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From the Director General and the Course Team…… 

21
st
 May, 2018 

Dear Officer Trainee,  

The Director General and the Course Team extend a very warm welcome to all the Officer 

Trainees. 

It is significant to note that this is the first batch Group-I Service Officers who are recruited 

after the formation of Telangana state, and therefore, the need to sensitise the Officer Trainees on the 

issues and initiatives relavant to the new State. 

The Foundation Course is designed to help the Officer Trainees to make a succesful 

transition from the academic world of Colleges and Universities to the structured system of 

Government.  Some  of you in the Foundation Course have already completed this transition, as you 

have already been in the field  for sometime.  However, nothing takes away the fact that the 

Foundation Course is one of the most memorable periods in the lives of Government Servants. For 

one, it is a celebration of your life in the State Civil Services in the company of officer trainees from 

a cross section of the services and not just your own service and a unique opportunity to appreciate 

the common thread that binds the all departments in the State. Very  importantly, officers reminisce 

with great nostalgia the cherished memories in the Institute, in the company of a new group of people 

from various departments  who became their life-long friends.  

The Course would combine formal classroom teaching on a variety of subjects and several 

extra-curricular activities, details of which are available further ahead in this manual. We would 

endeavour to make your Course experience most stimulating, joyful and memorable. We, in turn 

expect you to be a keen learner and an active participant. We are confident that you would display 

the core values of the Government Service and set new benchmarks through your demeanour and 

conduct. We would urge you to go through the Course Manual in order to familiarize yourself with 

the broad outlines of the course and the expectations of the Institute from you.  

Wishing all the very best to all the Trainees and hoping that they will enjoy their stay at  

MCR HRDIT during the Foundation Course. 

 

 
Sri B.P. Acharya, IAS 

Director General & EO Spl. CS to Govt. 

                                                                                                                   

With best wishes, 

                                                                                       

Director General & Course Team 
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INTRODUCTION 

 

COURSE OBJECTIVES 

 
 To   orient   Officer   Trainees   to   the 

administrative, social, economic and 

political environment in the State and 

country. 

 To make Officer Trainees aware of the 

challenges and opportunities within the 

Government Service. 

 To promote overall development of 

personality traits i.e; intellectual, moral, 

physical   and aesthetic   of the   Officer 

Trainees. 

 To foster greater coordination among 

members of different Departments by 

building esprit de corps. 
 

 

At the end of the Foundation Course, a trainee 

will be able to: 
 

 

 Have an appreciation of the principles of 

good governance and their application to 

meet the needs of citizens of India. 

 Have    greater   appreciation   of   the 

interrelationship between the administrative 

and political, economic, social environment 

and the implications of governmental action 

on the nation's socio- economic system. 

 Display    basic    administrative    skills, 

knowledge and competencies required for 

their job. 

 Apply to administrative situations, concepts 

from the field of economics, law, 

management, public administration, 

political & constitutional theory and 

information and communication technology 

(ICT). 

 Work in coordination with others and imbibe 

the esprit de corps of the Departments. 

 Exhibit    appropriate    values,    ethical 

standards, norms of behaviour and personal 

conduct becoming of a Government 

Servant. 

 Appreciate the State’s rich traditions, history, 

culture and diversity. 
 

 Develop a well-rounded personality by 

participation in extra-curricular activities. 
 

 Imbibe the spirit of physical fitness to 

maintain a healthy body and mind. 

 

OUR COMMITMENT 

 
 To provide exposure to the best possible 

teaching material and resource persons to 

facilitate the Trainee’s professional, 

intellectual and emotional growth. 
 

 To be responsive to the Trainee’s needs and 

aspirations. 
 

 To be impartial, principle-centred and value-

driven. 

 

COURSE DESIGN 
 

 

The course is designed in a manner so as to 

achieve the objectives outlined by arranging a 

combination of academic, outdoor and extra-

curricular activities.   The Institute intends to 

equip each of the Officer   Trainees with a core 

set of values,   skills   and   knowledge   that   

help them in their respective careers. They will 

be provided training inputs useful in 

understanding the basic concepts of governance 

and rules and regulations, necessary for effective 

performance in government. Along with this, the 

OTs will be assisted to acquire and develop 

personality traits and requisite attitudes necessary 

for effective functioning. 
 

A) ACADEMIC INPUTS 
 

Academic inputs in the Foundation Course 

would largely be covered under 8 broad heads. 

They are: 

1) Telangana History , Culture & Orientation 

2) Public Administration, Governance, 

Environmental Studies , Media Relations & 

Ethics 

3) Financial Management in the Government 

and Public Accountability (FMG&PA)  

4) Law  & Legal Matters (L&LM) 

5) Personality Development & Behavioral 

Management (PD&BM)  

6) Service Matters & Office Procedures 

(S.M.& O.P) 

7) Information and Communication 

Technology (ICT) 

8) Languages 
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In  Telangana History , Culture & 

Orientation, the trainees will be provided 

inputs on History and Culture of the State with 

a view to orient them towards the 

responsibilities to the new State by 

emphasizing on the aspects which have 

administrative significance.  

 

In Public Administration, Governance, 

Environmental Studies , Media Relations & 

Ethics, the trainees will be introduced to the 

structure of bureaucracy, the new challenges 

before it, basic administrative skills, time 

management, media management, delegation, 

conduct of meetings, presentation skills, report 

writing, and provided exposure to different 

areas of governance such as social sector, rural 

development, agriculture, science and 

technology, biotechnology, PDS, ethics, role of 

audit, social audit, budgeting, conduct   rules, 

disciplinary proceedings, disaster/crisis 

management, role of NGOs, people’s 

participation in governance, etc. Special 

emphasis will be given to experiments in 

innovations in governance, e-governance, BPR, 

PPP, etc. It will be our endeavour to sensitize 

the OTs on issues relating to gender, weaker 

sections, differently abled people and human 

elements in administration, etc. 

 

In Financial Management in the 

Government and Public Accountability 

(FMG&PA), basic tools of economic analysis 

would be covered along with an exposure to 

some of the fundamental issues in different 

sectors of our economy. There will be special 

emphasis upon the new challenges and 

opportunities in a globalized economy, etc. 

 

In Law  & Legal Matters (L&LM), Officer 

Trainees will be exposed to the concepts of rule 

of law, principles of natural justice, substantive 

and procedural laws of the land-IPC, Cr.PC, 

CPC, Indian Evidence Act, legal structure, etc., 

which form the basis for all governmental 

function. 

 

For developing managerial skills among 

Officer Trainees, in the Personality 

Development & Behavioral Management 

(PD&BM) module, emphasis would be upon 

learning of management techniques and 

methodologies as are relevant in public 

administration. These will cover areas like 

leadership, motivation, team building, self-

awareness, communication, quantitative 

techniques, data analysis, project management, 

financial management, TQM, introduction to 

Six Sigma,  etc. 

 

In Financial Management in the 

Government and Public Accountability 

(FMG&PA), basic tools of economic analysis 

would be covered along with an exposure to 

some of the fundamental issues in different 

sectors of our economy. There will be special 

emphasis upon the new challenges and 

opportunities in a globalized economy, etc. 

 

In Service Matters & Office Procedures 

(S.M.& O.P) module the officer Trainees will 

be exposed to office procedures, noting & 

Drafting, Fundamental Rules, State & Subordinate  

Service Rules, Conduct  Rules, Purchase Procedures & e- 

Procurement etc. 
 

In Information Technology, the effort is to 

ensure that by the end of the Course, all OTs 

have adequate skills in basic computers. We 

will also endeavour to expose trainees to e-

Governance initiatives of various Government 

departments. 
 

In Languages, the Officer Trainee’s 

proficiency levels in Telugu & English 

languages will be assessed and necessary 

support will be extended. 
 

MODULES, SESSIONS & TIMINGS 

 

Academic sessions are being planned as 

follows: 
 

 

Sl.

No 
Subject 

No. of 

Sessions 

1 
Telangana History , Culture & 

Orientation 
4 

2 

Public Administration, 

Governance, Environmental 

Studies , Media Relations & 

Ethics 

40 
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3 

Financial Management in the 

Government and Public 

Accountability (FMG&PA) 

15 

4 
Law  & Legal Matters 

(L&LM) 
22 

5 

Personality Development & 

Behavioral Management 

(PD&BM) 

15 

6 
Service Matters & Office 

Procedures (S.M.& O.P) 
20 

7 ICT 10 

8 Language 15 

 

Each class will be of 60 minutes duration. The 

session plan for each day will be as follows: 

 

0 Session 

(PT)/AoL 
: 06:00 am to 7:00 am 

I Session : 09:30 am  - 10:30 am 

Biological 

Break 
 10:30 am-10:40 am 

II Session : 10:40 am– 11:40 am 

Tea Break : 11:40 am– 12:00noon 

III Session : 12:00 noon – 01:00pm 

Lunch Break  01:00pm- 02:00 pm 

IV  Session  02:00 pm – 03.00 pm 

Tea Break  03.00 pm-03.15 pm 

V Session : 03.15 pm – 04.15 pm 

Biological 

Break 
 04:15 pm -04:25 pm 

VI Session : 04:25 pm – 05:25 pm 
 

 

Apart from the above sessions, there will be 

pre-dinner sessions occasionally. 

 

READING MATERIAL 

 

Background reading material has been provided 

for all subjects except ICT.   An attempt has 

been made to provide the reading material as 

per the topics to be covered during the course. 

These are also meant to reinforce the class 

inputs. Some of the modules / lectures may also 

be supplemented by handouts. The PPTs given 

by speakers will be available online and you 

can access them on the Institute website.  

 

 

 

 

 

BOOK REVIEW 

 

Officer Trainees will be required to critically 

review a non-fiction book and present a write-

up in about 1500-2000 words. A list of books 

will be made available to you, out of which you 

are required to select a book of your choice and 

review it. Detailed instructions in this regard 

will be issued separately.  

 

FEEDBACK 

 

It is our constant endeavor to provide you with 

the best possible academic inputs. We value your 

opinion and look forward to your feedback which 

will help us improve our inputs    continually. All 

the Officer Trainees are expected to record their 

feedback for academic sessions in electronic 

format using the username and password 

provided for the purpose. Your evaluation of the 

academic sessions must be compulsorily filled in 

by you by the end of the day. We request you to 

fill in the online feedback form (at 

http://www.mcrhrdi.gov.in/group1-2018/) in a 

responsible and constructive manner. Providing 

regular feedback is an index of your commitment 

to the course and goes a long way in enriching its 

quality. The regularity and sincerity in giving 

feedback will form an integral part of Director 

General’s Assessment. 

 

B) NON-ACADEMIC INPUTS 
 
 

PHYSICAL TRAINING 
 

 

Attainment of 

physical fitness is an 

essential element of 

an officer’s 

personality. The 

Course will introduce 

you to the world of physical wellbeing with a 

view to ensure that it becomes a part of your 

daily make-up for the rest of your life.  A 

healthy mind in a healthy body is what we 

would like to strive 

for.  
 

The day begins with 

http://www.mcrhrdi.gov.in/group1-2018/
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PT/Meditation/Yoga from 6.00am – 7.00am 

(on all working days). The Officer Trainees 

shall report for morning activity at 5.55 am.  

Absence will be treated on par with absence 

from classroom activities. Those who are 

seriously incapacitated by reason of any 

injury/high fever etc. which prevents movement 

to the morning activity, shall explain their 

problem and seek exemption in advance. Post 

facto medical leave shall not be allowed.  
 

 

VILLAGE VISIT/FIELD VISITS 
 

India lives in her villages. Mahatma Gandhi’s 

words ring resoundingly true today also. But, it 

is also a fact that majority of the poor also 

continue to reside in the rural areas.  

The village visit is an important component of 

the Foundation Course. It exposes the OTs not 

only to the realities of rural Telangana through 

a structured study of a village, but also provides 

them an opportunity to stay in villages and 

interact intensively with the rural populace to 

understand and appreciate their concerns and 

priorities. 

Through Field Visits the OTs will be  exposed 

to experiential learning by witnessing the 

flagship programs of Telangana State viz. 

Mission Bhagiratha, Mission Kakathiya, 

Haritha Haram, Collectrate and District  

Offices, T- HUB, TS –I Pass, E – Seva, M- 

Seva, GHMC etc.. 

On return, OTs will submit individual as well 

as group reports about the activities, findings 

and recommendations.  

 

 

 

 

 

 

 

 

 

 

BLOOD DONATION CAMP 
 

 

A Blood Donation Camp will be organized 

during the Course. All Officer Trainees are 

exhorted to donate blood and contribute to the 

humanitarian cause of voluntary blood 

donation.  

 

 

 

 

 

 

 

 

 

CULTURAL ACTIVITIES 
 

 

There will be a number of cultural activities 

during the Course. Eminent artistes would be 

invited by the Institute to give performances. 

Besides, the Officer Trainees will also organize 

cultural programs to showcase their talents.  

 

 

 

 

 

 

 

 

 

 

 

 

 

CLUBS  
 

A range of indoor and outdoor activities are 

available to Officer Trainees that are organized 

through various Clubs. The elected 

representatives of the Officer Trainees, under 

the overall guidance of 

the Director General's 

nominees, would run 

the Clubs. The 

activities of the Clubs 

provide an excellent 

medium to the Officer Trainees for self-

expression and self-development. These 

activities not only enrich the Institute's campus 

life but also activate 

every Officer 

Trainee's desire for 

creative expression. 

All Officer Trainees 

are expected to 
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actively participate and make full use of the 

facilities, according to their tastes and 

disposition. The Institute places great emphasis 

on organizing and participating in these 

activities and they form an important basis for 

the end-of –the -Course Director General’s 

Assessment. You will be briefed separately 

about the activities of the Clubs. Prizes will be 

distributed to the winners of all the 

competitions conducted by various Clubs. 

 

Detailed information about the Clubs and the 

list of DG’s nominees is given in Annexure – I 

 

 

 

 

 

 

 

 
 

 

 

 

OUR EXPECTATIONS 
 

 Punctuality: We believe that punctuality 

forms the basic fulcrum around which 

discipline revolves. It is expected that you will 

reach the venue of any scheduled event, 

academic or otherwise, ten minutes ahead of 

time and will be seated in your allotted place 

at least five minutes before the event. This is 

our first expectation from you and we hope 

that you will not give us any occasion to 

remind you again during the Course.  
 

 Behavior: The Institute expects from every 

Officer Trainee, the highest standards of 

behavior and decorum befitting an officer - 

both inside and outside the Institute. We 

expect you to be courteous and well-

mannered towards each other, the Institute 

staff and the faculty. Officer Trainees must 

ensure that their behavior towards Officer 

Trainees of the opposite sex is beyond 

reproach.  
 

 Participation: This is your Course. What 

you get out of it depends a good deal on 

what you put into it. The Course Team 

would like you to participate fully in all the 

activities that make up the Course. We 

would be happy to know of bottlenecks, if 

any, or where you see a possibility for 

further improvement. When you participate 

in classroom discussions, we expect you to 

be polite and considerate to all others 

present. The entire range of activities at the 

Institute are an integral part of the Course 

and Officer Trainees are required to take 

active part in all of them.  
 

 

 Discipline: Discipline is non-negotiable. As 

Govt Servants, a strict code of conduct and 

norms of behavior bind each of us. We 

expect you to follow the code of conduct and 

these accepted norms in letter and spirit and 

set the highest standards for yourselves. 

Consequences and penalties arising from 

indiscipline, lack of punctuality, discourteous 

behavior, violation of course guidelines and 

inappropriate conduct will be most severe. 
[ 

 Attire: We expect you to be appropriately 

attired for every occasion. The details about 

what constitutes proper attire are given at 

Annexure III (Shishtachar). 
 

 Maturity, Creativity and Empathy: Above 

all, we expect Officer Trainees to behave like 

mature individuals and be empathetic. A 

mature person does not indulge in deviant or 

self- destructive behavior. He/ She does not 

burn up in anxiety. He/ She neither resents 

authority nor does he/she becomes 

overbearing when he/she is in a position of 

power. In short, mature persons are balanced 

people who are an asset to any organization. 

Creativity is that spark which improves all 

human endeavour and makes that critical 

difference between the great and merely 

good. We hope that you will contribute 

creatively to all activities and raise the 

standard of the course. Above all, an officer 

is expected to excel and constantly strive 

towards setting higher benchmarks. We 

expect these qualities related to the head and 

heart from each and every OT. 
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GUIDELINES FOR CONDUCT 
 

GENERAL CONDUCT 
 

 Residence in the campus is compulsory. 

Spouses, friends or relatives of the Officer 

Trainees will not be permitted to stay on 

campus under any circumstances. Violation 

of this will be considered as an act of gross 

indiscipline.  
 

 Officer Trainees should not play loud music 

in their rooms or speak loudly in lounges or 

corridors.  
 

 Keeping or consuming alcoholic drinks in 

hostel rooms is not permitted. Misconduct 

in an inebriated state will invite expulsion 

from the course and action under Conduct 

Rules. 

 Smoking is prohibited in the Institute 

premises. 

 Officer Trainees are not permitted to keep 

private vehicles in the Institute. 
 

 Personal firearms are strictly prohibited on 

campus.  

 Mobile phones are not allowed in the 

academic area. Any mobile found in 

possession will be confiscated and penalties 

imposed. 

 Institute places great importance on 

integrity and ethical conduct. Any 

dereliction during examination, quizzes and 

written assignments will attract 

consequences.  

 

CONDUCT IN CLASS 

 
 

 Officer Trainees will be assigned specific 

seats in the respective lecture halls. Each 

Officer Trainee is expected to occupy only 

the assigned seat before the session 

commences. Attendance would be taken in 

accordance with the seating arrangement 

apart from biometric attendance. 
 

 

 The Institute encourages freedom of 

expression and diverse viewpoints. Alert 

and active participation in classroom 

sessions is encouraged and expected. 

Politeness in discussions is the expected 

hallmark of an officer. You are expected to 

listen carefully to the views of others and 

raise your hand to be called upon by the 

presiding officer, before making any points 

of your own. Officer Trainees are also free 

to meet faculty members after the class to 

seek any further clarification. 

 

IDENTITY CARDS 
 

 

 Officer Trainees are issued identity cards 

for the duration of the course they attend. 

This identity card has to be carried by the 

Officer Trainees at all times on the campus 

as well as during outdoor visits. 
 

 It is compulsory to display the cards during 

working hours, in classes, in the dining area 

and on all formal occasions in the Institute. 

 

LEAVE & ABSENCE 
 

 

 All course activities, including Morning 

Activity are compulsory. No Officer 

Trainee shall absent himself/herself from 

any of these activities.  

 Course activities have been designed in a 

seamless manner in which they merge into 

each other. Therefore, it would not be 

possible to grant any leave during the 

Course. Requests for leave will not be 

entertained. 
 

 All Officer Trainees are required to reside 

on campus during the entire duration of the 

Foundation Course. No Officer Trainee 

shall leave the Institute without obtaining 

prior written permission from the course 

authorities, even on holiday’s or weekends. 
 

PENALTIES 
 

 

 We are confident of full participation by the 

trainees in all activities of the Course. Any 

absence without explicit permission would 

be treated as "unauthorized absence from 

duty" and will be dealt with as per rules. The 

range of penalties (which may be imposed), 

may be either in the form of negative 

marking, as prescribed, or under the 

Conduct Rules relating to conduct and 

discipline or both. We sincerely hope that no 

occasion would arise, which would compel 




