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 LOCAL SELF GOVERNMENT(EM)DEPARTMENT

'GO(RT) No. 3116/2016/LSGD - Thrruvananthapuram Dated 17 11 2016_

Read:- Letrer No.J1- 9385/2015 dated 03. 09 2016 from the Drrector of Panchayat

ORDER

: As per the letter read as above the Director of Panchayats and Nodal Officer
~ of RGPSA, has requested Government to issue operational guide lines for effectrve |
- handling of Virtual Class Rooms under SATCOM Component of RGPSA, -
btreng,rhen Panchayat Raj Instrtutrons in the state,

Government have examined the matter in detail and hereby issue. the_ =

guidelines for efficient handhng of the virtual class rooms -as appended to this
_Government Order . : -

(By Order of the Governor). :
- S.D.SUNILKUMAR
DEPUTY SECRETARY

To

L/i he Dlrector of Panchayats Thlruvananthapuram

 The Commissioner for Rural Development, Thrruvananthapuram
The Director, Kerala Institute of Local Administration (KILA).
The Director, State Instltute of Rural Deveiopment (SIRD) Kottarakkara
l“he Director, KSTTM.

The MlSSion Dlrector Mahatma Gandhr NREGS
The Executlve Drrector Informatlon Kerala Mlssron
Additional Chief Seeretary, Finance Department

The Accountant General (Audit, A&E), Kerala Thlruvananthapuram

btod{ File/ Ofﬁce Copy
Forwarded/By Order

Séction Officer



Introduction

In “Kerala, Local Self—Govermﬁeri_t Institutions have been meaningfully

empOwerEd_ through massive transfer of resources as well as administrative powers.
local self-government Institutions have emerged as effective’ agencies for the
“implementation of developmental programmes. With the decentralization of power,
. Local Self Government Department (LSGD) has gained an important role in
formulation and implementation of developmental works at the grass-root level.
Today Panchayat Directorate, Directorate of Urban Affairs, Commissionerate of
Rural Development, Town and Country Planning Department and LSGD
[ngineering wing are the major allied departments of LSGD. Apart from these,
there are different allied institutions and training centers under LSGD to address
different capacity building activities of the local bodies, both rural and urban. To
strengthen the capacity building initiatives, Local Self Government Department
“under the subcomponent of SATCOM of RGPSA a centrally sponsored scheme
“implemented by the Ministry of Panchayati Raj, Government of India provided for
setting up Virtual Class Rooms all over the state. Under this scheme it is intended to

~set up 28 trainee nodes (2 in each district) and 5 trainer nodes. The list of nodes is

given in Annexure-1.

Obiectiﬁes - ) - -
The following are the broad objectives of setting up Virtual Class Rooms in the
state. : . | -. - | | =

a) To conduct various training ‘programs for the elected representatives and
departmental officials. : R . ) : :

by Promote interactive and _p_articipatOry training sessions, overcoming the
~ barriers of distance through video conferencing with trainees sitting in the
“virtual classrooms established at remote locations. - : :
¢) To facilitate and strengthen the process of de-centralized planning with up to -
date information sharing. | I -
d) To undertake action-oriented research activities. |
~e) To document best ‘practices on local governance and prepare for wider
~ dissemination. : I -
f) To organize seminars, Workshops_ and discussions _'efficiently_._'.
g) Overcome the shortage of quality trainers/experts and maximum utilization
of their services. I - -
h) Reduce Travel and other expenses, quick planning and training management.
i) Enable a master trainer to reach out to a larger number of trainees across
different locations. N . S 3
5 Pre\_?e'nt dilution of instruction quality.
k) Standardization of learning and instructional quality. |




) At any time 28+5 Ioeatlons can be chosen m dlfferent eombmatlons as_'.' '
requlrecl : : : : i

stgbhshment ang worklng of a v1rtual classroom

" .

Estabhshment and workmg of a Vtrtual e]assroom is enVISaged as follows

1__._ A multi- port conferencmg unlt will be placed in State Data Centre

-2, A real time interactive platform between instructor and part1c1pants spread"
~across different locatlons : : : : : -

3. Both the tramerx’mstmctor and the part1c1pant should be able to see and' :
- interact with each other real-time. : S

4. The instructor should be able to teach several v1rtual classrooms m dlfferent
“locations at the same time on the same subject. L

5. Make more than one location as tralner/central locations enabllng multlple .
- training sessions srmultaneously or smgle trammg sessmns from any such- :
“trainer locations.. : oo : :

6. V1deo conferencing equlpments with one camera and audio system wﬂI be
- placed at trainee locations. Cameras at tramer locatlon w111 follow and focus :
- trainer as well as tramees : - - - -

- 7. There will be two dtsplays at trainer Iocatlons one dlsplaymg remote_'_, -
locations and other dlsplaylng contents. : . :

8. Fach remote locatlon w1ll have a pm]ector dlsplaymg tramer/contents and
- other locations. : : _ :

9. There will be 2 mics at each locatlon one flxed in the celhng and other a
- wireless handheld device. Addltlonally, for all tramer loeatlons there would
‘be a wireless collar mic for trainer. : - : :

: 3Auth_or1t_1es and Persons-m.charge -of Virtual class Rooms_ -

1. Director of Panchayats who is the Nodal officer of RGP:\SA' is the State_
Coordinator of the Virtual Class Rooms infrastructure of the state.

2. MCU placed at State Data Center-2 in Technopark Trlvandrum w111 be.'_ -

jcontrolled by the Director of Panchayats through RGPSA PMU.

3.  RSPGA MIS Spec1ahsts of each dlstr1ct will be the D1str1ct Coorchnators of the
Virtual class rooms. -

4. The secretaries of the ‘concerned Bloek Panchayats w1li be. the Controlllng
Officer of all the trainee nodes and the trainer node at Kaduthumthy Block.

5. The Head of the Department or a senior officer entrusted by h1m wﬂl be the-
'Controlhng Officer of other Trainer nodes ' S

6.  Two officers identified for the purpose will be in charge of the day to day'_ |

actmtles of the Vlrrual Class Rooms The control 1ng offlcers should prowde the_ .



" niame and contact number of these ofﬁcers to the D1rector of Panchayats and should

update the details on change of persons.

7. At the instance of transfers or retlrernent of the offlcers responSIble for -

functioning of the virtual class rooms, the instructions, technical documents and the

-~ records qf the class rooms shall be handed over to the new offtcer and hands on'--'

L]

trammg shall be gwen to him by the relieving officer.

Equipments in Trai_n_er-and Trainee Nodes

i .”_]-J_éscnptlon - __.Make?.. Quanti-ty” _"_ Trainer Node | Trainee Node |
Real : Presen_ce Polycom | 1 - / : v
Group 0 500- . : - " et A v . -
720p( Group 500| : -

|Codec _ _

Camera,Remote :

land accessones) : - -

EagleEye  IV-12x Polycom | 1 Y v

" |wide angle len o : :

' Inserted . in -

Camera) : S

" |HD Camera . =~ ¢ Lumens RS I : ‘/ - X

- Subwoo_fér . & Harmon o . / : { .
_.S.at'e_llite s'p_eaker : : Hiarmon | 4 : \/ VA
Effect Pr_océssof - " Harmon I o - { | \/
Libra amplifier _:Harmon : R : { i ‘/ .
:Pr'ojé'c_tor : ) Hit_achi_ 1 Be ( | : / :

. .|133" .Scree_11. . - logic S ) ‘/ : iy

160" LED Display w0 Y 5
_\f&fi_re‘les_s- Handheld,  AKG I : : -

Transmitter — with| - S : ‘/ «
Mlcrophone e o 3




. Wireless -

Transmitter  with| S B
Lapelmic | o} |
" Universal Charger| Panasonic | | - / J :
'- w/PowerSupply SO e T
| Audio DSP N T S DA
'_?Video white board | EASYRITE | ! | v Sl x
Ceiling_Micropho'ne'-;.'..'_ Shure B « SN ‘/

"_Ihe controllmg OfflCEl‘S of all the nodes should ensure the safe custody and
maintenance of all the above equipments with stock records. The technical
documents and the operational manuals shall be properly preserved and made :
: dvallable for trouble shooting. : - :

N _Protocol to be followed for the classrooms -

__Ensure the functlonahty of the eqmpments and the connecnons wellin
“advance of the scheduled class/meeting. If there is any problem

_'resolve the same or escalate 1t to the Dlstrrct Coordmators

 Alog book should be kept in each locatlon for entering the details such :

as time of opening and closing the class room, technical issues if any-
identified, details of the sess1on etc. m the format specrﬂed in
Anexxure II. : : : -

Durmg the commencement of the class the tramer/mstructor should
ensure that the audlo and video are clearly available to all participants.

“Attend the technical 1ssues 1f any occurrmg during the class"
: 1mmed1ately : - :

: Ensure proper shutdown of the equlpments swrtch off all the hghts and

AC and venﬁcatlon of availability. of all the equlpments mcludmg :

remote controls after the classes. :
: Closure of the class room and safe custody of the key

pkeeg and Mamtenance of the clas_s room

a

S b

Keep the class room and prermses clean. :
Tea, Snacks or any other food items are not allowed 1n51de the class

ToOm.



inside and outsrde the class roOms as 1nd1cated in Annexure I1.

| The DO S and Don ts to be followed in the classrooms should be placed

The chairs should be arranged properly durmg the cIass and even when

~the sessmns are 1'101: gomg on.

Fold the screen usmg the controls after the sessmn :
Periodical mspectlon of rooms and 1nfrastructure shall be conducted by_ :

the controlhng ofhcers

Gu1delmes 1ns1de the class room -

1

Avoid speaklng s1multaneously in a multlpomt session. The part1c1pants-

should also be informed about the same to avoid audlo congestlon and'-_ -

- disturbance in a mult1p01nt session.

Avoid side conversations, drummmg your finger, shufﬂmg paper etc in
the class room. Microphones are extremely sensitive; they will plck up

almost any loud or. prolonged noise.

Increase the audio level of the system to a comfortable level SO that :
when called from some other site, the audio is clear. -
In a multipoint session, the trainer should: choose the sequence in

~ which each site will speak by turn to avoid any audio congestion over
_ the network. The participants should also be informed about the same

to avoid audio congestion and disturbance in a multi-point session.

Most 1rnportant thing in a multi-point session is how to manage audio.

‘The camera is preset for viewing the total capac1ty of the class room. If :

only fewer participants are attending the session the focus should be
adjusted using remote controls. :

. Avoid excessive movement in the class room. This has a direct. 1rnpact :

on the performance of the video quality received at the remote end.

. Idennfy yourself by giving your name ‘and location 1f more than two
sites are connected

There "is a very slight - aucho delay. Gwe partlclpants a chance to
respond to Questions and cor_nments ‘Before speakmg ensure that the

‘other person has finished. :
._:Trarners should use the interactive white board dewce for 111ustrat10ns
and all other written commumcatlon to the part1c1pants 11'1 remote

locatlons

10.Trainers- should ensure that he/she is always in the focus of camera -

‘during the session.

1_1 Be yourself; speak natural]y and 1mag1ne the partunpants are across the

‘table from you.

12.Most adjustments can be accomphshed by pressing buttons on. the .

remote control.

13.Controlling offlcers should ensure that the DO’s and Don ts are strlctly :

followed inside the class room,

14.The authonzed officer should be present in the Virtual Class room"

premlses throughout the conduct of the classes



E 15 A feedback form shall be c1rcu1ated to all the partlc1pants after the e
~session. :
16 Before shutdown it should be ensured that the sessron is wound up by -

the tramer/mstructor/chazrperson of the meetlng : :

“

 Pre aratlon of Tramm' Calendar a "d U _datm : AN

A tmmmg calendar for usmg rhe Vtrtual Class Rooms for the trammgs shall_'_
 be prepared by KILA & SIRD for each year and made avarlable to the DlrectOr. '
~ of Panchayats well m advance : . '

o ' - Quarterly revisions of the training calendar shall be done and thlS may also -

be intimated to the Director of Panchayats well in advance.

¢ Training calendar prepared by KILA and SIRD should ‘oe.made avallable' |
~online in the Google calendar and the same should be cnculated to all the .

: 'class room locatrons _'

Scheduhn - of Classes/meetings on avallable slots. : . :
" The free slots available after the trainings scheduled in the tralmng calendar of i

KILA and SIRD can be utilized for meetings and classes by LSGD and other e

Govemment Departments and. Instttuuons

o 1 -~ The anaz}ablhty of the dates may be cheeked in the onlme calendar lrnk
- '1\fa11ab§e in the website of Panchayat Department. :
2. Hthe dates are available a request may be send by email to the

~ Director of Panchayats in rgpsavcr@gmatl com. The request should
. reach at least two working days before the proposed class/meetmg
- The details to be included in the request are S

a.  The propoqed date and time
b, Locations to be covered |
"¢ Duration. :
~d.  Purpose

&

Naiure and 1o oi Parnt pa-ntis.in each-Io(:ation -

3. Periodm ﬁeld level review meetmgs of departments under LSGD shall
: be done usmg thrs facrhty - -

V(: thromzh [}eskton/Laoton -

- 1 20 desktop/laptop lrcenses are avallable for V1deo Conferencmg in thrs
- scheme. :
2. This will be ut1l1zed for VC between Directorate of Panchayats and DDP
offices in the districts and for connecting the Honorable Minister of LSGD'_ |
and the Senior Officers of LSGD to the Virtual Class rooms. :

3, This 'faulny shall be ei‘fectwe}y utilized for conducting frequent rev1ew

: meeizng,s and for efﬁaent momtormg of the Grama Panchayats -



: rouble shootmg .

. If any techmcal problem occurs the offxcer in charge of the v1rtual class

_' room should. refer to the operauonal manual and should try to resolve the_ -

issue.

" 2.°If he cannot resolved the issue it shall be escalated to the d1str1ct .

coordinator,

The district coordinator if needed should register the cornplamt through

the call logging mechanism provided by the vendor. :
- 4. The district coordmator should ensure that the issue is resolved as per the' :

Service Level Agreement (SLA) with the vendor - :

Dlleav boards and mstructlons

1 A Class room 1dent1f1catlon board in Dark blue back ground ‘with wh1te
letters displaying the location name as instructed by ‘the Director of
‘Panchayat should be placed on the back wall of the class rooms visible to

the camera.

* 2. The instructions on “DO’s and Don 'ts” should be placed 1nsrde and outside
 the class room clearly visible to the participants as given in Annexure -1
3. Direction boards shall be placed suitably for locatlng the class room.

Llst of Virtual Class room nedes under RGPSA

T ramee_l_\lodes__

Annexure 1

"SLNo. | Distiet |  Block Panchayats
IR IAlappuzha - |Chengannur -
_ R ' -Kanﬂkkuzhy o
- 2 |Ernakulam - Pambakuda
._ S L . Alangadu

3 Idukki | Azhutha
- ' | 1 Tdukki
4 Kannur |Payyannur
B Koothoparamb_t_i
5 Kasaragode __ S Kasargode_
o - | Kanhangadu
6 Kollam -Mukhathala__'
i | " Anchal
7 [Kottayam : -Uzhavoor.'
.' : A_Erattupettah o



" iDate

~ |Kozhikode

|Kunnummel

Kunnamangalam

. M'alappu:ram

Vengara

Vandoor

10 “_Pa_lakka_d

S Mannarkadu

. | Alathur

| 11_. -

Pathanamthitta

Koipram

|Elanthoor

12

~Thrissur

| Thalikkulam

Wadé_kanchery | - o

13

Trivandrum

Vamanapuram

~|Athiyannur

14

Wéyanad

Sulthan batheri

Mananthavadi

Trainer Nodes

1 |Kannur

: ETC,Thaliparamba .

2

~|'Thrissur

KILA,MLilankun_ilathﬁkaVU |

“Kottayam

| Kaduthuruthy block
Panchayat office |

'Kollam

'S_IRD Kottarakkara

| Trivandrum :

Swaraj Bhayan

Time

cof
| Open.

ing

| class |
room!

Purpose
_' Cof
Opening
the Class
- room

I re of

© Name of'tl__le--Nodé.-_.-..,'..,._...,....Q.......’..'..
~ Virtual Class Room Log Book

S‘ignatu.’[ Techni
ical.
issues
if any
(enter.
the

-~ the
officer
opening
~the
class

room. |of

nature |

issue)

“Whet|  Details o Session

~ her |

Resol

ved or|

Purpose

Escala|

Cted

Duration

No. of

From| To

| partic
ipants

Time

of

closi

ng
the

| class
| room

~ure of |-

closing

Signat |

the
officer | -

the

class |

room




- Annexu'r-.e;III-'. :

| 'DO’s & Don’ts for virtual _cl'ass_ room

-

~ The followmg Do’s and Don’ts shall be dlsplayed ms1de and out51de the class room
: cle“trly ViSlble to the partl(:lp'mts : : : - :

L4

Do’s e : - :
P Always go for a trial of sess1on before any 1mportant trammg
> Always call the technical person in case of technical problems.
% Brief the controlling officer about the technical problems if any.
» Keep the Camera focus on the participants attending the class room
> Keep the Site Name properly in the wall facing the camera. :
> Always put the class room lights in proper way.
» Identify yourself before an interaction.
> Switch off the Mobile Phones while session is on.
% Keep the eqmpments and remotes at proper places
» Keep the Equipment’s in dust free env1ronmer1t
5 Keep the Class Room clean. -
~ » The chairs should be arranged properly.
> Ensure proper shut down after the session.
Don’ts
e Avoid 51de conversatlon and other noise while session is on.
» Don't change the Camera focus very frequently, while the session is on.
>

Y

-
i

VvV

Tea dﬂd Snacks and other food items are not allowed inside the class |
room. : :

‘Avoid excessive movements in the class room.
" Trainer should not move away from the focus of camera.

Don’t give any extra load on UPS provided for trammg system
Don’t shutdown before closure of the sess1on :



