TRAINING MODULE FOR NEW RECRUITS IN THE SGP INDIA

The following training module will be followed for the orientation and training of any Regional Project Associates (RPA) newly recruited into the National Host Institution (NHI) for the SGP. 

· The RPA will spend the first 30 days in the Regional Office for which s(he) has been recruited on a on-job training. The training during the period will entail the following: 

· One to one briefing and interaction with the Regional Coordinator

· Interaction with the other staff members

· Detail reading of the manuals, brochures, operating manuals and other documents related to the Small Grants Programme

· Study of the on-going project files, a few completed projects, quarterly, mid term and final evaluation reports of the projects

· Appraisal of a few new projects and evaluation reports. The comments on the same must be shared with the Regional Coordinator and feedback taken. 

A work plan has to be drafted on the jobs undertaken, the status of completion of the same and the pending. A project wise work plan also has to be made.

· The RPA will spend the 7 days in the National Secretariat for on-job orientation. The training during the period will entail the following: 

· One to one briefing and interaction with the National Coordinator

· Interaction with the Project Officers, SGP and other staff members

· Interaction with the UNDP CO Focal Point and other officials

· Study of the Country Programme Strategy

· Study of the Standard Operating Procedures, Resource Mobilization, Monitoring and Evaluation Manuals etc. of the GEF SGP

· Study of the project files and feedbacks given to partners from the NC Sectt.

· Study of the guidelines developed for the SGP, India

· Develop an impact report for 2-3 projects based on the niche of SGP in each cases

· The RPA will undergo a field visit to a SGP project in her/his respective region accompanied by the Regional coordinator, the National Coordinator or a Project Officer and submit a feedback report on the visit.

