Guidelines for Vocational Training Providers (VTPs) 
to Impart Skills under SDI

1. All the VTPs should strictly follow the guidelines/directions issued by DGE&T, GoI regarding conduct of MES courses. These guidelines and other relevant information are available on the web site of DGE&T: www.dget.nic.in/mes.
2. All the VTPS should  also follow the guidelines/directions issued by the Department of Technical Education & Industrial Training, Punjab for imparting training in the MES courses under SDI scheme from time to time.
3. The details of the various courses running in the approved Govt. and Private VTPs have been uploaded on the web site of the Department. www.dtepunjab.gov.in/sdi/mes. The concerned VTPs should stick to only those courses which have been registered and uploaded. In case of any discrepancy, the affected VTP should contact the SDI cell at the HQ at 0172-5022371, Email.  ditpbsdi@yahoo.in.
4. All the VTPs should earmark a minimum of 20hours and a maximum of 30 hours per week per batch for imparting training for any MES course. The training hours of the MES courses must not clash with the training hours of the regular courses/trades. 
5. All the VTPs should prepare a weekly Time Table in advance for imparting training in the MES courses. A copy of the Time Table should be sent to the SDI cell ( Directorate) and should also be uploaded on the web site of the VTP. A copy may also be displayed prominently on the Notice Board of the VTP for the information of the students and the general public. A sample weekly time table is uploaded on the web site of the Department.
6. The maximum batch size for Manufacturing sector is 20 and 30 for agriculture, allied and service sectors. Minimum batch size will be 50% of maximum. But, if some VTPs want to have larger batches they may apply to competent authority with full justification. The request to be decided after inspection to ensure availability of necessary training infrastructure. 
7. The admission cycle of the registered MES courses has been prepared and is uploaded on the website. For the courses with duration from 60 hours to 480 hours, the admission cycle has been defined as Monthly (1), Bimonthly (2), Quarterly (3), Every Four Months (4), Six Monthly(5), Annually (6).Admission year would be financial year. Admission should be made according to following table:

	Duration of Course in Hours

	Admission Cycle
	Admission Month

	  upto 90
	 Monthly
	Every Month.

	90-120
	Bi-Monthly
	April, June, August, October, December & February.

	150-180
	Quarterly
	April, July, October and January.

	210-270
	4 Monthly
	April, August, December.

	300-480
	Six Monthly
	April and October.

	More than 480
	Yearly
	April.


         
8. All the VTPs can also advertise their admission schedule and invite applications for imparting of the training in Registered MES courses.
9. All the VTPs should observe the following to send the requisite information about MES courses to the SDI Cell and the Nodal ITIs:

a. Admission schedule should be advertised at least two week before the start of the training and the information about the dates should be provided to the SDI Cell and Nodal ITI. Admission should be made before the starting date of the course; 
b. The Reservation policy of the State Govt. should be followed strictly;
c. The information about the details of the students admitted in each batch should be submitted with in 3 days starting the course by email to the respective Nodal ITI and the SDI cell. The training should start on the first working day of month (Month depends on the admission cycle of the course). No admission should be allowed after start of the course;
d. The details of the trainees admitted in each MES course in a particular admission cycle submitted to the Nodal ITI and SDI cell will be the basis of the assessment by the Assessing Body. No trainee over and above the number already intimated will be assessed by the Assessing Body; and
e. In case the details of the admitted and/or assessed trainees in a particular course are not sent to the Nodal ITI and SDI cell within the stipulated time, the VTPs will not be able to make admissions in the next admission cycle of that particular MES course. If a VTP violates these directions and still does the admission, the assessment will not be done by the Assessing Body. If because of any reason, the assessment is got conducted by the VTP by hiding the facts or by distortion of facts, the reimbursement claims will not be sent to the SDI Cell by the Nodal ITI. For this violation, the action will be initiated to deregister the VTP per the procedure laid by the DGE&T, GoI.

10. All the Govt. ITIs should follow the instructions/guidelines issued by the Department regarding utilization of funds provided under the scheme by the Deptt. or the funds made available to the ITIs by way of the reimbursement from the RDAT. 
11. In case of the Govt. Polytechnics/Govt. promoted Engg. Colleges, the instructions/guidelines issued by the Technical Education Wing of the Department regarding utilization of the funds should be followed.
12. All VTPs should take action on the following points as desired by DGE&T, GoI vide its letter No. DGET-7/24/2006-MES/IS dated 20.4.10
a. Prepare an Annual Action Plan, indicating the physical targets and requirement of financial resources. (Form of Annual Training Plan is available on the Web Site of DGE&T www.dget.nic.in/mes/forms.htm);
b. Prepare Training Calendar accordingly for training the people according to the requirement of the industry;
c. Ensure 100% placement immediately after the training/assessment/certification is over;
d. Communicate to the concerned Nodal ITI/SDI Cell/ RDAT, the names, details of trainees, course, start date and completion date before commencing the training. The SDI Cell will allot a training batch number on the basis of which assessment, certification and reimbursement of cost of training and assessment will be made and
e.  Ensure that all the trainees who pass the competency test are placed within a month and VTP will communicate the placement status with the address of the company, its contact numbers, e-mail id etc. and the salary etc. of the trainee to the SDI Cell and RDAT. 

13. Each VTP is to submit the detailed information on the 34 column Performa about the MES Courses started by it to the Nodal ITI and SDI Cell on regular basis. 
14. Admission form may be downloaded from web site www.dget.nic.in/mes/forms.htm and its photo copies should be provided free of cost to the admission seekers.
15. All the Principals /In-charges should tie-up with the industry for better placements and results.
16. The principals/Head of the Institutes should review the selected course/courses in the light of local demand and industry survey and if required may change the course.
17. There are different level courses in various sectors viz first level, second level and third level. To go to second level course, the trainee must pass first level course, and likewise to go to third level course, the trainee must pass second level course. Therefore, the eligibility of trainee should be checked before making admissions. The eligibility considered for admissions may be checked at website www.dget.nic.in/mes/annex4.pdf.
18. DGE&T has exempted the candidates who have passed the National trade Certificate (NTC), Craftsman Training Scheme (CTS), Centre of Excellence National Apprenticeship Certificate (NAC) and Diploma/Degree in Engineering from appearing in relevant level-I MES course with minimum educational qualification and the candidates who possess minimum educational qualification with minimum 3 years experience in relevant trade, should be allowed directly to appear in the advanced level-II MES course examination vide letter No.DGE&T-2/2/2007-MES/IS dated 16-2-2008.

ANNEUXRE-I
Sample Weekly Time Table for MES Courses under SDI Scheme

	SN
	Day
	Morning Hours
	Evening Hours
	Night Hours

	
	
	o6.30 Hrs to 08.30 Hrs
	17.30 Hrs to 19.30 Hrs
	19.30 Hrs to 22.00 Hrs

	1
	MON
	Course Code
	Course Code
	Course Code

	
	TUES
	Course Code
	Course Code
	Course Code

	
	WED
	Course Code
	Course Code
	Course Code

	
	THU
	Course Code
	Course Code
	Course Code

	
	FRI
	Course Code
	Course Code
	Course Code




ANNEUXRE-II
Sample Time Table for Training on Saturdays and Sundays

	
	06.30 to 08.30
	08.30 to 10.30
	10.30 
to 
12.30
	12.30 to 14.00
	14.00 to 16.00
	16.00 to 18.00
	18.00 to 20.00
	20.00 to 22.00


	SAT
	Course Code
	Course Code
	Course Code
	Lunch
	Course Code
	Course Code
	Course Code
	Course Code

	SUN
	Course Code
	Course Code
	Course Code
	Lunch
	Course Code
	Course Code
	Course Code
	Course Code




