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1. Executive Summary

1.1 Objective

To establish a systematic, inclusive, and effective framework for outreach, awareness, and enrollment

of eligible youth from target communities into vocational training programs through structured
mobilization activities.

1.2 Scope and Application

This SOP applies to all personnel involved in candidate mobilization including:

Field mobilizers

Project coordinators
NGO partners
Support staff

1.3 Target Beneficiary Profile

« Age: 18-35 years

Education: Class 8th to 12th pass (or per project guidelines)

Economic Status: BPL families and economically disadvantaged groups
Employment Status: Unemployed, underemployed, or seeking skill enhancement
Geographic Focus: Rural and semi-urban areas

2. Phase I: Strategic Planning and Preparation

2.1 Area Assessment and Mapping

Purpose: Establish comprehensive understanding of target geography and demographics.
Key Activities:

* Geographic Intelligence: Map target districts, blocks, villages .

- Demographic Analysis: Collect youth population data and unemployment statistics

* Infrastructure Evaluation: Assess training venues, connectivity, and essential facilities
*  Market Analysis: Mapexisting training centers to avoid duplication

Deliverables:

Area mapping report.

Demographic analysis spreadsheet
Infrastructure assessment documentation
Transportation route maps

2.2 Stakeholder Ecosystem Development

Purpose: Build strategic partnerships for program success.




Primary Stakeholders:
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+  Community Influencers: SHG leaders, youth club presidents, educational institution heads

. Development Partners: Local NGOs, cooperative societies

Deliverables:
« Stakeholder mapping matrix
* Partnership potential analysis

Contact database with engagement strategy

2.3 Strategic Framework Development

Purpose: Createtargeted approachfor effective mobilization.

Core Components:

+ Target Setting: Village-wise and demographic-specific enrollment goals

*  Communication Strategy: Multi-channel approach using traditional and digital media
* Resource Planning: Human resources, logistics, and material requirements

Deliverables:

»  Village-wise target allocation
* Communication strategy document

» Resource requirement matrix and budget allocation

3. Phase II: Team Development and Capacity Building

3.1 Team Structure and Role Definition

Mobilization Coordinator

»  Strategic planning and coordination

» Stakeholder relationship management

*  Quality assurance and monitoring
Field Mobilizers

» Direct community engagement

»  Door-to-door awareness campaigns

»  Counseling and pre-registration support

Community Volunteers

» Local liaison and cultural bridge
* Language support and follow-up assistance

3.2 Comprehensive Training Program

Module 1: Project Mastery (4 hours)
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+ CSR objectives and vocational opportunities
»  Eligibility criteria and documentation requirements
»  Placement support and career pathways

Module 2: Communication Excellence (4 hours)
«  Effective communication techniques
+  Cultural sensitivity and local language proficiency
+  Objection handling and persuasion skills
Module 3: Mobilization Techniques (4 hours)
»  Community entry strategies
»  Group and individual engagement methods
« Digital tool utilization
Module 4: Documentation Systems (2 hours)
« Data collection and form management

»  MIS system operations
»  Quality assurance protocols

4. Phase I11: Communication Material Development

4.1 Content Creation Strategy

Print Materials Portfolio:
* Project Brochure (A4 tri-fold): Comprehensive project overview with registration details
« Trade-Specific Posters (A3): Career opportunities and success stories
*  Quick Reference Flyers (A5): FAQs and contact information

Digital Content Suite:

*  WhatsApp Campaigns: Audio messages, video testimonials, registration alerts
* Social Media Content: Facebook events, Instagram stories, YouTube awareness videos

4.2 Production and Distribution Management

Quality Control Process:

*  Vendor selection and production oversight
»  Content accuracy verification
» Distribution tracking and inventory management




5. Phase IV: Community Engagement and Outreach

5.1 Stakeholder Engagement Protocol

Official Engagement:

* Project presentation and approval acquisition
+  Community announcement support requests

Community Coalition Building:

+ SHG and women's group partnerships
*  Youth organization collaborations

5.2 Multi-Channel Awareness Campaign

Mass Communication Methods:

» Village-level announcements in local language
+  Community notice board utilization
»  Educational institution partnerships

Targeted Group Sessions:

*  SHG meeting presentations
*  Youth club gatherings
»  Community festival participation

Large-Scale Events:
+ Village awareness meetings

»  Cultural programs and street plays
» Mobile awareness van campaigns

6. Phase V: Individual Counselling and Registration

6.1 Counseling Session Framework

Session Structure (2-hour format):
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1. Group Introduction (30 minutes): Projectoverviewand opportunity presentation
2. Individual Counseling (15 minutes per candidate): Personal assessment and career

guidance

3. Pre-Registration (15 minutes per candidate): Formcompletion and document verification

Venue Requirements:

»  Accessible locations with 15-20 person capacity
« Display facilities and privacy arrangements
»  Professional setup with project materials
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6.2 Comprehensive Data Collection

Essential Information Categories:

» Personal Details: Complete identification and contact information

*  Educational Background: Qualifications, skills, and language proficiency
* Socio-EconomicProfile: Family status, income level, and social category

* Training Preferences: Trade choices and scheduling preferences

7. Phase VI: Verification and Final Registration

7.1 Document Authentication Process

Primary Documentation Requirements:

» Age Verification: Birth certificate, school records, Aadhaar card

*  Educational Proof: Mark sheets, certificates, transfer documents

*  Identity Confirmation: Aadhaar (mandatory), voter 1D, ration card

*  Category Certification: SC/ST, OBC, BPL, disability certificates (if applicable)

Verification Protocol:

»  Physical document inspection and photocopy preparation
*  Online verification through government databases
*  Authenticity checks and exception case documentation

7.2 Psychometric Assessment and Final Enrollment

Assessment Process:

+  Psychometric Testing: Online evaluation of cognitive skills and job role suitability
- Result Analysis: Aptitude assessment and career alignment evaluation

* Counseling Based onResults: Personalized guidance for optimal job role selection
*  Final Registration: Enrollment in most suitable training programs

Registration Completion:

»  Unique registration ID generation

»  MIS system data entry and verification
» Registration certificate issuance

*  Multi-channel confirmation delivery

8. Monitoring, Reporting, and Documentation

8.1 Daily Reporting System

» Activity location and coverage details

* Stakeholder engagement summary
Registration numbers and candidate profiles
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*  Challenge identification and solution tracking

8.2 Weekly Progress Analysis

* Target achievement assessment

Demographic enrollment analysis
Quality indicator performance
Exception case resolution

8.3 Monthly Comprehensive Review

» Executive achievement summary

* Challenge analysis and mitigation strategies
Success story documentation
Resource utilization evaluation

9. Resource Management and Budget Framework

9.1 Budget Allocation Structure

* Human Resources (50%): Staff salaries, training costs, volunteer incentives
* [EC Materials (35%): Content creation, printing, digital platform subscriptions
* Operations (15%): Transportation, venue costs, communication expenses

9.2 Essential Tools and Templates

« Registration forms and verification checklists

*  Mobile apps for data collection .
Digital communication platforms
MIS dashboard and document storage systems

10. Success Metrics and Quality Assurance

10.1 Quantitative Targets

« Coverage: 100% target area reach

*  Enrollment: Minimum 80% target achievement
Gender Balance: Minimum 30% women participation depending on the project requirements.
Quality Score: >90% verification accuracy

10.2 Qualitative Indicators

«  Community acceptance and stakeholder satisfaction

* Beneficiary readiness and program sustainability
°  Local ownership development
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11. Risk Management and Contingency Planning

11.1 Risk Assessment Matrix

Risk Factor Probability Impact Mitigation Strategy

Low community response . . . .
yTesp Medium  High  Enhanced engagement, incentive programs

Insufficient eligibl didates High
fistthiclent elgible tancicates g High  Expanded coverage, flexible criteria

High

Seasonal migration Medium Timing adjustments, mobile registration
Medium o ) o
Program competition Medium USP development, benefit communication
High . , N
Documentation challenges Deeument support, alternative verification

11.2 Contingency Protocols

» Alternative venue arrangements

Backup mobilizer deployment

Extended timeline provisions

Modified communication strategies
Additional resource allocation procedures

12. Document Control and Approval

Document Prepared by: FieldTeam,Orion Educational Society
Reviewed by: Project Coordinator
Approved by: BoardMembers,OrionEducational Society

* The Mobilization process might change according to the project requirements.




