercise 10.04 2 Lecture and 

Exercise 

5.  Preparation of income tax return (with exercise) 10.06 2 Lecture and 

Exercise 

6.  Audit Objection & its Disposal 10.07 2 Lecture and 

Discussion 

7.  Evaluation Test   - - - 

Total hours 12  
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Module-11: English Language Skill 

Total Marks: 50 

Evaluation Method: Practical Exam- 50 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  Listening skill 11.01 2 Lecture and 

Discussion 

2.  Writing skill 11.02 2 Lecture and 

Discussion 

3.  Speaking skill 11.03 2 Lecture and 

Discussion 

4.  Reading skill 11.04 2 Lecture and 

Discussion 

5.  Enriching vocabulary and words widely mispronounced 11.05 2 Lecture and 

Discussion 

6.  Techniques of presentation and public speaking 11.06 2 Lecture and 

Discussion 

Total hours 12  

 

 

 

 

 

 

Module-12: Physical Training, Games and Sports 

Total Marks: 50 

Evaluation Method: Final Exam-50 

 

 

 

 

 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

mode 

1.  Nutrition and physical fitness 
12.01 2 

Lecture and 

Discussion  

2.  Effect of exercise on different organs and stress 

management 
12.02 2 

Lecture and 

Discussion  

3.  Common sports injuries and its prevention and 

rehabilitation 
12.03 2 

Lecture and 

Discussion  

4.  Sedentary lifestyle and its effects 
12.04 2 

Lecture and 

Discussion  

5.  Evaluation test 
- - 

 

Total hours  8  
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Module-13: Contemporary Issues 

Total Marks: 100 

Evaluation Method: Quiz- 50, Final Exam-50 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  Autism and neuro-development disorder 13.01 2 Lecture and 

Discussion 

2.  Role of civil servants against violence, terrorism and 

communalism. 

13.02 2 Lecture and 

Discussion 

3.  Dream trajectory of Bangladesh: vision 2021, 2041, 2071, 

2100 (delta plan) 

13.03 2 Lecture and 

Discussion 

4.  Bangladesh on the march towards prosperity 13.04 2 Lecture and 

Discussion 

5.  10 special initiatives of HPM 13.05 2 Lecture and 

Discussion 

6.  Fourth industrial revolution (4IR) 13.06 2 Lecture and 

Discussion 

7.  Anti-Corruption laws/rules 13.07 2 Lecture and 

Discussion 

8.  Digital Security Act, 2018 and cyber crime 13.07 2 Lecture and 

Discussion 

9.  Concept of gender and development 13.9 2 Lecture and 

Discussion 

10.  Women and child rights (CRC, CEDAW) 13.10 2 Lecture and 

Discussion 

11.  Good governance and accountability mechanism in public 

organization (NIS, APA, RTI) 

13.11 2  

12.  Good governance and accountability mechanism in public 

organization (CC, GRS) 

13.12 2  

13.  Service Simplification and Innovation 13.13 2  

14.  Evaluation Test   - - - 

Total hours 26  

 

 

 

Module-14: Book Review 

Total Marks: 100 

Evaluation Method: Individual report- 50, Individual presentation-50 

 

Sl No Topic 
Session 

Code 

Session 

hours 

Instruction 

Mode 

1.  Art of reviewing (book/journal/academic content) 14.01 2 Lecture and 

Discussion 

2.  Book review report and presentation of report 14.02-14.06 10 - 

Total hours  12  
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Module-15: Study Tour for 4 days 

Total Marks: 100 

Evaluation Method: Group presentation  

(Report Preparation-50, Presentation-50) 

 

 

 

 

Module-16: Field Visit (2 days) 

Total Marks: 100 

Evaluation Method: Group presentation 

(Report Preparation-50, Presentation-50) 

 

 

 

 

Module-17: Director General’s Evaluation 

Total Marks: 100 

Evaluation Method: Viva- 50, CMT Evaluation-50 

 

 
 

 

 

 

 

 

 

 

Sl 

No 
Topic Session Code 

Session 

hours 

Instruction 

mode 

1.  Study tour briefing 
15.01 2 

Lecture and 

Discussion  

2.  Presentation of report on study tour  15.02-15.05 8  - 

Total hours  10  

Sl 

No 
Topic 

Session 

Code 

Session 

hours 

Instruction 

mode 

1. Briefing on Field Visit 
16.01 2 

Lecture and 

Discussion  

2. Presentation of report on field visit 
16.02-16.04 6 

Lecture and 

Discussion  

Total hours  8  

Sl 

No 
Topic 

Session 

Code 

Session 

hours 

Instruction 

mode 

1.  Discipline, dress code, performance in the class, 

performance in different committees etc. 
17.01 2 

- 

2.  Course viva 17.02-17.03 4 - 

Total hours  6  
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Tentative Schedule of Daily Activities 

 

 

Time Activities 

06:30am -07:15am Physical Exercise* 

07:00am -08:30am Breakfast  

09:00am -11:00am Classroom Session 

11:00am -11:30am Tea Break 

11:30am -01:30pm Classroom Session 

14:30pm-04.30pm Classroom Session 

04:40pm-05.40pm Games ans Sports 

06:00pm -20:00pm Recap/ Classroom Session 

20:00pm -21:00pm Dinner 
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 List of Faculty Members 

 
Sl. 

No. 
Name Designation 

Contact Number 

Office Cell Ext. 

1.  Md. Abdullah Al Hasan Chowdhury Director General 02222220328 01711861033 201 

2.  Muhammad Hiruzzaman ndc Director (Education) 02222229039 01715094001 203 

3.  Md. Abdul Malek Director (Training) 02222228354 01711736464 208 

4.  Md. Abdul Mannan Director (Finance) 48317352 01731020131 206 

5.  Arif Ahmed Director (Admin) 02222229895 01678055553 202 

6.  Md. Abdur Rofiq Director 01958151871 
01711066446 

01715325295 
801 

7.  Md. Khairul Islam  Assistant Director 01958151872 
01718928032 

01709989485 
802 

8.  A. B. M. Arif Billah Course Coordinator 01958151873 
01709989486 

01712615625 
803 
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Bangladesh Institute of Administration and Management (BIAM) 
Foundation 

Regional Centre, Bogura. 

23
rd

 Departmental Foundation Training Course 
for 

The Officials of Directorate of Technical Education 
Duration: 14 May to 12 July, 2023 

 

List of the participants Joined in this course:  

 

SL. No 
Name 

(Not according to seniority) 
Institution Mobile No 

01. 
Mr. Md. Safikul Islam 

Instructor (Printing) 
Graphic Arts Institute 

01823222720 

01727798462 

02. 
Mr. Md. Hatem Ali 

Instuctor (Civil) 
Pabna Polytechnic Institute 01718842254 

03. 
Mr. Hafez Md. Abdul Kader 

Instructor (Computer) 
Tangail Polytechnic Institute 01719928026 

04. 
Mr. Mohammad Solaiman 

Instructor (Electrical) 
Munshganj Polytechnic Institute 01815442804 

05. 
Mr. Md. Hafijur Rahman 

Instructor (Civil) 
Barisal Polytechnic Institute 

01747500976 

01992006410 

06. 
Mr. Bipul Ahmed 

Instructor (English) 
Charghat Covernment Technical & College 01795035872 

07. 
Mr. Md. Humayun Kabir 

Intructor (Bangla) 
Mymensingh Polytechnic Institute 

01558702734 

01718968139 

08. 
Mr. Kabir Ahmed 

Instructor (Non-Tech) 
Rajshahi Polytechnic Institute  

09. 
Mr. Sajibur Rahman 

Instructor (Mathematics) 
Joypara Government Technical School & College 

01772793439 

01917753099 

10. 
Mr. Md. Rashedul Islam 

Instructor (Chemistry) 
Hosenabad Government Technical School & College 01785838151 

11. 
Mr. Md. Ektiar Hosen 

Instructor (Mathematics) 
Magura Government Technical School & College 01723115295 

12. 
Mr. Md. Aminul Islam 

Instructor (Computer) 
Sirajgongj Polytechnic Institute 01911159097 

13. 
Mr. Md. Rezauanul Arefin 

Instructor (Computer) 
Chapainawabganj Polytechnic Institute 01731818181 

14. 
Mr. Mahabub hasan Rabbu 

Instructor (Electrical) 
Dhaka Polytechnic Institute 01553397157 

15. 
Mr. Tushar Kumar Das 

Instructor (RAC) 
Pabna Polytechnic Institute 01722374557 

16. 
Mr. Mehedi Hasan 

Instructor (Electronics) 
Khulna Polytechnic Institute 

01629809507 

01916155419 

17. 
Mr. Md. Firoz Alam 

Instructor (Electronics) 
Kurigram Polytechnic Institute 01715204204 
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SL. No 
Name 

(Not according to seniority) 
Institution Mobile No 

18. 
Mr. Abdullah Al Mamun 

Intructor (Electronics)  
Jashore Polytechnic Institute 

01918766526 

01726456808 

19. 
Mr. Kishore Kumar Pramanik 

Instructor (Bangla) 
Kushtia Polytechnic Institute 01752116393 

20. 
Mr. Md. Ibrahim Hossain 

Instructor (Mathematics) 
Naogaon Polytechnic Institute 01558971515 

21. 
Mr. Tapan Kumar Roy 

Instructor (Physics) 
Kurigram Government Technical School & College 

01723765448 

01517081639 

22. 
Mr. Md. Ashiqur Rahman 

Instructor (English) 

Jashore Government Technical School & College 

Attached: Monirapur TSC, Jashore 
01929895388 

23. 
Mr. Choton Chadra Dash 

Instructor (Mathematics) 
Sunamganj Government Technical School & College 

01647928467 

01646928467 

24. 
Mr. Banamali Vattya 

Instructor (Chemistry) 
Dumaria Government Technical School & College 

01300501482 

01960072978 

25. 
Mr. Md. Saiful Islam 

Instructor (Bangla) 
Nilphamari Government Technical School & College 01917006224 

26. 
Mr. Md. Kamaruzzaman 

Instructor (Bangala) 

Shyamnagar Government Technical School & 

College 
01742880715 

27. 
Mr. Md. Farhan Ferdous 

Instructor (Physics) 
Dinajpur Government Technical School & College 01796053123 

28. 
Mr. Md. Salah Uddin 

Instructor (Civil) 
Chandpur Polytechnic Institute 01719380518 

29. 
Mr. S.M. Shihab Uddin 

Instructor (Physics) 

Chapainawabganj Government Technical School & 

College 
01303672104 

30. 
Mr. Md. Jahangir Alam Khan 

Instructor (Physics) 
Maijdee Government Technical School & College 01830892091 

31. 
Mr. Md. Abdul Majid 

Instructor (Chemistry) 
Joypurhat Government Technical School & College 01738710739 

32. 
Mrs. Shahnaj Akter 

Instructor (English) 
Jamalpur Government Technical School & College 01625092392 

33. 
Mr. Md. Mamun Hossain 

Instructor (English) 

Kaliganj Government Technical School & College, 

Lalmonirhat 
01740087602 

34. 
Mr. Md. Mehedi Hasan 

Instructor (Mathematics) 
Dhamrai Government Technical School & College 01920939838 

35. 
Mr. Rubel Chandra Das 

Instructor (English) 
Lakshmipur Government Technical School & College 01994437386 

36. 
Mr. Shoukoth Ali 

Instructor (English) 
Netrokona Government Technical School & College 01718358354 

37. 
Most. Rebeka Sultana 

Instructor (Mathematics) 
Gaibandha Government Technical School & College 

01759454490 

01716148170 

38. 
Mr. Md. Abdul Kaddus 

Instructor (Bangla) 
Fatikchari Government Technical School & College 017997500659 

39. 
Mrs. Jubaida Yasmin 

Instructor (English) 
Jibannagar Government Technical School & College 

01741866589 

01906104847 

40. 
Mr. Mahmudul Hasan 

Workshop Super (Civil) 
Narshingdi Polytechnic Institute 01710383174 
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REGIONAL CENTRE, BOGURA 

 
 
 
 

For Administrative help: 

Sl. 

No. 
Name Designation 

Phone 

Office Cell 

1. Md. Sumon Ali Administrative Officer  

02589903124 

01727971413 

01958151874 

2. Md. Ferdous Hossan 
Computer Operator 

Caretaker (Addl. charge) 

01737719040 

01958151875 

3. Md. Kamrul Hasan Accountant 
01776100416 

01958151876 

 

 

Supporting Staff 
 

Sl. 

No. 
Name Designation 

Phone 

Office Cell 

1.  Md. Wares Ali Driver 

02589903124 

01718084471 

2.  Md. Masud Mia M.L.S.S 01722134296 

3.  Md. Mozaffor Hossain M.L.S.S 01724466851 

4.  Md. Thandu Mia Cleaner  - 01554530309 

5.  Md. Firoz Hossain Room Attendant - 01712398269 

6.  Md. Imdadul Haque  Gatekeeper   - 01556456900 

7.  Md. Belal Hossain Guard  01962613203 

8.  Md. Abdur Razzak Cleaner - 01787618362 

9.  Office - 

02589903124 

- 

10.  Dormitory  - - 

11.  Main Gate -  - 

12.  Class Room - - 
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 Temporary Staff 

Sl. 

No. 
Name Designation 

Phone 

Office Cell 

1.  Md. Ahsan Habibur  Class Room Attendant  

02589903124 

01709133365 

2.  Md.  Jakir Hossen Librarian Assistant 01888329403 

3.  Md. Uzzal  Electrician & Plumber 01303310137 

 

Daily Supporting Staff [Canteen] 

Sl. 

No. 
Name Designation 

Phone 

Office Cell 

1.  Md. Shah Alam Cook-1 

02589903124 

01710522288 

2.  Md. Shohel Rana Cook-2 01305047997 

3.  Md. Ashik Table boy (Canteen-01) 01767112080 

4.  Md. Shozib Table boy (Canteen-01) 01706816088 

5.  Md. Jahidul Hossain Table boy (Canteen-01) 01740439310 

6.  Md. Sondhan Islam Table boy (Canteen-02) 01707213953 

 

Daily Supporting Staff [Dormitory] 

Sl. 

No. 
Name Designation 

Phone 

Office Cell 

1.  Md. Sany Room boy 

02589903124 

01792954675 

2.  Md. Shuvo Room boy 01933374942 

3.  Mst. Sumi Akter Cleaner - 

4.  Md. Abdul Khalek Cleaner 01763622431 

 

Daily Supporting Staff [Dormitory-02, Administrative Building] 

Sl. 

No. 
Name Designation 

Phone 

Office Cell 

1.  Md. Hasan Room boy  

 

02589903124 

01793117140 

2.  Md. Atikul Islam Table boy  01740109194 

3.  Jharna Akter Room Attendant  01870962273 
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cÖwk¶YKvjxb mKj cÖwk¶Yv_x©i Rb¨ wb¤œwjwLZ wb‡ ©̀kvewj Aek¨ cvjbxq| AvPiY msµvšÍ AviI wb‡ ©̀kbv 

cÖ‡qvRb g‡b n‡j KZ…©c¶ Zv mgqg‡Zv AewnZ Ki‡eb| wb‡`©kbvewj cvj‡b †Kvb Abxnv cwijw¶Z n‡j 

mswkøó cÖwk¶Yv_©x‡K k„•Ljv f‡½i Rb¨ `vqx Kiv n‡e Ges Zvi weiz‡× cÖ‡qvRbxq e¨e¯’v MÖnY Kiv n‡e| 

1| †nv‡÷‡ji wbqgbxwZ 

1. cÖwk¶YKv‡j cÖwk¶Yv_©x‡K †nv‡÷‡j eva¨Zvg~jKfv‡e Ae ’̄vb Ki‡Z n‡e| †hvM`v‡bi m‡½ m‡½B cÖ‡Z¨‡Ki 

2. K¶ wba©viY K‡i †`qv n‡e| †nv‡÷‡j _vKvi mgq cÖwk¶Yv_©x‡K †nv‡÷‡ji AvPiY wewa Aek¨B †g‡b Pj‡Z 

n‡e|  

3. †nv‡÷‡j weQvbvcÎ, Rvgv-Kvco I wRwbmcÎ G‡jv‡g‡jv ivLv, KvM‡Ri UzK‡iv ev †Kv‡bv ai‡bi gqjv 

†hLv‡b-†mLv‡b wb‡¶c Kiv, cv‡bi wcK †djv, _y_y wQUv‡bv BZ¨vw` Am`vPiY e‡j MY¨ n‡e|   

4. cÖwk¶‡Yi ¯̂v‡_© cÖwk¶Yv_©x‡K †nv‡÷‡j †Kvb AwZw_, ¯¿x, ¯^vgx ev mšÍvb-mš‘wZ wb‡q _vK‡Z †`Iqv 

n‡e bv| 

5. †nv‡÷‡ji K‡¶ D”P k‡ã Mvb evRv‡bv ev Ab¨ †Kvb kã Kiv Am`vPiY wn‡m‡e MY¨ n‡e| 

6. ivZ GMviUvi ci †nv‡÷‡ji evB‡i _vKv AvPiYwe‡ivax KvR wn‡m‡e MY¨ n‡e| 

7. †nv‡÷‡j cÖ‡e‡ki mgq wba©vwiZ eB‡Z cÖ‡qvRbxq Z_¨vw` wjL‡Z n‡e| 

8. †mkb/ wbqwgZ Abyôvb PjvKvjxb †Kv‡bv cÖwk¶Yv_x© †nv‡÷‡j Ae¯’vb Ki‡Z cvi‡eb bv| 

9. †nv‡÷‡ji mvwf©m PvR© cÖ_g w`‡bB cwi‡kva Ki‡Z n‡e| 

10. †nv‡÷‡j ˆbwZKZv ev k„•Ljv cwicš’x Kvh©Kjv‡c RwoZ _vK‡j KZ…©c¶ wewa †gvZv‡eK e¨e¯’v MÖnY 

Ki‡eb| 

11. cvwb I we` ÿr e¨env‡i mvkªqx n‡Z n‡e| K‡¶i evB‡i hvIqvi mgq cvwbi Kj Ges ˆe` ÿwZK myBP 

eÜ K‡I †h‡Z n‡e| 

12. †nv‡÷j K‡¶ AwZw_ cÖ‡ek wbwl×| AwZw_‡`i mv‡_ A‡cÿvMvi ev †Uwjwfkb-K‡ÿ Avjvc †kl 

Ki‡Z n‡e| 

13. †nv‡÷‡ji Kg©Pvix‡`i mv‡_ fvj AvPiY Ki‡Z n‡e| 

14. †nv‡÷‡ji gvjcÎ bó ev nvwi‡q †M‡j ¶wZc~iY w`‡Z n‡e| 

15. †nv‡÷j K‡¶ e¨w³MZ Zvjv e¨envi Kiv hv‡e bv| 

16. †nv‡÷j Z¨v‡Mi mgq K‡¶i gvjcÎ †nv‡÷‡ji Kg©Pvix‡K eywS‡q w`‡Z n‡e| 

17. †nv‡÷j cwiPvjbvi †¶‡Î †Kvb Awf‡hvM ev civgk© _vK‡j Zv wba©vwiZ eB‡Z wjL‡Z n‡e| 

18. †nv‡÷j cwiPvjbvq KZ…©c¶‡K cÖ‡qvRbxq mn‡hvwMZv Ki‡Z n‡e| 

 

2| K¨v‡d‡Uvwiqv e¨e¯’vcbv 

1. †hŠ_ †gm e¨e¯’vcbvq cÖwk¶‡Yi mgq LvIqv-`vIqvi e¨e¯’v Kiv n‡e| mKv‡ji bv¯Ív, `ycyi I iv‡Zi 

Lvevi wbw`©ó mg‡q cwi‡ewkZ n‡e| cÖwk¶Yv_©x‡`i Øviv MwVZ †gm KwgwUi Dci †g‡mi hveZxq KvR 

cwiPvjbvi fvi 

 b¨¯Í _vK‡e| 

2. †Kvm© PjvKv‡j cÖ‡Z¨K gv‡m GKwU K‡i †gm KwgwU MVb Kiv n‡e| 

3. †g‡m Lvevi MÖnY bv Ki‡jI wba©vwiZ wgjPvR© I Ab¨vb¨ cvIbvw` Aek¨B cwi‡kva Ki‡Z n‡e| 

 

3| †cvkvK-cwi”Q` 

1. cÖwk¶YKv‡j †kÖwYK‡¶ I Ab¨vb¨ Abyôv‡b Avgš¿Yc‡Î wb‡ ©̀wkZ †cvkvK ci‡Z n‡e|  

2. K¬v‡k I Ab¨vb¨ Abyôv‡b wb‡ ©̀wkZ †cvkvK cwiavb Qvov †hvM †`qv hv‡e bv| 

3. K¨v‡dUvwiqv‡Z ev weqvg Gi K¨v¤úv‡m jyw½ c‡i Pjv‡div wbwl×| 
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4| e¨vR KvW© 

1. cÖ‡Z¨K cÖwk¶Yv_©x‡K KZ©…c¶ KZ©„K cÖ`Ë e¨vR KvW© mve©¶wYKfv‡e e¨envi Ki‡Z n‡e| 

2. e¨vRKvW© nvwi‡q †M‡j ev bó n‡q †M‡j wba©vwiZ LiP cÖ`vbmv‡c‡ÿ Av‡e`b Ki‡j cybivq e¨vRKvW© 

cÖ`vb Kiv n‡e| 
 

5|  cÖwk¶Y Awa‡ekb 

1. cÖwk¶YKv‡j cÖwk¶Yv_©x‡K mKvj †_‡K mÜ¨v ch©šÍ GgbwK iv‡ZI †Kv‡m©i wewfbœgyLx Kg©m~wP‡Z e¨¯Í 

mgq KvUv‡Z n‡e| KómwnòzZv, kªgkxjZv, wb`ªv-mshg cÖwkÿYv_©xi ¯^vfvweK ˆewkó¨ wn‡m‡e cÖwk¶Y 

cÖwZôvb  cÖZ¨vkv K‡i|  

2. †kÖwYK‡¶B cÖwk¶Y-msµvšÍ mvaviY e³…Zv I Av‡jvPbv mfvi Av‡qvRb Kiv nq| GQvov `jxq 

Av‡jvPbv, e³…Zv PP©v, weZK© cÖwZ‡hvwMZv, mvs¯‹…wZK Kg©KvÐ, cy¯ÍK ch©v‡jvPbv BZ¨vw`  wewfbœ K‡¶ 

AbywôZ n‡e|  
 

6|  mgqvbyewZ©Zv 

1. cÖwk¶Y K¬v‡k cÖwk¶Yv_©x‡`i mgqg‡Zv Dcw¯’wZ Avek¨K 

2. cÖwk¶K K¬vkiæ‡g cÖ‡e‡ki cvuP wgwbU c~‡e©B cÖwk¶Yv_©x‡`i K¬vk iæ‡g cÖ‡ek Ki‡Z n‡e| 

3. kixiPP©vi Rb¨ wba©vwiZ mg‡q gv‡V Dcw ’̄wZ eva¨Zvg~jK| 

4. cÖwkÿY welqK mKj md‡i KZ©„cÿ KZ©„K wba©vwiZ mg‡qi g‡a¨ cwien‡b em‡Z n‡e|  

 

8|  QzwU  

1. cÖwk¶YKv‡j cÖwk¶Yv_©x‡`i †Kv‡bv QzwU †`qv n‡e bv| miKvwi I mvßvwnK QzwUi w`‡b AbygwZ 

mv‡c‡¶ †nv‡÷j Z¨vM Ki‡Z n‡e| 

2. cÖwk¶Yv_©x‡`i QzwU MÖn‡Yi †Kv‡bv ÁvZ I Avewk¨K m¤¢vebv _vK‡j cÖwkÿY ïiæi c~‡e©B †Kvm© 

KwgwU‡K Rvbv‡Z n‡e| KZ©„cÿ †Kv‡bv QzwU cÖ`v‡b eva¨ bq ev QzwU‡K AwaKvi wn‡m‡e we‡ePbv Kiv 

hv‡e bv| 

 

9|  wPËwe‡bv`b 

1. msev` †kvbv I wPË we‡bv`‡bi Rb¨ K¨v‡d‡Uvwiqvq iwOb †Uwjwfkb i‡q‡Q| 

2. cÖwk¶YKv‡j Aemi mgq KvUv‡bvi Rb¨ msev`cÎ cvV I AvšÍtK¶ †Ljvayjvi e¨e¯’v Av‡Q| 
 

10|  kixiPP©v 

1. cÖwZw`b mKvj‡ejv Avewk¨Kfv‡e kixiPP©vq Ask wb‡Z n‡e| Amy¯’Zvi Kvi‡Y kixiPP©vq weiZ 

_vK‡Z n‡j wPwKrm‡Ki mb`cÎ †`Lv‡Z n‡e| 

2. kixiPP©v cÖwkÿ‡Ki AbygwZ Qvov kixiPP©v gv‡V Abycw¯’Z _vKv wbqg-weiæ×| 
 

11|  k„•Ljv‡eva 

1. GB cÖwk¶Y cÖwZôvb cÖwk¶Yv_©x‡`i g‡a¨ D”Pgv‡bi k„•Ljv‡eva m„wó Ki‡Z m‡Pó| cÖwZK~j Ae¯’vi 

g‡a¨I KZ©„c‡¶i Av‡`k cÖwk¶Yv_©xiv KZUzKz ZrciZvi mv‡_ cÖwZcvjb K‡ib Zv cÖZ¨ÿ I g~j¨vqb 

Kiv nq| KZ…©c‡¶i wb‡ ©̀k cvj‡b wbôv, ZrciZv Ges m‡e©vcwi me ai‡bi Kv‡Ri cÖwZ Zvu‡`i 

`„wófw½ Ges g‡bvfv‡ei cÖwZ cÖwk¶YKv‡j j¶¨ ivLv nq I g~j¨vqbc‡Î Zv cÖwZdwjZ nq|  

2. mKj Abyl` m`m¨B cÖwk¶K wn‡m‡e KvR K‡ib| cÖwk¶Y PjvKv‡j Zuv‡`i cvi¯úwiK m¤úK© n‡e 

cÖwk¶K-cÖwk¶Yv_©xi m¤úK©|  

3. cÖ‡Z¨K cÖwk¶Yv_©x‡K GKv‡Wwgi wbqg-k„•Ljv h_vh_fv‡e †g‡b Pj‡Z n‡e| †KD hw` GKv‡Wwgi 

†Kv‡bv wbqg j•Nb K‡ib, k„•Ljvwe‡ivax †Kvb Kv‡R wjß nb, G ai‡bi KvR‡K mg_©b †`b ev 

DrmvwnZ K‡ib, cix¶vq Am`ycvq Aej¤^b K‡ib, wKsev AbygwZ e¨wZ‡i‡K GKv‡Wwg‡Z Abycw¯’Z 

_v‡Kb, Zvn‡j Zvui weiæ‡× cÖ‡qvRbxq AvBbvbyM e¨e¯’v MÖnY Kiv n‡e|  
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11. wk¶vmdi I Ab¨vb¨ Kg©m~wP 

1) cÖwk¶YKv‡j wk¶vmd‡i AskMÖnY eva¨Zvg~jK| GRb¨ wba©vwiZ A_© md‡i hvevi c~‡e© mswkøó 

KwgwUi wbKU Aek¨B Rgv w`‡Z n‡e| 

2) wk¶vmdi, Awdm-mshyw³, wdì wfwRU, evsjv‡`k‡K Rv‡bv BZ¨vw` Kvh©µ‡g k„•Ljv I wbqgbxwZ Ges 

`vwqZ¡cÖvß Kg©KZ©vi wb‡`©k Aek¨B cvjbxq| 

3) `jMZ md‡i me©`v ivóªxq wewaweav‡bi cÖwZ m¤§vb, Uª¨vwdK AvBb †g‡b Pjv, iv Í̄vq c_Pvix wn‡m‡e 

h_v ’̄vb w`‡q nuvUv I iv Í̄v cvivcvi KZ©e¨| 

 

12| P‚ovšÍ g~j¨vqb 

 cÖwk¶Yv_©x‡K mKj cix¶vq AskMÖnY Ki‡Z n‡e| cÖwk¶YKv‡j cÖwk¶Yv_©xi AvPiY, k„•Ljv‡eva, †Ljvayjv‡Z 

AskMÖnY, kixiPP©v Abykxjb BZ¨vw`i Dci g~j¨vq‡bi e¨e ’̄v ivLv n‡q‡Q| gwWDjmg~‡ni Dci AbywôZ 

cix¶vi g~j¨vqb b¤^i m¤ú‡K© †Mvcbxq cÖwk¶Y cÖwZ‡e`b DaŸ©©Zb KZ…©c‡¶i wbKU cvVv‡bv nq| 
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প্রশিক্ষণার্থীদের করণীয় ও বর্জনীয় (সাশব জক) 

ক. করণীয় 

 শৃঙ্খলা ও সমদয়র প্রশি মনদ াগী হন। 

 শবয়াদম অবস্থানকাদল ডরশমটশরর বাইদর সব জোই ননমদেট/ব্যার্ পশরধান করুন। 

 আপনার নকান কর্থা বা কাদর্  শে ভুল হদয় র্থাদক িাহদল িা অকপদট স্বীকার করুন এবং দূঃখ প্রকাি করুন। 

 আপনার নকান অশিদ াগ র্থাকদল িা নকাস জ কর্তজপক্ষদক র্ানান। প্রশিক্ষণ-ব্যবস্থাপনা সংক্রান্ত শবষয় হদল প্রর্থদম নকাস জ 

সমন্বয়দকর সাদর্থ কর্থা বলুন। 

 নকউ নকান আপনার প্রশি সাহায্য-সহদ াশগিা ও নসৌর্ন্যিা প্রেি জন করদল িাদক অবশ্যই ধন্যবাে জ্ঞাপন করুন। নকউ 

আপনাদক ধন্যবাে র্ানাদল আপশন িার র্বাব শেন। 

  র্থাসম্ভব শনচু স্বদর কর্থা বলুন। 

 সব জো ডান পাি শেদয় হাঁটুন। 

  টুকদরা কাগর্/ব্যবহৃি টিস্যু ডাস্টশবদন নেলুন। 

 নকউ দ্রুি নেঁদট নগদল িাঁদক র্ায়গা কদর শেন। 

 নপািাদকর শনদে জিনাবলী  র্থা র্থিাদব অনুসরণ করুন। 

 নকদের গাশিদি উঠার সময় শৃঙ্খলা বর্ায় রাখুন। 

 কদর্থাদপাকর্থদনর সময় শনদর্ বলার নেদয় অন্যদক বলার স্যদ াগ শেন। অন্যদের কর্থা মদনাদ াগ সহকাদর শুনুন। 

 এদক অপদরর প্রশি  র্থা র্থ সম্মান প্রেি জন করুন। 

 কর্থা-বািজা ও োল-েলদন সং ম প্রেি জন করুন। 

 নর্ুষ্ঠদের আগমদন োঁশিদয় সম্মান প্রেি জন করুন। 

 নপািাক, কর্থা বলা ও আেরদণ পশরিীশলি হউন। 

 প্রিাসশনক িবন এর শিঁশি শেদয় নামার সময় আদে কর্থা বলদবন। আদি-পাদি অন্য নকাস জ েলমান র্থাদক। 

খ. বর্জনীয় 

  র্থা র্থ কর্তজপদক্ষর অনুমশি ব্যিীি নকান অবস্থায় নকে িুাগ করা  াদব না। 

 নকান অবস্থাদিই এমন শকছু করদবন না  া নপিাশিশিক শকংবা ব্যশিদকশেক সম্প্রীশি শবনষ্ট হয়। 

 ন  নকান পশরশস্থশিদি উদির্না পশরহার করুন। 

 কারও ব্যশিগি কাদর্র শবশ্বাস বা অনুভূশিদক আঘাি কদর কর্থা বলদবন না। 

 ন  নকান নক্ষদে শবদিে ও ববষম্যমূলক আেরণ বর্জন করুন। 

 কর্থা-বািজা ও োল-েলদন হঠকাশরিা, অসং ম ও িাঁিাশম বর্জনীয়। 

 নর্ুষ্ঠদের সদে নেখা-সাক্ষাৎ ও কর্থা বলার সময় পদকদট হাি রাখদবন না। 

 নকান মশহলাদক েণ্ডায়মান নরদখ শনদর্ বসা সমীেীন নয়। 

 সিীর্থ জদের মদে শনদর্দক লুশকদয় রাখা এবং শনদর্দক দৃশষ্টকটুিাদব র্াশহর করা উিয়ই বর্জনীয়। 

 কাউদক দর হদি ডাকডাশক বর্জনীয়। 

 অন্যদক ন াট এবং শনদর্দক বি কদর নেখার মানশসকিা পশরিুাগ করুন। 

 আদবগিাশিি িাষা ও রুক্ষিা পশরহার করুন। 

 কশরদডার/রাোয় োঁশিদয় কর্থা বলদবন না। 

 শবয়াম ধূমপানমুি এলাকা। িাই শবয়াদম অবস্থানকালীন সমদয় ধূমপান বর্জন করুন। 

  র্থা র্থ কর্তজপদক্ষর অনুদমােন ব্যিীি নকদের কম জকিজা ও কম জাোরীদের র্ন্য শনধ জাশরি পশরবহদনর স্যদ াগ ননয়া  াদব 

না।  

 ননশিবােক মদনািাব বর্র্ন করুন। 

 সমদয়র অপেয় করদবন না। 

 সংদবেনিীল রার্ননশিক ও ধমীয় আলাপোশরিা নর্থদক শবরি র্থাকুন। 

 

 

 

 



29 

 

 

নেশণকক্ষ 

ক. করণীয় 

 অশধদবিন শুরু হওয়ার কমপদক্ষ পাঁে শমশনট পূদব জ আবশশ্যকিাদব নেশণকদক্ষ শনধ জাশরি আসদন বস্যন। 

 বিার প্রশি  র্থাদ াগ্য সম্মান প্রেি জন করুন। অশনবা জ কারদণ নিশণকদক্ষর বাইদর ন দি হদল বিার অনুমশি শনদয় 

গমন করুন। 

 সরবরাহকৃি হুান্ড আউট একটি গ্রহণ কদর অপরগুদলা পাদির সহ প্রশিক্ষণার্থীদক গ্রহদণর স্যদ াগ কদর শেন। 

 অশধদবিন েলাকাদল মদনাদ গী হন। 

 হাশর্রা  দক সাক্ষর করার পর দ্রুি পাদির প্রশিক্ষণার্থীর অনুকূদল িা সরবরাহ করুন। 

 কর্থা বলার পূদব জ বিা/সিাপশির অনুমশি গ্রহণ করুন। 

 িথ্য সম্পদকজ শনশিি হদয় কর্থা বলুন। 

 নেশণকদক্ষ বস্তুশনষ্ঠ ও প্রাসশেক প্রশ্ন করুন। 

 অশধদবিন নিষ না হওয়া প জন্ত প্রদয়ার্ন ব্যিীি শনরবিা পালন করুন। 

খ. বর্জনীয় 

 নেশণকদক্ষ নমাবাইল বহন, ধারণ ও ব্যবহার সম্পূণ জ শনশষদ্ধ। 

 অন্য নকউ বিাদক প্রশ্ন করদি র্থাকদল আপশন পদর স্যদ াগ শনন। একটির নবশি প্রশ্ন করদবন না। 

 বিাদক মাোশিশরি ও অপ্রাসশেক প্রশ্ন করদবন না। 

 বিা/সিাপশির অনুমশি না পাওয়া প জন্ত প্রশ্ন উপস্থাপন শকংবা কর্থা বলা নর্থদক শবরি র্থাকুন। 

 আক্রমণাত্মক প্রশ্ন/মন্তব্  করদবন না। 

 বিা/সিীর্থ জদের বিদব্যর সাদর্থ শিমি নপািন করা  াদব না। িদব িা শবনদয়র সশহি করদি হদব। 

 কাউদক কটাক্ষ কদর শকছু কলদবন না। কুটিকজ এশিদয় েলুন। 

 অশধদবিন েলাকাদল পাশ্বজবিী সিীর্থ জদের সাদর্থ নকান কর্থা বলদবন না। 

 অশধদবিন েলাকাদল অশনবা জ না হদল এবং শবনানুমশিদি নেশণকদক্ষর বাইদর  াদবন না। 

 িাশররীক ও মানশসক আক্রমদনর প্রবণিা নর্থদক শবরি র্থাকুন। 

 

নখলা-ধূলা ও িরীরেে জা 

ক. করণীয় 

 নখলার মাদঠ অবশ্যই শনধ জাশরি নপািাদক আসদবন। 

 নখলার মাদঠ অবশ্যই শনধ জাশরি সমদয় উপশস্থি হদবন। 

 স্যশৃঙ্খলিাদব িরীরেে জায় অংি ননদবন। 

 নখলার মাদঠ এবং িরীরেে জার সময় েলীয় নেিনাদক অবশ্যই ব্যশি নেিনার উদবজ স্থান শেদি হদব। 

 ক্রীিা প্রশিক্ষদকর শনদে জিনা/পরামি জ নমদন েলুন। 

 ক্রীিা প্রশিক্ষদকর প্রশি  র্থাদ াগ্য সম্মান প্রেি জন এবং ক্রীিা িাখার কম জোরীর প্রশি নিািন আেরণ করুন। 

 প্রশিদ াশগিার শনয়ম-কানুদনর প্রশি েদ্ধািীল হন। 

 নরোরীর/প্রশিক্ষদকর শসদ্ধান্ত সহর্িাদব গ্রহণ করুন। 

 নখলার সময় অ র্থা উদির্না পশরহার করুন এবং শনদর্দক শনয়ন্ত্রন করুন। 

 বধদয্যজর পশরেয় বহন করুন। 

খ. বর্জনীয় 

 প্রশিিন্দ্বীর প্রশি উদির্নাপূণ জ আেরণ পশরহার করুন। 

 এমনিাদব নখলদবন না  াদি শনদর্র এবং অন্যদের আহি হওয়ার ঝুঁশক র্থাদক। 
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ব্যশিগি পিাশুনা 

ক. করনীয় 

 প্রশিশেদনর পিা প্রশিশেন পড়ুন। 

 প্রশিশেদনর বিৃিার সারাংি প্রশিশেন পড়ুন। 

 শনদর্ পড়ুন এবং সিীর্থ জদের পিদি সাহায্য করুন। 

 গ্রন্থাগাদর সিুবহার করুন। 

 প্রদয়ার্দন সংশিষ্ট অনুষে সেস্যদের সাহায্য শনন। 

 ন  নকান শেন পরীক্ষার র্ন্য প্রস্তুন র্থাকুন। 

 প্রশি শেদনর ‘লাশন জং পদয়ন্টস’ প্রশিশেন পূরণ করুন। 

 স্মরণ রাখুন “সমদয়র এক নোঁি অসমদয়র েি নোঁি।” 

 ‘শরকুাপ নসিন’-নক গুরুত্ব শেন। 

খ. বর্জনীয় 

 এমনিাদব পিাশুনা করদবন না  াদি সিীর্থ জদের অস্যশবধা হয়। 

 নকান কার্ নেদল রাখদবন না।  

 গ্রন্থাগাদর নমাবাইল নোন ব্যবহার করদবন না। 

 

মূল্যায়ন 

ক. করণীয় 

 মূল্যায়দনর শনয়মাবলী  ত্নসহকাদর পড়ুন এবং নমদন েলুন। 

 মূল্যায়ন সংক্রান্ত নকান শর্জ্ঞাসা র্থাকদল মূল্যায়দনর উপর শিশেং এর সময় িাল কদর নর্দন শনন। িা ািা প্রদয়ার্দন 

নকাস জ ব্যবস্থাপনার অনুমশি সাদপদক্ষ মূল্যায়ন কম জকিজার সাদর্থ আদলােনা করুু্ন। 

 নমৌশখক মূল্যায়দনর সময় ব্যশিগি মিামি নয়, েলীয় মিামি প্রকাদির নেষ্টা করুন। বিব্য উপস্থাপদনর আদগ 

 র্থাসম্ভব আদলােনা করুন। 

  র্থাসমদয় সঠিকিাদব বিাদক মূল্যায়ন  এর র্ন্য নম্বর বরাদ্দ আদ । 

খ. বর্জনীয় 

 ব্যশিগি প ন্দ/অপ ন্দ  াদি মূল্যায়নদক প্রিাশবি না কদর নসশেদক লক্ষু রাখুন। 

 অদ ৌশিক োশব/স্যপাশরি উপস্থাপন এবং শনরর্থ জক সমাদলােনা নর্থদক শবরি র্থাকুন। 

 নমৌশখক মূল্যায়দনর সময় কাউদক ব্যশিগিিাদব আঘাি শেদয় কর্থা বলদবন না। 

 প্রিংসা বা সমাদলােনার নক্ষদে অশিিদয়াশি পশরহার করুন। 

 শনদম জাহিাদব মূল্যায়ন করুন। 

পরীক্ষার হল 

ক. করণীয় 

 শনরবিা বর্ায় রাখুন।  

 পশরেি জকদের কাদর্ সহদ াশহিা করুন। 

 প্রদশ্নাির প্রাসশেক ও সংশক্ষপ্ত হওয়া বাঞ্ছনীয়। 

 সমদয়র সিুবহার করুন। 

 উিরপদে নাম, নরাল নম্বর ও নসকিন শলদখদ ন শকনা িা শনশিি করুন। 

খ. বর্জনীয় 

 পরীক্ষায় অসদুপায় অবলম্বদনর নেষ্টা অসোেরণ শহদসদব গণ্য হদব এবং নসর্ন্য শবশধ নমািাদবক প্রদয়ার্নীয় ব্যবস্থা 

গ্রহণ করা হদব। 

 পরীক্ষার হদল অপরদক সাহায্য করার এবং অপদরর শনকট নর্থদক সাহায্য পাওয়ার মানশসকিা পশরহার করুন। 

 পরীক্ষার হদল নমাবাইল নোন ব্যবহার শনশষদ্ধ। 
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অনুষে সেস্যবৃদন্দর সশহি আেরণ 

ক. করণীয়  

 নকদের অনুষে সেস্যবৃদন্দর সদে শবনয় ও আন্তশরকিার সদে নমিার নেষ্টা করুন।  

 র্রুরী প্রদয়ার্দন অনুষে সেস্যদের সদে িাদের অশেস কদক্ষ সাক্ষাৎ করদি হদল নকাস জ ব্যবস্থাপনার মােদম আদগ 

ন াগাদ াগ কদর শনন। 

 সমাদলােনা নর্থদক শবরি র্থাকুন। 

খ. বর্জনীয় 

 অনুষে সেস্যদের সদে পূব জ পশরেয় শকংবা আত্মীয়িার দৃশষ্টকটু বশহূঃপ্রকাি বর্জনীয়। 

 

সাংস্কৃশিক অনুষ্ঠান 

ক. করণীয় 

 নকান অনুষ্ঠান শুরু হওয়ার কমপদক্ষ েি শমশনট শনধ জাশরি আসন গ্রহণ করুন। 

 প্রধান অশিশর্থ আগমদনর সময় োঁশিদয় সম্মান প্রেি জন করুন। 

 সাংস্কৃশিক অনুষ্ঠান েলাকাদল শনম জল আনন্দ উপদিাদগর পািাপাশি অশেসারস্যলি সং ম বর্ায় রাখুন। 

 শনধ জাশরি কম জসূশে অনু ায়ী অনুষ্ঠান পশরোলনায় উদযািাদের সহদ াশগিা করুন। 

 ওয়ান নমার ওয়ান নমার বদল আওয়ার্ করা নর্থদক শবরি র্থাকুন। 

 লক্ষু রাখদি হদব ন ন অনুষ্ঠানাশে মাশর্জি, রুশেপূণ জ, মানসম্মি হয়। 

 সকল নক্ষদে পশরশমশিদবাধ প্রেি জন করুন। 

খ. বর্জনীয় 

 অনুষ্ঠান েলাকালীন সমদয় মাোশিশরি উচ্ছ্বাস প্রকাি করদবন না। 

 ব্যাদোশি, কটূশি, অসং ি মন্তব্য ও িাবিশে প্রকাি করদবন না। 

 সামদন উপশবষ্ট ব্যশির নেয়াদরর শনদে পা রাখদবন না। 

 অনুষ্ঠান েলাকাদল পাদি উপশবষ্টদের সদে কর্থা-বািজা বলদবন না। 

 শনধ জাশরি অনুষ্ঠানসূশের অশিশরি নকান শকছু পশরদবিদনর র্ন্য পশরদবিকদক অনুদরাধ করদবন না। 

মদন রাখদবন, আপনার প্রশিটি কর্থা, আেরণ মূল্যাশয়ি হদে এবং িা সাশব জক েলােলদক প্রিাশবি করদব। সেলিাদব 

নকাস জ বােবায়দন আপনাদের সহদ াশগিার র্ন্য ধন্যবাে। 

 

 

 

 

-নকাস জ ব্যবস্থাপনা কশমটি 

 

 

 

 


