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Procedure for Updating Training Courses

The Regional Centre for Urban and Environmental Studies, Lucknow aims to
provide capacity building, handholding and mentoring support to the municipal
officials and urban functionaries. The objective is to enhance knowledge and
build the capacities of the officials and functionaries thereby enabling them to
effectively deliver their roles and responsibility.

Updating training courses to meet this objective is essential to keep the content
relevant, accurate, and aligned with the Ilatest sector practices and
advancements. A well-defined framework shall ensure a systematic and efficient
process for updating training courses.

The Regional Centre for Urban & Environmental Studies Lucknow shall follow
well formulated procedure for updating training courses, which shall be as under:

1. Assessment of Training Needs:
e Regularly assess the training needs of the target audience to identify areas

that require updates.
e Consider feedback from learners, instructors, subject matter experts, and
sector needs and trends.

2. Review of Learning Objectives:
¢ Reevaluate the existing learning objectives to ensure they are still relevant
and aligned with organizational goals.
e Update or modify learning objectives as needed to reflect any changes in
training needs.

3. Course Content Review:
e Conduct a comprehensive review of the course content, including
presentations, handouts, and supplementary resources.
o Verify the accuracy and currency of information, referencing credible
sources.

4. Identify Gaps and Outdated Content:
¢ |dentify any gaps or outdated content that may no longer be applicable.
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e Determine if new content needs to be added to cover emerging topics or
technologies.

5. Update Instructional Strategies:
e Consider incorporating new instructional strategies or techniques to
enhance learner engagement and interaction.
e Ensure alignment between instructional strategies and the updated
learning objectives.

6. Assessment and Evaluation Review:
e Review the existing assessments and evaluations to determine if they still
align with the updated learning objectives.
e Modify or create new assessments to accurately measure learners'
understanding and progress.

7. Technology Integration Check:
e Verify that the course materials and technology tools used in the training
are up-to-date and compatible with current devices and platforms.

8. Legal and Compliance Review:
e Ensure the course content complies with any relevant laws, regulations, or
sector standards.
e Update content related to compliance requirements, if applicable.

9. Expert Input:
e Collaborate with subject matter experts and industry professionals to
validate the updated content and ensure its accuracy.

10. Pilot Testing (Optional):
e Conduct pilot testing of the updated course with a small group of learners
to gather feedback and identify any areas that need improvement.

11. Revisions and Finalization:
e Make necessary revisions based on feedback from stakeholders, pilot
testing, and quality assurance checks.

Regional Centre for Urban and Environmental Studies (RCUES), Lucknow
(Ministry of Housing & Urban Affairs, Government of India)



12.

14.

15.

Procedure for Updating Training Courses

Finalize the updated course content, ensuring all changes are accurately
implemented.

Version Control and Documentation:

Maintain version control to keep track of course updates and revisions.
Document all changes made during the update process for future
reference.

Communication and Training for Instructors:

Communicate the updates to instructors or facilitators responsible for
delivering the training.

Provide any necessary training or guidance on the updated content and
instructional strategies.

Post-Update Evaluation:
Gather feedback from learners and instructors after the updated course

has been delivered to assess its effectiveness and identify areas for further
improvement.

Regular Course Maintenance:
Implement a schedule for regular course maintenance and updates to
keep the content current and relevant.

Updating Training Courses is a continues process; the courses should be
continually reviewed and improved to meet the evolving needs of the sector and
the trainees.
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