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No. J-11035/1(SOP)/2025-Trg.
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Central Police Radio Training Institute
T T W, TS T - 110060
Vande Mataram Marg, New Delhi - 110060
feiTera/ Dated: D?.OZ.ZOZG
CIRCULAR

Subject: Standard Operating procedure (SOP) for CPRTI & RPWTIs - Reg.

The undersigned is directed to circulate the Standard Operating Procedure
(SOP) for Central Police Radio Training Institute (CPRTI) and Regional Police

Wireless Training Institutes (RPWTIs) for information and compliance.

9. The SOP has been issued with the objective of ensuring uniformity, standardization
and effective implementation of procedures relating to training, administration and
allied activities at CPRTI and RPWTIs.

3 All the Training Institutes of DCPW must ensure strict compliance to the
provisions contained therein. Any difficulty in implementation of the SOP may be

‘brought to the notice of CPRTL

4. ' This issues with the approval of competent authority.
09 0"’\9’/"

(Shashi Kant Sing )
Assistant Director (Trg.)
Copy to: ot o P8/ Shashl Kant Singh
e Fryee (i)

, Asaistant Decter (Tralivng)
PS to Director. afrgd (7% FAT) /D.CPW. (MHA)

1
5 PA to AddL Director-(I) / PA to Addl. Director-(1I). ¢ fawch / Now Dabi
3. All JDs/DDs/ADs.

4. 1/C of CPRTI & RPWTIs : For strict compliance

5

6

7

Enclosed: As above.

. AD (IT): for upload on the website of DCPW.
Hindi Version follows.
File.
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STANDARD OPERATING PROCEDURE {SOP)

FOR CENTRAL POLICE RADIO TRAINING INSTITUTE (CPRTI),
NEW DELHI AND REGIONAL POLICE WIRELESS TRAINING
INSTITUTES (RPWTIs) OF DCPW,

IEWORD

The Central Police Radio Training Institute (CPRTT) and the Regional Police
Wireless Training Institutes (RPWTIs) form the national backbone for training
police communication personnel across States, UTs, CAPFs, and CPOs. With
the rapid evolution of communication technologies and the increasing
operational demands in hypersensitive, LWE-affected, and VVIP security
environments, it is essential that these institutes operate at maximum efficiency
to deliver quality training.

This Standard Operating Procedure (SOP) provides a unified, structured, and
audit-ready framework for optimal utilisation of training resources, enhanced
training throughput, and standardised training delivery across all institutes. It
integrates infrastructure details, training processes, collaboration mechanisms,
and detailed timelines into a single, comprehensive document.

1. PREAMBLE

The Directorate of Coordination Police Wireless (DCPW) has mandated CPRTI
and RPWTIs to deliver high-quality training in communication technologies to
police personnel of all ranks. CPRTI has historically trained personnel from
States, UTs, CAPFs, CPOs, and friendly foreign nations including Nepal,
Mauritius, Eswatini, Bhutan, and Afghanistan. With increasing demand and
limited resources, it is imperative to adopt a structured approach to resource
Opt1m1sat10n, faculty deployment, infrastructure scheduling, and collaborative
training.

This SOP establishes a uniform system for planning, executing, monitoring, and
reporting training activities, ensuring that the institutes operate at maximum
efficiency.
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4, PURPOSE

This SOP aims to:

o Maximise utilisation of classrooms, laboratories, hostels, and faculty
resources across CPRTI and RPWTIs.,

o Increase the annual training capacity for States, UTs, CAPFs, and CPOs
and DCPW.

o Standardise training processes from planning to evaluation.

o Integrate collaborative training modules with eminent institutions/
organisations.

« Ensure compliance with MHA guidelines, including MPR (Monthly
Progress Report) reporting.

> Enhance transparency, auditability, and accountability in training
operations.
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3. SCOPY

E

This SOP applies to all training programs conducted independently or in
collaboration with eminent institutions/organisations such as RRU, IITs, PEC,
NIDM, NDRF, NITTTR and other prominent institutions at following training
institutes:

« CPRTI, New Delhi

o RPWTI, Chandigarh

o RPWTI, Kolkata

o RPWTI, Bengaluru

o RPWTI, Gandhinagar (proposed)

4. INSTITUTIONAL OVERVIEW

4.1 CPRTI Infrastructure

Component Details
Classrooms/ Lecture Halls/ 01 Conference Room and 07 Classrooms/
Conference Room Lecture Halls with tota] capacity of 180.
Labs 07 labs (total capacity of 120)
Hostel Capacity 154 — Male and 08 - Female
Library A repository of 5,000 technical books.
Access to NDLL iGOT portal and related digital
_[resources is being worked out.

S e % bl



[Sanctioned Strength )54

4.2 RPWTI Infrastructure Summary

| Institute |Classrooms| Labs | Hostel Capacity [Stremgth as per DPR
iChandigarh (02 02 24-Male 12
[ (20 each) (10 & 18)|08-Female
Kolkata 01 02 24-Male 12

(25) (8 & 15) |08-Female
Bengaluru |02 03" 58 17

(25 each) (8, 8, 4) |(under construction)
GandhinagarProposed

5. TRAINING PROGRAM STRUCTURE
CPRTI and RPWTIs conduct the following training programmes

= Proficiency Courses (06-15 weeks)

o Skill Development Courses (1-2 weeks)
« Training of Trainers (ToT) (2-4 weeks)
« Special Courses (1-2 weeks)

G. RESOURCE UTILISATION FRAMEWORK

siting Caslendar (ATO) Proparation

- Based on the assessment of training requirements of the stakeholders—
States/UTs, CAPFs and DCPW—for the forthcoming calendar year, and
in accordance with the timelines prescribed at Para 9, the process for
formulation of the Annual Training Calendar (ATC) shall be initiated.

» A draft ATC for all Training Institutes of DCPW shall be prepared
separately by CPRTI and the respective RPWTIs. CPRTI shall thereafter
compile and consolidate the 1nputs to ensure coherence and uniformity
across all institutes.

» For the purpose of preparation and refinement of the ATC, CPRTI may
collaborate with Rashtriya Raksha University (RRU) or other eminent
institutions having relevant academic and training expertise.

» The ATC shall, inter alia, specify the course titles, proposed dates,
duration, target participant groups, and intake capacity for each
programme.
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> The draft ATC, afier compilation, shall be submitted to the Director,
DCPW for approval prior to its forma] circulation to all concerned
stakeholders.

° The approved Annua] Training Calendar (ATC) shall be circulated to all
concerned organisations/units in accordance with the timelines prescribed
at Para 9.

advance, as per the timelines indicated at Para 9, with a copy endorsed to
the respective Training Institute,

* The concerned Training Institute shall issue timely reminders for
nominations, in line with the timelines stipulated at Pars 9, under
intimation to CPRTL.

° The concerned ISPW Station shal] actively liaise with the State/UT Police

for ensuring timely submission of nominations.

6.2 Classroom Utilisation

o Classrooms sha]] Operate in two shifis: 09:30~13:30 Hrs and 14:00—

18:00 Hys.
o Conference Hall sha]] be used for large-batch theory sessions.

6.3 Laboratery Utilisation

o All labs shal] operate for a minimum of 4 heurs/day.
s Weekly lab rosters shall be prepared,
o Rotational lab exposure shall be ensured across institutes.

6.4 Hestel Utilisation

» Hoste] occupancy shall be maintained between 801009,
° Separate Hostel and Mess operation SOp shall be prepared and followed
for optimum utilisation,

6.5 Facuity Utilisation

utilisation of avajlable faculty resources,

*  Visiting faculty from eminent Organisations and institutions—such as
RRU, IITs and other institutes of national repute—may be engaged for
specialised modules and advanced courses,



Quarterly Training of Trainers (ToT) programmes may be organised in
collaboration with RRU and other reputed institutions to enhance and
upgrade the teaching competencies of faculty members.

The National Instructor Policy shall be implemented to develop and
maintain a standardised pool of qualified instructors across the country.

'HER EMINENT ORGANISATIONS/

i

WITH ©

et B AL

::‘;%:__n‘;u_, iy FIg gy
IR O EJE")

Joint Director (Training), DCPW shall act as the Nodal Officer for coordinating
with external organisations and institutions including RRU and other eminent
institutes for planning and conducting training programmes in collaboration
with them,

2. MONITORING & REPORTING
Monthly Progress Report (MPR)

» Al RPWTISs to prepare and forward the MPR of respective Institute by 1*
of every month as per MHA ID Note No. 25018/70/2023-PM-II dated
18.02.2025.

¢ MPR of CPRTI and RPWTIs shall be prepared / compiled as per MHA
ID Note No. 25018/70/2023-PM-II dated 18.02.2025 and submitted to
MHA by the first week of every month with the approval of Director,
DCPW.

9. STAGE-WISE TIMELINES FOR TRAINING CYCLE

Legends : D : Course start Date
E : Examination Date(s)



Sr. Activity / Timeline Responsible Objective /
MNo.i Description Dutcome j
1. |Assessing Cctober- {Joint Creation of required|
training November Director(Trg.)/Incharge, training |
requirements of RPWTIs infrastructure and
Stake holders i.e optimising the
States/UTs, utilisation of
CAPF, CPQOs and available
DCPW , infrastructure.
2 [Finalise and issue/By Joint Director (Trg.) with Align training
Annual Training [December approval of Director, programs
Calendar (FY DCPW) with Stake holders
basis) to all administrative and
concerned operational
requirements
institutional goals
and national
priorities -
3 |Nomination of By Exam Cell (as per the Assign operational
Course December japproval of JD (Trg)) lead for course
Coordinator execution
4 |Call for D—-75  \oint Initiate intake
nominations from/days Director(Trg.)/Incharge, process and ensure
States, UTs, RPWTIs wide participation
CAPFs, CPOs
5  [Curriculum D -75 Course Coordinator with Planning the
design days approval of Head of curriculum and
Institute arranging resources.
6 |Co-develop D —60 Course Coordinator with Integrate modern
modules with days approval of Head of ipedagogy and
Collaborating Institute domain expertise
[nstitutes if any
7 |[Receive nominee D - 45  |Head of Institute Maximize timely
details and send days responses and data
reminders conipleteness
§ [Verify lab D~40  |Course Coordinator Ensure hands-on
equipment, days braining
calibration, and _ _ infrastructure is
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functional

ireadiness

© [Confirm trainer D —40  |Course Coordinator Match trainer skills

- availability and  |days with course

___lassign sessions | requirements

10 [Verify eligibility |D —35 Course Coordinator Ensure only

| jand resolve days qualified candidates

| Idiscrepancies are admitted

11 |Analyze demand |D —35 Course Coordinator Optimize resource
vs, seat days allocation and batch
availability size

12 [Finalize seat D~35  [oint Director (Trg.) Contirm batch
allotrment days composition and

readiness

13 [Finalize modules,D -30  |Course Coordinator (as  |Standardize
chapters and days per the approval of Head |assessment and
learning of the Institute delivery
outcomes benchmarks

14 [Dispatch D—-30  [Course Coordinator Secure commitment
allotment letters |days from participating
and collect organizations
confirmations _

15 |Resolve D—20  Joint Director (Trg.) Maintain accurate
overflows, days trainee list and
withdrawals of logistics
Seats
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Seats shall be allotted on a first-come, first-served basis, subject to eligibility

and availability.
Sr. Activity / Timeline Responsible Objective /

No. Description _ Outcome

16 |Circulation of Every Course Coordinator |Ensure structured
weekly training  |Thursday of |(as per the approval |delivery and
schedule (theory, |preceding |of Head of respective resource planning
practical, visits)  |week Training Institute.

17 |Allocate hostel D Hostel Caretaker (as |[Ensure comfortable
rooms per the approval of  jaccommodation for

JD (Trg) / Head of  [trainees
! respective Training

Rn vyeraen)
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_ Institute) o S

18 [Register trainees, |D Course Coordinator [Hstablish conrse
and conduct identity and track
inauguration, [attendance
prepare nominal |
roll "

» Nominated candidates must confirm their participation through official
communication.

o In case of cancellations or substitutions, CPRTI must be informed at Jeast
one week in advance.

Stage 3T very & 1 255N

Sr. | Activity / Description | Timeline Responsibie | Objective / Outcome

No. _

19 |Conduct theory, As per Course Deliver comprehensive
practical sessions, and  fweekly Coordinator |learning experience
technical visits plan

20 |Conduct unit tests and |As per Course Monitor learning
formative assessments weekly Coordinator |progress and retention |

plan |

Sr. | Activity / Description [Timeline Responsible | Objective / OQuicome

No.

21 Draft and submit exam |E—30 |Exam Cell Plan final assessments
schedule for approval |days and logistics
of Director, DCPW.

22 [Nomination of E—-30 [Exam Cell (as per Assign roles for
Examiners days the approval of  |secure and fair

Director, DCPW) |examination

23 |[Ensure security of E—30 |Exam Cell Prevent leaks and
exam materials days maintain integrity

24 |Approval of exam E—28 [|Joint Director(Trg) [Formalize exam plan
schedule days and authority

25 [Prepare exam materials|E — 7 Course Ensure all items are
checklist days Coordinator teady for exam day

7
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heck practical E—7  Nominated Validate hands-on
notebooks and lab logs |days Examiner learning and
- documentation
" [Compile internal E-7 |Course Prepare for final
f iasscssment marks days Coordinator evaluation and
- . grading
28 Setup classrooms and E—-35  |Course Fnsure classroom is
seating plan days - |[Coordinator organised and
equippedfor smooth
conduct
29 |Prepare attendance and [E~5  [Course Enable accurate
assessment sheets days Coordinator tracking and
evaluation
30 |Arrange stationery, |E-— Course Ensure logistical
seals, envelopes, days Coordinator readiness
answer sheets
Sr. Activity / Timeline| Responsible Objective / Outcome
No.| Description
31 |Conduct B FExam Cell  |Standardize exam conduct and
invigilator responsibilities
briefing on rules
32 |[Verify trainee  |E Exam Cell  |[Prevent impersonation and
identity Invigilators |ensure fairness
33 |Establish 13 Course Ensure safety and contingency
emergency Coordinator [readiness
protocol (medical,
etc.)
34 |Conduct exam andiE Course Mark course
Valedictory Coordinator |completion, celebrate
Session achievements and obtain
Feedback
Sr.|  Activity / Timeline Responsible Objective /
No.| Description Outcome
36 [Codingand - |E Exam Cell Begin result
h-
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Dispatch answer Processing
sheets to
gvaluators ) -
37 |Evaluate answer E + 15 days Nominated Ensure fair and
papers Evaluator consistent grading
38 |Decoding answeriE + 15 days Exam Cell Maintain audit
sheets and trail and
records securely confidentiality
39 {Draft result E + 20 days Exam Cell Prepare for final
sheets and approval
submit for
review
40 |Final approval |E + 25 days Head of respective |Authorize and
and publication Training Institute  |release results
of results with the approval of
Director
41 [Issue final office |E + 30 days Fead of respective [Formalize course
order and E for special Training Institute  |closure and
certificates courses(not recognition
involving
Examination)
stage 71 Grievanes Handing
Sr. Activity / Timeline Responsible Objective / Outcome
No. Description
42 |Accept grievances,|E+ 60  [Trainee Enable fair resolution of
appeals via parent |days disputes and provide
organization formal channel for
redressal
43 [[nvestigate and  [E-+90 [Joint Director (Trg.) [Ensure transparency and
notify decision days (as per the approval |accountability
of Director, DCPW)
_____ i 5.
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