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This book aims to provide theoretical and practical training to become a Septic Tank
5S4t dzRIAY I hLISNF U2NW»P ¢KS [jdzZ f AFAOFUAZ2Y LI O}
National Occupational Standards (NOS):

1. Emptyirg of septic tank

Transportation and safe disposal of sludge

Health and safety of workplace while doing desludging services

Entrepreneurship skills for FSSM services

5. Work effectively with ceworkers.

Faecal sludge (FS) comes from (Septic tpiikonsite sanitation system (OSS). The sludge
from the septic tanks is not transported through a sewer line. However, the septic tanks are
emptied time to time through various methods. The process of emptying of septic tanks
includes collection, trangptation, treatment and safe disposal at an identified site.

In India, according to the Census 2011 data, coverage of urban households by sewerage and
septic tanks was 33 percent and 38 percent, respectively. About 14.6 percent of househplds
were reportedto have pit latrines. Further, 6 percent urban households (4.7 million) were
reported to be using public/community toilets. Under the Swachh Bharat Middiban,

around 66. 42 Lakhs Individual Households Latrines (IHHL) were built while the remaining
Households (HHSs) rely on existing or the newly built 5.05 Lakh community and public toilets
seats. The majority of these toilets that have been constructed under-Siisin are
connected to the OSS. The desludging of the OSS requires skilled human resduvoesm
manage the Faecal Sludge (FS).

The Desludging Operator, also known as Sludge Emptier is an individual, who is responsible
for emptying, transport and disposal of faecal sludge from the septic tank to the desludging
site / FSTP / Goeatment plant He /She has to operate Sludge Vacuum tank with trucks,
pumps, suction hoses, and other machinery/equipment to empty the septic tank. He / She is
an individual who has the ability to start a company and venture into desludging serviges.
He/she is responbie for the managing the Faecal Sludge and Septage Management (FSSM)
business.

The participant handbook is designed considering the minimum education qualification of a
Desludging Operator who should preferably have cleared the 5th standard in termsoof sch
education. The key learning objectives and the skill gained by the participants are defined in
the respective units listed in the document. The participants will be able to understand the
processes efemptying septic tanks as well as transport ancbdsal of faecal sludge from

the septic tank to desludging site. He/ She will also be able to learn to operate-#iadigng
vacuum truck, pump, suction hoses and other machinery/equipment required in emptying
the septic tank.

We hope that this Participdas Handbook will be able to provide a sound learning support to
our young friends to aspire to build their career in the area of desludging faecal sludge.
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— KeyLearningOutcome

At the end of this module, you will be ableto:

1. Introduce the faecal sludge drseptage management.
2. Create a FSSM value chain.
3. List the types of deludging systems.
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UNIT1.1: Introduction

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. Introduce the faecal sludge and septage management.

— 1.1.1Introduction

Faecakludge(FS)comesfrom (Septictank /pit) onsite sanitationsystem(OSS)Thesludge
from the septictanksis not transportedthrough a sewerline. However the septictanksare
emptied from time to time through other methods. Theprocessof emptyingof septictanks
includescollection,transportation,treatment and safedisposakt the identified site.

In India, accordingto the Censu2011data, coverageof urbanhouseholdsy sewerageand

septictankswas 33 percentand 38 percent,resgpectively.About 14.6 percentof households
were reported to have pit latrines. Further, 6 percenturban households(4.7 million) were

reported to be using public/communitytoilets. Under the SwachhBharatMission-Urban,

around 66. 42 LakhsIndividual Households Latrine (IHHL)were constructed while the

remainingHouseholds (HHs)rely on existingor the newly built 5.05 Lakhcommunity and

publictoilets seats.Themajority of the toilets constructedunder SBMUrbanare connected
to the OSS(sourceof thisdocument: )

— 1.1.2Whatis FaecalSludgeand SeptageManagement(FSSM)—

Thisisthe collection,transport, and treatment of faecalsludgefrom pit latrines septictanks
or other onsite sanitationsystems.Faecakludgeis a mixture of humanexcretg water and
solidwastes(e.g.toilet paperor other analcleansingnaterials,menstrualhygienematerials)
that are disposedin pits, tanksor vaults of onsite sanitationsystems.Faecalsludgethat is
removedfrom septictanksis calledseptage.

Typesof sludgecontainmentsystemusedin OSS:

1 Soakpit: A soakpit, alsoknownasa soakawayor leachpit, is a covered,porouswalled
chamberthat allowswater to slowly soakinto the ground. Presettled effluent from a
collection and storage/treatment or (semi) centralized treatment technology is
dischargedo the undergroundchamberfrom whichit infiltratesinto the surroundingsoil.

1 Septictank: A septictank is an undergroundchambermade of concrete,fiberglassor
plasticthrough which domesticwastewater(sewagé flows for basictreatment. Settling
and anaerobicprocesseseducesolidsand organics put the treatment efficiencyis only
moderate(referredto as"primary treatment"). Septictank systemsare a type of simple
onsite sewagefacility (OSSF)They can be usedin areasthat are not connectedto a
seweragesystem suchasrural areas.



https://en.wikipedia.org/wiki/Pit_latrine
https://en.wikipedia.org/wiki/Septic_tank
https://en.wikipedia.org/wiki/Sanitation#Onsite_sanitation
https://en.wikipedia.org/wiki/Human_excreta
https://en.wikipedia.org/wiki/Municipal_solid_waste
https://en.wikipedia.org/wiki/Toilet_paper
https://en.wikipedia.org/wiki/Anal_cleansing
https://en.wikipedia.org/wiki/Feminine_hygiene
https://en.wikipedia.org/wiki/Sewage
https://en.wikipedia.org/wiki/Sewage_treatment
https://en.wikipedia.org/wiki/Anaerobic_digestion
https://en.wikipedia.org/wiki/Onsite_sewage_facility
https://en.wikipedia.org/wiki/Sewerage
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— 1.1.3Whatisthe Needfor De-Sudging?

InIndia,around60 percentof householdshaveonsitesanitationsystem(OSS)in OSS$ystem
the sludgeis collectedin the septictank or in a pit. Overtime, the tank fills with the sludge
that needsto be emptied out from the tank. If the tank is not emptied, then it canoverflow
or evencauseblockagesindbackflow of sludgeinto the toilets.

The desludgingoperator responsibilityis to empty the tank and transport sludgeto the
dedicatedsludgedisposalsite. Asper the National FaecalSludgeand SeptageManagement
(FSSMPPolicy2017,the sludgefrom the septictankisto be emptiedoncein athree years.

— 1.1.4Whois a De-SudgingOperator —

TheDesludgingdperator, alsoknown as SludgeEmptieris an individual,who is responsible
for emptying,transportanddisposabf faecalsludgefrom the septictankto desludgingsite/
FSTR Cotreatment plant. He/Shehasto operate SludgeVacuumtank with trucks, pumps,
suction hoses,and other machinery/equipmentto empty the septic tank. He /She is an
individualwith the ability to startacompanyandventureinto the desludgngservicesHe/she
isresponsiblgor managinghe FSSMusiness.

The Individual is expectedto be physicallyfit and should be able to work acrossvarious
locations/site conditions. He /She should be selfmotivated and provides servicesas per
norms.He/ Shemust have good communicationskill, team spirit, be courteousand polite.
He/She should be efficient in working and should have training in handling the
de-sludging/vacuuniruck.

JobRole Minimum requirements
NSQH.evel Level- 04

Minimum Edu@tion Qualification 5th Pasgreferably
MaximumeducationQualification Not Applicable
Prerequisitelicenseor Training Not Applicable
Minimum JobEntryAge 18yearsandabove.
Experience Not applicable

Table 1.1.1Minimum requirements for desiiging operator
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UNIT1.2: FSSMWalue Chain

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. Create a FSSM value chain.

TheManagementof faecalsludgeincludesthe storage,collection,transport, treatment and
safedisposalof sludgeat the identified sludgedisposalksite. Thecomplete FaecaSludgeand
SeptageManagementiFSSMyaluechainis shownin the figure below.

Note: *Containmentof the faecal sludgedoesnot fall underthe purview of the de-sludging
operator.

*Ensuringproper re-use of the treated waste doesnot fall under the responsibility of the
de-sludgingoperator.

Containment Collection Transportation Treatment

Fig 1.2.1:Faecal Sludge and Septage Management Value Chain

— 1.2.1Containment

Thisis the responsibilityof the customerto ensurethat he/sheis makinguseof proper OSS
suchasseptictanks. It is the responsibilityof the customerto ensurethat the tank is well
maintained(functionalandwithout anyfailures).

— 1.2.2Collectionof FaecalJudge

The customer/user/beneficiaryraisesthe requestor the desludgingservicesto either the
municipaloffice or the private operators.After the servicefeesis submittedat the respective
office, the de-sludgingvehiclewith driver, operatorand emptier reacheshe site. Beforethe
desludgingactivity starts, the useris requestedbefore-handto let the accesscover of the
septictank openfor sometime, sothat trappedharmful gasesanescape.
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— 1.2.3Transportationof Judge

Thetransportation of sludgeis one of the most important componentsof the FSSMalue
chain.Thedesludgingrucksactasa @ a 2 oSeweth S (i ¢ FoNdnsite sanitationsystem.
Theycollectthe septagefrom the residential,commercialand institutional areasand safely
transportanddisposethe sludgeto the dedicatedor identified sludgedisposalsites.

About De-Sudging Vehicle/VacuumTruck

A vacuumtruck or vacuumtanker is a tank truck that hasa pump and a tank. Thepump is
designedto pneumaticallysuckliquids, sludge,slurries or the like from a location (often
underground)into the tank of the truck. The objectiveis to enabletransport of the liquid
materialviaroadto anotherlocation. Thede-sludging/vacuuntruck transportthe collected
materialto atreatmentor disposakite, for examplea sewagetreatment plant.

Acommonmaterialto betransportisseptage(or more broadly:faecalsludgg whichishuman
excretamixedwith water, e.g.from septictanksand pit latrineg. Theyalsotransportsewage
sludge industrialliquids,or slurriesfrom animalwastefrom livestockfacilitieswith pens.

— 1.2.4Treatmentof Judge

Themost desirableoption for treatment of sludgecollectedfrom On-site sanitationsystem
(OSS)s FaecalSludgeTreatment Plant (FSTPYr co-treatment plant. The compost from
septagecan be usedas a soil amendmentto reclaimland or canbe usedin landscapingpr
horticulture.

Typesof treatment options: Cotreatmentin caseof STPFSTRr desludgingsite

Cotreatment: Theuseof onsitesanitationtechnologiesanbe a sustainablesolutionto meet
sanitaton goalsin a faecal sludgemanagement(FSM)servicechain, as long as the faecal
sludge(FS)Yrom thesesystemss collected transported,treated, andthen usedfor resource
recovery or safely disposedof. One possibility for FStreatment is co-treatment with

sewerbasedwastewatertreatment technologiesThisis knownasco-treatment.

FSTPFaecalSludgeis often processedhrough a seriesof treatment stepsto first separate
the liquidsfrom the solids,andthen treat both the liquid and solidtrainswhile recoveringas
much of the energy or nutritive value as possible.Common processesat faecal sludge
treatment plantsinclude:

9 Faecakludgereception- wherethe truck interfaceswith the treatment plantandsludge
isunloaded.

1 Preliminarytreatment - to removegarbage sand,grit, and FOfats, oil and grease);

1 Primarytreatment - simple separationby physicalmeans,or separationwith microbial
digestion;

1 Liquidstreatment - for exampleby usingconstructedwetlands wastestabilizationponds,
anaerdicdigesters;and

9 Solidsprocessing usingthe solidsresultingfrom faecalsludgetreatment for beneficial
usewherepossible



https://en.wikipedia.org/wiki/Tank_truck
https://en.wikipedia.org/wiki/Slurry
https://en.wikipedia.org/wiki/Sewage_treatment_plant
https://en.wikipedia.org/wiki/Septage
https://en.wikipedia.org/wiki/Fecal_sludge_management
https://en.wikipedia.org/wiki/Human_excreta
https://en.wikipedia.org/wiki/Human_excreta
https://en.wikipedia.org/wiki/Septic_tank
https://en.wikipedia.org/wiki/Pit_latrine
https://en.wikipedia.org/wiki/Sewage_sludge
https://en.wikipedia.org/wiki/Sewage_sludge
https://en.wikipedia.org/wiki/Manure

Desludging Operator

— 1.2.5Reuseof Treated Waste

Oncethe faecalwaste is treated either through co-treatment or usingan FSTPthe end
products ¢ usuallybio-charand compostare usedasmanureandsoldat subsidizedates.The
treated wastewater is madeuseof in irrigation and canalsobe usedfor industrialpurposes.
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UNIT1.3: Typesof De-SludgingSystems

— Unit Objective: ©

At the end of this unit, you will be ableto:
1. List the types of deludging systems.

Whensettingup a de-sludgingoperation,the servicecanbe donein two ways:
1. Planned/schedulethasedsystem
2. Demandbasedsystem

— 1.3.1Planned/ScheduledasedSystem

Inthismethod, the ULBor privateagencyusesa prescribedscheduledegimenfor de-sludging
at regularintervals.Thisprocessequiresa largernumberof trucksto ensurefollow through
on the mandatedcleaningof oncein two or three years.

— 1.3.2DemandBasedSystem

Thisisamore commonlyadoptedmethod. In this system the customerraisesthe requestfor
emptying of the septic tanks. Basedon the requestsreceived,the serviceprovider sends
de-sludgingvehiclegto the customer.Thissystemrequireslessemumberof vehicles.




2. Emptying of Septic
Tank

Unit 2.1¢ Setting up a facility for provision of égudging
operations

Unit 2.2¢ Steps for the desludging operator to fal while
attending to a desludging request

Unit 2.3¢ Types of desludging

Unit 2.4¢ Components of vacuum trucks

SKILL COUNCIL FOR
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Unit 2.5¢ Accessibility to the site of the septic tank
Unit 2.6¢ Accessibility to septic tank/pit
Unit 2.7¢ Installation of the hose connéng de-sludging

Unit 2.8¢ Health and safety precautions to be observed by the
operator

Unit29¢52a +FyR R2yQia 6KAES SYL
septic tanks
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— KeyLearningOutcome

At the end of this module, you will be ableto:

1. Understandhe processof settingup afacility for provisionof desludgingperations.

2. Understandhe stepsfor the desludgingoperatorto follow while attendingto a
desludgingequest

3. Understandhe healthandsafetyproceduresnvolvedwhile emptyingthe sludgefrom
the septictank.
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UNIT2.1: Settingup a Facility for Provision of
De-SudgingOperations

Unit Objective: ©

At the end of this unit, you will be ableto:
1. Set up a facility for provision of desludging operations.

*The de-sludging operations can be undertaken by the ULBitself or through empanelled
private agencies.

Thefacility is primarilyto functionasa callcentrefor the process.Thebeneficiaryhasto raise
the request for the desludgingserviceswith either the municipal office or the private
2 LIS NIfaciByNA Q

Forthis purposeit is important that adequatelytrained humanresourceis employedat the
facility to work ascall operatorsandtruck driver & vacuumtank operators.

Thefollowing pointsmustbe followed by the personrespondingo the callsat the facility:

1 Thecalloperatormustbetrainedto conversewith customersn a polite andprofessional
manner.

1 Theyshauld be fluent in local language(written and oral). Knowledgeof English/Hindi
languagewill be preferable.

1 Thecalloperatormustbe ableto understandthe nature of requestof the customer.

1 Theymustbeableto explainandclarifythe nature of service ratesandavailabilityof slots
for serviceto the customers.

1 All requestsreceived,requestsresolvedand complaintsreceivedmust be stored on a
suitableMISplatform.

1 TheMISshouldalsocapturethe following:
o keepatrackof total numberof vehicles
0 vehiclesrequiringmaintenance

1 Vehiclesto be replaced The de-sludging/vacuumtruck must be equippedwith a GPS
tracker.

Trainingto be givento Truck Driver and VacuumTank Operators

1 Allof the truck driversandvacuumtank operatorsmustbe trained on the variousaspects
of the functioningof the truck andtank.

1 More importantly, the driver and vacuumtank operator must be trained to talk and
behavein a professionamannerwith the customers.

1 Theymustbe taughtthe importanceof not beingrude andto not get into an argument
with the customers.In caseof any altercationon site, they shouldimmediatelycontact
the headoffice and havethe matter resolved.
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1 Theymustbe taughtto observeall safetyprotocolsbefore, duringand on completionof
the se-sludgingoperations.

1 Theyshould be made of aware of possibleproblemsthat they may face on-site from
faulty/ leakingseptictanks and how to conveythe sameto the customerto havethe
matter rectified.

1 Theyshould ensurethat there is no spillageor leakageof sludgeduring or after the
emptyingprocessin casethere is any spillage they must ensureproper cleanrup of the
sameand have the municipal authorities come and ensurethat the matter has been
adequatelysolved.

Placingof Requestsby Qustomers

Thecustomers/beneficiariemay placetheir requestswith the ULBor the private contractor
directly. Thefeesneedsto be depositedasrequestedoy the serviceprovider.After the service
feesis submitted, the de-sludging/vacuuntruck with driver, operator and emptier will be
deployedto the site.

Prior to starting the emptyingactivity, the useris requestedto let the accesscoverof the
septictank remainopenfor sometime (ideallyfor a minimum of two hoursat least),sothat
mostof the harmful gasescanescapeandit is safefor the desludgingemptierto operate.

SCHEDULED BASED DEMAND BASED
1. The ULE/empanelled agency notifies the 1. The customer places a request at the office or
customer that as per standards, their septic online as per availability of slots.
tank iz due for de-sludging. 2. Customer pays the requisite fees for the
2. The customer pays the requisite fees for operation and collects receipt for the same.
the operation. 3. Upon receipt of fees, the de-sludgingvacuum
3. Upon receipt of fees, the truck is deployed to the customer’s site.

de-sludging/vacoum truck is deployed to
the customer’s site.

Fig 2.1.1:Process to be followed to process a request feslddging
Location of the Septic Tank

The desludging operator should be able to draw up a plan of a septic tank ptaper

distances from water bodies, nearby buildings, sewer line, water lines or any prominent
manmade or natural features etc. The proper distance would help in avoiding contamination
of groundwater sources as well as other health and environmental pneble

1 Septic tank should be located in an open area which is under the sky.

1 It should be constructed as far away as possible from trees, exterior walls of buildings [and
any source of water.

1 It should not be constructed in an area prone to flooding.

The follaving table shows the minimum appropriate safety distances that need to be
maintained.
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Distance from Minimum distance required
Water Bodies 15.00 Meters

Pressure Water Pipeline 10 Feet

Sewer Line 15.00 Meters

Building Foundation or Nearest Building | 3.00 Meters

Nearest Building 3.00 Meters

Deep Well 50 Feet

Shallow well 100 Feet

Streams and waterways 100 Feet

Slopes greater than 25 percent 25 Feet

Size of the septic tank

The recommended size of septic tanks for 20 users, for hgusilonies (up to 300 persons

and for hostels and boarding schools are given below in the tables.

No of Users | Length Breadth Liquid Depth (Cleaning Interval of)
(in Meter) (In Meter) 1 Year > Year

5 1.5 0.75 1.0 1.05

10 2.0 0.90 1.0 1.40

15 2.0 0.90 1.3 2.00

20 2.3 1.10 13 1.80

Table 2.3.1: Recommended Size for Septic Tanks for 20 Users

Source:Code of practice for installation of septic tanks, Part 1, Design criteria and
construction, Bureau of Indian Standards, 1986

No of Users | Length Breadth Liquid Depth (Cleaning Interval of)
(in Meter) (In Meter) 1 Year 2 Vear

50 5.0 2.0 1.0 1.24

100 7.5 2.65 1.0 1.24

150 10.0 3.0 1.0 1.24

200 12.0 3.3 1.0 1.24

300 15.0 4.0 1.0 1.24

Table 2.3.2: Recommended size of septic tanks for resiteolonies

Source:Code of practice for installation of septic tanks, Part 1, Design criteria and
construction, Bureau of Indian Standards, 1986
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No of Users | Length Breadth Liquid Depth (D) for Stated intervals
(in Meter) (In Meter) of sludge witrdrawal
1 Year 2 Year
50 5.0 1.6 1.3 14
100 5.7 21 1.4 1.7
150 5.7 24 1.4 1.7
200 7.7 2.7 1.4 1.7
300 10.7 3.3 1.4 1.7

Table 2.3.3: Recommended sizes of septic tanks for Hostels and Boarding Schools

Source:Code of practice for installation eéptic tanks, Part 1, Design criteria and
construction, Bureau of Indian Standards, 1986

Manage Opening of Septic Tank Cover

The components of a septic tank are:
1.

Septic TankSeptic tank is an underground task used for storage and primary treatm
of wadewater. Single chamber septic tanks are used at the domestic level while
number of chambers may be increased depending on the load recdihedirst chamber

of the septic tank is a sedimentation chamber where the suspended solids in wastew
settle down at the bottom. The second chamber acts as an intermediate barrier betw
the fresh waste and the outlet chamber.

Inlet pipe: An inlet pipe is the first component of a septic tank system. It is connected
a distribution chamber that directs alhé wastewater from toilets to the septic tanks.

Inlet baffle and outlet baffle: A baffle is provided in the absence of an irtle¢ and
outlet-tee inside the septic tank. A baffle is provided to distribute the flow more eve
along the width of the bank.

Partition wall: To divide the tank into two or more chambers, a partition wall
constructed.

Access opening and covedeach compartment of a septic tank is provided either with
rectangular or circular access opening.

Ventilation/ Vent pipe: A pipe sed to let out the gases produced during decompositio
of faeces is called a ventilation/Vent pipe.

Outlet pipe: The outlet pipe connects the septic tank to the soak pit for outflow.
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Cover with
mosquito

mesh H

] Terminal air
vent.

/ Cistern

Water supply

Septic tank filter

Q d

\,‘A!II [' Ground level
[ Lz X -

i

access

Pan P water seal Inlet
Altemative Pan S

Surface

mat/scum Outlet

Septage or septic
tank sludge layer

Somecompartment of the septic tankare covered with an access aav These access covers
areopened timely torelease the toxic gases contained therdfrthese gases are not released
timely, it may lead to problems in the edudging process.

1%

Inspect theconsistency of sludge

When the sludge is prepared in the tarkhas to be transferred to the soak pitrough outlet

pipes. But to be transferred through pipes, the composure of the sludge is checkédt it can
easily pass through these pipes. If the sludge is extra dry and hard, some quantity of water is
mixed with this sludge to dilute it so that the sludge pumping process can be started.
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UNIT2.2: Stepsfor the DesludgingOperator to Follow

While Attending to a DesludgingRequest

— Unit Objective: ©

At the end of this unit, you will be ableto:

1. List the steps to be followed by the desludgingesator while attending to a desludging
request.

Thede-sludging/vacuuntruck is a complexmechanicakystemthat needsproper operation
and maintenancewhile doingthe de-sludgingservice . Theoperatorsshouldbecomefamiliar
with the properoperationof the equipmentin usefor eachoperation.
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UNIT2.3: Typesof De-Sudging/VacuumTruck Usedin
India

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. Demonstrate the types of dsludgig.

— 2.3.1TruckMounted VacuumTankers:
(1,500to 10,000LitresCapacity)

Thetruck-mountedvacuumtankershavevacuumpumpwith hydraulicmotor. Thecapacityof
the tank variesfrom 1,500to 10,000litres.

— 2.3.2TractorMounted VacuumTanker:

(3,000to 5,000Litre Capacity)

Tractormounted vacuumtankersare made locally acrossindia. The capacityof the sludge
vacuumtanksvariesfrom 3,000to 5,000litres. Thelocal dealersare convertingtractor into
sludgevacuumtank accordingo their need.

Fig.2.3.1:Typesof Sludgecarryingvehiclesusedin Indiancities

Apart from the vehiclesmentioned above, there are also bike mounted machinescalled
gulpers.Thesecanbe usedin areaswherethe quantity of sludgeto be emptiedisless,and/or
the accessoutesare <9min width.
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UNIT2.4: Componentsof VacuumTrucks/De-Sudging

Vehicle

— Unit Objective: ©

At the end of this unit, you will be ableto:
1. List the components of vacuum tanks.

The desludgingoperator must know the componentsof the sludge vacuum truck. The
componentsof the sludgevacuumtruck are givenbelow:

HydraulicMotor
Liquidring vacuumpump
Servicdiquid pump
Suctionanddischargevalve
Swingout rear door
Handwheels
Hatch
Pressuresafetyvalve
Hydraulictank tipping cylinder
. Water separatorfor dischargeair
. Servicdiquid (Water Tank)
. Load/DischargeControlValve
. SlurryTank
. Toollocker

© o N OAW®DNR
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Hydraulic tank
tipping cylinder

S eian PP Pressure safety valve

for discharge air

Hatch
Handwheel
liquid (Water Slurry tank
Swing-out

Khodiyar'—\ d/Discharge, Tool rear door
Vacuum DI | valve locker

Truck ol@ ) LﬂJ

Spare wheel
Pad
EJ == Suction &
discharge valve

Hydraulic  Liquid ring
motor vacuum pump

liquid pomp

Fig 2.4.1:Component®f a vacuumde-sludgingtruck

Oncethe de-sludgingoperatoris familiarwith the working of the truck, he/sheshouldfollow
the stepsgivenbelowwhenattendingarequestplaced.
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UNIT2.5: Accessibilityto the Ste of the Septic Tank

— Unit Objective: ©

At the end of this unit, you will be ableto:
1. Set up the accessibility to the sivé the septic tank.

1 Thede-sludgingoperatoristo follow the instructionsgivenbelowwhile he/sheis visiting
the site: Desludgingoperator shouldtake care that the streets are wide enoughfor a
de-sludging/vacuuntruckto pass.

1 Desludgingoperator should take care that there is enough space to turn the
de-sludging/vacuuntruck around.

91 Desludgingoperator shouldtake carethat the accesgoadsare in a good conditionson
the way to the septic tank/pit site. The desludgingoperator/emptier is to ask the
householdsabout the location of the septictank. The Householdsnay be aware of the
locationof the septictank asthey havebeenlivingthere.
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UNITZ2.6: Accessibilityto Septic Tank/Pit

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. Understand how to set up the accessibility to septic tank.

The accessibilityof the septic tank/pit will indicate how easyit will be to perform the
desludgingof the septictank. It would help the desludgingoperatorto estimatethe amount
of time requiredto desludgethe septictank.

9 Findingthe locationof the septictank. Theoperatorto usethe variousmethodsto find
the locationof the septictank. Thedriver of the truck mustensurethat the vehicleis not
parkedor drivenoverthe septic tank.

1 Thedistancebetweensludgevacuumtruck parkingareaandlocationof septictank.

1 Thepresenceor absenceof accessoverovereachcompartmentof the septictank must
be openedto releasethe toxic gasescontainedtherein.

1 Theoperatormustfurther checkthe levelof water/liquid in the tank to gaugethe volume
to be emptied.

1 Theoperator mustinspectthe tank to checkfor any faulty designor leakagesrom the
tank.

1 If the sludgehasdried up and hardened,water mustbe mixedwith it for dilution before
startingthe pumpingprocess.
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UNIT2.7: Installation of the Hose Connecting

De-Judging/VacuumTruckto Septic Tank and Emptying
the Tank

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. Install the hose connectindesludging.

Installation of the Septic Tank

Desludgingperator shouldfollow the instructionsgivenbelowwhile he/sheis installingthe
pipe/hosethat connectsthe septictank/pit with the sludgevacuumtruck.

1 The operator must ensurethat before beginningthe emptying process,there are no
childrenaroundthe vicinity of the septictanks.

1 Theoperator must ensurethat the brakeson the vehiclehave beenappliedand wheel
chokesare placedthe wheelsfor additionalsafety.

1 Thedesludgingoperator should install the hosein the septictank before connectingto
the de-sludging/VacuunTank.

1 Thepipesandvalvesmustbe checkedfor anyfaultsor cracks.

1 Thedesludgingperatormayrequire extrahosesdependingon the distancebetweenthe
truck andtank.

1 Theoperatormustmakesurethat there is no backflow into the tank from the pipe.

1 Theoperatormustensurethat all of the sludgeis collectedfrom the bottom of the tank
aswell.

Sludge Tank Emptying Process

A septic tank technician is respsihle for keeping the tank in working condition. For cleaning
the tank and emptying the desludge, he takes services from a desludging opéfr#tertank

is not emptied and cleaned timely, it may lead to diseasafesludging operatofollows the
following steps to empty thesludge tank:

1 Install pipe in the septic tank connecting with sludge tank
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Fig. 2.7.1: Installing the pipe
9 Schedule meter check on the septic tank before pumping out the sludge

Fg. 2.7.2: Checking the sludge in the septic tank

9 Manage to leave deep sludge left in the bottom of septic tank as per the industry standard
and government norms

Fig 2.7.3: Left sludge at the bottom
1 Manage closing of #hseptic tank cover
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Fig. 2.7.4: Closing the access cover
1 Practice to uninstall the suction pipes from the septic tank and clean surroundings and pipes
before leaving the site

I
Fig. 2.7.5Uninstal the suction pipes
1 Demonstrate that sludge vehicle is not leaking during the transit process

Fig. 2.7.6: Inspecting the vehicle
1 Install suction pipe in the septic tank connecting with the sludge tank
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Fig. 2.7.7: Install suction pipe
1 Empty sludge &m the septic tank

Fig. 2.7.8: Empty the slud¢gnk

1 Uninstall suction pipe from the septic tank and close the access cover

Fig. 2.7.9: Cover the septic tank
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UNITZ2.8: Healthand Safety Precautionsto be Observed

by the Operator

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. Understand the health and safety precautions to be observed by the operator.

1 Incasethere is any spillageof sludgeduringthe emptyingprocessor after, the operator
mustusethe shovelfrom the kit providedto cleanthe sludgeandcoverthe spiltareawith
lime.

9 Ifthe spillageis significantit mustbe coveredwith mud/soiland sprinkledwith lime. The
operatormustthen callthe ULBauthoritiesto ensureproper cleantup isinitiated for the
area.

1 Finally the operatormustreplacethe lids/coversof the tanks.

1 It mustbe noted that throughoutthe de-sludgingprocessthe operatormustbe wearing
the PPEprovided.In no instanceshouldthe operatorenterinto the septictanks.
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UNIT2.9: Dosand D2 y Wik Emptying the Sudge
from the Sptic Tanks

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. [Aald GKS R2a IyR R2yQia ¢KAES SyLilierayd (GKS af

— 2.9.1Dos

1. Wearpersonalprotectiveequipment(PPEhile emptyingthe sludgefrom the septic
tank.

2. Desludgingperatorto keepthe recordsof the customersattendedto.

3. Customerto openthe accessoverof the septictank beforethe visit of the desludging
operator.

4. Parkthe sludgevacuumtruck at an apprapriate distance.
5. Inspectthe sludgevacuumtruck for anyfaults before departureto the site.

6. Inspectthe vacuumpumps,hydraulicmotor, pressuresafetyvalve,suctionvalve,
hydraulictank tipping cylinder,hosesetc. regularly.

7. Inspectthe oil and moving partsof the sludgevacuumtruck.

8. Checkhe water fixturesfor anyleakagesn the pipelineregularly

9. Carryafirst-aid box

10. Cleanthe areanearthe septictank after desludgingof septictank services.
11. Closethe accessoverbefore departurefrom the site.

— 2.9.25 2 Y &

Donot parkor drive on septictank or pit.

Donot engagein manualscavenging.

5 2 ys@dakewhile carryingout desludging.

5 2 yallbiv childrennearthe septictank while desludginghe septictank.
5 2 yallbivanyplasticto enterinto the sludgevacuumtank.

5 2 yeférinto the septictank/pit without suitablegear.

ok wwbhRE
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— Exercise

1. Whatarethe componentsof sludgevacuumtruck?

2. What are the stepsthat the beneficiaryis to follow while requestingfor desludging
services?

3. What are the steps that the desludgingoperator should follow while carrying out
desludgingservices?
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4. Whatarethe dosandR 2 y While®@mptyingthe sludgefrom the septictank?

5. What are the instructionsthat the desludgingoperator shouldfollow while connecting
the hosebetweenseptictank and sludgevacuumtank?







3. Transportation of
Sudge

SKILL COUNCIL FOR

SCG) GREEN JOBS

Unit 3.1¢ Transport the faecal sludge
Unit 3.2- Transpotation of sludge
Unit 3.3¢ How to control the split sludge during transportation

Unit 3.4¢ Health and safety precautions to be taken during
transportation of sludge

Unit35c52a |yR R2yQia gKAES N
septic tank to dedicate sludge disposal sites

SEI/N6412
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— Key Learning Outcom g

At the end of this module, you will be able to:
1. Understand how to transport the sludge from a septic tank to sludge disposal site.

2. Understand how to control spillages, (if any) which may occur during the process of
transporting the sludge from septic tank to sludge disposal sites.

3. Understand how to dispose the sludge at the identified sludge disposal sites.
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— Unit Objective: ©

At the end of this unit, you will be able to:
1. List the steps for preventive maintenance of desludging tank.

The desludging operator needs to consider the some important aspects to maintain the proper
working condition of desludging tank. These aspects are:

Carry out oil level check in the vacuum pumpscoibling tank, hydraulic tank
and tanker engine -l

\, J/

Carry out tanker fuel level and water levels checks in the tanker engine, |
windscreen water bottle, wash tank and water tank _l

\, /

( N\

Perform cooling radiator check for the hydraulic oil and pump oil

Perform checks on desludging tank rear door opening

7

]

Perform checks on tyre pressures, lights, indicators, horns of desludging tank

i

( N\

Prevent tank overflow

Perform checks on contact between gaskets and seats

| T

Perform checks on steel balls

1L (L (1 [1 []

Carryout leak check in hydraulic system and power-@fkshafts

Fig. 3.1.1: Desludging tank maintenamoeasures

=
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UNIT3.2: Transportthe FaecalSudge

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. Identify the best medium for transporting the faecal sludge.

Thedesludgingoperatorneedsto considerthe followingaspectsvhile transportingthe faecal
sludgefrom the septictank to the identified sludgedisposalsite. The measuresare given
below:

[ )

De-sludging/vacuum Control Leakage: Health and Safety:
truck: uSludge removing wThe delsudging operato
wDifferent types of de equipment to be carried needs to follow the rules
sludging/ vacuum trucks|| (Like Hoses etc) of the road and the
to be used. ulhe spill management activities at the
wLicence and permit for equipment to be carried || desludging site.
sludge vacuum truck to (Shovels, lime, collection| wrhe workers must use
be carried by the bag and sand etc.) health and safety
operator. eqqipments at all times
alicence of driver to be while on duty
carried at all times
N _ N J

Fig, 3.21: Measures to be followed while transportation
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UNIT3.3: Transportationof Sudge

— Unit Objective: ©

At the end of this unit, you will be ableto:
1. Identify the best medium for transportation of sludge.

Thedesludgingperatorshouldfollow the instructionsgivebelowwhile he/sheistransporting
the sludgefrom the septictankto a dedicatedsludgedisposakite.

1 Thededudgingoperator shouldbe awareof the timings of restrictionson movementof
heavyvehiclesin the urbanareas.

1 Thedesludgingoperator shouldchoosededicated/decidedroute to transferthe sludge.
1 Thededicatedroute would helpin reducingthe possibiities of illegaldumpingof sludge.

1 Incasethe driver or operator notice anymechanicafaults/malfunctionwith the truck or
the containmenttank, they mustreport the matter immediatelyto the supervisors.
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UNIT3.4: Howto Control the Spilt Sludge(if any)

During Transportation

— Unit Objective: ©

At the end of this unit, you will be ableto:
1. Control the split sludge during transportation.

TheVacuumtruck must carry lime and shovel. Thedriver/operator must take the following
stepsto control the spilt sludge.Theseare asfollows:

1. Thedriver/operatormustfirst try andrecoverthe spilt sludgeusingthe shovelin the kit
provided.

2. If recoveryof the sludgeis not possible the driver/operatormust pour sand/soilover
the sludgeandthen cower it with lime.

3. Drivermustinform the healthdepartmentof urbanlocalbodiesand getthem to attend
to the spilt sludgeat the earliest.
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UNIT3.5: Healthand Safety Precautionsto be Taken

During Transportation of Sudge

— Unit Objective: ©

At the end of this unit, you will be ableto:

1. Understand the health and safety precautions to be taken during transportation of
sludge.

1 Incaseof handlingspilt sludge makesureto wearthe PPE.
T 5 2 ys@dakewhilein the truck.
1 Incasethere isafault with the truck, inform the supervisoimmediately.
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UNIT3.6:5 2 &ndl5 2 y WhiléTransportingthe Sudge

from the Sptic Tankto DedicatedSudge Disposal3tes

©

Unit Objective:

At the end of this unit, you will be ableto:

1. Listthedosan®R2y Qiéia GKATf S
disposal sites.
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3.6.1 Dos

Makesurethat all lockson the vacuumtank are securedandthat there isno leakage.
Makesurethat the hoseisintact.

Usethe pre-decidedroute to transport the sludgeto the disposakite.

Makesurethat the road on the route chosenisin a drive worthy condition.
Controlspillagewhile transportingthe sludge.

Putlime andsandon the spill.

o0k wbhR

e
O3

3.6.25 2
1. 5 2 ydfiviéfastor overthe speedlimit.

2. DomQsmokeinsidethe truck.

3. 5 2 yidkdiadifferent route from the onethat hasbeenpre-decided.
4. 5 2 yir@dnddisposethe sludgeenrouteto the actualdisposakite.

a2 U A
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— Exercis

1. What are the three aspectsdesludgingoperator need to know while transporting the
sludge?

2. Howto controlthe leakagewhile transportingthe sludge?

3. Whatarethe dosandR 2 y't@liieollowedwhile transportingthe sludgefrom the septic
tankto the dedicatedsludgedisposakite?




4. SafeDisposal of
Sudge

SKILL COUNCIL FOR

SCG) GREEN JOBS

Unit 4.1¢ Disposal of sludge at identified sludge disposal sites

Unit 4.2¢ Step by step process to be followed while disposing tt
sludge at the disposal site

Unit 4.3¢ Type of sludge disposatesi

Unit 4.4¢ Health and safety precautions to be taken while
emptying the sludge at the disposal site

Unit45¢52a |yR R2yQia gKAES SYL
truck to the dedicated sludge disposal sites

SGJI/Nb412
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Key Learning Outcom g

At the end of this module, you will be able to:
1. Understand how to dispose the sludge at the identified sludge disposal sites.
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UNIT4.1: Disposalof Sludgeat Identified Sudge

DisposalStes (Treatment Plants)

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. Demonstrate the disposal of sludge at identified sludge disposal sites.

Desludgingperator shouldfollow the instructionsgivenbelowwhile he/sheis disposinghe
sludgeat the dedicateddisposalsite.

1 Thesludgeisto be disposedonly at the identified sludgedisposakite.
1 Thesludgedisposakite canbe an FSTPCotreatment plant, etc.

1 Thedesludgingoperator is to take care of spillagesthat happenfrom the truck at the
disposakite.

9 Atthe disposalffacility, the truck mustbe positionedin sucha way that the faecalsludge
maybe emptied usingonly a singlelength of hosepipe.

1 Oncethe sludgehasbeenemptied,the pipe andoutlet valvemustbe thoroughlycleaned.

1 Theemptier/operator must wear personalprotective equipment (PPE)while disposing
the sludgeat the disposakite.

Fig 4.1.1:Safe disposal of sludge at dedicated sludge disposal sites
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UNIT4.2: Stepby Sep Processto be Followed While

Disposingthe Judge at the DisposalSte

Unit Objective: ©

At the end of this unit, you will be ableto:
1. List the step by step process to be followed while disposing the sludge at the disposa
site.

Fig,4.2.1: Process of sludge disposing
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UNIT4.3: Typeof Judge DisposalSte

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. List the types of sludge disposal site.

— 4.3.1FSTHlant

TheFaecabludgeTreatmentPlant(FSTH¥E madefor treatingthe faecalsludgecollectedfrom
the onsitesanitation system FSTPnaybe a suitablechoicein smallcitiesor townswhereSTPs
do not exist.

Fig 4.3.1:Devanahalli FSTP, Near Bangalore, Karnataka
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— 4.3.2Cotreatment Plant

Cotreatment of Septageat SewagelreatmentPlants(STPJ)s one of the solutionsthat canbe
implementedfor the treatment of faecalsludge.Cotreatment may be a suitable choicein
citiesandtowns with existingsewagereatment plants.

Sﬁh _
Fig 4.3.2:Cotreatment plant, Puri, Odisha (Connected to STP plant)

— 4.3.3SewagelreatmentPlant (STP)

Sewagdreatment plantshelpin removingthe contaminationsdrom the wastewater primarily
from the householdsand commercialsewage . Thecitieswhere FSTRr Cotreatment is not
availableusethe STRo disposeof the faecalsludge.

e —— % ,_”: 5

Fig 4.3.3:Sludgadisposatank connectedvith STPVizag,AndhraPradesh
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— 4.3.4Any Other Ste

Somecitiesin Indiadisposethe collectedsludgeoutside of the city limits or onto agriculture
land. However,disposingof the sludgein the openis not a healthy practiceand can cause
severepollution and environmentaldegradation

Fig 4.3.4:Disposal of faecal sludge outside the city limits
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UNIT4.4: Healthand Safety Precautionsto be Taken

While Emptying the Sudgeat the DisposalSte

— Unit Objective: ©

At the end of this unit, you will be ableto:
1. List the health and safety precautions to be taken at the disposal site.

1 Ensureto wearthe PPEbefore startingto emptythe truck.
1 Makesurethat all valvesare working properly before startingthe emptyingprocess.

1 Ensurethat the hoseis properly connectedto the emptyingvalveand doesnot haveany
crackshat maycausethe sludgeto leak.
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UNIT4.5:5 2 endl5 2 y WhiléEmptying the Sudge

from the Truckto the Dedicated Sudge DisposalStes

. . . @
Unit Objective: ©
At the end of this unit, you will be ableto:
1. [Aald GKS R2a IyR R2yQia ¢KAES SyLilierayd (GKS af

sites.

— 4.5.1Dos

Parkthe vehicleat the appropriatesludgedisposalpoint.

Followthe instructionof plant operatorwhile desludginghe sludgeat the disposakite.
Followthe instructionof the guardwhile enteringthe sludgedisposabplant.
Makeanincomingandoutgoingentry in the recordregister.

Wearpersonalprotective equipmentwhile carryingout desludgingservice.

Cleanthe areanearthe disposabpoint of anyspilt sludge.

Cleanhoseafter disposabf the sludgeat the disposabpoint.

Controlspillagewhile transportingthe sludge.

Putlime or sandon the spill.

© 0N OAWDNRE

— 4.5.25 2 ¥ Q&

5 2 ydRpbsethe sludgein water bodies.

5 2 ydRpbsesludgein openareas.

5 2 ydRpbsethe sludgenearanywater body.

5 2 ydRpbsethe sludgein a sewerline.

5 2 ydRpbsethe sludgeneararesidentialarea.

5 2 ys@dkewhile disposingsludgeat the sludgedisposakite.

o gk wbdPRE
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e
Exercisexs

1. Whatarethe instructiondesludgingoperatorneedto follow at the sludgedisposakite?

2. Whatis FaecaBludgeTreatmentPlant(FSTP)




5. Health andSafety
In the Workplace

While Carrying
Out de-sludging
Services

SCG) GREEN JOBS ﬁ
Unit 5.1¢ Potential hazards while carrying out desludging
services
Unit 5.2¢ Measures of health hazards for desludging operator
Unit 5.3¢ Personal protective equipment

Unit 5.4¢ Immunizations, health, and safety

Unit 5.5¢ Emergency contact or communication in haisar

Unit 5.6¢ Health and safety equipment are for the desludging
operator

Unit 5.7¢ Components of the firsaid box
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— Key Learning Outcom g

At the end of this module, you will be able to:

1. Would be aware about the potential operational hazards.
2.22dzA R g NS K2¢g (2 KIYyRtfS (GKS SldALIYSyYydiQa al -
3. Wouldbe aware about First Aid.

4. Would aware, how to maintain occupational health and safety.




Participant Handbook

UNIT5.1: Potential HazardsWhile Carrying Out

Desludging&ervices

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. Identify the potentialhazards while carrying out desludging services.

S.No | Typesof hazards Imageof hazards

1 Physicahazardswhile desludgingservices:

9 Thecollapseof the septictank/pit wall
9 Slipstrips, andfalls

9 Exposurdo sharpobjectscontainedin
the sludgye (Glassmetal, bladeetc.)

91 Anyother accidentparticularlyduring
travelingetc.

2 Chemicahazardswhile desludgingservices:

1 Harmfulgasedrom the septictank
(Methane,Ammonia,Sulphurdioxideand

Corbandioxideetc.)

3 Explosive- Flammale gases:

1 Thesegasesare Methaneand Carbon & @ @
Monoxideetc. Theworkersto avoidsmoking Explosi
nearbythe septictank. R S
No smoking or
naked lights
4 Fire

1 Thefire mayhaveoccurredin the septictanks
dueto highheator dueto methanegas.

1 TheDesludgingperatorto avoidthe useof
matchbox,smokingnearbythe septictank.

Table 51.1: Potential hazardous activities while carrying out desludging services
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UNIT5.2: Measuresof Health Hazardsfor Desludging
Operator/ Emptier

©

Unit Objective:

At the end of this unit, you will be ableto:
1. List the measures of health hazards for desludging operator.

The desludgingoperator must follow the health hazardprevention measuresrequired for
desludgingThehealthhazardaneasuresare givenbelow:

Training Program

PersonalProtective

Equipment (PPE) Immunization of Health and

wraining program for de Safety

sludging operators including

wMandatory to wear PPE to
avoid any hazard while
carrying out desludging
services

wWear PPE to avoid direct
exposure to Faecal Sludge

wAvoid unsafe working
practice.

wAvoid smoking while
carrying out desludging
services.

N\

N\

emptier on health and safety
measures.

wYraining programme on use
of PPE.

w¥raining program on use of
FirstAid.

wProvide medical insurance
to the desludging operator
including emptier etc.

[{)

Desludging workers should b
immunised for: (Tetanus,
Hepatitis A &B and
Diphtheria).

FirstAid equipment.
Emergency eye wash facilities.
Emergency contact numbers

J

Fig. 52.1: Health hazards masures
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UNIT5.3: PersonalProtective Equipment

— Unit Objectives ©

At the end of this unit, you will be ableto:
1. Demonstrate Personal Protective Equipment.

PersonaProtective9 |j dzA LIYPPEniu§ e worn at alltimeswhile carryingout desludgimy
activities.Thelist of required PPESs givenbelow in the diagram.

@ s

Ear plugs

O

VIS Clothes

Safety Gloves

Fig 5.3.1Personal Protective Equipment (PPE)
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UNIT5.4: Immunizations,Health, and Safety

— Unit Objective: ©

At the end of this unit, you will be ableto:
1. Define immunization ath various health hazards.

The desludgingworkers should be immunizedfor Tetanus,HepatitisA &B, and Diphtheria
etc.asthey work in very hazardousonditions.

Fig 5.4.1:Vaccinations to be administered to the-sledging operators
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UNIT5.5: EmagencyContact or Communicationin

Hazards

Unit Objective: ©

At the end of this unit, you will be ableto:
1. List the emergency contacts of important agencies.

S.No | Nameof the agency ContactNumbers ' Imageor SignBoard

01 Police:In anemergency,the 100
policewould helpin enforcing
the law and protect the
people.

02 Ambulance:ln anyemergency, 102
Ambulancewnould helpin
carryingthe injured peopleto
the hospital

03 Fire:In afire emergencythe 101
fire brigadewould helpto
rescuethe people.

04 DisasterManagement:The 108
disastermanagement
organizatiorhelpspeoplein
the eventof anynaturalor
man-madedisaster.

05 UrbanLocalBodies:TheULBs | ULBhelpline
isalocalgovernmentwhich number
helpsits citizensin an
emergencysituation.

Table 55.1: Emergency contacts
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UNIT5.6: Healthand Safety Equipment for the
DesludgingOperator

Unit Objectives ©

At the end of this unit, you will be ableto:
1. Identify the health and safety equipment for the dedjing operator.

ltem Nameof the Equipment Imageof Equipment
Description
1 SafetyHelmetor HeadProtection: The

desludgingpperatormustusea safety
helmetwhile workingon site. Thesafety
helmetshelp protect the workersfrom
anyheadinjuries.

2 SafetyGogglesThedesludgingoperator
mustwear safetygogglego protecttheir
eyes.

3 NoseMask(Reusable)Thedesludging

operatormustwearanosemask.It will
helpin protectingthem from the bacteria
andvirusetc.

4 PVCRubberHand Gloves:Thegloves
would helpin protectingfrom direct
contactwith sludge.
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ltem Name of the Equipment Image of Equipment

Description

5 Acid Alkali Proof Suit: TheAcidAlkali
Proof Suitprovidesprotection from direct
contactwith sludge

6 GumBoot: Thedesludgingvorker must
weargumbootswhile carryingout
desludgingactivities.

7 SafetyLight/ Torch:Thesafetytorch can
be usedproperlyinspectingthe septic
tank

8 FirstAid Box: Thefirst aid box canbe
usedin caseof any injury.

9 Fireextinguisher:Thefire extinguisher
canbe usedin caseof breakoutof fire on
site.

Table 56.1: Personal protective equipment




Desludging Operator

UNIT5.7: Componentsof the Frst-Aid Box

— Unit Objective: ©

At the end of this unit, you will be ableto:
1. List the components of the firstid box.

S.No | Nameof the FirstAid BoxItems

01 FirstAid Chart: Theadjoiningchartdetailsout
the useof the first aid boxin anemergency.

02 Medical Plasters:Elastidbandage are used
without the needfor dressinghe injured area.
It helpsin reducingswellingetc.

03 Medical Gauze:Smallmediumandlarge
sterile gauzedressings

04 BandagesThesebandagesre usedto hold
the dressingon awound.

05 Safetypins: Thesafetypinsare usedin fixing
the bandages.
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S. No | Name of the First Aid Box Items Images
06 Disposablesterile gloves:Theseglovesare
usedin medicalexaminationand preventing
crosscontaminationbetweenpatientsandthe
caregiver.
07 ScissorsThe scissorsare usedin cutting of
bandagesgauzeandinjured areaetc.
08 AlcohoHree cleansingwipes: Thewipesare
usedin the cleaningof the wound.
09 Stickytape: Themedicaltapesare usedto hold
the bandagesn place.
10 Thermometer:The thermometeris usedto M
measurethe bodytemperature. !
11 Cream(Skinrash,sprayto relieveinsectbites i
andstings,Antisepticcream €
e
with T R
12 Medicines(PainkillersCough Antihistamine
etc)
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S. No | Name of the First Aid Box Items
13 Distilled water for cleaningwounds
14 Eyewashand eyebath: Thiscanbe usedto

cleanor sootheeyesfrom irritants.

(optes
S

YE WA

Table 57.1: Components of the firsiid box




Participant Handbook

— Exercis

1. Whatarethe majorhazardsmayoccurwhile doingdesludgingservice?

2. Whomto contactin caseof anemergency?

a. Ambulance

Police

FireBrigade
DisastetManagemenfTeam
UrbanLocalBodies

All of the above

~®ao00C
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3. Whatisthe importanceof followingthe useof healthand safetyequipment?

S.No | Nameof the safetyS Ij dzA LJY' Sy Importanceof S lj dzA LIY Sy

1

4. Whatarethe typesof persoral protectiveequipment?Pleaseanswerin detail.
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Key Learning Outcom g

At the end of this module, you will be able to:
1. Understand howa set up an entrepreneurship in desludging services.
2. List the challenges that come while setting up a desludging business.
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UNIT6.1: Requirementof Infrastructurein Establishing

of Entrepreneurshipin DesludgingServices

Unit Objective: ©

At the end of this unit, you will be ableto:
1. Identify the infrastructure requirements in establishing desludging services.

— 6.1.1 Key Activities of Desludging Services

Key activities of desludging activities include:
Get certificates .
Assess potential and licnses fro u:l%(;?ggn%n& e
and need the concerned customers
authorities
Establish Prepare the 0; erfaa%rr? al
financial system operator plans
Involve
operational aﬁgaengu? tr?]%lﬁt Start the servic
partners quip
Fig. 6.1.1: Key activities of delsludging services

— 6.1.2 Licensing, Certification and Registration Process———
Different types of licenses, certificates and registrations are required for starting the desludging
operations. The requiklicenses are:

Permit for truck from Regional Transport Office (RTO)
License for providindesludging service from Urbdmwmcal Bodies
Pollution certificate of Vehicle

Vehicle Insurance certificate

Fitness certificate of the sludge vacuum truck

Do Do Do Do Do Do

Health Insurance of works
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— 6.1.3Identify the Customers

Theprivate desludgingOperatorhasto establisha centralizedcallcenterto receivearequest
for desludgingof septictank from the residential,commerciakindinstitutional areas.

Estimate call volume from the respective city / region

—1

hvd

Fix the call centre operation hours

=

Estimate the requirement of human resource and call N
centre size. The call centre representatives must be
trained on their roles.

~

N

Estblishement of call centre/request centre and obtain
required hardware

=

N

User call acceptance and marketing of the services in the
cities

Fig 6.1.3 Step by stepnocess ofdentifying the customers

1 Furthermore,the call centre representativesmust be trained on the following: The HR
personsmustbe trainedto conversewith customersin a polite and professionamanner.

1 Theyshouldbe fluent in Englisrandthe locd languagegwritten and oral).
1 TheHRpersonsmustbe ableto understandthe nature of the requestof the customer.

1 Theymustbeableto explainandclarifythe nature of service ratesandavailabilityof slots
for serviceto the customers.

Allrequestsreceivedrequestsresolvedandcomplaintsreceivedmustbe storedon a suitable
MISplatform for easymaintenance complaintre-dressalandtransparencyin services.
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— 6.1.4Size andProcurementof Key Tools

S.No Thecapacityof sludgevacuumtruck Cost(In INR)
01 1,500litres capacityde-sludging/vacuumnruck
02 3,000litres capacityde-sludging/vacuumruck
03 4,000litres capacityde-sludging/vacuuntruck
04 5,000litres capacityde-sludging/vacuumruck
05 9,000litres capacityde-sludging/vacuuntruck

Table 61.1: Procurement of sludge vacuum truck

Areaswith accessoads<9minwidth mayrequirethe useof emptierswith acapacitybetween
1,5003,000litres. Alternativelybike mounted machinesknown asd D dzf Lid&yNb uised,
especiallyin caseof hardto reachslumandsluntlike areas.

Fig 6.1.4 Step by step process of procuring a sludge vacuum truck

Allvehiclesnustbefitted with a GP Srackingsystemto ensuresafetyandcomplianceo rules.

— 6.1.5ParkingSpace

Thedesludgingentrepreneurshouldfind the properparkingspaceto parkthe sludgevacuum
truck.
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— 6.1.6ProcureHumanResources

The desludgingentrepreneur is to procure the required human resource for desludging
servicesThesewould be driverandemptier.

Fixthe rate of desludgingservices:

Theentrepreneuristo fix the rate for the desludgingservicesn variousland useareas.

S.No Categoryof Landuseareas ServiceChargegIn INR)
01 Desludgingn Residentiahrea

02 Desludgindrom Commerciabrea

03 Desludgindrom Industrialarea

Table6.1.2:Category of land use areas

Also, being a part of a workplace, requires that therkwequiremens to be clearly explained
and supervisedOne can create a work requirement document tigthe recordof the task
which must be performedvith full details such as shown in the following figure

Fig.6.1.3: How to understand work requirement

A sense of harmony and unity is the key to a healthy and competitive environment in a
workplace. The work group united by common goals and missions. But, at times, issues such
as varied viewpoints create an unhealthy work environmést.adesludging entrepreneur
there needs tobe properinteraction with superiors as well asolleaguesand workers
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UNIT6.2: Challengedor Setting Up a DesludgingBusiness

Unit Objective: ©

At the end of this unit, you will be ableto:

1.

List the challengethat come while setting up a desludging business.

1

= =4 =4 =

— 6.2.1Technical Challenges of Desludging Business——

There are a numbyeof technical problems with desludging including:

Common Issues
There are a number of common problems faced by a desludging operator such as :

Tanks rising out of the ground after rainfall this is most common for unanchored pla
or fibreglass tanks

Baffles and inlet and outlet junctions removed, not installed, broken, or not connected
an dfluent disposal system

Pumping from the septic tank rather a separate pump well

High levels of sludge accumulating from inadequate maintenance (lack of desludging
Undersized tanks relative to the hydraulic loads

Poor drainage around the tank due tam-on, or because it is installed too low into the
ground.

High capital cost needed in buying the sludge vacuum truck.

High capital costs of Opation and Maintenance of vacuum truck.
High capital cost in hiring the required human resources.

Required Transport permit for the vehicle.

Pollution control certificate for the vehicle.

License from urban local bodies to provide the desludging services
Required parking space and registered office.

Potential business for local job creation and income generation.

t 22NJ K2dzZaSK2f Ra OFyQé adF NI GKS o0dzaAy S
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— 6.2.1 Repair and Mainteance

To repair and maintaithe sludge vehicle and sludge vacuum tank, a desludging operator
takes the following measurés
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" Inspect the sludge vehicle that it is not leaking from )

__anywhere. J

( A
Repair the vehicle in case of any mishappening.

L J

( A
Clean the sludge vacuum tank timely.

L J

( A
Repair the pipes of the sludge tank in case of any leakage.

L J

Fig. 6.2.1: Repair and maintenance activities

Maintain the log book of disposal site visit
It is the responsibility of a desludging operator to maintaiae tomplete details of the whole

desludging processie should record every detail of teestomers, their requirements, every
visit made to the disposal site, disposed quantity, repair works, maintenance duration etc.
These records will help him to taketdwe decisions and work as per the requirements.

Carry out cleaning of sludge vacuum tank after disposal
After disposing the sludge to the identified location, the desludging operator is required to

clean the vacuum tank for reuse purposes and alsondlea surrounding area to keep it safe
and diseasdree.
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— Exercis

1. Whatarethe minimumrequirementsto start the desludgingserviceentrepreneurship?

2. Whatarethe challenge®f settingup a desludgindousiness?
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Unit 7.5 - Risk management at workplace rules

Unit 7.6 - Diversity and inclusioat workplace rules

Unit 7.7 - Fadlitating the coworkers at FSSMhile field
visit orany investigations
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— Key Learning Outcom g

At the end of this module, you will be able to:

1. Identify ways to assistolleagues positively to maximize effectiveness and efficiency in
carrying out tasks

Discuss importance of work culture

Demonstrate appropriate communication etiquette and dressing at work place
Demonstrate responsible and disciplined behaviours at thekplace

Identify ways to put up grievances and problems to appropriate authority
Demonstrate collaboration and group participation to achieve common goals

A
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UNIT 71: Reporting Structure

— Unit Objective: ©

At the end of this unit, you will be able to:
1. Follow the reporting structure at the organization.
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UNIT7.2: WorkBhics andBiquettes

Unit Objectives ©

At the end of this unit, you will be able to:
1. Demonstrate the work ethics and etiquette to be followed.

You must understand that yodrehaviour serves as an example for other workers of FSTP.
Your work ethic and etiquettes will set standards for how FSTP workers are expected to

?.
e

In addition to the professional duties, you shall:

1. Protect treatment plant infrastructure and the erronment

1 Properly and consciously operate and maintain the
treatment plant

1 Follow safe operating procedures

1 Report to higher authority (plant manager/supervisor)
any violations of plant machineries and/or workers
immediately

9 Protect and wisely useesources and funds allocated for
operation and maintenance of the treatment facility

i Strive to maintain the aesthetics of the treatment plant

2. Health and Welfare of the employees

1 Always consider personal safety, the safety of fellow
workers and anyther person or visitor present within the
FSTP boundary

1 Communicate with each other and share experiences to
promote the expansion of knowledge and valuable
information

3. Properly and accurately fill record books and/or make reports
9 Be truthful in da& representation
1 Acknowledge errors and do not distort any fact or incident
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. Avoid unprofessional activities
Always be honest and truthful
Always be on time

Always respect your eworkers and managers. Do no
intimidate and/or bully other workers

Always use professional language in reports and
professional meetings

Avoid the use of cell phones on duty unless it is ...
emergency

Accept personal responsibility for your actions and do not
criticise others untruthfully

Do not wear inappropriatelothing to work
Do not use loud, offensive or abusive language
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UNIT 73: DrugFee WorkplaceRules

— Unit Objective: ©

At the end of this unit, you will be able to:
1. List the rulego be followed tomake the workplace drufree.

A drug freeworkspace policy is required to protect any employee who may be working under
the influence of alcohol or drugs from injuring himself or another employee. It can also help
in avoiding other negative impacts of being under the influence of alcohol or ditly a&s
absenteeism, lower productivity, unethical behaviour etc.

A drugfree workspace policy includes the following points (Ellen Aldridge, 2008)

9 Itis prohibited for the FSTP employees to possess, sell, consume, or be under the influence
of alcoholic begrages or illegal drug while in the office and during working hours outside
the office.

9 It is not permitted for the FSTP employees to smoke in the FSTP premises, with| the
exception of the allocated smoking area

1 Any FSTP employee who is under the influesiceverthe-counter or prescription pills
that may affect the safety of others and the ability to safely perform the job must inform
the plant supervisor before starting or resuming work.

9 Disciplinary action in the form of verbal warning, written warnirsgispension or
termination will be taken (depending on the gravity of the situation) against anyone who
violates the rules.

It is your responsibility to ensure that the abereentioned policy is adhered to. If any worker
is found to be consuming alcohol/dywor smoking outside the allocated space, they should be
stopped immediately and the plant supervisor or manager should be made aware of this
breach of policy.
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UNIT 74: Information andData Security Rules

— Unit Objective: ©

At the end of this unit, you will be able to:
1. Identify the rules of data security.

Every organization has an obligation to keep certain information confidential and the kind of
information which needs to be shared with the public.

Following are thaénformation of confidential report which can be shared only after getting
permission from plant manager

Reports on Lab results

FSTP Employee details
[name, contact details,
performance reviews,
pay scale, health related
information etc.)

Reports on operating
expenses and revenue
generation

Following promotional materials or PR materials can be shared with public

Brochures and flyers
giving the overview of
treatment plant

—1
-

e

\\\\\
il

Brochures to describe the
treatment technology of
the treatment plant

T
—
Sy

(

W

Written policy documents
of the treatment plant

Advertarials as news
staries and reviews on
newspaper

Reports on Operation and
maintenance activities

E-newsletter to keep the
public informed on the
amount of F5 treated,
population served etc.
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UNIT 75: RiskManagement atWorkplaceRules

— Unit Objective: ©

At the end of this unit, you will be able to:
1. Manage the risks at a workplace.

Anything that disrupts the workspace, impacts on the productivity of workers or poses a threat
to other employees is called a risk and it needs addressing. Followingiegadbes the type
of risk and respective risk management rules to be followed:

Type of risk Riskmanagement rules

Health and &ety | Covered in Chater 5 and Chater 6

Interpersonal 1. Be operto negotiation,

conflict 2. Never show favouritism,
3. Be humble ofjour capabilitiesand nvite contribution from others
4. Have an open discussion witfour colleague and tainstorm

suggestionsand solutiongo solve the conflict

Communcation 1. Conduct a priate meeting and try to identify the cause of the
issues issue, itcan be hegation, ego, unappoachability, confusion in
the reportingstructure etc.

2. Find acommon solution
Harassmaet 1. Allow theworkersto express themseles clearly
2. Find out wiether the empbyeeQ allegations are true ornot
3. Take necessgy actionafter discussion with plat authority
Discrimiration 1. Follow the rules mationedin Diversity and inclusiorat

workplace ruleso befollowed

Pay discepancies |1. Frstly, there should not be ay diseepancies in gy based on
classgcolour or ceed

2. The @y <cale should be based only on quaktion and the job
descrption

Workspace theft Be sue to keepyour workspace clean andrganization
Keepvaluable pesonal iems in lo&ers

Keep an mventory of plant equipment

Do not Et unauthorized pasonto enter the FSTP

Do not ket unauthorized entry into store rooms without prior
permission

6. Install CCTV instore rooms and other eeas whee FSTP supplies
are kept

a s wnN e

Table7.5.1:Risk management at worilace
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UNIT7.6: Diversity andnclusion atWorkplaceRules

— Unit Objective: ©

At the end of this unit, you will be able to:
1. List the elements required to maintain diversity and inclusion at workplace.

FSTPs can be national and internationatkspaces with employees who come from a wide
variety of backgrounds. Diversity typically includes, but is not limited to, differences in race,
gender,sexual orientation, gender identity or expression, political and religious affiliation,
socioeconomibackground, cultural background, geographic location, physical disabilities and
abilities, relationship status, veteran status, and age (Diversity and Inclusion, n.d.).

As the FSTP technician, you are closely involved with the superiors and your sulesrdinat
thus, you can play an important role in delivering workspace inclusion by being vocal about
the benefits of working with people from diverse background, and make others believe that
workspace inclusion can drive stronger better performance and results.

The following diagram shows the key elements of a diverse and inclusive workspace which
must be considered to mitigate risks which can arise out of working wiivar&ers from
diverse backgrounds.

Refer Risk management at workplace rules, increase mtodty and for the betterment of
the FSTP.

Fig 7.6.1:Four Key elements of Diversity and Inclusion
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General points to be kept in mind:

Employees should be treated equitably and with respect, participation without

favouritism is the key.

Every employee should feel valued, trshould believe their individuality is respected by
others and at the same time should feel connected with the team

Every employee should feel safe to speak up and be open without feeling judged
embarrassed

When employees are confident with themselvdwgy feel empowered and give their best
in thejob which helps them grow along.

Do use a common language understood by all while speaking to a group

Do speak to everyone with respect in the workspace, interact with allar&ers without
discrimination

Do not bully or make anyone feel inferior or left out
Do have open discussions and involve everyone

If possible, conduct informal gébgethers, celebrate festivals. It will help in engaging

every employee, improving theorganization culture and making the employees fee
appreciated.

or
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UNIT 77: Facilitating theCoworkers at FSSMhile Held
Visit or anylnvestigations

— Unit Objective: ©

At the end of this unit, you will be able to:
1. Facilitate the field visit for cavorkers and other visitors.

Before the site/field visit ensure that you have the following:
9 The list of visitors with respective contact details

9 Purpose of visit and the agenda

I Time of arrival

1 Duly signed permissidetter for a guided field visit

During the site visit, you are expected to
1 Welcome everyone and review the agenda with everyone

9 Distribute PPE (gloves and masks) to the visitors and instruct them to return it once |the
visit isover

1 Introduce the staff andheir job description

Introduce the FSTP and give an overview of the technology

9 Guide the group of visitors or investigators to each treatment unit one by one
o Introduction of the list of equipment in the FSTP
o Function of each equipment

o Daily operational etivity of each equipment and briefly expldime challenges, risks
and mitigation procedures

1 Address the queries clearly and appropriately
1 Post the site visit
o Make a note of the number of visitors and the organizations represented.

o0 Conduct a short meetingvith plant manager, supervisor and your-aorkers to
review the visit and identify areas of improvement.

=
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UNIT7.8: WorkingHfectively with others

— Unit Objective: ©

At the end of this unit, you will be able to:
1. lllustrate how to work effectively with eaorkers.

Since you will be working mostly in teams it is very important to develop good habits to work
effectively with ceworkers. Following characteristics are required to work effectively with ¢
workers:

A=

Behonest and straighforward

Do share the load equally and assist others if required
Treat others with respect and dignity

Be an active listener and speak with discretion when communicating with your colleagues
Acknowledge the contribution of your team méers

=A =4 =4 =4 =N

— 7.8.1 Assisting cavorkers inPerforming the Tasks

1 Show your staff and colleagues that you support them in their tasks in order to promote
productivity and a healthy working environment.

1 Every new employee should be trained properly before the conuesrent of work.
1 Conduct periodic reviews on our-@mrkers work and assist wherever required.

— 7.8.2 Communicating an@ehaving with the ceworkers
while Working in theGroup

2 KSy @2dzQNB g2NJ Ay3a 6AGK I GSFYZ Ytided. Ita dzNB (2
is also important to use their time and energy efficiently. Following are the points to pe

considered:

1 Always be humble and open to suggestions

1 Communicate your views openly using the correct language with respect

1 Allow people to sharealternative ideas

1 Always explain your decision and give reasons behind your choice

f L¥ @2dz2QNB GKS fSIFRSNE RStS3IIFGS Graia Ha LISN

briefly explain what needs to be done and why.




Desludging Operator pu

— 7.8.3 Work with the ceworkers to Achieve theCommon Goals —

The FSTP will perform better when all the employees cooperate with each other and work
effectively as a team. It signifies that everyone is working towards a common goal and in doing
so they are saring their own expertise and skills while cooperating with each other. Also,
workers will be more engaged, effective and active in their work when they know how their
contribution is helping in achieving common organizational goals.

— 7.8.4 How toExpress theGrievances andProblems to the———
Appropriate Authority?

Define Grievances

Grievances is basically a feeling of resentment which can be against a supervisorken
machine, equipment, about the environment, against workload etc. A laugeber of work
stoppages, strikes can be a result of faulty handling of grievances. The cost of grievances can
be very high in terms of loss of time, poor work, damage to plant machineries due to neglect,

conflict and so on (Chaudhary, 2005). Thus, itoisr yesponsibility and duty to address
grievances and problems at the FSTP, thus, you must equip yourself with the knowledge and
skill required to handle grievances without being biased. There can be certain situations where
the plant manager or supervisaeeds to be involved

Grievances can be individual or group. In case of an individual grievance, it is not required to
involve higher authorities, a oren-one conversation and discussion of the problem can help
in solving the issue. It does not need to ery formal and elaborate. In case of group
grievances, they can malkae formal written expression of the grievance and it should b
bought to the attention of the plant manager and supervisor.

D

Following is the general outline of a typical grievance praces
1 Express your problem with your immediate supervisor either verbally or in writing

9 Your supervisor can deal with the grievance/problem on his own or pass it on igter
authority

I Conduct a formal meeting between the staff and plant authority wheveryone can
presenttheir side, discuss and resolve the issue

1 Gather information and relevant data, investigate the situation

1 Take a final decision after reviewing with seniors keeping in mind the benefit of the
treatment facility

Expressing grievancesaiskill. You can keep the following points in your mind when you want
to make any such kind of conversation:

Use positive language while reporting a complaint to your senior
Remain assertive when under pressure

Ask questions calmly. Do not intimidate otdrrogate.

Aim to achieve a win/win outcome for both the parties

Honour the commitments and promises made to resolve the issues

=A =4 =4 =4 =
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— Exercise

1. What are the four key elements of inclusive workspace?

2. What is grievance?

3. Should you asfor suggestions before taking a decision? (yes/no)

True or false

T/IF

Labaer reports drectlyto plant manager
Smoking is alleed in theFSTP when not in duty

PR naterialscan be sheed with public

Pl NP

Do not nform anyone ifyou feel discrimimated
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— Summary

This unit covers the importance and the correct way of working effectively witharkers,
importance of diversity andnclusion in an organization, best practices for a diverse and
inclusive work culture, procedure for risk mitigation and addressing grievances.
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— KeyLearningOutcome

At the end of this module, you will be able to:

Explainthe meaningof health

Listcommonhealthissues

Discussipsto preventcommonhedth issues
Explainthe meaningof hygiene

Discusshe purposeof SwacctBharatAbhiyan
Explainthe meaningof habit

Discussvaysto setup a safework environment
Discusgritical safetyhabitsto be followed by employees
Explainthe importanceof selfandysis

. Discussnotivationwith the helpofa | a f 2ligr&chyof Needs

. Discusghe meaningof achievemenimotivation

. Listthe characteristicodf entrepreneurswith achievemenimnotivation
. Listthe different factorsthat motivate you

. Discusghe role of attitudein selfanalysis

. Discus$iow to maintaina positiveattitude

. Listyour strengthsandweaknesses

. Discusghe qualitiesof honestpeople

. Describehe importanceof honestyin entrepreneurs

. Discusghe elementsof a strongwork ethic

. Discus$owto fostera goodwork ethic

. Listthe characteristicof highlycreativepeople

. Listthe characteristicof highlyinnovativepeople

. Discusghe benefitsof time management

. Listthe traits of effectivetime managers

. Describeeffectivetime managementechnique

. Discissthe importanceof angermanagement

. Describeangermanagemenstrategies

. Discusgips for angermanagement

. Discusshe causeof stress

. Discusghe symptomsof stress

. Discusgips for stressmanagement

. ldentify the basicpartsof acomputer

. ldentify the basicpartsof akeyboard

. Recalbasiccomputerterminology

. Recalkhe functionsof basiccomputerkeys

. Discusghe mainapplicationsof MSOffice

. Discusghe benefitsof Microsoft Outlook

. Discusghe different typesof e-commerce

. Listthe benefitsof e-commercefor retailersand customers

. Discus$ow the Digitalindiacampaigrwill helpbooste-commercein India
. Describehow you will sella productor serviceon ane-commerceplatform
. Discusghe importanceof savingmoney




43.
44,
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.
78.
79.
80.
81.
82.
83.
84.
85.
86.

Discusghe benefitsof savirg money

Discusghe maintypesof bankaccounts

Describethe processof openinga bankaccount
Differentiatebetweenfixed andvariablecosts
Describethe maintypesof investmentoptions
Describethe different typesof insuranceproducts
Describethe different typesof taxes

Discusghe usesof online banking

Discusghe maintypesof electronicfundstransfers
Discusghe stepsto preparefor aninterview
Discusghe stepsto createan effectiveResume
Discusshe mostfrequently askedinterview questions
Discusiow to answerthe mostfrequentlyaskedinterview questions
Discusdasicworkplaceterminology

Discusghe conceptof entrepreneurship

Discusghe importanceof entrepreneurship
Describehe characteristicof anentrepreneur
Describethe different typesof enterprises

Listthe qualitiesof an effectiveleader

Discusghe benefitsof effectiveleadership

Listthe traits of an effectiveteam

Discusghe importanceof listeningeffectively
Discussiow to listeneffectively

Discusghe importanceof speakingeffectively
Discus$iow to speakeffectively

Discus$iow to solveproblems

Listimportant problemsolvingtraits

Discussvaysto assesproblemsolvingskills
Discusghe importanceof negotiation

Discussiow to negotiate

Discussiow to identify new businesopportunities
Discussiow to identify businessopportunitieswithin your business
Explainthe meaningof entrepreneur

Describethe different typesof entrepreneurs

Listthe characteristic®f entrepreneurs
Recalkentrepreneursuccesstories

Discusghe entrepreneurialprocess

Describethe entrepreneurshipecosystem

Discusghe purposeof the Makein Indiacampaign
Discus&keyschemego promote entrepreneurs
Discusghe relationshipbetweenentrepreneurshipandrisk appetite
Discusshe relationshipbetweenentrepreneurshipandresilience
Describethe characteristicof aresiliententrepreneur
Discussiow to dealwith failure

Desludging Operator pu
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Discus$ow marketresearchis carriedout

Describethe 4 Psof marketing

Discusghe importanceof ideageneration
Recalbasicbusinesgerminology

Discusghe needfor CRM

Discusghe benefitsof CRM

Discusghe needfor networking

Discusshe benefitsof networking

Discusghe importanceof settinggoals

Differentiate betweenshort-term, mediumterm andlongterm goals
Discus$ow to write abusinesgplan

Explainthe financialplanningprocess

Discussvaysto manageyour risk

Describethe procedureandformalitiesfor applyingfor bankfinance
Discus$iow to manageyour own enterprise

Listimportant questionsthat every entrepreneurshouldaskbefore startingan
enterprise
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UNIT8.1: PersonalStrengths& ValueSystems

. . . =4
— Unit Objectives @
At the end of this unit, participant will be able to:

Explainthe meaningof health
Listcommonhealthissues
Discusdips to prevent commonhealthissues
Explainthe meaningof hygiene
Discusghe purposeof SwacciBharatAbhiyan
Explainthe meaningof habit
Discussvaysto setup a safework environment
Discusgritical safetyhabitsto be followed by employees
Explainthe importance of seltanalysis

. Discussnotivationwith the helpofa I & t 2ligr&chyof Needs

. Discusghe meaningof achievemenmotivation

. Listthe characteristicodf entrepreneurswith achievemenmotivation

. Listthe different factorsthat motivate you

. Discusghe role of attitude in selfanalysis

. Discus$ow to maintaina positiveattitude

. Listyour strengthsandweaknesses

. Discusghe qualitiesof honestpeople

. Describethe importanceof honestyin entrepreneurs

. Discusghe elementsof a strongwork ethic

. Discus$ow to fostera goodwork ethic

. Listthe characteristic®f highlycreativepeople

. Listthe characteristicof highlyinnovativepeople

. Discusshe benefitsof time management

. Listthe traits of effectivetime managers

. Describeeffectivetime managementechnique

. Discusghe importanceof angermanagement

. Describeangermanagementstrategies

. Discusdips for angermanagement

. Discusghe causef stress

. Discusghe symptomsof stress

. Discusdips for stressmanagement
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— 7.1.1 Health,Habits,Hygiene:What is Health?

Asper the World HealthOrganizatiofWHO) healthisa & { { df doifipletephysicalmental,
and socialwell-being,and not merelythe absenceof diseaseor A y T A NNisméahsbeing
healthy doesnot simplymeannot beingunhealthyc it alsomeansyou needto be at peace
emotionally, and feel fit physically.For example,you cannot say you are healthy simply
becauseyou do not haveany physicalailmentslike a cold or cough.Youalsoneedto think
aboutwhetheryou arefeelingcalm,relaxedand happy.

CommonHealth Issues

Somecommonhealthissuesare:
Allergies

Asthma

SkinDisorders
Depressiorand Anxiety
Diabetes
CoughCold,SoreThroat
Difficulty Sleeping

Obesity

= =4 =4 =4 4 4 A

— 8.1.1.1Tipsto PreventHealthIssues Q

Takingmeasuredo preventill health is alwaysbetter than curinga diseaseor sicknessYou
canstayhealthyby:

Eatinghealthyfoodslike fruits, vegetablesand nuts
Cuttingbackon unhealthyand sugaryfoods
Drinkingenoughwater everyday

Not smokingor drinkingalcohol

Exercisindor at least30 minutesa day,4-5 timesaweek
Takingvaccinationsvhenrequired
Practicingyogaexercisesand meditation

=A =4 =4 =4 =4 -4 A
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Howmanyof thesehealthstandardsdo you follow? Tickthe onesthat applyto you.
1. Getminimum7-8 hoursof sleepeverynight.

2. Avoid checkingemailfirst thing in the morningandright beforeyou
goto bedat night.

3. 5 2 yskipimealsc eatregularmealsat correctmealtimes.
4. Readalittle bit everysingleday.

5. Eatmore homecookedfood thanjunkfood.

6. Standmorethanyousit.

7. Drinkaglassof water first thing in the morningandhaveat least8
glasse®f water throughthe day.

8. Goto the doctor anddentistfor regularcheckups.

9. Exercisdor 30 minutesat least5 daysaweek.

O00 00000 OO0

10. Avoidconsumindots of aeratedbeverages.

—8.1.1.2Whatis Hygiene?

Asperthe World HealthOrganizatiof WHO) & | & 3 defSrgtdconditionsandpracticeshat
help to maintainhealthand preventthe spreadof R A & S Hréother woids, hygienemeans
ensuringthat youdo whateverisrequiredto keepyoursurroundingslean,sothat youreduce
the chancesf spreadinggermsanddiseases.

Forinstance,think about the kitchenin your home. Goodhygienemeansensuringthat the
kitchenisalwaysspickandspan,the food is put away,dishes arewashedanddustbinsare not
overflowingwith garbage Doingall this will reducethe chanceof attractingpestslike rats or
cockroachesand prevent the growth of fungus and other bacteria, which could spread
disease.
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Howmanyof thesehealthstandardsdo you follow? Tickthe onesthat applyto you.

1. Havea bath or showerevery day with soap ¢ and wash your hair with
shampoo2-3 timesaweek.

2. Wearafreshpairof cleanundergarmentsveryday.

3. Brushyourteeth in the morningandbefore goingto bed.

4. Cutyourfingernailsandtoenailsregularly.

5. Washyour handswith soapafter goingto the toilet.

6. Useananti-perspirantdeodoranton your underarmsif you sweata lot.

7. Washyour handswith soapbefore cookingor eating.

8. Stayhomewhenyouare sick,soother peopleR 2 ye@dhwhatyou have.

9. Washdirty clotheswith laundrysoapbefore wearingthem again.

O00O0O0O0OO0OO0O0O O

10. Coveryour nosewith atissue/yourhandwhen coughingor sneezing.

Seehow healthyand hygienicyou are, by givingyourself 1 point for everyticked statement!
Thentake alook at what your scoremeans.

YourScore

1 0-7/20: Youneedto work alot harderto stayfit andfine! Makeit a point to practicegood
habitsdailyand seehow muchbetter youfeel!

9 7-14/20: Not bad, but there is scopefor improvement! Try and add a few more good
habitsto your dailyroutine.

1 14-20/20: Greatjob! Keepup the goodwork! Yourbody and mind thankyou!

— 8.1.1.3SwachhBharatAbhiyan

Wehavealreadydiscussedhe importanceof followinggoodhygieneandhealth practicesfor
ourselves But, it is not enoughfor usto be healthy and hygienic.We must alsoextendthis
standardto our homes, ourimmediatesurroundingsandto our countryasawhole.

TheW{ ¢ | Bh&a# 0 K A EleayiidliaMission)launchedby PrimeMinister ShriNarendra
Modi on 2nd October2014,believesin doingexactlythis. Theaim of this missionisto clean
the streetsandroadsof Indiaandraisethe overalllevelof cleanlinessCurrentlythis mission
covers4,041citiesandtownsacrosghe country.Millions of our peoplehavetakenthe pledge
for a cleanIndia. Youshouldtake the pledgetoo, and do everythingpossibleto keep our
countryclean!
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— 8.1.1.4What are Habits?

A habit is a behaviourthat is repeatedfrequently. All of us havegoodhabitsand bad habits.
Keepin mindthe phraseby JohnDryden:d 2 first makeour habits,andthen our habitsmake
dza Whésis why it is so important that you make good habits a way of life, and consciously
avoidpracticingbad habits.

Somegoodhabitsthat you shouldmakepart of your daily routine are:
Alwayshavinga positiveattitude

Makingexercisea part of your daily routine
Readingnotivationalandinspirationalstories

Smiling!Makeit a habitto smileasoften aspossible

Making time for family andfriends

Goingto bedearlyandwakingup early

=A =4 =4 =4 =4 A

Somebad habitsthat you shouldquit immediatelyare:
Skippingoreakfast
Snackindgrequentlyevenwhenyouare not hungry
Eatingtoo muchfatteningandsugaryfood
Smokingdrinkingalcotol anddoingdrugs
Spendingnore moneythan you canafford
Worryingaboutunimportantissues

Stayingup late andwakingup late

=A =4 =4 =4 =4 4 =

— Tips «Q

1 Followinghealthyand hygienicpracticeseverydaywill makeyou feel goodmentallyand
physically.

1 Hygieneistwo-thirds of health ¢ sogoodhygienewill helpyou staystrongand healthy!

— 8.1.2: Safety:Tipsto Designa SafeWorkplace

Everyemployeris obligatedto ensurethat hisworkplacefollows the highestpossiblesafety
protocol. Whensettingup a businesspwners mustmakeit a point to:

Useergonomicallydesignedurniture and equipmentto avoidstoopingandtwisting
Providemechanicahidsto avoidlifting or carryingheavyobjects
Haveprotectiveequipmenton handfor hazardougobs
Designateemergencyexitsand ensurethey are easilyaccessible

Setdown healthcodesandensurethey areimplemented

Followthe practiceof regularsafetyinspectionsn andaroundthe workplace
Ensureregularbuildinginspectionsare conducted

Getexpertadviceon workplacesafetyandfollow it

=A =4 =4 =4 4 4 -4 4
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— 8.1.2.1NegotiableEmployeeSafetyHabits

Everyemployeris obligatedto ensurethat hisworkplacefollows the highestpossiblesafety
protocol. Whensettingup a businesspwnersmustmakeit a point to:

Immediatelyreport unsafeconditionsto a supervisor

Recognizendreport safetyhazardghat couldleadto slips,trips andfalls
Reportallinjuriesandaccidentso a supervisor

Wearthe correctprotective equipmentwhenrequired

Learnhowto correctlyuseequipmentprovidedfor safetypurposes
Beawareof andavoidactionsthat couldendangerother people
Takerestbreaksduringthe dayand sometime off from work duringthe week

= =4 =4 =4 4 4

— Tips Q
1 Beawareof what emergencynumberto callat the time of aworkplaceemergency
9 Practiceevacuatia drillsregularlyto avoidchaoticevacuations

— 8.1.3 SeltAnalysisc Attitude, AchievementMotivation ——

Totruly achieveyour full potential, you needto take a deeplook insideyourselfandfind out
what kind of personyou really are. Thisattempt to understandyour personalityis known as
selfanalysis Assessingourselfin this mannerwill help you grow, and will alsohelp you to
identify areaswithin yourselfthat needto be further developed,changedor eliminated.You
can better understandyourself by taking a deep look at what motivates you, what your
attitude islike,andwhat your strengthsandweaknessesre.

— 8.1.3.1Whatis Motivation?

Very simply put, motivation is your reasonfor actingor behavingin a certain manner.lt is
important to understand that not everyoneis motivated by the samedesiresc peopleare
motivated by many, many different things. We can understandthis better by looking at
al af Bigr&chyof Needs.

—8.1.3.2a | a t Her@rahyof Needs

FamousAmerican psychologistAbreham Maslow wanted to understandwhat motivates
people.Hebelievedthat peoplehavefive typesof needs rangingfrom verybasicneeds(called
physiologicalneeds)to more important needsthat are required for seltgrowth (called
selfactualizationneeds) Betweenthe physiologicaland seltactualizationneedsare three
other needsg safetyneeds,belongingnesandlove needs,andesteemneeds.
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Theseneedsare usuallyshown as a pyramid with five levelsand are knownasa I a f 2 g Qa
Hierarchyof Needs.

Self-fulfillment
needs

Psychological
needs

Belongingness and love needs:
intimate relationships, friends

Basic
needs

Fig.8.1.1:a I a f Bligr&xéhyof Needs

Thelowestlevel depictsthe most basicneeds.Accordingo Maslow,our behaviouris driven
by our basicneeds until thoseneedsarefulfilled. Oncetheyare ¥ dzf Unfe ndvércthe next
levelandaremotivedby the nextlevelof needs] S (in@eistandhis better with anexample.

Rupacomesfrom a very poor family. Shenever has enoughfood, water, warmth or rest.
Accordingo Maslow,until Rupais surethat shewill getthesebasicneeds,shewill not even
think about the next level of needs¢ her safetyneeds.But, once Rupais confidentthat her
basicneedswill be met, she will move to the next level, and her behaviourwill then be
motivatedby her needfor securityand safety.Oncethesenew needsare met, Rupawill once
againmoveto the nextlevel,andbe motivatedby her needfor relationshipsandfriends.Once
this needis satisfied,Rupawill then focuson the fourth level of needs¢ her esteemneeds
after whichshewill moveup to the fifth andlastlevelof needsc the desireto achieveher full
potential.

— 8.1.3.3UnderstandingAchievementMotivation

We now know that people are motivated by basic,psychologicabnd selffulfillment needs.
However, certain people are also motivated by the achievementof highly challenging
accomplishmentsThisis knownasAchievemenMotivation,or Wy SEROKA S@SYSy (i Qo

Thelevel of motivation achievementin a persondiffers from individualto individual. It is
importantthat entrepreneurshavea highlevelof achievemenmotivation ¢ a deepdesireto
accomplistsomethingmportantandunique.lt isequallyimportantthat they hire peoplewho
are alsohighlymotivatedby challengesind success.
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What Motivates You?

What are the thingsthat really motivate you?Listdown five thingsthat really motivate you.
Remembeto answerhonestly!

| am motivated by:

Characteristicof Entrepreneurswith AchievementMotivation

Entrepreneursvith achievemenimotivation canbe describedasfollows:
Unafraidto takerisksfor personalaccomplishment
Lovebeingchallenged~uture-oriented Flexibleand adaptive
Valuenegativefeedbackmore than positivefeedback
Verypersistentwhenit comesto achievnggoals
Extremelycourageous

Highlycreativeandinnovative

Restless constantlylookingto achievemore
Feelpersonallyresponsiblgor solvingproblems

= =4 =4 =4 4 4 4

Thinkabout it:
1 Howmanyof thesetraits do you have?
1 Canyouthink of entrepreneurswho displaythesetraits?
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— 8.1.3.4Howto Cultivatea PositiveAttitude?

Thegood newsis attitude is a choice.So,it is possibleto improve, control and changeour
attitude, if we decidewe want to!

Thefollowingtips help foster a positivemindset:
1 Remembetthat you control your attitude, not the other way around

1 Devoteat least 15 minutes a day towards reading,watchingor listeningto something
positive

Avoidnegativepeoplewho only complainand stop complainingyourself

Expandyour vocabularywith positivewordsand delete negativephrasesrom your mind
Beappreciativeandfocuson g K I gofdin yourself,in your life, andin others
Stopthinking of yourselfasa victim and start beingproactive
Imagineyourselfsucceedingand achievingyour goals

=A =4 =4 =4 =

— 8.1.3.5Whatis Attitude?

Nowthat we understandwhy motivationis soimportant for seltanalysisf S ibaRdt the role
our attitude playsin better understandingourselves.Attitude can be describedas your
tendency(positiveor negative) o think andfeelaboutsomeoneor something Attitude isthe
foundationfor succesén everyaspectof life. Ourattitude canbe our bestfriend or our worst
enemy.In other words:

& ¢ iy disabilityin life isabadl G G A (G dzZRS d ¢

Whenyoustartabusinessyouaresureto encourter awide varietyof emotions,from difficult
timesandfailuresto goodtimesandsuccessesY ourattitude iswhat will seeyouthroughthe
tough times and guide you towards successAttitude is alsoinfectious. It affectseveryone
aroundyou, from your customersto your employeesto your investors.A positive attitude
helps build confidencein the workplacewhile a negativeattitude is likely to result in the
demotivationof your people.

— 8.1.3.6 What Are YourStrengthsand Weaknesses?
Anotherway to andyse yourselfis by honestlyidentifying your strengthsand weaknesses.
Thiswill helpyou useyour strengthsto your bestadvantageandreduceyour weaknesses.

Note down all your strengthsand weaknessesn the two columnsbelow. Rememberto be
honestwith yourself!

Strengths Weaknesses
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1 Achievementnotivationcanbe learned.
5 2 ybeairaidto makemistakes.

1 Trainyourselfto finishwhat you start.

9 Dreambig.

— 8.1.4 Honesty& Work Ethics:What is Honesty?

Honestyisthe quality of beingfair andtruthful. It meansspeakingandactingin amannerthat

inspirestrust. A personwho is describedas honestis seenastruthful and sincere,and as
someonewho A & gle@eitfulor deviousandR 2 S &tgalbiicheat. Therearetwo dimensions
of honegy ¢ oneis honestyin communicationandthe other is honestyin conduct.

Honestyis an extremely important trait becauseit results in peace of mind and builds
relationshipsthat are basedon trust. Beingdishonest,on the other hand, resultsin anxiety
andleadsto relationshipgull of distrustand conflict.

— 8.1.4.1Qualitiesof HonestPeople

Honest individualshave certaindistinct chaaderistics. Somecommonqualitiesamonghonest
peopleare:

f TheyR 2 y@riy about what others think of them. Theybelieve in beingthemselvesg
they R 2 yb@ltier aboutwhetherthey are liked or dislikedfor their personalities.

f  Theystandup for their beliefs.Theyg 2 yiifink twice about givingtheir honestopinion,
evenif they are awarethat their point of view lieswith the minority.

1 Theyarethink skinned.Thismeansthey are not affectedby othersjudgingthem harshly
for their honestopinions.

1 Theyforgetrusting, meaningfuland healthyfriendships.Honestpeopleusuallysurround
themselveswith honestfriends. They have faith that their friends will be truthful and
upfront with them at all times.

They are trusted by their peers. They are seen as people who can be counted on for
truthful and objective feedbackandadvice.

1 Honesty and employees: When entrepreneursbuild honest relationshipswith their
employeesijt leadsto more transparencyin the workplace which resultsin higherwork
performanceand better results.

1 Honestyand investors: Forentrepreneurs,beinghonestwith investorsmeansnot only
sharingstrenghs but alsocandidlydisclosingcurrentand potential weaknessegproblem
areasand solution strategies Keepin mind that investorshavea lot of experiencewith
startupsand are awarethat all new companieshaveproblems.Claimingthat everything
is perfectly Une and runningsmoothlyis a red flag for mostinvestors.
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1 Honestywith oneself: Theconsequencesf beingdishonestwith oneselfcanleadto dire
results,especiallyin the caseof entrepreneursForentrepreneursto succeedit is critical
that they remain realisticabout their situation at all times, and accuratelyjudge every
aspectof their enterprisefor whatit truly is.

— 8.1.4.2Importanceof Honestyin Entrepreneurs

Oneof the mostimportant characteristicof entrepreneursis honesty.Whenentrepreneurs
are honestwith their customers,employeesand investors,it showsthat they respectthose
that they work with. It isalsoimportant that entrepreneursremainhonestwith themselves.

[ S (bekat how beinghonestwould leadto greatbenefitsfor entrepreneurs.

1 Honestyand customers:Whenentrepreneursare honestwith their customerst leadsto
strongerrelationshipswhichin turn resultsin businesgyrowth and a strongercustomer
network.

— 8.1.4.3What are Work Ethics?

Beingethicalin the workplacemeansdisplyingvalueslike honesty, integrity andrespectin all
your decisionsand communicdions. It meansnot disphying negative qualities like lying,
cheating and stealing.

Workplaceethicsplay abigroleinthe pr2 tability of acompany. It isascrucialto anenterprise
ashighmorale and teamwork. Thisis why most companiesiay down & LJS @arkp@ceethic
guidelinesthat must compulsorily be followed by their employees. Theseguidelinesare
typically outlined in acompany@employee handbook.

— 8.1.4.4Elementsof a StrongWork Ethic

An entrepreneurmust displaystrongwork ethics,aswell ashire only those individualswho
believein and displaythe samelevelof ethicalbehaviorin the workplace.Someelementsof
astrongwork ethic are:

1 ProfessionalismThisinvolveseverythingfrom how you presentyourselfin a corporate
settingto the mannerin whichyoutreat othersin the workplace.

1 RespectfulnessThismeansremainingpoisedand diplomaticregardlesof how stressful
or volatile a situationis.

f Dependability: Thismeansalwayskeepingyour word, whether A (ia@iéingon time for a
meetingor deliveringwork ontime.

9 Dedication:Thismeansrefusingto quit until the designatedvorkis done,andcompleting
the work at the highestpossiblelevelof excellence.

1 Determination: Thismeansembracingobstaclesas challengesather than letting them
stopyou, and pushingaheadwith purposeandresilienceto getthe desiredresults.
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9 Accountability: Thismeanstakingresponsibilityfor your actionsandthe consequencesf
your actions,and not makingexcusegor your mistakes.

f  Humility: ThismeansacknowledgingS @ S N2 effgftS abéd had work, and sharingthe
creditfor accomplishments.

— 8.1.4.5Howto Fostera Goad Work Ethic?

As an entrepreneur, it is important that you clearly define the kind of behaviourthat you
expectfrom eachandeveryteammemberin the workplace.Youshouldmakeit clearthat you
expectemployeedo displaypositivework ethicslike:

1 Honegy: Allwork assignedo a personshouldbe donewith completehonesty,without
anydeceitor lies.

1 Goodattitude: Allteam membersshouldbe optimistic,energetic,and positive.

1 Reliability: Employeesshould show up where they are supposedto be, when they are
supposedo bethere.

1 Goodwork habits: Employeeshouldalwaysbe well groomed,neveruseinappropriate
languagegconductthemselvegrofessionallyat all timesand soon.

9 Initiative: Doingthe bare minimum is not enough. Everyteam member needsto be
proactiveandshowinitiative.

f Trustworthiness:Trustis non-negotiable.If an employeecannotbe trusted, A (iti@eito
let that employeego.

1 RespectEmployeesieedto respectthe company the law, their work, their colleagues
andthemselves.

1 Integrity: Eachand everyteam member shouldbe completelyethical and must display
aboveboardbehaviourat all times.

1 EfficiencyEfficientemployeeshelpacompanygrowwhile inefficientemployeegesultin
awasteof time andresources.

mn
2l

— TipsL=

5 2 yg&tangrywhensomeonetellsyouthe truth andyouR 2 V2 vhat you hear.
1 Alwaysbe willing to acceptresponsibilityfor your mistakes.

— 8.1.5Creativity & Innovation

What is Creativity?

Creativity meansthinking outside the box. It meansviewing things in new ways or from
different perspectivesand then convertingthese ideasinto reality. Creativityinvolvestwo
parts: thinking and producing.Simplyhavingan idea makesyou imaginative,not creative.
However havinganideaandactingon it makesyou creatve.
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Characteristicof HighlyCreativePeople

Somecharacteristic®f creativepeopleare:
Theyare imaginativeand playful
Theyseeissuedrom different angles
Theynotice smalldetails
Theyhaveverylittle tolerancefor boredom
Theydetestrulesand routine

Theyloveto daydream

=A =4 =4 =4 =4 -4 =9

Theyare very curious
Whatis Innovation?

Thereare manydifferent definitionsof innovation.In simpleterms,innovationmeansturning
anideainto asolutionthat addsvalue.It canalsomeanaddingvalueby implementinga new
product, serviceor process,or significantlyimproving on an existing product, serviceor
process.

Characteristic®f Highlylnnovative People

Somecharacteristic®f highlyinnovativepeopleare:
Theyembracedoingthingsdifferently

TheyR 2 yb€liévein takingshortcuts

Theyare not afraidto be unconventional
Theyare highly proactiveand persistent
Theyare organizedcautiousandrisk-averse

=A =4 =4 =4 =

— Tips Q

1 Take regular breaks from your creative work to recharge yourself and gain fresh
perspective.

9 Build prototypesfrequently,testthem out, getfeedbackandmakethe requiredchanges.

— 8.1.6 TimeManagement

Timemanagementsthe procesorganizing/ourtime, anddecidinghowto allocateyourtime
betweendifferent activities.Goodtime managementsthe differencebetweenworkingsmart
(gettingmore donein lesstime) andworkinghard (workingfor more time to getmore done).

Effectivetime managemenieadsto an efficientwork output, evenwhen you are facedwith
tight deadlinesand high pressuresituations. On the other hand, not managingyour time
effectivelyresultsin inefficientoutput andincreasestressandanxiety.
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Benefitsof Time Management

Timemanagementanleadto hugebenefitslike:
Greaterproductivity

Higherefficiency

Better professionakeputation
Reducedstress

Higherchancedor careeradvancement
Greateropportunitiesto achievegoals
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Not managingime effectivelycanresultin undesirableconsequenceske:
Missingdeadlines

Inefficientwork output

Substandardvork quality

Poorprofessionaleputation

Stalledcareer

Increasdn stressandanxiety
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— 8.1.6.1Traitsof EffectiveTime Managers

Sometraits of effectivetime managersare:
Theybeginprojectsearly

Theyset daily objectives

Theymodify plansif required,to achievebetter results
Theyare flexibleand open-minded

Theyinform peoplein advanceif their helpwill be required
Theyknow how to sayno

Theybreaktasksinto stepswith specificdeadlines
Theycontinuallyreviewlongterm goals

Theythink of alternatesolutionsif andwhenrequired
Theyaskfor helpwhenrequired
Theycreatebackupplans

= =4 =4 4 4 4 4 4 -4 -4 4
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— 8.1.6.2EffectiveTime ManagementTechniques

You can manage your time better by putting into practice certain time management
techniques Somehelpfultips are:

1 Planout your day aswell asplan for interruptions. Giveyourselfat least30 minutesto
figure out yourtime plan.In your plan,schedulesometime for interruptions.

f Putupad 580t5 A & {gighnvthényou absolutelyhaveto completea certainamount
of work.

f  Qoseyour mind to all distractions. Trainyourselfto ignoreringingphonesR 2 yfepliito
chatmessagesnddisconnectfrom socialmediasites.

91 Delegateyour work. Thiswill not only help yourwork get donefaster, but will alsoshow
youthe uniqueskilk andabilitiesof thosearoundyou.

9 Stopprocrastinating.Remindyourselfthat procrastinationtypicallyarisesdueto the fear
of failure or the beliefthat you cannotdo thingsasperfectlyasyouwishto do them.

9 Prioritize. Listeachtaskto be complded in order of its urgencyor importancelevel. Then
focuson completingeachtask,one by one.

I Maintain a log of your work activities. Analysethe log to help you understandhow
efficientyou are,andhow muchtime iswastedeveryday.

1 Createtime management goalsto reducetime wastage.

m
2

— TipsL=
1 Alwayscompletethe mostimportant tasksfirst.

Getat least7 ¢ 8 hoursof sleepeveryday.
Startyourdayearly.

5 2 yi@adietoo muchtime on small,unimportantdetails.
Setatime limit for everytaskthat youwill undertake.
Giveyourselfsometime to unwind betweentasks.

=A =4 =4 =4 =

— 8.1.7 AngerManagement

Angermanagemenisthe processof:
1. Learningo recognizehe signsthat you, or someoneelse,is becomingangry
2. Takingthe bestcourseof actionto calmdownthe situation in a positiveway

Angermanagementloesnot meansuppressin@nger.
Importanceof AngerManagement

Angeris a perfectlynormalhumanemotion. In fact, when managedhe right way, angercan
be considereda healthy emotion. However,if it is not kept in check,angercanmakeus act
inappropriatelyand canleadto ussayingor doingthingsthat we will likely later regret.
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Extremeangercan:

1 Hurtyou physically It leadsto heartdiseasediabetes,aweakenedmmunesystem,
insomnia,andhighblood pressure.

1 Hurtyou mentally: It cancloudyour thinkingandleadto stress,depressiorand mental
healthissues.

9 Hurtyour career. It canresultin alienatingyour colleaguesbhossesclientsandleadto
the lossof respect.

9 Hurtyour relationships It makesit hardfor your family andfriendsto trust you, be
honestwith you andfeel comfortablearoundyou.

Thisiswhy angermanagementpr managingangerappropriately,is soimportant.

— 8.1.7.1 AngerManagementStrategies
Hereare somestrategiesthat canhelpyou control your anger:
Strategyl: Relaxation

Somethingas simple as breathing deeply and looking at relaxingimagesworks wondersin

calmingdown angryfeelings.Trythis simplebreathingexercise:

1. Takeadeepbreathfrom yourdiaphragmd R 2 bye@tkie from your chest)

2. Visualizeyour breathcomingup from your stomach

3. Keeprepeatinga calmingword like ¥ NBdr W & IRF & grén@mberto keepbreathing
deeplywhile repeatingthe word)

4. Picturearelaxingmoment(this canbe from your memoryor your imagination)

Followthis relaxationtechniquedaily, especiallywhenyourealizethat & 2 dz®aiBgto feel
angry.

Strategy2: CognitiveRestructuring

Cognitiverestructuringmeanschanginghe mannerin which you think. Angercanmakeyou
curse,swear, exaggerateand act very dramatically.When this happens,force yourselfto
replace your angry thoughts with more logical ones. For instance, instead of thinking
W9 @S NiBNitiM ghag@&our mindsetandtell yourselfW L nibt®h& end of the world and
gettingangryg 2 ysoield KA & Q ®

Strategy3: ProblemSolving

Getting angry about a problem that you cannot control is a perfectly natural response.
Sometimesiry asyou may,there may not be a solutionto the difficulty you are facedwith.
In suchcases,stop focusingon solvingthe problem,andinsteadfocuson handlingandfacing
the problem.Remindyourselfthat you will do your bestto dealwith the situation, but that
youwill not blameyourselfif youR 2 yg€tihe solutionyoudesire.
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Strategy 4: Better Communication

Wheneé 2 dzniidit isveryeasyto jump to inaccurateconclusionsin this case you needto

forceyourselfto stop reacting,andthink carefullyaboutwhat youwant to say,before saying
it. Avoidsayingthe first thing that entersyour head.Forceyourselfto listen carefullyto what

the other personis saying.Thenthink aboutthe conversatiorbefore responding.

Strategy5: Changingy our Environment

If youfind that your environmentisthe causeof youranger,try andgiveyourselfabreakfrom
your surroundings.Make an active decisionto schedulesome personaltime for yourself,
especiallyon daysthat are very hecticand stressful.Havingevena brief amount of quiet or
alonetime issureto help calmyou down.

8.1.7.2Tipsfor AngerManagement =

Thefollowingtips will helpyoukeepyour angerin check:
i Takesometime to collectyourthoughtsbeforeyou speakout in anger.

1 Expresshe reasonfor your angerin an assertive but non-confrontationalmanneronce
you havecdmed down.

1 Dosomeform of physicalexerciselike runningor walkingbrisklywhen you feel yourself
gettingangry.

1 Makeshortbreakspart of your dailyroutine, especiallyduringdaysthat are stressful.

f  Focunhowto solveaproblemii K I niakingyouangry, ratherthanfocusingonthe fact
that the problemis makingyouangry.

8.1.8 StressManagement

Wesaywe areW & (i NB/Redvi RE overloadedand unsureof our ability to dealwith the
pressureplacedon us. Anythingthat challengesor threatensour well-beingcanbe defined
asastress.It isimportant to note that stresscanbe goodand bad. While goodstresskeeps
us going, negative stressunderminesour mental and physicalhealth. Thisis why it is so
important to managenegativestresseffectively.

Causesf Stress
Stresscanbe causedby internal and externalfactors.

Internal causesof stress
Constantworry
Rigidthinking
Unrealisticexpectations
Pessimism
Negativeselttalk

=A =4 =4 =4 4

Allin or all out attitude
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Externalcauseof stress

Major life changes
Difficultieswith relationships
Havingtoo muchto do
Difficultiesat work or in school
Financiabifficulties

= =4 =4 =4 4

Worryingabout2 y Slldrenand/or family

— 8.1.8.1Symptomsof Stress

andbehaviouralsymptomsof stress.

Stresscanmanifestitselfin numerousways.Takea look at the cognitive,emotional,physical

CognitiveSymptoms

Emotional Symptoms

1 Memoryproblems 1 Depression
1 Concentrationssues 1 Agitation
1 Lackof judgement 1 Irritability
1 Pessimism 1 Loneliness
T Anxiety 1 Anxiety
1 Constantworrying 1 Anger
Fig7.1.2: Stresssymptoms
PhysicalSymptoms BehaviouralSymptoms
1 Achesandpain 1 Increaseor decreasen appetite
71 Diarrhoeaor constipation 1 Oversleepingor not sleepng
1 Nausea enough
1 Dizziness 1 Withdrawingsocially
1 Chestpainand/or rapid heartbeat 1 Ignoringresponsibilities
1 Frequentcoldor flu like feelings 1 Consumptiorof alcoholor
cigarettes
1 Nervoushabitslike nail biting and

pacing

Fig8.1.3: Stresssymptoms
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Thefollowingtips canhelpyou manageyour stressbetter:

T
T
T

=

=A =4 =4 =4 -4 =

Note downthe different waysin whichyou canhandlethe varioussourcesof your stress.
Remembethat you cannotcontrol everything,but you cancontrol how you respond.

Discussyour feelings,opinions and beliefs rather than reacting angrily, defensvely or
passively.

Practicerelaxation techniqueslike meditation, yogaor tai chi when you start feeling
stressed.

Devotea part of your daytowardsexercise.

Eat healthy foods like fruits and vegetables.Avoid unhealthy foods especiallythose
containinglargeamountsof sugar.

Planyour day sothat you canmanageyour time better, with lessstress.
Sayno to peopleandthingswhenrequired.

Scheduldime to pursueyour hobbiesandinterests.

Ensureyougetat least7-8 hoursof sleep.

Reduceyour caffeire intake.

Increasethe time spentwith family andfriends.
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UNIT8.2: Digital Literacy:A Recap

— Unit Objectives @

At the end of this unit, you will be ableto:

Identify the basicpartsof acomputer

Identify the basicpartsof a keyboard

Recalbasiccomputerterminology

Recalthe functionsof basiccomputerkeys

Discusghe mainapplicationsof MSOffice

Discusshe benefitsof Microsoft Outlook

Discusghe different typesof e-commerce

Listthe benefitsof e-commercefor retailersand customers

Dicusshow the Digitalindiacampaigrwill help booste-commercein India
10 Describenow youwill sella productor serviceon ane-commerceplatform

© e N~ OWDNRE

— 8.2.1 Computerand Internet Basics

Monitor
Power

= | : |~ Button E
= ‘. 2 Mouse 5
w\Keyboard

Fig7.2.1.Partsof a Computer

Backspace

Caps

Shift Space Enter Arrow Keys

Fig8.2.2.Partsof a Keyboard

Basc Partsof a Computer

1. Caentral ProcessingUnit (CPU)The brain of the computer. It interprets and carries out
programinstructions.

2. Had Drive: Adevicethat storeslarge amounts of data.

3. Monitor: Thedevicethat containsthe computer saeenwhere the information is visually
disphyed.
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4. Desktop: TheUrst saeendisphyed after the operating system loads.

5. Backgound: Theimage that Uls the backgound of the desktop.

6. Mouse:Ahandheld deviceusedto point to itemson the monitor.

7. Spe&ers:Devicesthat enableyou to hearsoundfrom the computer.

8. Printer: Adevicethat converts output from a computer into printed paperdocuments.
9. Icon: Asmallpicture or image that visuallyrepresents something on your comptter.
10. Cusor: Anarrow whichindicateswhere you are positionedon the saeen.

11. Program Menu: Alist of programson your computer that can be accessedrom the Sart
menu.

12. Taskbar:Thehorizontal bar at the bottom of the computer saeenthat lists applications
that are currently in use.

13. Regycle Bin: Atemporary storage for deleted Ues.

Basiclnternet Terms

1 The Internet: A vast, international collection of computer networks that transfers
information.

1 TheWorld Wide Web: A systemthat lets you accessnformationon the Internet.

1 Website: A location on the World Wide Web (and Internet) that containsinformation
abouta specifictopic.

1 HomepageProvidesnformationaboutawebsiteand directsyouto other pageson that
website.

1 Link/Hyperlink: A highlighted or underlined icon, graphic, or text that takes you to
anotherfile or object.

1 WebAddress/lURLTheaddresdor awebsite.
1 AddressBox:Aboxin the browserwindowwhereyou cantype in aweb address.

BasicComputerKeys

Arrow Keys:Presghesekeysto moveyour cursor.

Spacebar: Addsa space.

Enter/Return Movesyour cursorto anewline.

Shift: Presghis keyif youwant to type a capitalletter or the uppersymbolof akey.

CapsLock:Presghis keyif youwant all the letters you type to be capitalletters. Pressit
againto revert backto typinglowercaseletters.

1 BackspaceDeleteseverythingto the left of your cursor

= =4 =4 =4 =

. O

— TIpsL=

1 Whenvisitinga .comaddressthere no needto type http://or evenwww. Justtype the

nameof the websiteandthen pressCtrl + Enter.(ExampleTypeW I LJadd Be@sCtrl +
Enter to goto www.apple.com)

1 Presghe Ctrlkeyandpressthe + or - to increaseand decreasehe sizeof text.
1 Presg5or Ctrl+ Rto refreshor reloada web page.

113




Participant Handbook

— 8.2.2 MS Office and Emaill

About MS Office

1
T

T

T

MS Office or Microsoft Office is a suite of compuer programsdevelopedby Microsoft.
Althoughmeant for all users,it offers different versionsthat cater specificallyto students,
home usersand businessusers.All the programsare compatiblewith both, Windowsand
Macintosh.

Most PopularOffice Produds

Someof the most popularand universallyusedMS Officeapplicationsare:

Microsoft Word: Allowsusersto type text andaddimagesto adocument.

Microsoft Excel Allowsusersto enter datainto a spreadsheeandcreatecalculations
andgraphs.

Microsoft PowerPoint Allowsusersto addtext, picturesand mediaandcreate
slideshowsand presentations.

Microsoft Outlook: Allowsusersto sendandreceiveemail.

Microsoft OneNote Allowsusersto makedrawingsand noteswith the feel of apenon
paper.
Microsoft AccessAllowsusersto store dataover manytables.

Why ChooseMicrosoft Outlook?

A popular email managementchoice especiallyin the workplace, Microsoft Outlook also
includesan addresshook, notebook,web browserand calendar. Somemajor benefitsof this
programare:

Integrated searchfunction: Youcanusekeywordsto searchfor dataacrossall Outlook
programs.

1 Enhancedsecurity. Youremailis safefrom hackersjunk mail and phishingwebsite
email.
1 Emailsyncing Syncyour mail with your calendar contactlist, notesin OneNote
Iy R X &@kodeNJ
9 Offline accesdo email: No Internet?No problem!Write emailsoffline and sendthem
whend 2 dzdomNiBctedagain.
) ()
— TipsL=
1 Pres<Ctrl+Rasashortcutmethodto replyto email.
9 Setyourdesktopnotificationsonly for veryimportant emails.
1 Flagmessagesguicklyby selectingmessagesind hitting the Insertkey.
1 Savdrequentlysentemailsasatemplateto reuseagainandagain.
1 Convenientlysaveimportant emailsasfiles.
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— 8.2.3ECommerce

Whatis EECommerc®

E-commerceis the buyingor sellingof goodsand servicesor the transmitting of money or A
data, electronicallyon the internet. ECommercdsthe shortformford S f S OGN YWSNID S @ €

Exampleof ECommerce

Someexamplesof e-commerceare:
Onlineshoppng
Onlineauctions
Onlineticketing
Electronicpayments

Internet banking

= =4 =4 4 =

Typesof ECommerce

E-commercecanbe classifiedbasedon the typesof participantsin the transaction.Themain
typesof e-commerceare:

1 Businesgo BusinesgB2B) Boththe transading partiesare businesses.
1 Businesgo Consumel(B2C)Businessesellelectronicallyto end-consumers.

1 Consumeto Consumer(C2C)Consumergometogetherto buy,sellor trade itemsto
other consumers.

1 Consume#to-BusinesgC2B) Consumersnakeproducts or servicesavailablefor
purchaseio companiedookingfor exactlythoseservicesor products.

1 Businesgo-Administration (B2A) Onlinetransactionsconductedbetweencompanies
andpublicadministration.

1 Consumetto-Administration (C2A) Onlinetransactons conductedbetweenindividual
and publicadministration.

— 8.2.3.1Benefitsof ECommerce

Thee-commercebusinesgprovidessomebenefitsfor retailersand customers.

Benefitsfor retailers

i Establishesinonline presence

1 Reduce®perationalcostsby removingoverheadcosts

1 Increasedrandawarenesshroughthe useof goodkeywords
1 Increasesalesby removinggeographicahndtime constraints

Benefitsfor customers

9 Offersawiderrangeof choicethan anyphysicalktore

1 Enableggoodsandservicedo be purchasedfrom remote locations
1 Enablesonsumerdo perform pricecomparisons
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— 8.2.3.2Digital India Campaign

PrimeMinister NarendraModi launchecdthe Digitalindiacampaigrin 2015,with the objective
of offering every citizen of Indiaaccesdo digital services,knowledgeand information. The
campaign aims to improve the O 2 dzy (oNiBeQrfrastructure and increase internet
connectivity thus boostingthe e-commerceindustry.

Currently,the majority of online transactionscome from tier 2 and tier 3 cities. Oncethe
Digital India campaignis in place, the governmentwill deliver servicesthrough mobile
connectivity,whichwill help deliverinternet to remote cornersof the country. Thiswill help
the e-commercemarketto enter L y R thel 4@dvnsandrural areas.

E-CommerceActivity

Choosea product or servicethat you want to sellonline. Write a brief note explaininghow
you will use existinge-commerceplatforms, or create a new e-commerceplatform, to sell
your productor service.

Tips Q
1 Beforelaundingyour e-commerceplatform, test everything.
1 Paycloseandpersonalattention to your socialmedia.
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UNIT8.3: Money Matters

— Unit Objectives @

At the end of this unit, you will be ableto:

Discusghe importanceof savingmoney
Discusghe benefitsof savingmoney

Discusghe maintypesof bankaccounts
Describethe processof openinga bankaccount
Differentiatebetweenfixed andvariablecosts
Describethe maintypesof investmentoptions
Describethe different typesof insurane products
Describethe different typesof taxes

. Discusshe usesof online banking

10. Discusghe maintypesof electronicfundstransfers

© o NOOOAO®DNRE

— 8.3.1 PersonalFinance¢ Why to Save?

Importanceof Saving

We all know that the future is unpredictable.Youneverknow what will happentomorrow,
nextweekor nextyear.¢ K | iihpsavingmoneysteadilythroughthe yearsis soimportant.
Savingmoney will help improve your financial situation over time. But more importantly,
knowingthat you have money stashedawayfor an emergencywill give you peaceof mind.
Savingnoneyalsoopensthe doorto manymore optionsand possibilities.

Benefitsof Saving

Inculcatingthe habit of savingleadsto a vastnumberof benefits.Savinghelpsyou:

1 Becomefinanciallyindependent Whenyou haveenoughmoneysavedup to feel
secureyou canstart makingyour choicesfrom takinga vacationwheneveryouwant, to
switchingcareersor startingyour own business.

91 Investin yourselfthrough education Throughsavingyoucanearnenoughto payup
for courseghat will addto your professionakxperienceand ultimately resultin higher
payingjobs.

1 Getout of debt: Onceyou havesavedenoughasa reservefund, you canuseyour
savingdo pay off debtslike loansor billsthat haveaccumulatedover time.

1 Bepreparedfor surpriseexpensesHavingmoneysavedenablesyouto payfor
unforeseenexpensesdike suddencaror houserepairs,without feelingfinancially
stressed.

1 Payfor emergenciesSavinghelpsyou dealwith emergenciedike suddenhealthissues
or emergencytrips without feelingfinanciallyburdened.
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9 Afford largepurchasesand achievemajor goals Savingdiligentlymakesit possibleto
placedown paymentstowardsmajor purchasesnd goals like buyingahomeor acar.

1 Retire Themoneyyouhavesavedoverthe yearswill keepyou comfortablewhenyou
no longerhavethe incomeyouwould get from your job.

T
)

— TipsL=
91 Breakyourspendinghabit. Trynot spendingon one expensivatem perweek,andput the
moneythat youwould havespentinto your savings.
1 Decidethat youwill not buy anythingon certaindaysor weeksand stickto yourword.

— 8.3.2 Typesof BankAccounts

In India,banksoffer four maintypesof bankaccounts.Theseare:
1. CurrentAccounts

2. Saving#ccounts

3. RecurringDepositAcounts

4. FixedDepositAccounts

CurrentAccounts

Currentaccountsoffer the mostliquid depositsandthus, are bestsuitedfor businessmermand
companiesAstheseaccountsare not meantfor investmentsandsavingsthereisnoimposed
limit on the numberor amount of transactionsthat canbe madeon any givenday. Current
accountholdersare not paid any interest on the amountsheld in their accounts.Theyare
chargedfor certainservicesoffered on suchaccounts.

SavingAccounts

Savings&ccountsare meantto promote savingsandarethereforethe numberone choicefor
salariedindividuals pensionersandstudents.Whilethere isno restrictionon the numberand
amount of deposits made, there are usually restrictions on the number and amount of
withdrawals.Sawngsaccountholdersare paidintereston their savings.

RecurringDepositAccounts

RecurringdepositaccountsalsocalledRDaccountsare the accountsof choicefor thosewho
wantto savean amounteverymonth, but are unableto investalargesumat one time. Such
accountholders deposit a small, fixed amount every month for a pre-determined period
(minimum 6 months). Defaultingon a monthly paymentresultsin the accountholder being
chargedapenaltyamount. Thetotal amountisrepaidwith interestat the endof the specified
period.
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FixedDepositAccounts

FixedDepositaccountsalsocalledFDaccountsare idealfor thosewho wishto deposittheir

savingdor alongtermin return for ahighrate of interest. Therate of interestoffereddepends

onthe amountdepositedandthe time period,andalsodiffersfrom bankto bank.Inthe case
of anFD,a certainamountof moneyis depositedby the accountholderfor a fixed period of

time. Themoneycanbe withdrawn whenthe period expires.If necessay, the depositorcan
breakthe fixed depositprematurely.However this usuallyattracts a penaltyamountwhich
alsodiffersfrom bankto bank.

— 8.3.2.10peninga BankAccount

Openinga bankaccountis quite asimpleprocessTakealook at the stepsto openanaccount
of yourown:

Stepl: Fillin the AccountOpeningForm

Thisform requiresyouto providethe followinginformation:

1 Personaldetails (hame, address, phone number, date of birth, gender, occupation,
address)

1 Method of receivingyour accountstatement (hard copy/email)
Detailsof your initial deposit(cash/cheque)

1 Manner of operating your account(online/mobile banking/traditionalvia cheque,slip
books)

1 Ensurethat you signwhereverrequiredon the form.

=

Step2: Affix your Photograph
Sticka recent photographof yourselfin the allotted spaceon the form.
Step3: Provideyour Know Your Customer(KYCPDetails

KYQs a procesghat helpsbanksverify the identity and addressof their customers.Toopen
an account,every individual need to submit certain approveddocumentswith respectto
photo identity (ID)and addressproof. SomeOfficiallyValidDocument§OVDshre:

Passport
DrivingLicense

+ 2 (i fIndECard
PANCard
UIDAI(Aadhar)Card

= =4 =4 =4 =

Step4: SubmitAll your Documents

Submitthe completedAccountOpeningFormand KYGlocuments.Thenwait until the forms
are processedandyour accounthasbeenopened!
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—Tips

Selectthe right type of account.

Fillin completenominationdetails.
Askaboutfees.

Understandhe rules.

ChecKor onlinebankng¢ A {cénienient!
Keepan eyeon your bankbalance.

=A =4 =4 =4 =4 =

— 8.3.3 CostsFixedvsVariable

What are Fixedand Variable Costs?

Fixedcostsand variable coststogether makeup a O 2 Y LJI tytal €st. Theseare the two

typesof coststhat companieshaveto bear when producinggoodsand servicesA fixed cost
doesnot changewith the volumeof goodsor servicesacompanyproduceslt alwaysremains
the same.

Avariablecost,onthe other hand,increasesnddecreaseslependingon the volumeof goods
andservices produced.In other words, it varieswith the amountproduced.

Differencesbetween Fixedand Variable Costs

[ S takealookat someof the maindifferencesbetweenfixed andvariablecosts:

Criteria FixedCosts VariableCosts
Meaning Acostthat staysthe same, Acostthat changes
regardles®f the output whenthe
produced.
Nature Timerelated. Volumerelated.
Incurred Incurredirrespectiveof units Incurredonly when units
beingproduced. areproduced
Unit cost Inverselyproportionalto the Remainghe same,per
number of units produced unit.
Examples Depreciationyent, salary, Material consumed,
insuranceandtax wages commissioron
salesand packing
expenses

Fig8.3.1: Fixedandvariablecosts
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1 Whentrying to determine whether a cost is fixed or variable,simply askthe following
guestion:Will the particularcostchangeif the companystoppedits productionactivities?
If the answeris no, thenit isafixed cost.If the answerisyes,thenit is probablyavariable
cost.

— 8.3.4Investment, Insuranceand Taxes

Investment

Investmentmeansthat moneyis spenttodaywith the aimof reapingfinancialgainsat afuture
time. Themaintypesof investmentoptionsare asfollows:

1 Bonds:Bondsare instrumentsusedby publicand private companiesto raiselargesums
of money¢ too largeto be borrowed from a bank. Thesebondsare then issuedin the
publicmarketandare boughtby lenders.

9 Stocks:Stocksor equity are sharesthat are issuedby companiesand are bought by the
generalpublic.

I Smadl SavingsSchemesSmallSavingsSchemesre tools meantto savemoneyin small
amounts.Somepopularschemesare the EmployeedrovidentFund,Sukanys&samriddhi
SchemeandNationalPensionScheme.

f Mutual Funds:Mutual Fundsare professionallynanaged_hancialinstrumentsthat invest
moneyin different securitieson behalfof investors.

f FixedDeposits:A Uxed amount of moneyis kept asidewith a Unancialinstitution for a
Ukedamountof time in return for intereston the money.

1 RealEstate:Loansare takenfrom banksto purchasereal estate,whichis then leasedor
soldwith the aim of makinga LINPobttie appreciatedproperty price.

Y HedgeFunds:Hedgefunds investin both Unancialderivativesand/or publicly traded
securities.

1 PrivateEquity: PrivateEquty istradingin the sharesof an operatingcompanythat is not
publiclylistedandwhosesharesare not availableon the stockmarket.

1 Venture Capital: Venture Capital involves investing substantial capital in a budding
companyin return for stocksin that company.

Insurance
Thereare two typesof insurance Lifelnsuranceand Generalnsurance.
Life InsuranceProducts

Themainlife insuranceproductsare:

1 Termlinsurance:Thisisthe simplestand cheapestform of insurancelt offersfinancial
protectionfor a specifiedtenure, say15to 20 years.In the caseof your death,your
familyis paidthe sumassuredln the caseof your survivingthe term, the insurerpays
nothing.
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EndowmentPolicy: Thisoffersthe dualbenefit of insuranceandinvestment.Pat of the
premiumis allocatedtowardsthe sumassuredwhile the remainingpremiumgets
investedin equity and debt. It paysa lump sumamountafter the specifiedduration or
on the deathof the policyholderwhicheveris earlier.

Unit-LinkedInsurancePlan (ULIP)Herepart of the premiumis spenton the life cover,
while the remainingamountisinvestedin equity anddebt. It helpsdeveloparegular
savinghabit.

Money BackLife InsuranceWhile the policyholderis alive, periodicpaymentsof the
partial survivalbenefitsare madeduringthe policytenure. Onthe deathof the insured,
the insurancecompanypaysthe full sumassuredalongwith survivalbenefits.

Whole Life Insurance:lt offersthe dual benefit of insuranceandinvestment.lt offers
insurarce coverfor the whole life of the personor up to 100yearswhicheveris earlier.

Generallnsurance

Generallnsurancedealswith all insurancecoveringassetslike animals,agriculturalcrops,
goods factories,carsandsoon.

GenerallnsuranceProducts

The maingeneralinsuranceproductsare:

T Motor InsuranceThiscanbe dividedinto FourWheelerlnsuranceand Two-Wheeler
insurance.

1 Healthinsurance:Themaintypesof healthinsuranceare individualhealthinsurance,
family floater healthinsurance comprehensivehealthinsuranceandcriticaliliness
insurance.

9 Travellnsurance:Thiscanbe categorisednto IndividualTravelPolicy,FamilyTravel
Policy,StudentTravellnsuranceand SeniorCitizenHealthInsurance.

1 Homelnsurance:Thisprotectsthe houseand its contentsfrom risk.

9 Marine Insurance:Thisinsurancecoversgoods freight and cargoagainstiossor damage
duringtransit by rail, road,seaand/or air.

Taxes

Thereare two typesof taxes:

1. DirectTaxes
2. IndirectTaxes.
DirectTax

Direct taxesare levied directly on an entity or a personand are non-transferrable.Some
examplesof Direct Taxesare:

1

1

IncomeTax: Thistax is leviedon your earningin a financialyear. It is applicableto both,
individualsand companies.

CapitalGainsTax:Thistax is payablewheneveryoureceivea sizableamountof money.It
is usuallyof two types¢ short term capitalgainsfrom investmentsheld for lessthan 36
monthsandlongterm capitalgainsfrom investmentsheld for longerthan 36 months.
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9 SecuritiesTransactionTax:Thistax is addedto the price of ashare.lt isleviedeverytime
youbuyor sellshares.

1 PerquisiteTax:Thistaxisleviedison perksthat havebeenacquiredby acompanyor used
by anemployee.

1 CorporateTax:Corporatetax is paid by companiedrom the revenuethey earn.
Indirect Tax

Indirecttaxesare leviedon goodsor servicesSomeexamplesof Indirect Taxesare:
1 SalesTax:SalesTaxisleviedon the saleof a product.
1 ServiceTax:ServiceTaxis addedto servicegprovidedin India.

1 ValueAdded Tax:ValueAddedTaxis levied at the discretionof the state government.
Thetaxisleviedon goodssoldin the state. Thetax amountis decidedby the state.

9 CustomsDuty & Octroi: CustomsDuty is a chargethat is appliedon purchaseghat are
imported from anothercountry.Octroiis leviedon goodsthat crossstate borderswithin
India.

1 ExciseDuty: ExciseDutyisleviedon all goodsmanufacturedor producedin India

— Tips Q
1 Think about how quickly you need your money back and pick an investment option
accordingly.

1 Ensurethat you are buyingthe right type of insurancepolicyfor yourself.
1 Remembernot payingtaxescanresultin penaltiesrangingfrom finesto imprisonment.

— 8.3.50nlineBanking,NEFTRTG ®tc.

What is Online Banking?

Internet or online bankingallows aacount holdersto accessheir account from alaptop at any
location. In this way, instructionscan be issued.To accessan account, account holders simply
needto usetheir uniquecustomer ID numberand password.

Internet bankingcan be usedto:

1 Findout anaccountbalance
Transferamountsfrom one accountto another
Arrangefor the issuanceof cheques
Instructpaymentsto be made

Requesfor achequebook

Requesfor a statementof accounts

Makea fixed deposit

= =4 =4 =4 4
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ElectronicFunds Transfers

Electronidundstransferis a convenientway of transferringmoneyfrom the comfortof2 y° S O
own home, usingintegratedbankingtools like internet and mobile banking.

Transferringundsviaan electronicgatewayis extremelyconvenient.With the help of online
banking,you canchoosetransferringfunds:

9 Into youraccountsof the samebank.

f Intoother LJS 2 Lafcc®udof the samebank.
1 Into accountsn different banksthroughNEFT.
1 Into other bankaccountshoughRTGS.

1 Into variousaccountshroughIMPS.

NEFT

NEFBtandsfor NationalElectronid-undsTransfer.Thismoneytransfersystemallowsyouto
electronicallytransferfundsfrom your respectivebankaccountsto anyother account,either
in the samebankor belongingto anyother bank.NEFTcanbe usedby individuals firms and
corporateorganizationgo transferfundsbetweenaccounts.

In orderto transferfundsviaNEFTt{wo thingsarerequired:
1 Atransferringbank
9 Adestinationbank

Beforeyou cantransferfundsthroughNEFTyouwill needto registerthe beneficiarywho will
be receivingthe funds. In order to completethis registration,you will require the following
information:

T wSOA L¥aBey (i Q&

1 wS OA Liccduhinumaer

T wS OA L& ISyhadea

1 wS OA LAISyESEHde

RTGS

RTGS standsfor Real Time Gross Settlement. Thisis a real time funds transfer system which
enablesyou to transfer fundsfrom one bankto another, in realtime or on a grossbhasis.The
transferred amouwnt is immediately deduded from the account of one bank, and instantly
creditedto the other bankQaccount. TheRTG Spayment gateway ismaintainedby the Resave
Bankof India. Thetransactiondetweenbarks are madeelectronically.

RTG Scan be usedby individuals,companiesand Urmsto transfer large sumsof money. Before
remitting fundsthroughRTG Syouwill needto addthe benelkiary andhisbankaaount details
viayour online bankingaccount.
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In orderto complete this registration, you will require the followinginformation:
' Nameoftheo Sy SUOA I NB

1 . Sy S U GécbuNtiBumier

T . Sy S U Gbankaddre@si

1 . I yIFSZode

IMPS

IMPSstandsfor ImmediatePaymentService Thisis a reaktime, inter-bank, electronicfunds
transfer systemusedto transfer money instantly within banksacrossindia. IMPSenables
usersto makeinstantelectronictransferpaymentsusingmobilephonesthroughboth, Mobile
Bankingand SMS It canalsobe usedthrough ATMsand online banking.IMPSis available24
hours a day and 7 days a week. The systan features a secure transfer gateway and
immediatelyconfirmsordersthat havebeenfulfilled.

Totransfermoneythrough IMPSyou needto:

1 Registerfor IMPSwith your bank

1 Receivea Mobile Money Identifier (MMID)from the bank
1 Receivea MPINfrom the bank

Onceyou have both these, you can login or make a request through SMSto transfer a
particularamountto a beneficiary.

In order for the beneficiaryto receivethe transferredmoney,he must:
9 Linkhismobile numberwith hisrespectiveaccount
1 Receivahe MMID from the bank

In order to initiate a money transfer through IMPS,you will need to enter the following
information:

 Thed Sy S T AnOHiléniiEber &
 Theo Sy ST AVMDIIDI NEB Q&
I Thetransferamount

T YourMPIN

Assoonasmoneyhasbeendeductedfrom your accaint and creditedinto thed Sy S ¥ A O
account,youwill be senta confirmationSMSwith atransactionreferencenumber,for future
reference.

Al NE QA&
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— 8.3.5.1Differencesbetween NEFTRTGS IMPS

above5 ¢ 10lacs
25

Criteria NEFT RTGS IMPS
Settlement Donein batches Realtime Realtime
Fullform NationalElectronic RealTimeGross Immediate
FundTransfer Settlement Payment
Service
TimingsonMonday | 8:00am¢ 6:30pm 9:00am¢ 4:30pm | 24x7
¢ Friday
Timingson Saturday | 8:00am¢ 1:00pm 9:00am¢ 1:30pm | 24x7
Minimum amountof 1 2lacs 1
moneytransferlimit
Maximumamountof 10lacs 10lacsperday 2lacs
moneytransferlimit
Maximumchargesas | Upto 10,000¢ 2.5 above2 ¢ 5lacs Upto 10,000
per RBI abovel0,000¢ 1lac | 25 G S
-5 above5 ¢ 10lacs abovel0,000
abovelc2lacs 15 50 Gllacg 5
above2 ¢ 5lacs 25 abovelc 2
lacs¢ 15

Fig8.3.2: DifferenceBetweenNEFTRTGS: IMPS

— Tips Q

1 Neverclickon anylinksin anye-mailmessagédo access/our online bankingwebsite.
1 Youwill neverbe askedfor your credit or debit carddetailswhile usingonline banking.
1 Changeyouronline bankingpasswordregularly.
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UNIT8.4: Preparingfor Employment& SeltEmployment

— Unit Objectives @
At the end of this unit, you will be ableto:

1. Discusshe stepsto preparefor aninterview

2. Discusshe stepsto createan effectiveResume
3. Discusshe mostfrequentlyaskedinterview questions
4. Discus$owto answerthe mostfrequentlyaskedinterview questions

o

Discusdasicworkplaceterminology

— 8.4.1Interview Preparation:Howto Preparefor an
Interview?

Thesucces®sf your gettingthe job that youwant dependdargelyon how well yourinterview
for that job goes.Therefore,before you go in for your interview, it is important that you
prepatre for it with a fair amountof researchand planning.Takea look at the stepsto follow
in orderto be well preparedfor aninterview:

1. Researchhe organizationthat you are havingthe interview with.
1 Studyingthe companybeforehandwill helpyou be more preparedat the time of the
interview. Yourknowledgeof the organizatiorwill help you answerquestionsat the

time of the interview, andwill leaveyoulookingandfeelingmore confident. Thisis
sureto makeyou standout from other, not aswell informed, candidates.

1 Lookfor backgroundnformationon the company.Tyandfind anoverviewof the
companyandits industryprofile.

9 Visitthe companywebsiteto getagoodideaof what the companydoes.A company
websiteoffers a wealth of importantinformation. Readand understandthe
O 2 Y LJ nyisBiéhstatement.Payattention to the O 2 Y LI pyodudtsiservices
andclientlist. Readthroughanypressreleasedo getanideaofthe 02 Y LI y & Q&
projectedgrowth andstability.

1 Note downanyquestionsthat you haveafter your researchhasbeencompleted.

2. Thinkabout whether your skillsand qualificationsmatchthe job requirements.
1 Carefullyreadthroughandanalysethe job description.

1 Makeanote of the knowledge skillsandabilitiesrequiredto fulfil the job
requirements.

I Takealookat the organizatiorhierarchy.Figureout wherethe positionyouare
applyingfor fits into this hierarchy.
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3. Gothroughthe mosttypical interview questionsasked,and prepareyour responses.

1

T

Rememberjn mostinterviewsa mix of resumebased behaviouraland casestudy
guestionsare asked.

Thinkaboutthe kind of answersyouwould like to provideto typicalquestionsasked
in thesethree areas.

Practicetheseanswersuntil you canexpresghem confidentlyandclearly.

4. Planyour attire for the interview.

1

T

It is alwayssafestto opt for formal businessttire, unlessexpresslynformedto
dressin businesscasualin whichcaseyou shoulduseyour bestjudgement).

Ensurethat your clothesare cleanandwell-ironed. Pickneutral coloursg nothing
too bright or flashy.

Theshoesyouwear shouldmatchyour clothes,and shouldbe cleanand suitablefor
aninterview.

Rememberyouraimisto leaveeveryoneyou meetwith the impressiorthat youare
a professionabind highlyefficient person.

5. Ensurethat you havepackedeverythingthat you may require during the interview.

T

T

Carrya few copiesof your resume.Usea goodquality paperfor your resumeprint
outs.

Alwaystake alonga notepadandapen.

Takealonganyinformationyou mayneedto referto, in orderto fill out an
applicationform.

Carrya few samplesof yourwork, if relevant.

6. Rememberthe importance of non-verbal communication.

T

T

Practiceprojectingconfidence Remindyourselfto smileand makeeye contact.
Practicegivinga firm handshake.

Keepin mind the importanceof posture.Practicesitting up straight. Trainyourselfto
stop nervousgesturedike fidgetingandfoot-tapping.

Practicekeepingyour reactionsin check.Rememberyour facialexpressiongrovide
agoodinsightinto your true feelings.Practiceprojectinga positiveimage.

7. Makealist of questionsto endthe interview with.

T

Most interviewswill endwith the interviewer(s)askingf you haveanyquestions.
Thisis your chanceto showthat you havedoneyourreseart andare interestedin
learningmore aboutthe company.

If the interviewerdoesnot askyou this question,you caninform him/her that you
havesomequeriesthat youwould like to discussThisis the time for youto refer to
the notesyou madewhile studyingthe company.

Somegoodquestionsto askat this point are:

0 Whatdo youconsiderthe mostimportant criteriafor successn this job?
o Howwill my performancebe evaluated?

0 Whatarethe opportunitiesfor advancement?

0 Whatarethe nextstepsin the hiring process?

Rememberneveraskfor informationthat is easilyavailableon the company
website.
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—Tips
)l

Askinsightfuland probingquestions.

1  When communicating,use effective forms of body languagelike smiling, making eye
contact,and activelylisteningand nodding.5 2 ys@uch,playwith nearbyitems, fidget,
chewgum,or mumble.

— 8.4.2 Preparingan EffectiveResume

Aresumeis aformal documentthat listsaO | Y R A Rdrkié&xPeriénce educationand skills.
A good resumegivesa potential employerenough information to believethe applicantis
worth interviewing.¢ K I iihQitiis soimportant to createa résuméthat is effective. Takea
look at the stepsto createan effectiveresume:

Stepl: Write the AddressSection

TheAddresssectionoccupieghe top of your resume.lt includesinformation like your name,
addressphonenumberande-mailaddressinserta bold line underthe sectionto separateit
from restof yourresume.

Example:

Jasmine Watts

Breach Candy, Mumbai — India
Contact No: +91 2223678270
Email: jasmine.watts@gmail.com

Step2: Add the Profile SummarySection

This part of your resume should list your overall experiences,achievements,awards,
certificationsand strengths.Youcanmakeyour summaryas short as 2-3 bullet points or as
longas8-10 bullet points.

Example:

Profile Summary

e A Content Writer graduated from University of Strathclyde having 6 years of experience
in writing website copy.

e Core expertise lies in content creation for e-learning courses, specifically for the K-12
segment.

Step3: Include Your EducationalQualifications

Whenlistingyouracademiaecordsfirst listyourhighestdegree Thenaddthe secondhighest
gualificationunderthe highestone andsoon. Toprovidea clearandaccuratepicture of your
educational background,it is critical that include information on your position, rank,
percentageor CPfor everydegreeor certificationthat you havelisted.
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If you have done any certificationsand trainings,you can add a Trainings& Certifications
sectionunderyour EducationalQualificationssection.

Example:

Educational Qualifications
e Masters in International Management (2007) from Columbia University with 8.8 CPI.

e Bachelor of Management Studies (2004) from Mumbai University with 87% marks.
e 10+2 with Math, Stats (2001) from Maharashtra Board with 91% marks.
e High School (1999) from Maharashtra Board with 93% marks.

Step4: List Your TechnicalSkills

Whenlistingyour technicalskills,start with the skillsthat you are mostconfidentabout. Then
add the skillsthat you do not have as good a commandover. It is perfectly acceptableto
includejust one skill,if youfeelthat particular skilladdstremendousvalueto your résumé.If
you do not haveanytechnicalskills,you canomit this step.

Example:

Technical Skills
e Flash

¢  Photoshop

Stepb5: Insert Your AcademicProject Experience

List down all the important projects that you have worked on. Include the following
informationin this section:

e Project title e  Organization e  Platform used
e  Contribution e  Description
Example:

Academic Projects

Project Title: Different Communication Skills

Organization: True Blue Solutions

Platform used: Articulate

Contribution: Content writing and graphic visualization

Description: Development of storyboards for corporate induction & training programs

Step6: List Your Strengths

Thisiswhereyoullist all your major strengths.Thissectionshouldbe in the form of a bulleted
list.
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Example:

Strengths

e Excellent oral, written and presentation skills
e Action-oriented and result-focused

e Great time management skills

Step7: ListYour ExtracurricularActivities

It isveryimportantto showthat youhavediverseinterestsandthat your life consistsof more
than academicsincludingyour extracurricularactivities can give you an added edge over
other candidateswho have similar academicscoresand project experiencesThis section
shouldbein the form of a bulletedlist.

Example:

Extracurricular Activities
e  Member of the Debate Club

e Played tennis at a national level
e Won first prize in the All India Camel Contest, 2010
Step8: Write YourPersonalDetails
Thelastsectionof yourrésumémustincludethe following personalinformation:

1 Dateof birth 1 Gender& marital status
1 Nationality 1 Languageknown
Example:

Personal Details

e Date of birth: 25" May, 1981

e Gender & marital status: Female, Single

e Nationality: Indian

e Languages known: English, Hindi, Tamil, French
— Tips Q

1 Keepyourresumefile nameshort, simpleandinformational.
1 Makesurethe resumeis neatandfree from typingerrors.
1 Alwayscreateyour resumeon plainwhite paper.
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— 8.4.3Interview FAQs

Takea look at someof the most frequently askedinterview questions,and somehelpful tips
on howto answerthem.

Q1.Canyoutell me alittle aboutyourself?

Tipsto answer:

1 5 2 ypfideyourfull employmentor personalhistory.

9 Offer2-3 specificexperienceshat youfeel are mostvaluableandrelevant.

1 Concludewith howthose experiencesravemadeyou perfectfor this specificrole.

Q2.Howdid you hear about the position?

Tipsto answer:

9 Tellthe interviewerhow youheardaboutthe job ¢ whetherit wasthrougha friend
(namethe friend), eventor article (namethem)or ajob portal (saywhichone).

1 Explainwhat excitesyou aboutthe positionandwhatin particularcaughtyour eye
aboutthisrole.

Q3.What do you know about the company?

Tipsto answer:

5 2 yreeifethe 02 Y LJ Ab@utJapage.

f Showthat youundergand andcareaboutthe O 2 Y LJI gpasQ &
f Explainwhy youbelieveinthe O 2 Y LJI nyisBiéhédndvalues.

Q4.Why do you want this job?
Tipsto answer:

1 Showthat you are passionateaboutthe job.
1 Identifywhy the role isa greatfit for you.
1 Explainwhyyoulovethe company.

Q5. Why shouldwe hire you?

Tipsto answer:

1 Provethroughyourwordsthat you cannot only do the work, but candefinitely deliver
excellentresults.

1 Explainrwvhy youwould be a greatfit with the team andwork culture.

1 Explairwhyyoushoul be chosenoveranyother candidate.

Q6. What are your greatestprofessionalstrengths?

Tipsto answer:

1 Behonestg sharesomeof your real strengths rather than giveanswersthat you think
soundgood.

i Offerexamplesof specificstrengthsthat arerelevant to the positionyou are applying
for.

f  Provideexamplesof how e 2 dz@e@éhstratedthesestrengths.
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Q7.What do you considerto be your weaknesses?

Tipsto answer:

1 Thepurposeof this questionisto gaugeyour selfawarenessand honesty.

f Giveanexampleof atrait that you strugglewith, but that & 2 da@oikiBgon to improve.

Q8.What are your salaryrequirements?

Tipsto answer:

1 Doyourresearchbeforehandandfind out the typicalsalaryrangefor the job youare
applyingfor.

9 Figureout whereyou lie onthe payscalebasedon your experiencegducation,and
skills.

1 Beflexible.Tellthe interviewerthat you know your skillsare valuable but that youwant
the job andarewilling to negotiate.

Q9.What do you like to do outside of work?
Tipsto answer:

1 Thepurposeof this questionisto seeif youwill fit in with the companyculture.
1 Behonest¢ openup andshareactivitiesand hobbiesthat interestand exciteyou.

Q10.1f you were an animal, which one would you want to be?
Tipsto answer:
1 Thepurposeof this questionisto seeif youare ableto think on yourfeet.

1 ¢ K S MdBeoaganswerc but to makeagreatimpressiortry to bringout your
strengthsor personalitytraits throughyour answer.

Q11:Whatdo you think we coulddo better or differently?
Tipsto answer:

1 Thepurposeof this questionisto seeif youhavedoneyourresearchon the company,
andto test whetheryou canthink criticallyand comeup with newideas.

1 Suggeshewideas.Showhow yourinterestsandexpertisewould helpyou exeate
theseideas.

Q12:Doyou haveany questionsfor us?

Tipsto answer:

1 Donot askquestionsto whichthe answerscanbe easilyfound on the companywebsite
or througha quickonline search.

9 Askintelligentquestionsthat showyour ability to think critically.

—~
(1
\:

TipsL="
1 Behonestand confidentwhile answering.

1 Useexamplesof your past experiencesvhereverpossibleto make your answersmore
impactful.
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