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Category of Officers Grade Course Caption of the Training

Duration

(Days)

Induction Training ( Mandatary) 10

1. Introduction of Accountability & Good Governance 01

2. Postive Thinking & Personality Development 01

3. Benefits & Previllages of Public Officers 01

4. Leadership & Team Building 01

5. Time Management & Motivation 01

6. Office System & File Maintenanace 01

7. Official Letter Writing & Minute Writing 01

8. Introduction of Establishment Code 03

9. Disciplinary Procedures 03

10. Salary Convertion 03

11. Pention Proceders 03

12. Prepration of Service Minute and SOR 03

13. Record Management 01

14. Report Writing Skills 01

15. Vehicle Administration & Maintenance 02

16. Introduction to Public Finance & Financial Regulations 03

17. Government Payroll System 05

18. CIGAS 05

19. Store Management 02

20. Assets Management 01

21. Accural Basis Accounting 01

22. Checking & Control of Expenditure 01

23. Internal Audit Techniques & Guidelines 01

24. Accounting Practies in Local Government 02

25. Maintenance of Bank Accounts 01

26. Contract Administration 02

27. Budgetary Process 02

28. Board of Survey, Lossess & Write - off 01

29. Introduction to Adjudication & Arbitration 02

30. Basic Procurement Procedures 03

 Title of Trainings for Development Officers - Grade III                                                        

Soft Skills 

Development

Administration

Financial 

Management

Development Officers III

,izg;G - 01

1



Category of Officers Grade Course Caption of the Training

Duration

(Days)

 Title of Trainings for Development Officers - Grade III                                                        

31. Project Planning,Prepration, Monitoring & Evaluation 03

32. Project Proposal Writing 02

33. Log Frame Approach 03

34. Field Level - Monitoring Aspects 01

35. Effective Communication in English 03

36. Official Letter Writing & Minute Writing in English 02

37. Report Writing Skills in English 02

38. Report Writing Skills in Sinhala 02

39. Transilation Skills ( Tamil to English & English to Tamil) 02

40. Transilation Skills ( Tamil to Sinhala & Sinhala to Tamil) 02

41. Conversation in Sinhala 03

42. Basic Computer Skills 02

43. Technique in MS Office 02

44. Data Base Management System 02

45. Graphic Designing 02

46. Networking & System Administration 02

47. Introduction of  Internet & Email 01

48. Designing Slide for Presentation 03

49. Introduction to Constitution of Sri Lanka 02

50. Powers & Functions of Provincial Council System 02

51. Introdution of RTI Act 01

52. Introduction of Human Rights 01

53. Introduction to Local Government Act 02

Other 54. Any Other Relevant Subject Matters 20

Total 135

Language

ICT

Legal

Planning

Development Officers III

2



Category of Officers Grade Course Caption of the Training

Duration

(Days)

1. Productivity & Quality Improvement 01

2. Office Correspondent Skills 01

3. Managing Disputes in Work Place 01

4. Event Management 01

5. Postive Thinking & Personality Development 01

6. Leadership & Team Building 01

7. Time Management & Motivation 01

8. Establishment Code I, II & Procedural Rules 03

9. Disciplinary Procedures 03

10. Salary Convertion 03

11. Pention Proceders 03

12. Prepration of Service Minute and SOR 03

13. Record Management 01

14. Report Writing Skills 02

15. Vehicle Administration & Maintenance 02

16. Introduction to Public Finance & Financial Regulations 02

17. Government Payroll System 04

18. CIGAS 04

19. Store Management 02

20. Assets Management 01

21. Accural Basis Accounting 01

22. Checking & Control of Expenditure 01

23. Internal Audit Techniques & Guidelines 01

24. Accounting Practies in Local Government 02

25. Maintenance of Bank Accounts 01

26. Contract Administration 02

27. Budgetary Process 02

28. Board of Survey, Lossess & Write - off 01

29. Introduction to Adjudication & Arbitration 02

30. Basic Procurement Procedures 03

 Title of Trainings for Development Officers - Grade II 

Development Officers II

Soft Skills 

Development

Administration

Financial 

Management
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Category of Officers Grade Course Caption of the Training

Duration

(Days)

 Title of Trainings for Development Officers - Grade II 

31. Prepration of Concept Paper 02

32. Analysis of Projects 02

33. Log Frame Approach 02

34. Development Planning 02

35. Strategic Planning 01

36. Effective Communication in English 03

37. Official Letter Writing & Minute Writing in English 02

38. Report Writing Skills in English 02

39. Report Writing Skills in Sinhala 02

40.Transilation Skills ( Tamil to English & English to Tamil) 02

41.Transilation Skills ( Tamil to Sinhala & Sinhala to Tamil) 02

42. Conversation in Sinhala 03

43. Basic Computer Skills 02

44. Technique in MS Office 02

45. Data Base Management System 02

46. Graphic Designing 02

47. Networking & System Administration 02

48. Introduction of  Internet & Email 01

49. Designing Slide for Presentation 03

50. Introduction to Constitution of Sri Lanka 01

51. Powers & Functions of Provincial Council System 01

52. Introdution of RTI Act 01

53. Introduction of Human Rights 01

54. Introduction to Local Government Act 02

Other 55. Any Other Relevant Subject Matters 15

Total 116

Development Officers II

Planning

Language

ICT

Legal
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Category of Officers Grade Course Caption of the Training

Duration

(Days)

1. Productivity & Quality Improvement 01

2. Emotional Welbeings & Managing Stress 01

3. Managing Disputes in Work Place 01

4. Postive Thinking & Personality Development 01

5. Leadership & Team Building 01

6. Time Management & Motivation 01

7. Establishment Code I, II & Procedural Rules 02

8. Disciplinary Procedures 03

9. Salary Convertion 03

10. Pention Proceders 03

11. Prepration of Service Minute and SOR 03

12. Record Management 01

13. Report Writing Skills 02

14. Vehicle Administration & Maintenance 02

15. Financial Internal Control Measures 02

16. Government Payroll System 04

17. CIGAS 04

18. Store Management 02

19. Assets Management 01

20. Accural Basis Accounting 01

21. Interduction of Accounting Packages 01

22. Internal Audit Techniques & Guidelines 01

23. Accounting Practies in Local Government 02

24. Maintenance of Bank Accounts 01

25. Contract Administration 02

26. Budgetary Process 02

27. Board of Survey, Lossess & Write - off 01

28. Introduction to Adjudication & Arbitration 02

29. Basic Procurement Procedures 03

 Title of Trainings  for Development Officers - Grade I 

Development Officers I

Soft Skills 

Development

Administration

Financial 

Management

5



Category of Officers Grade Course Caption of the Training

Duration

(Days)

 Title of Trainings  for Development Officers - Grade I 

30. Needs for Macro Economics 02

31. Introduction Of Project Management 02

32. Land Use Planning 02

33. Logistics Service Chain Management 03

34. Cross cutting issues of Development 02

35. Effective Communication in English 03

36. Official Letter Writing & Minute Writing in English 02

37. Report Writing Skills in English 02

38. Report Writing Skills in Sinhala 02

39.Transilation Skills ( Tamil to English & English to Tamil) 02

40.Transilation Skills ( Tamil to Sinhala & Sinhala to Tamil) 02

41. Conversation in Sinhala 03

42. Basic Computer Skills 02

43. Technique in MS Office 02

44. Data Base Management System 02

45. Graphic Designing 02

46. Networking & System Administration 02

47. Introduction of  Internet & Email 01

48. Designing Slide for Presentation 03

49. Introduction to Constitution of Sri Lanka 01

50. Powers & Functions of Provincial Council System 01

51. Introdution of RTI Act 01

52. Introduction of Human Rights 01

53. Introduction to Local Government Act 02

Other 54. Any Other Relevant Subject Matters 15

Total 117

Language

ICT

Legal

Development Officers I

Planning

6



Category of Officers Grade
Duration

(days)

(1) Procurement of Goods & Works 03

(2) Contract Administration (SBD 3) 03

(3) UDA Regulations 02

(4) Municipal & Urban Council Ordinance, Pradeshiya Sabha act 02

(5) Quality Control in Earth Work 02

(6) Quality Control in Concrete Works 03

(7) Quality Control in Other Irrigation related Works 02

(8) Quality Control in Other Road related Works 02

(9) Quality Control in Other Buildings related Works 02

(10) Surveying & Leveling 05

(11) Maintenance of Irrigation Schemes & Flood Control 02

(12) Maintenance of Roads 02

(13) Stores Management and Vehicle & Machinery maintenance 02

(14) Design of Building Structures 03

(15) Design of Irrigation Structures 02

(16) Design of Highway and Road Structures 02

(17) Design of Electric Circuit 02

(18) Design of Water Tank, Septic Tank, Socage Pit etc. 02

(19) Preparation of Quantity Sheets and Estimates 02

(20) Preparation of Rate Analysis 02

(21) Preparation of Drawings for civil works 05

(22) Waste Management 02

(23) Architectural design concepts in Building Construction 02

(24) Environmental Management 02

(25) Rainwater harvesting 02

(26) Any Other Relevant Subject Matters 10

70

Title of Trainings for Technical Officers & Draughtmen

Caption of the Training

Learning the basics of Grade  III
Technical Officers & 

Draughtmen

Total 7



Title of Trainings for Technical Officers & Draughtmen

Category of Officers Grade
Duration

(days)

(1) Procurement of Goods & Works 03

(2) Contract Administration (SBD 3) 03

(3) UDA Regulations 02

(4) Municipal & Urban Council Ordinance, Pradeshiya Sabha act 02

(5) Quality Control in Earth Work 02

(6) Quality Control in Concrete Works 03

(7) Quality Control in Other Irrigation related Works 02

(8) Quality Control in Other Road related Works 02

(9) Quality Control in Other Buildings related Works 02

(10) Surveying & Leveling 05

(11) Maintenance of Irrigation Schemes & Flood Control 02

(12) Maintenance of Roads 02

(13) Stores Management and Vehicle & Machinery maintenance 02

(14) Design of Building Structures 03

(15) Design of Irrigation Structures 02

(16) Design of Highway and Road Structures 02

(17) Design of Electric Circuit 02

(18) Design of Water Tank, Septic Tank, Socage Pit etc. 02

(19) Preparation of Quantity Sheets and Estimates 02

(20) Preparation of Rate Analysis 02

(21) Preparation of Drawings for civil works 05

(22) Waste Management 02

(23) Architectural design concepts in Building Construction 02

(24) Environmental Management 02

(25) Rainwater harvesting 02

(26) Any Other Relevant Subject Matters 10

70

Caption of the Training

Refreshing the basics 

and learning practical 

oriented aspects of 

Grade  II
Technical Officers & 

Draughtmen

Total
8



Title of Trainings for Technical Officers & Draughtmen

Category of Officers Grade
Duration

(days)
(1) Procurement of Goods & Works 03

(2) Contract Administration (SBD 3) 03

(3) UDA Regulations 02

(4) Municipal & Urban Council Ordinance, Pradeshiya Sabha act 02

(5) Quality Control in Earth Work 02

(6) Quality Control in Concrete Works 03

(7) Quality Control in Other Irrigation related Works 02

(8) Quality Control in Other Road related Works 02

(9) Quality Control in Other Buildings related Works 02

(10) Surveying & Leveling 05

(11) Maintenance of Irrigation Schemes & Flood Control 02

(12) Maintenance of Roads 02

(13) Stores Management and Vehicle & Machinery maintenance 02

(14) Design of Building Structures 03

(15) Design of Irrigation Structures 02

(16) Design of Highway and Road Structures 02

(17) Design of Electric Circuit 02

(18) Design of Water Tank, Septic Tank, Socage Pit etc. 02

(19) Preparation of Quantity Sheets and Estimates 02

(20) Preparation of Rate Analysis 02

(21) Preparation of Drawings for civil works 05

(22) Waste Management 02

(23) Architectural design concepts in Building Construction 02

(24) Environmental Management 02

(25) Rainwater harvesting 02

(26) Any Other Relevant Subject Matters 10

70Total

Caption of the Training

Technical Officers & 

Draughtmen
Grade  I

Learning advanced 

techniques of 

9



Category of Officers Grade
Duration

(days)

(1) Procurement of Goods & Works 03

(2) Contract Administration (SBD 3) 03

(3) UDA Regulations 02

(4) Municipal & Urban Council Ordinance, Pradeshiya Sabha act 02

(5) Quality Control in Earth Work 02

(6) Quality Control in Concrete Works 03

(7) Quality Control in Other Irrigation related Works 02

(8) Quality Control in Other Road related Works 02

(9) Quality Control in Other Buildings related Works 02

(10) Surveying & Leveling 05

(11) Maintenance of Irrigation Schemes & Flood Control 02

(12) Maintenance of Roads 02

(13) Stores Management and Vehicle & Machinery maintenance 02

(14) Design of Building Structures 03

(15) Design of Irrigation Structures 02

(16) Design of Highway and Road Structures 02

(17) Design of Electric Circuit 02

(18) Design of Water Tank, Septic Tank, Socage Pit etc. 02

(19) Preparation of Quantity Sheets and Estimates 02

(20) Preparation of Rate Analysis 02

(21) Preparation of Drawings for civil works 05

(22) Waste Management 02

(23) Architectural design concepts in Building Construction 02

(24) Environmental Management 02

(25) Rainwater harvesting 02

(26) Any Other Relevant Subject Matters 10

70

Title of Trainings for Technical Officers & Draughtmen

Technical Officers & 

Draughtmen
Special

Learning advanced 

techniques of 

Total

Caption of the Training

10



Category of Officers Grade Course Caption of the Training
Duration

(Days)
Induction Training ( Mandotary) 10

1. Introduction of Accountability & Good Governance 01

2. Postive Thinking & Personality Development 01

3. Benefits & Previllages of Public Officers 01

4. Leadership & Team Building 01

5. Time Management & Motivation 01

6. Office System & File Maintenanace 01

7. Official Letter Writing & Minute Writing 01

8. Introduction of Establishment Code 03
9. Disciplinary Procedures 03

10. Salary Convertion 03

11. Pention Proceders 03

12. Prepration of Service Minute and SOR 03

13. Record Management 01

14. Report Writing Skills 01

15. Vehicle Administration & Maintenance 02

16. Introduction to Public Finance & Financial Regulations 03

17. Government Payroll System 05

18. CIGAS 05
19. Store Management 02
20. Assets Management 01
21. Accural Basis Accounting 01

22. Checking & Control of Expenditure 01

23. Internal Audit Techniques & Guidelines 01

24. Accounting Practies in Local Government 02

25. Maintenance of Bank Accounts 01

26. Contract Administration 02
27. Budgetary Process 02

28. Board of Survey, Lossess & Write - off 01

29. Introduction to Adjudication & Arbitration 02

30. Basic Procurement Procedures 03

Management Service

 Officers
III

 Title of Trainings for Management Service Officers - Grade III 

Soft Skills 

Development

Administration

Financial 

Management

11



Category of Officers Grade Course Caption of the Training
Duration

(Days)

 Title of Trainings for Management Service Officers - Grade III 

31. Principles of Planning 01

32. Identification of Projects 01

33. Introduction to Project Cycle 01

34. Field Level - Monitoring Aspects 01

35. Effective Communication in English 03

36. Official Letter Writing & Minute Writing in English 02

37. Report Writing Skills in English 02

38. Report Writing Skills in Sinhala 02

39.Transilation Skills ( Tamil to English & English to Tamil) 02

39.Transilation Skills ( Tamil to Sinhala & Sinhala to Tamil) 02

40. Conversation in Sinhala 03

41. Basic Computer Skills 02

42. Technique in MS Office 02

43. Data Base Management System 02

44. Graphic Designing 02

45. Networking & System Administration 02

46. Introduction of  Internet & Email 01

47. Designing Slide for Presentation 03

48. Introduction to Constitution of Sri Lanka 02

49. Powers & Functions of Provincial Council System 02

50. Introdution of RTI Act 01

51. Introduction of Human Rights 01

52. Introduction to Local Government Act 02

Other 53. Any Other Relevant Subject Matters 20

Total 130

Language

ICT

Legal

III
Management Service

 Officers

Planning

12



Category of Officers Grade Course Caption of the Training

Duration

(Days)

1. Productivity & Quality Improvement 01

2. Office Correspondent Skills 01

3. Managing Disputes in Work Place 01

4. Event Management 01

5. Postive Thinking & Personality Development 01

6. Leadership & Team Building 01

7. Time Management & Motivation 01

8. Establishment Code I, II & Procedural Rules 02

9. Disciplinary Procedures 03

10. Salary Convertion 03

11. Pention Proceders 03

12. Prepration of Service Minute and SOR 03

13. Record Management 01

14. Report Writing Skills 02

15. Vehicle Administration & Maintenance 02

16. Introduction to Public Finance & Financial Regulations 03

17. Government Payroll System 04

18. CIGAS 04

19. Store Management 02

20. Assets Management 01

21. Accural Basis Accounting 01

22. Checking & Control of Expenditure 01

23. Internal Audit Techniques & Guidelines 01

24. Accounting Practies in Local Government 02

25. Maintenance of Bank Accounts 01

26. Contract Administration 02

27. Budgetary Process 02

28. Board of Survey, Lossess & Write - off 01

29. Introduction to Adjudication & Arbitration 02

30. Basic Procurement Procedures 03

Management Service 

Officers
II

 Title of Trainings for Management Service Officers - Grade II 

Soft Skills 

Development

Administration

Financial 

Management

13



Category of Officers Grade Course Caption of the Training

Duration

(Days)

 Title of Trainings for Management Service Officers - Grade II 

31. Principles of Planning 03

32. Identification of Projects 02

33. Introduction to Project Cycle 03

34. Field Level - Monitoring Aspects 01

35. Strategic Planning 01

36. Effective Communication in English 03

37. Official Letter Writing & Minute Writing in English 02

38. Report Writing Skills in English 02

39. Report Writing Skills in Sinhala 02

40.Transilation Skills ( Tamil to English & English to Tamil 02

41.Transilation Skills ( Tamil to Sinhala & Sinhala to Tamil) 02

42. Conversation in Sinhala 03

43. Basic Computer Skills 02

44. Technique in MS Office 02

45. Data Base Management System 02

46. Graphic Designing 02

47. Networking & System Administration 02

48. Introduction of  Internet & Email 01

49. Designing Slide for Presentation 03

50. Introduction to Constitution of Sri Lanka 02

51. Powers & Functions of Provincial Council System 02

52. Introdution of RTI Act 01

53. Introduction of Human Rights 01

54. Introduction to Local Government Act 02

Other 55. Any Other Relevant Subject Matters 15

Total 119

Language

ICT

Legal

Management Service 

Officers
II

Planning

14



Category of Officers Grade Course Caption of the Training

Duration

(Days)

1. Productivity & Quality Improvement 01

2. Emotional Welbeings & Managing Stress 01

3. Managing Disputes in Work Place 01

4. Wastage Management 01

5. Postive Thinking & Personality Development 01

6. Leadership & Team Building 01

7. Time Management & Motivation 01

8. Establishment Code I, II & Procedural Rules 02

9. Disciplinary Procedures 03

10. Salary Convertion 03

11. Pention Proceders 03

12. Prepration of Service Minute and SOR 03

13. Record Management 01

14. Report Writing Skills 02

15. Vehicle Administration & Maintenance 02

16. Financial Internal Controll Measures 01

17. Government Payroll System 04

18. CIGAS 04

19. Store Management 02

20. Assets Management 01

21. Accural Basis Accounting 01

22. Interduction of Accounting Packages 01

23. Internal Audit Techniques & Guidelines 01

24. Accounting Practies in Local Government 02

25. Maintenance of Bank Accounts 01

26. Contract Administration 02

27. Budgetary Process 02

28. Board of Survey, Lossess & Write - off 01

29. Introduction to Adjudication & Arbitration 02

30. Basic Procurement Procedures 03

Management Service 

Officers
I

 Title of Trainings for Management Service Officers - Grade I 

Soft Skills 

Development

Administration

Financial 

Management

15



Category of Officers Grade Course Caption of the Training

Duration

(Days)

 Title of Trainings for Management Service Officers - Grade I 

31. Principles of Planning 02

32. Introduction Of Project Management 02

33. Strategic Planning 02

34. Logistics Service Chain Management 02

35. Cross cutting issues of Development 02

36. Effective Communication in English 03

37. Official Letter Writing & Minute Writing in English 02

38. Report Writing Skills in English 02

39. Report Writing Skills in Sinhala 02

40.Transilation Skills ( Tamil to English & English to Tamil) 02

41.Transilation Skills ( Tamil to Sinhala & Sinhala to Tamil) 02

42. Conversation in Sinhala 03

43. Basic Computer Skills 02

44. Technique in MS Office 02

45. Data Base Management System 02

46. Graphic Designing 02

47. Networking & System Administration 02

48. Introduction of  Internet & Email 01

49. Designing Slide for Presentation 03

50. Introduction to Constitution of Sri Lanka 02

51. Powers & Functions of Provincial Council System 02

52. Introdution of RTI Act 01

53. Introduction of Human Rights 01

54. Introduction to Local Government Act 02

Other 55. Any Other Relevant Subject Matters 15

Total 117

Language

ICT

Legal

Management Service 

Officers
I

Planning

16



Category of Officers Grade Course Caption of the Training

Duration

(Days)

1. Leadership & Team Building 02

2. Emotional Welbeings & Managing Stress 01

3. Managing Disputes in Work Place 02

4. Decision Making Tools & Techniques 01

5. Effective Communication in English 02

6. Report Writing Skills in English 02

7. Proposal Writing Skills in Sinhala 02

8.Transilation Skills ( Tamil to English & English to Tamil 05

9.Transilation Skills ( Tamil to Sinhala & English to Tamil 05

10. Conversation in Sinhala 03

11. Computer Skills Development 02

12.  Presentation Techniques in MS Office 02

13. Data Base Management System 02

14. Introduction to Constitution of Sri Lanka 01

15. Powers & Functions of Provincial Council System 02

16. Introdution of RTI Act 01

17. Introduction of Human Rights 01

18. Introduction to Local Government Act 02

19. Any other important trainings 10

Total 48

 Title of Trainings for Management Service Officers -  Special Grade

Management Service 

Officers
Special 

Grade

Soft Skills 

Development

17



Category of Officers Grade Caption of the Training

Duration

(Days)

Induction Training ( Mandotary) 05

1. Postive Thinking & Personality Development 01

2. Emotional Welbeings & Managing Stress 01

3. Introduction of Estabilishment Code I,II 02

4. Leadership & Team Building 01

5. Time Management & Motivation 01

6. Introduction of Financial Regulation 02

7. Vehicle Administration & Safety Driving 02

8. Basic Vehicle Maintenance with Practical 02

9. Road safety System & Signals 01

10. Fatal accidents supported with a video clips 01

11. Language skills Tamil -Sinhala 01

12. First Aid Methods 01

13.Experience sharing by Senior drivers & Traffic Police Officials 01

14. Emergency Vehicle Operation 01

15. Identification of   Mechanical Failure &  GPRS  Usage 02

16. Any Other Relevant Subject Matters 10

Total 35

Drivers III

 Title of Trainings for Drivers - Grade III

18



Category of Officers Grade Caption of the Training

Duration

(Days)

1. Postive Thinking & Personality Development 01

2. Emotional Welbeings & Managing Stress 01

3. Introduction of Estabilishment Code I,II 02

4. Leadership & Team Building 01

5. Time Management & Motivation 01

6. Introduction of Financial Regulation 02

7. Vehicle Administration & Safety Driving 02

8. Basic Vehicle Maintenance with Practical 02

9. Road safety System & Signals 01

10. Fatal accidents supported with a video clips 01

11. Language skills Tamil -Sinhala 01

12. First Aid Methods 01

13. Experience sharing by Senior drivers & Traffic Police Officials 01

14. Emergency Vehicle Operation 01

15. Identification of   Mechanical Failure &  GPRS  Usage 02

16. Any Other Relevant Subject Matters 10

Total 30

Drivers II

 Title of Trainings for Drivers - Grade II

19



Category of Officers Grade Caption of the Training

Duration

(Days)

1. Postive Thinking & Personality Development 01

2. Emotional Welbeings & Managing Stress 01

3. Introduction of Estabilishment Code I,II 02

4. Leadership & Team Building 01

5. Time Management & Motivation 01

6. Introduction of Financial Regulation 02

7. Vehicle Administration & Safety Driving 02

8. Basic Vehicle Maintenance with Practical 02

9. Road safety System & Signals 01

10. Fatal accidents supported with a video clips 01

11. Language skills Tamil -Sinhala 01

12. First Aid Methods 01

13. Experience sharing by Senior drivers & Traffic Police Officials 01

14. Emergency Vehicle Operation 01

15. Identification of   Mechanical Failure &  GPRS  Usage 02

16. Any Other Relevant Subject Matters 10

Total 30

Drivers I

 Title of Trainings for   Drivers - Grade I

20



Category of Officers Grade Caption of the Training

Duration

(Days)

1. Postive Thinking & Personality Development 01

2. Emotional Welbeings & Managing Stress 01

3. Introduction of Estabilishment Code I,II 02

4. Leadership & Team Building 01

5. Time Management & Motivation 01

6. Introduction of Financial Regulation 02

7. Vehicle Administration & Safety Driving 02

8. Basic Vehicle Maintenance with Practical 02

9. Road safety System & Signals 01

10. Fatal accidents supported with a video clips 01

11. Language skills Tamil -Sinhala 01

12. First Aid Methods 01

13. Experience sharing by Senior drivers & Traffic Police Officials 01

14. Emergency Vehicle Operation 01

15. Identification of  Mechanical Failure &  GPRS  Usage 02

16. Any Other Relevant Subject Matters 10

Total 30

Drivers Special

 Title of Trainings for  Drivers - Grade Special

21



Category of Officers Grade Caption of the Training

Duration

(Days)

Induction Training ( Mandotary)
05

1. Postive Thinking & Personality Development
01

2. Leadership & Team Building
01

3. Time Management & Motivation
01

4. Introduction of Establishment Code I,II & Financial Regulation 
02

5. Effective Office Assistance
02

6. Language skills 
02

7. Record Management
02

8. Wastage Management
01

9. Maintenance of Office Equipments 
02

10. Any Other Relevant Subject Matters
10

Total 29

 Title of Trainings for OES - Grade III

OES III

22



Category of Officers Grade Caption of the Training

Duration

(Days)

1. Postive Thinking & Personality Development
01

2. Leadership & Team Building
01

3. Public Relations & Behaviour
01

4. Time Management & Motivation
01

5. Introduction of Establishment Code I,II 
02

6. Introduction of Financial Regulation
02

7. Effective Office Assistance
02

8. Language skills 
01

9. Record Management
02

10. Wastage Management
01

11. Maintenance of Office Equipments 
02

12. Any Other Relevant Subject Matters
10

Total 26

 Title of Trainings for OES - Grade II

OES II

23



Category of Officers Grade Caption of the Training

Duration

(Days)

1. Postive Thinking & Personality Development
01

2. Leadership & Team Building
01

3. Time Management & Motivation
01

4. Introduction of Establishment Code I,II & Financial Regulation 
02

5. Effective Office Assistance
02

6. Language skills 
01

7. Record Management
02

8. Wastage Management
01

9. Maintenance of Office Equipments 
02

10. Any Other Relevant Subject Matters
10

Total 23

 Title of Trainings for OES - Grade I

OES I
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Category of Officers Grade Caption of the Training

Duration

(Days)

1. Postive Thinking & Personality Development 01

2. Leadership & Team Building 01

3. Time Management & Motivation 01

4. Introduction of Establishment Code I,II & Financial Regulation 02

5. Effective Office Assistance 02

6. Language skills 01

7. Record Management 02

8. Wastage Management 01

9. Maintenance of Office Equipments 02

10. Any Other Relevant Subject Matters 10

Total 23

  Title of Trainings for OES - Grade Special

OES Special
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