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In t.radn ctj on: 

l .; .... _,\I I ··1 

Oct. 51, 1979 

fhis Course is a burning exaople of Cooperation among cooperatives 

- not only at the local level but also at the International and l'iational 

level. lit· the request of Mr-• .Lars Jronkvist, Project f~dviser, Project on 

/ .. gricultural Cooperatives and Credit in the Republic of -~fghanistan 

(.l?A.CC.<l Project), the International Cooperative Juliance, Regional Office 

and Education Centre for South-East -~sia ( IC~:.. i-l.OEG), New Delhi, agreed to 

conduct a 5 weeks 1 Course for 12 .~ghan rrainers in Trainin;s Methodology 

and Techniques from 3rd October to 7th November 1979 at the Vaikunth Hehta 

Nation~~ L~stitute of Cooperative l1anagement (V~h~ICM), Pune. It is expectc 

that on c9mpletion of the training programme the trained personnel will foJ 

the core faculty of the proposed Cooperative Inservice fraining Centre, 

which i~ expected to be established shortly at Kabul. 

Objectivesof the Course 

l'he following obje_ctives were identified to be achieYed at the end 

of the programme: 

1. f.he participants will know the principles of Communication and 
Learning; 

2. l'he participants will acquire the knowledge and skills of some of 
the important modern teaching techniques and methods (particularly 
lecture method and 5roup discussion method); 

3. rhe participants will be able to handle and use projected and 
non-projected teachin6 aids for teaching purpose; and 

4. fhe participants will acquire the ability· of curriculum formulation 
and will be able to prepare lesson plans and communicate these 
effectively to the trainees. 

• •••• :2/-
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Target Population 

rhe background of the part~cipants unde~ the training varied from 
.. .. . 

those who have good theor~t:ica:I -background and little practical experience 

to those with low education bllt l0n5 practical experience within th·a frame-

wor:{ of the £l.lGG.4 .ProJect. Out of the 12 selected for pa:r;ticipation in 

the prosrarilme, one dropped out at the last moment,. ·rhe list of the 11 

participants along with their qualification etc. ~s attached as .illnexe-I. 

9uration and riming 

The duration of the Course was 5 weeks. fhe last one week is 

assigned for field visits (practical study visits). 

Timing: 4th October to 7th Nowemb~r 1979. Due to unavoidable circumstances 

the course which was to start on 4th of October 1979 could start only on 

5th October. However, the loss of tiliie was compensated by v1orking on 
\ 

Sunday, the 7th October 1979 and some additional hours for 3 tc 4 days. 

Course Design and CLirriculwn 

In order to achieve the objectives of the Course, the course was 

divided into tnree parts. rhe detail programme is attached as .x.mexe-II. 

Part-Ist consisted of rheoretical input (knowledge part) in the area of 

(a) human communication process, psychology of adult lear~ing, (b) skills 

uf effective communication - skills of effective learning. Part-lind 

gave emphasis on Tes.ching techni-1_ues and methods, techniques of obtaining 

feed-back (evaluation) ·and the use. of audio-visual aids, The entire 

Part-lind of the programme aimed nt providing skills in tbe lecture method 

and group discussion m8thod. Besides this participants were also given 

the adequate knowledge and skills'about the utility of various projected 

and non-projected aids. During this part of tho programme it was ensured 

.••••• :3/-
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that each partic~pant had acquired the operational skills of both projected 

and non-projected aids. Particular emphasis vTas given on the following: 

i.·Operation 3nd maintenance of 16mm film proj8ctor~ 
ii. Operation of slide projector. 

iii. Operation of over head projector. 
iv. Skills in teachinJ with: 

(a) Flip over chart 
(b) Flannel Board 
(c) Chalk Board 
(d) Ha.gnetic Board 

fhe participants were also imparted ,.,i th the knowledge as to how to 

teach with a film or overhead projector or slides. In the ares of use of 

overhead projectors, the participants were further given the skills of 

preparing their lesson plan with the help of transparencies. Some 

orientation in the Principles of Photography were also arranged besides 

providing some practice sessions on photography. 

Part-IIIrd of the programme was again divided into two stages. In 

stage I, the participants were exposed to the technique of planning and 

designing a training course, techniques of identifying training needs and 

curriculum formulation. For each of the subJect arsa the participants were 

involved in the practice sessions. fhe IInd stage of the Part-III of the 

programme from 25th to 31st October for~ed tho Workshop sessions on 

Curripulwn Formul,1tion. 1lt this stage 1v1r. Lars Jronkvist, Project ,4dvisor, 

.P44CC.: .. Project, Kabul, joined the programme and directed the proceedings of 

the workshop. fhe workshop ·,m~ directed towards preparation of training 

course and formulation of curricula for the various courses. During the 

workshop the participants did a commandable job of designing a training 

pr~gramme (Introductory course) for the Managers of the Cooperative Societi0 

fhe h~~d work and dedication towards achieving the goals of the workshop 

result in the production of detail curriculum for the basic course ·1-Jhich 

..... :4/-
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is expected to form the starting point of the ·training activ-ities in Kabul. 

rechniyues used 

During the entire period of the programme major emphasis was on 

participative t0chni1ue aimed at involving the participants in the training 

proces~. rhe following techni1ues used are worth mentioning: 

a) Lacture-cuo-discussion, 
b) Jroup discussion, 
c) Practical session on discussion octhod, and 
d) .tole Pl:ws on lucture method. 

Teaching Aids used 

fhG following teaching aids were used and it evoked considerable 

interest among the participants: 

a) Overhead projector, 
b) l6mm filo projector, ' 
c) Slide Projector, 
d) Flip ovor chart, and 
e) Flannel Board. 

Stqdy Visj ts: 

rhe study visit programme during the Course was divided into two 

pa.rts, i.e. (a) Study visits during cla.ss room training 1 and (b) study 

visits after class room training. Study visit programme during cl2ss room 

training consisted of a visit to (i) Cooperative Printin~ Press, Pune; 

(ii) Cooperative Iraining College, Punc; and (iii) Poena. District Cooperative 

MilR Federation (Katraj Dairy), Pune. 

rhe second part of the stJdy visit will start from Ist November 1979 

and conclude on lOth of ~ovember, after· which the participants will leave 

for Kabul. rhe details of tho study visit programme is given in .Jmaxe-III. 

l1j d-term Course Ey.qJ nation: 

.: .. mid-term course evaluation for Part-I and II of the programme t<Tas 

conducted on 19th October 1979. J~ detailed course evaluation report is 

••.••• :5/-
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attached as .ill.nexe-IV. rhe evaluation report from the participants indi-

cated that 9 out of 11 partic~pants felt that the course objectives so far 

had been fully achieved where as tw~ felt that it has partly been achieved. 

iJ.l the par.ticipants felt that in the area of knowledge and skill parts 

covered under the training, will improve their trainin¥ performance as a 

trainer. Regarding handling of the v~rious subject by different faculty 

mem~rs the 4 to 7 participants felt that it was very good and 7 to ~ felt 

that it was good. 

Regarding the techniques used for imparting training 5 felt th~t it 

was very ~ood while 6 considered it as good. 

In respect of the ov8rall handling of the programme 8 participants 

were of the opinion that it was excellent and 3 considered it good. 
I 

In respect of boarding arrangements 3 considered it excellent 1 4 

good and 4 satisfactory. 1legarding lodging, 6 participants were of the 

opinion th~t it w~s excellent while 5 considered it satisfactory. 

The results of the final evaluation is also on the same lines. rhe 

( 

report is enclJsod as fu.mexe-V. 

J~cknowledgemen ts 

rhis .Programme materialised due to very close cooperation and 

coordine.tion between IC.4 rWEC, New Delhi, .P .. LCCi4 Project, Kabul and VMNIC1'1, 
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' 

India. Mr. J.M. Rana, Director (Education)~ IC~ ~O~C, provided all the 
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design. Prof. D. Jha, Director, Vl~~ICM, readly agreed to make us available 
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Mr. Vinny Nagpal of IC .. ~ rW.EC and Hr. V.J~ Do.t3.r of Vl11NICM provided all 

the necessary secretarial assistance. The following faculty members of 

the VMIHC11 helped us in running the Course, namely Prof. S.B. Rno, 
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success. 
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zeal and hard work put by our :~gho.n reacher friends who have been 

instrumentRl in making the programme~ success. Special acknowledgement 
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.Cbqs. Oct. 4, J 979 •• rrival of aJ.l participt,nts 

Fri. Oct. 5 

1000 - 1130 

1145 - 1245 

1415 - 1545 

1600 - 1700 

Sat. Oct . .Q 

0930 - 1100 

1115 - 1245 

1415 - 1545 

1600 - 1700 

Snn. Oct. 7 

0930 - 1100 

1115 - 1245 

1415 - 1545 

1600- 1700 

1700 - 1730 

working arran::suments nb,mt tha 
Course 

Inaugur::ttion 

Communication Process - thG game 
of Mutual IntroJuction 

Discussion 

Psycholo zy of :.dul t l~.::arnin:s 

How learn ins ta:ws place - _ ... ction 
oriented. luo.rn:L'1:S - rovrer 
BuilJin.~ .}'J.De 

How to m:cc- cor.-...illunication 
effe_tive - C')r.IDlunication J.ame · 

reaching toch.'1i=J.Ues anJ methods 
in adult ed.ucation/trainin~ -
f~ctors to be consilerel in the 
selection of a ~0thoJ ~ ~eJia 

Communic~tion Jamcl - win as 
much as y·Ju all can 

MethoJs of £eachin5 
- .Lecture· methoJ - c ... lvant~es 

& Jisad.vanto.;as- Do 1 s anl 
Don 1 ts in lecture metl1oJ 

hetholsJrec!:mi,J,ues of r~.::ac~ing/ 
rrainin:s 1-Jctur'-' m-3thoJ (contJ.) 

(3el0ction of ~o~ics & s~uakers for 
practice sessions Jll loctur0 metl1ol) 

D.;:{. D::cts.r 

J. Ojl13. 

::r. Ojha u 
D •• l. DJ.tar 

U.. Ojha 

D.,t. Data.r 
& J. Ojha 

~· £\ •.. Datar 
6: .}. Ojha 

D • .:t. Da.tar 

iJ.H. ;)a tar 



Kon. Oct. 8 

0930 - 1100 

1115 - 1245 

1415 - 1545 

1600 - 1700 

~uo 6 . Qct. 9 

0900 - 0930 

0930 - 1100 

1115 - 1245 

1415 - 1545 

1600 - 1800 

Wed. Oct. 10 

0900 - 0930 

0930 - 1100 

1115 1245 

1415 - 1545 

1600 - 1700 

fhus. Oct. 11 & 
'Fri. Oat. J 2 

0950 - 1700 
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-. 
Practice 0..;ssion on 1" cturo .t!othod 
(.u.s J?Or ?l"O~ramm.a attachGJ as annexu- ... ) 

.Pre.ctic8 .:>cssio.1 on Locturo He.. tlnJ. 
- Gr.:mps t...) comnunts on th~ p.srf Jrrnancc 

of Speaker 

Pr~ctico Swspion (co~ti.) 

rer~chin_s r..::chni'-iues 6c .'.lot~ols 
sum.rnin::; up 

rl. '.'. J .. :dk:ll'ni 

Practice Sossion on .L£;cture 11:Jtl1oJ 

fho tochni.{Uos o:C' ~rou~ Jiscussi.Jn 
in teachins/traini."l:'$ 

Practico Session on Loctu::::'o .Mt::t.lol 

.rac~mi-1ue of lroLl.J? 2i,.,;cussion 
- Forc0 Fie1j 1..nal;;rsis 

D • .i. Dat3r 
oe J. Ojh_ 

.3quarc illO.kin ~ jS:..k: f)11o1-1~ l by 
iiscu.ssion 

Practice .S0ssi' .. >n on Lecture Hut~oj 

Practice S,Jssion on Jrou._tJ 
l1etl1od ( Deiil:::mstra tion) 

Jiscllssion 

Practice S0s3i:m on Jroup Nathol 

Discllssion 

~.c. 

;,.G. 

11.-v. 

R.V. 

Operation anJ maintenanc.;;: of projact8l 
ails - iononstration (skills in 
o~~ration anJ rno.intenancJ of film 
projuctor, ~1ilo _tlrojuctor- both typos 
of 1Jrojuctor-, overheaJ pr>Jjoctor, etc.) 

I·i...>llta 

Ivlehtc.. 

1b.JkJ.rni 

i~o.lkarni 



Sat. Oct. 13 

0950- 1100 

1115 - 1245 

1415 - 1545 

1600 - 1700 

Sun. Oct. 14 

Mon. Oct. 15 

0950 - 1100 

-
1115 - 1245 

:,1.415 - 1545 

1600 - 1700 

·rna s. Oat. 16 

0950- 1100 

1115 - 1245 

1415 - 1545 

1600 - 1700 

Wed •. Oat. 11 

0930 - 1100 

1115 - 1245 

-: 5 :-

Teachin_s aids : ·rheir Role in 
teachin;/training 

Role of 1~uJio-Visual Aids in 
modern teachin5 - classification 
of Audio-Visual Aids 

Other participative techniques 

- lo -

How to teach with a film 
-. demonstration 

How to teach with a film (contl.) 

1. I'h.e Use of Slide Projector 
2. How·to teach with slides and 

film strips - demonstration 

Discussion 

Principles of Protograp:tv -: How 
to take pictures ~ some ·guidelines 
for the slide photo~raphy. 

Principles of Photography (contd.) 

Simple writing and sketching -
practice sessions 

Simple writing and sketchin5 (contd.) 

·reachin5 aids - salient feature of 
visual aids - non-projected: 
(a) Black board and its use 
(b) Flip chart. and its use 
(c) Flannel graph an1 its use 

Salient features of non-projected 
aids 

.a..D. Bokil 

.R. .D. Bokil 

D. Jha 

D. Jha 

.R. .Y. Nadkarni 

R. V. Nadkarni 

G. Ojha & 
S.C. Mehta 

-do-

.R.D. Bokil ~ 
his Assistant 

.... do-
' 

-do-

. --~~. '?_jha & 
D.R. Datar 

-do-

L 



1415 - 1545 

1600 - 1700 

Thns. Oct, 18 

0930 - 1100 

1115 - 1245 

1415 - 1545 

1600 - 1700 

Fri. Oct. 19 

0930 - 1100 

1115 - 1245 

1450 - 1700 

Sat. Oct. 20 

Sun. Oc+.. 21 

Mon. Oct., 22 

0950 - 1100 

1115 - 1245 

1415 - 1545 

1600 - 1700 

Tues, Oct, 2.Q 

0930 - 1100 

-: 4 :-

How to make use of non-projected 
aids - Demonstration of teaching 

Role of projected aids in teaching/ 
training - Demonstration 

rraining Evaluation - The technique 
of Feed-back 

Training Evaluation (contd. .• ) 

Cooperative Leadership 

Cooperative !raining Structur~ in 
India 

Cooperative Leadership and Cooperative 
Training 

Improving the £raining 
- How to make use of the feed-back 

Evaluation - Part I a Part II 

Holiday (Deepavali) F R E E 

F . ..i.E E 

. PAfl.T - III 

~ow to plan a design of a training 
programme 

-do-

Group work on planning a trairling course 

-do-

Technique of Curriculum formulation 
- FormUlation of training objectives 
- Identificatibn of needs, etc. 

3-. Ojha 

' D.R. Datar 

S.B. Rao 

S.B. Rao 

S.f. Gupta 

S.C. Mehta 

R.V. Nadkarni 

R.V. Nadkarni 

R.V. Nadkarni 

-do -

G. Ojha & 
r D.~. Datar 



1115 - 1245 

1415 ... 1545 

J.600 - 1700 

Wed. Oct. 24 

0930 - 1100 

1115 -·1300 

.1430 - 1700 

Tbus. Oct. 25 to 
Tpe. Oct. 50 

Wed. Oct, BJ 

Forenoon 

.Afternoon 

.-
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Problems in curriculum formulation 

Selection of teaching/training 
material 

- do -:-

Salient features of Cooperative 
Movement in India 

Stuqy Visit to Industrial Cooperative 
Society 

Study Visit to Cooperative Training 
College, Pune 

Wcrkshop on Course Planning & 
De signing of Curriculum 
(as per programme attached as 
annexe-B) 

Course Evaluation & Valediction 

Departur~ for Kolhapur on Study 
Visit by Bus (at 1430 hrs) 

..... " ..... . 
SES.SION I 

Tea Break 

.SESSION II 

Lunch Break 

SESSION III 

·rea Break 

SESSION IV 

.......... 

0930 - 1100 hrs 
1100 - 1115 ll 

1115 - 1245 II 

1245 - 1415 II 

1415 - 1545 II 

1545 - 1600 II 

1600 - 1700 II 

6 

G. Ojha 

D • .R.Datar 

- do -

D • .R.. Oza 

G. Ojha & 
D.R. Datar 



Mon. , Oct. 8 

COURS~ IN TRAll\fiNG l\£THODOLOGY 
& TECHNIQUES FOR AFGHAl~ TZACHERS 

Practice Sessions on Lecture 
Het:hod - .i':.llotmen·i: of Subjects 

(a). Mr. Abdul Razaq Khulaf - Speoker 

'7 

Subject:; Cooperative Novement: in Afghanistan 

'I'e.rget 
Population:Nanagers of Cooperative Society 

Time~ 0930 to 1000 hrs-speak 
1000 to 1015 " - Discussion 

(b) Mro Jalaluddin Speaker 

Subject~ How to Register a Coop. Society 

Turget 
··pop~lation~ Agents of Coopcrutive Leaders 

Time~ 1015 to ],.045 h:rs speak 
1045 to 1100 II - discussion 

(c) Mr. Suyed Yuqub Speaker 

Subject:; Marketing of Agricultural 
Produce through Cooperatives 

Target 
Population;; Directors of Training 

Tir(le ~ 

(d) Mr. Dorshey 

Subject : 

1115 1145 hrs .-· speak 
1145 -· 1200 " - discussion 

Speaker 

System of Book Keoping in 
Cooperatives in Afgh2nistan 

Targot Cooperative Agents and the 
Population~ Government Personnel 

Time~ 1200 1-230 hrs - speak 
1230 - 1245 11 discussion 
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(c) Mr. Allah Mohammed - Speaker 

Subject~ The role of Service Cooperntives 
in tho Development of Agriculture 

• in Afghanist~n 

Tnrg8t 
Population~ Cooperu.tiv0 Agents 

Time: 1430 - 1500 hrs - speak 
1500 - 1515 11 discussion 

(f) Mr. Moh~~ed Attiquc Speaker 

··rue. , oct. 9 

Subject::: 

Target 

The Func·tions and Responsibility 
of Board Members 

Population~ Board Members 

Time: 1530 
1600 

1600 hrs - speak 
1615 11 

- discussion 

( g) 1>1r • Khan Bahadur Spcakor 

Subject~ Privilnges and Responsibilities 
of 2 IJ!e:rn.l:x:lr of Cooperative Society 

Target 
Population·~ Potentiu.l I1embers of Cooperatives 

(h) IVIr. Ziaudin 

Subject:; 

Tu.rget 

0930 
1000 

Speuker 

1000 hrs - spcuk 
1015 11 discussion 

How to conduct General Body~ecting 

Population~ Chu.irmen of Cooperative Societies 

1015 
1045 

1045 hrs - speu.k 
1100 11 discussion 



• l 
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( i) Hr. Abdul Qayouin Speal\£r 

Subject~ 

Terget 

~bo rolo of- Cooperatives in 
·crm1.sforming Socio-Economic 
conditions of Afghan peoplo 

Popul2tion~ Mcr~bers of Cooperatives 

( j-) Mr • Hahmood 

Subject~ 

Target 

1115 
1145 

Speaker 

1145 hrs - speak 
1200 II - discussion 

Functions of CooperutiVB Agents 

Population~ Cooperative Agents 

1200 
1230 

1230 hrs 
1245 II 

speak 
- discussion 

( k) Mr. Rahmatulluh Spe 2ker 

Subject~ Cooperctive Movenent before 
u.nd after ·the revolution 

Target 
Population~ Provincicl Directors of Cooper~tive 

Time; 1430 
1500 

• • o • • • e • • • 

1500 hxs - speak 
1515 " - discussion 
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COUB.SE IN rRAINING MErHODOLDGY 
Oct. 30, 1979 

ec '.PEQ.clJ.Us~UES FOrl J)fi}HAN ·.r&i.C.t:lEttS 

Stu.dy V~sit Programme in Kolhapur 

Oct. 31, 1979 Wed. 

Nov. 1, 'Ihns. 
0830 - 1030 hrs 

1100 - 1300 II 

1300 - 1600 II 

1600 - 1800 II 

Nay. 2, Fri. 
1030 - 1230 If 

1300 - 1500 II 

Nov. 3, Sat .. 

1130 - 1300 hrs 

Leave Pune 
Arrive Kolhapur 

by Bus 

Stay at Hotel Pearl 
New Sahupuri 
Kolhapur 

at 1430 hrs 
2030 hrs 

Visit to Maharashtra Engineering Coop. 
Society Ltd., Shiroli, Kolhapur 

Visit to Kolhapur District Central 
Cooperative Bank 

Lunch and rest 

Visit to Shreeram Multi-purpose Coop. 
Society Ltd., Kasba Bowda, Kolhapur 

Visit to 3het1-:ari Sahak:ari Sangh, 
Junnliajawada, Kolhapw-

Lunch and rest 

_ Leave Kolhapur 
Arrive Pune 

By Bus 

Stay at VMI.HCM Host.e l 
Ganeshkhinl Road 
Pune 

at 1500 hrs 
2100 " 

Visit to Maharashtra State Cooperative 
Union, Pune 

........... 
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Study Visit Programme in Ahmedabad 

Nov. 4, 1979, Sun. 

Nov. 5 1 Non. 

0800 hrs 

1000 II 

2050 II 

.fio.:l. s , l'ue a.. 
1130 - 1300 hrs 

1300 - 1500 II 

1500 - 1700 II 

Le~ve Pune 
.ilrr i ve Bombay 

Leave Bombay 
.Arrive Ahmedabad 

by fuccan ~ueen 

by IG-105 

Stay at Hotel Kingsway 
J.P.O • .c\o::td 
Near Relief Cinema 
ll..brn.edabad 

Leave 1llllnedabad for •mand 

.~rive at National Dairy Development 
Board, lmand 

- Visit to i'lJ.JDB 

- Lunch at 1'JDDB 

- Visit to • .rnul Complex 

- Visit to a Primary Milk Cooperative 

Return to "ilimedabad 

Visit to Gujarat state Gooperativ8 
Narket~g F.ederation Ltd. 

Lunch 

0720 hrs 
1030 II 

1820 II 

1950 II 

Visit to Jujarat State Cooperative Union 

Departure for Delhi by IC-462 at 2055 hrs 

......... 
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Study Visit Programme in Delhi 

Ngy. 6, 1979, rues, 

Nqv, Z, Wed, 

1050 - 1200 hrs 

1200 - 1450 II 

1500 - 1700 II 

Nov, B, Ttms. 

0030 - 0400 11 

1530 - 1700 II 

Noy. 9, Fx=j. 

1030 - 1200 II 

120:) - 1800 II 

loy. 1 a, Sat. 

Nov, 11 , Sqn, 

!~rival at Delhi from .~edabad 
by IC-462 at 2210 hrs 

Stay at Hotel Ranjit 
New Delhi 

Visit to IG.~ ~WEG, 11J"ew Delhi 

Lunch 

Visit to National .~gricultural Cooperative 
Marketing Federation (N' ... .FED), Now Delhi 

Visit to :~ad Mandi to see grape marketing 
(Back to Hotel Ranjit at 4.00 a.m.) . 

Visit to National Council for 
Cooperative £raining {NCCT), New Delhi 

Visit to National Cooperative Union 
of India (rlCui), New Delhi 

Lunch and sight-seeing in Delhi 

Departure for i~ra at 0600 hrs 

Visit to some agricultural cooperatives 
(to be fixed in consultation with J.~CJI) 

Sight-seeing in Agra 

Leave "~ra for Delhi at 1800 hrs 

Leave Delhi 
lll'ri ve Kabul 

••••••••••• 



International Cooperative Alliance 

2· *'· S,ecl Jaqab 

J • Hr. llaaa iellMUI" 

7 • i'tr • Abdul Qap1a 

9e Hr. lle\lddiD 

10. *'· Dltnl&al 

u. *'· ...... 

IJ'OJeot ill .lcftoaltunl eredit • 
Coopent.lwa 1a tta• DlaoonUe 
a.JUbUG ot At&llaral.-. (I'AOQA l'nJeat.) 
oto u.t.u.;p. 
aat. lox lo. S 
IUUL, Atataaalat.u 
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Inaugural speech of Mr. s. Bahauddin Harakat, Consul General of 
1e Democratic Republic of Afghanistan in Bombay on 5th October, 1979,Pune 

Respected Chairman, Members of the staff, 

Ladies and Gentlemen, 

I consider this as a matter of great honour to be with you this 

morning, and I am highly obliged to the Management for inviting me to 

inaugu~at~ the Study Course in cooperation for Afghan Teachers' 

q~ganisat~pn, We are also proud that Afghan Teachers' Organisation's 

members will be studying at this Institute which follows the teaching 

of Mahatma Gandhi, great son of the great Indian People. 

Dear Friends, 

You know that after the victory1of April Revolution in our 
' . 

country, our Government is paying maximum attention to raise the 

living standard of the poorer section of our society, who have been 

neglected so far. We want to build our national economy, we want to 

achive national self-reliance, and for: this purpose we mus't tra:j_n our 
- ,, 11,[1 

own experts. OUr Government is paying great attention tO 'thf's,. We are 

rapidly expanding the opportunities td impart the education to all 

sections of our society. Prior to the April Revolution only the rich 

had the privilage to recive the education. But now our Government, 

" under the leadership of People's Democratic party of Afghanistan, is 

very rapidly expanding the opportunities to recive education not only 

in our country but we are deputing our students in large numbers to 

foreign countries also. And as a part of this programme these students 

have come to your Institute• 

Our Government has opened 600 new schools within a year, and the 

number of University students have increased to 13,000 from 2,000. 

Many new scientific and technical faculties have been started in our 

Universitities. More than 7000 Afghan students have been sent to ~orei< 

countries, including India for further studies. Under the Adult 

Education Programme, hundreds of Adult Education courses are being 

opened to fightout the illiteracy, and more than million of Afghan 

have received education. 

We look towards India for mutual co. operation and help. India is 

the most advanced country amongst Developing countries in the field of 

.education of science and technology and rates third in the world in 

having la~gest ~umber of scientific anq technologic~! cadres, 

'1teiat2'0ns _betwe~n !Our two countries are very friendlY: and cordi'al. 

In our first war against British in 1838 hundreds of your 

contrymen fought shoulder to 'shoulder with us and laid down their 

lives. Some leade~s of your war against British came to our country 

after ~857. First provisional Government of India was set up in Kabul 

in 1915 by Raja Mehendra Pratap. India was the third countcy· to· 

r~ognise our Revolutionary Government. India and Afghanist?n h~ve 

hel~d{~ach other in their difficult days. Trade between our two 
' 

count_;rie$-- is also growing. 
' • •••• 2/- •• 
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Our two countries enjoy good friendly and neighbourly relations. 

Brave Commander of the April Revolution, Comrade Hafizullah Amin, 

General Secretary of Peoples Democratic Party of Afghanistan, President 

of Revolutionary Council, and First Minister of Democratic Republic of 

Afghanistan has express·ed the desire to further strenghthen relations 

between our two countries. He has said " Historical and Cultural 

relations between our two countries constitute the factors behind the 

friendly relations of Afghanistan and India. We are very close with 

one another. In the international arena we are both members of 

non-aligned.movement and are desirous of co operation. On the economic 

front India helps Afghanistan and there are good growing trade 

relations between the two countries. 

Dear Friends, 

Our April Revolution has ushered a new period in our country. A 

period of confering demo~ratic rights to all the people in our country. 

Our Government is pledged to take effective and speedy measures in the 

interests of workers, peasents and the poorer section of our society. 

First major steps taken by our Government immediately after April 

Revolution were of LAND REFORMS, cancellation of debts which wiped out 

the usury and mortage, and established equal rights between men and 

women and abolished dowry system. Our Government completed the work cr 
land distribution within short period of Six months. Our Government has 

made necessary arrangements to help peasents to buy and implements, 

fertilizers and improved seeds. Irrigation facilities and electricity 

supply i$.being expanded. To impiement this programme larg number of 

agricultural cooperative are being organised. For the ila~ned developmen1 

of our economy we have formulated Five Year plan and started implementin~ 

even before the completion of One year of our April Revolution. The 
~ 

preliminary work of Census has been completed for .the first time in the 

history of our country. In our Five Year Plan we have provided for the 

rapid Industrialisation of our country as well as for the growth of 

agricultural production. 

All these measures of our Government are. in the interest of the 

poorer section of our people which have been recived with great 

enthusciasm in our country. 

The Fuedal elements, affected by these measures in the interest 
--c,._, • .,..f-w~i.-d""e .... ' masses have runaway from our country and with the support of 

• foreign reactionaries are spreading li~s about our country. Since 

they cannot criticise our democratic principles and measures taken for 

the benefit of vast masses of our country, they spread false rumours 

t~at there is no freedom of religion in our country. Our Government 

has repeatedly decleared that not only there is no restriction on any 

individual to perfo~ his sacred duties towards Islam but our Government 

is helpl~ in repairing and maintainance of Mosques. This assertion 

- ••...• 3/-•• 
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CEMAS UNIT 
International 9ooperativ~ Alliance 
Regional Office &Education Centre 
for South-East Asia · 
11 Bonow House" 4.3, Friends Colony 
New Delhi - :10065 (India) 

A 
Note on 

Adult Psychology and the-Learning Situation 

- Dr. G. Ojha 
Education Officer(CEMAS) 
ICA ROEC, New Delhi 

1. Teaching is a conscious proceS's of· ,passing of •knowledge, know-how, 

skills, infonnation ;-ram one person. to: another. Learning is the process of 

adaptation and understanding of the knowledge·, skil;ls, infonn.ation, as well 

as sign, symbols, and actions perfonned in a person's surroundings by 

~;r others or by himself. 

2. All teaching involves two parties, the teacher/instructor and the 

students/trainees. 

,3. All teaching is a matter of communication-preferably two-way 

communication in which the students/tra~nees benefit from the teacher's 

specific knowledge of a certain topic and the teacher benefits from the 

experience, practice, and general knowledge of the students. 

4• The aim of all teaching is to cover the knowledge/information in 

such a way that it is -.as f-ar ~s poss~ble -.understandable and applicable 

by the students/trainees. 

5. The pre-conditions for all teaching are: 

- that the teacher has something to teach, has a message,. has · 
a specific knowledge. 

- that the teacher has the knowl-gdge of· the techniques, tools, 
and m~thods t? pass on his kn()wledge. 

- that the teacher is aware of the group of trainees/student~ 
their minds, expectations, level of knowledge, to enable'him 
to direct his message to that specific group. 

- that the teacher is aware of and understands the learning situation 
and is able to make the students aware of their learning situation. 

6. Your teaching is meant for adults, not for children and youngsters. 

7. Your teaching is not just for the person.al benefit of the students 

(i .• e. for their recreation/entertainment or for· their enrichment intellectually) 

but also for a directly social and economic benefit is so far as the students/ 

...... :2/-
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l . 
trainees are supposed to improve their work, tboir perfor.mances, tcr function 

better as a result of your teaching. Not for your own perfor.mance as teachers'~ 

The teacher's know-how, his techniques, tools and methods are not 

dealt here and the discussion is limited to learning situation in the class

room or course-hall Where a teacher is present and where a number of trainees/ 

students-adults will have to learn.· Here it will be interesting to know as 

how do we learn and how learning is retained by the students/trainees • 
.. 

How We Learn 
'· 

1% through 'taste 

1-!% through touch 

3i% through smeli 

11% through hearning 

83% through sight 

Learners Retain 

10% of what they read 

20% of what they hear 

30% of what they see 

. 50% of· what they see and hear 

70% of what they say as they talk 

90% of what they say as they do a thing 

The Adult Student 

PHYSICALLY DETERMlNED FACTORS CHARACTERISING ADULT STUDENTS 

1. Mbst adults have a low level of natural curiosity and for 

exploration and learning. 

It is marked feature among all nor.mal children and youngsters to be 

curious, keen on exploring, experiencing and learning. All this is a part 

of the process of growing up to become a full man.ber of the society, able 

to care for oneself and one's family,. Once grown up, the level of "natural" 

curiosity and feeling for learning decreases. This has to dq with the fact 

that adults have less time for learning, involved as they are in time

consuming responsibilities in their houses, working places and political/ 

social life. Once grown up and qualified for a work adults tend to think 

that learning is a secondary activity to which they are prepared to pay less 

attention, except when learning is directly and materially related to 

improve status or ·increase income. • ••••• :3/-
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The1consequence is that adults will have to be motivated properly, 

their level of curiosity will have to be stimulated. 

2· Adults, do learn sloKe:r •Jlan children, (more repetitions are 

therefore needed, especially repetitions posed in different ways). 

3· Adults do not so easily see and perceive details as children do. 

(Concentrate on ~portant detai~.s, and avoid too !llany details). 

4· Adults do not so easily remember as children do. (again requires 

repetition) • 

5. Adults are mostly not used to sit for longer periods at a table 

listening to talks. (make use of break when people can move around, change 

position). 

6. Adults have less energy than children, mainly because major part of 

their time is used on energy consuming activities leaving less energy for 

learning. (Don't push adults too long, have time for snall rests and breaks) • 

. ··CULTURALLY DETERMlNED FACTORS: 

7. Adults are not used to systematic reading and learning. Mostly 

adults receive information through discussions, exchange of experience and 

ideas, through gossip, through fiJms, and in many cases through reading 

newspapers/books. (Decrease the time used for one way communication and 

lecturing- increase the tea~~i~~ through discussion). 

8. Adults think that they cannot learn or that they are less capable 

to learn. (Proper motivation is needed and assistance to start learning 

at the proper level of information; not too low). 

9. Many adults are not used to read and many are unable to read. 

(Illiteracy is not corelated with intelligence and experience. Do not 

underestimate the illiterate persons' ability to learn and gather knowledge 

and know-how. Do not expect too much to be read during the course) • 

10. Adults have less time for learning - (See to it that the content of 

your teacqing is relevant for the use of the group or you just waste their 

time). 

11. Adults have many more biases than children. Adults are more 

influenced by the social surrounding by the opinion of their relatives, 

friends, colleagues, by tre reactions of their surroundings to their 

..•••.• :4/-



-: 4 :-

participation in learning activities. - (The landlord may not like to see 

his tenants participate in adult education, the father may not find education 

of his ~aughter worthwhile, etc The adult may nee be willing to learn from 

a younger person, or from a person of a lower caste, from a person of the 

opposite party. All such biases are social bindings for a fUll learning, 

they are less developed omong children, yet adults do all they can, 

consciously or unconsciously to develop such biases in the children). 

12. Because adults are more influenced by cultural norms, by ideas about 

what the surr?undings expect from them, by social status, they are less 

sui ted to accept information to learn. - (Try to understand the social and 

cultural background of your students/trainees and try to bring up for 

discussion such norms which will diminish the benefits of your teaching). 

13. Adults have their practical possibilities for learning. This is 

due to the fact that emphasis in on education of children and youth. 

(The lower the social ranking of your students the fewer are their possibilities 

for learning. Do not waste the time of your students by being un-prepared 

by giving information which is irrelevant and unrelated to the needs of 

your students/trainees). 

14. Adults do often have some or out dated basic for.mal knowledge. -

(Make sure that you don't take knowledge for granted which is not achieved 

by your students). 

PSYCHOLOGICALLY DETERMINED FAC~URS 

15. Adults are often scared of showing that they do not know or that 

the;r do not understand. Adults tend to think that it is excusable if 

children do not know, but that adults should know. - (Be aware of this, 

observe of the students, look as if they follow your ideas and understand, 

ask if they understand - but do not ask in such a way that the students will 

only have to answer yes or no. Put questions which will show as if the 

students understand the infor.mation. You are notieaching just to show of 

and impress, you are teaching to communicate a message for the sake of the 

students/trainees). 

II ••••• :5/-
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THE LEARNING SITUATION 

For all learning the 11 climate 11 of the learning situation is very 

irn portard;. The learning si tuatj..Jn is influenced by external factors·, as well 

as by the teacher, and the student?• The ideal is to c~eate the best 

possible learning situation. This necessitates an awareness of the factors 

promoting or disturbing the situation. 

1. External factors influencing the learning s~tuation: 

A) The setting for the teaching· that is the size of the room in 

relation to the number of students, the light, the furniture, 

the arrangement of the fur~iture, the temperature, the availability 

of the teaching aids. 

- Example - if it is too cold students/trainees use too much 

energy to keep wann and if it is too hot students get sleepy or 

uneasy. A proper temperature or proper facilities promote a 

good learning situation. 

If a roam is very dark, students cannot see the demonstrated 

material or read the black board. They will get sleepy and 

relax and learn less. 

If a room is too small, students will disturb one another by 

their closeness. If the roam is too big, the sound may be bad 

so people cannot h€1ai· properly. 

If the furniture ·is uncomfortable, students will feel tired and 

pain in the body and will not be able to concentrate on learning. 

If the furniture is s0t in lines, authoritatian learning • 
situation is created. Differences in level of knowledge will be 

demonstrated, as the best and most motivated will sit in front, 

the poorest and least motivated in the back, trying to hide 

themselves. The centre for communication will be between the 

teacher and the first rows. Their learning situation will be 

improved at the expense of the back rows. 

If the furniture is in a circle, a non-authoritarian learning 

situation is promoted in which communication between all involved 

takes place. The teacher can more eas~ly observe that the students 

·are· able to follow his ideas as he can see all faces. He can 
then more easily repeat when he sees it is necessary; the 
learning situation ~s improved. 

• •••• :6/-
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B) The introduction of the course: 

The way a course is introduced determines to a large extent 

the expectations of -le students/trainb0S as to what they can 

gain from participation. 

If there is a discrepancy between the promised aims and content 

of the course and the actual contents, students will be dis

appointed or frustrated or upset all influencing the learning 

situation. So make sure you know the needs of the students for 

whom you arrange a course and keep to the announced contents. 

C) The motivation of the students: 

It is generally known that the more motivated, the more open and 

responsive are the students and the better is the learning 

situation. 

Motivation can be achieved in several ways: 

The need of the students can be clearly repeated in the content 

so that students eee that the course is an answer to their needs. 

Economic structure can be used as motivation-increase in salary/ 

stipend etc. 

Social structure can be used as motivation-promotion, eligibility 

to group me..rnbership, honour of having passed a course. 

Expected achievements may be motivation for participation. 

2) Internal factors influencing the learning situation 

A) The size of the group: 

A number of experiments have shown that the smaller the group 

the more can be given to the students and the better learning 

situation. Also the snaller the group, the fewer 11 new faces 11 one 

has to become f8ffiiliarized with, and sooner prepared for learnins. 

The insecurity which human beings feel among 11 new faces" has a 

negative effect to one's ability to listen ~nd learn. One has 

to knwo enough about one" s group. Energy and time is consumed 

just to cover to know one another in a course. Often 2-J days 

are spent on thie until learning situation b~comes positive • 

. . . . . . :7/-



21 
-: 7 :-

Other financial and time-constraints decide the size of a group. 

The teacher can compensate the negative effects of too big a 

group on the learnir."' situation by arr<..nganents whi.ch speed up 

the process of knowing each other and by spliting up the big 

group into snaller groups for p.1rpose o.f discussions and 

practical exercises. 

,B) The composition of the group: 

' 

Not all participants have the same level of infor.mation, the same 

degree of motivation, the same background. Some students/trainees 

turn up very motivated, well prepared, others may be motivated 

but tired from heavy manual work etc. 

The more h~trogeneous the group, the more difficult is the 

teaching. Those who know less may want more detailed explanations, 

which may irritate those who alrE;?ady know. It may disturb the 

learning situation, as some students may abstain from putting 

forward their claims for better explanations; once out fro~ 

active involvement, their learning situation will be negatively 

affected. 

For the teachers it is important to be aware of such differences, 

to be careful in selecting teaching method to try to equalize 

the level of knowledge and to pay attention to the tired part 

of the group, etc. 

C) The teacher's choice of teaching methods: 

During the years, series of teaching methods and techniques have 

been developed and tested with the aim of improving the learning 

situation for students/trainees. Since this will fonn a ~eparate 

topic, only general remarks are given here:-

The length of lecture: The longer a lecture the less chance that 

the students will ranember and learn. Exper:llnents have shown 

that the man's brain can only intensely concentrate for 4 seconds 

at a time on a certain topic/idea. Therefore repetitions and 

snall breaks are needed. 

• •••• :8/-



-: 8 :-

The reading from a manuscript makes students sleepy and less 

receptive. The learning is heavily attached negatively. 

The least fruitful for learning is continuous series of lectures. 

Students just cannot concentrate and remember one from another 

and learn very little from just passive listening. 
I 

The most fruitful is a mixture of lectures, discussions and 

exercises where the students/trainees under the guidance of a 

teacher have a chance to· practice and utilise the knowledge passed 

on to them. It gives the teacher a feed back on his teaching 

and the students a change to claim repetition of what they did 

not fully grasp, and to test their own improvement. Of course, 

the latter technique demands much more preparation by the teacher. 

It is much easier to stand up and lecture without opening 

discussions and preparing meaningful exercises to test students 

improvements and own teaching methods. Too many teachers choose 

the 11 ~asy way11 • In selecting a proper teaching technique, 

']:.earning Pyramid' given at the end of this note will be helpful. 

( 
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COMMUNICATION SYSTEM IN TEACHING 

TRA.INING AND TEACHING: 

- Dr. G. Ojha 
Education Offlcer(CEMAS) 
ICA ROEC, New Delhi 

The purpose of training is to enable a person to acquire a mental 

or Physical skill in the least possible time. Without guidance or instruction 

learning can be uneconomical of time and indeed often unsuccessful. Good 

training, therefore, begins with competent instruction. 

A good instructor or teacher must first himself know the skill .f\.tlly 

which he is required to teach. This is essential because as a consequence 

of his ~rk, the trainees will acquire. 

COM-fUN IGAT ION : 

Teaching is a process of Communication for transferring knowledge,. 

ideas and facts from teachers end to students end. The process through which 

this is achieved is callect hwnan communication system and t.l-J.e method and aid 

through which the system is regulated is called communication technique and 

communication aid. 

The most important factor in good teaching and good instructing is 

effective communication. But one could ask the question - what is good 

teaching? 

Basically a good teaching is a communication process which evoke in 

the learners mind similar patterns of ideas to those which exist in the 

teachers mind. 

Human Communication to be effective is a two-way sharing process. 

The process could be divided into three stages: 

s--------~----~---R 

S = Sender or communicator of message 
M = Message 
R = Receiver or audience of message 
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The sequence of the communication process can be reduced to simple 

components as follow: 

Source 

R '~ . . ecept2on-Percept2on 

coJ.-prehension 

Knot ledge 

Words spoken by the teacher is the most important communication 

link between the teacher and the taught. Yet there are many occasions when 

spoken words just function as aids and a picture becomes the major source of 

communication. 

SELECTION OF COMMUNICATION METHOD: 

The effectiveness of communication depends largely on the media of 

communication. 

In the selection of communication method the communicator should 

take into consideration the composition of the receivers. The receiver may 

compose of an individual or a group of individuals or a mass of individuals. 

Thus the communication method could also be classified into individual method, 

group method and mass method. The content of message decides the suitability 

for adoption of a particular method of communication. 

For example if the purpose of communication is just to provide 

knowledge or awareness about a particular seed or i0rtilizer variety, the 

group or mass method could be sui table. In this case the communicator may 

not be interested in knowing the result of such message, and his main p.1rpose 

may be to give pub~icity only. 

The following are the main contents of the three methods: 

1. Individual method: The message is direct between the expert and 

the receiver. But this type is not suitable for progr~es involving the 

community. It is also time taking. However, there is perfect feed-back. 

2. Group method: The group approach to communication and feed-back 

is suitable for such programmes which require group action. It is less time 

consuming and less costly. Though feed-back:'is possible but it is not 

sufficient. It also faces operational problems. 

. ..... :J/-
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3· Mass communication method: Here one could transmit message to a 

large popllation but can not get a feed-back. This is one of the limitations 

of Rad,io progre.rnmes. The c2'-:.l'J.,'."'. C'c,-~ '"'!' does not know the reaction of receivers. 

In training situation one deals with individuals in groups in a class 

room situation and therefore, the individual communication method and group 

communicationmethods are adopte~. 

FACTORS INFLUENCING EFFZCTIVE CO~~ICATION: 

For effective communication in training the follO\.Jings are required: 

i. training qituation~ 
ii. clearity of r.lessage, 

iii. background of the trainees, 
iv. image of the trainer, 
v. relationship between trainer and trainee, etc, 

In m·any learning situation, people learn more .efficient-ly ·in a happy 

harmonious social atmosphero. 

During a training lesson 1 a participant learn something by making. a 

deliberate effort to do so. In this way they ass~ilate, same of the 

infonna+,ion which is taught and because deleberate learning· is acquired with 

effort, it is tiring. On the other hand some lenl:ning appears just to happen 

and no conscious effort in inv9lved- This unwitting learning has a powerful 

influence on the learner and is often :reflected in his attitudes towards 

neatness. accuracy, safety, FlDC ,::;}.5. ty- and be...lJ.aviL .r as well as in actual 

subject knowledge, skill and experience. 

To exploit this aspect of tho lea:ming a trainer is. required to make 

considerable effort. The trainer ''s ovn personal approach and appreciation 

towards learners problans v1ill make his task easier, The involvEillent of the 

learner in the pro'cess of learning makes communucatioh more eff~ctive. For 

example, when lecture method is combined wit.1. discussions it involves the 

learner in the process of communication and. the trainer gets :immediate feed

back. Similarly, in m~y cases~ the best way of supplonenting a lecture is 

to show a film or a series of picture, or to use ·a ·model or to danonstrate , 

with charts and diagrams the points which the trainer wants to communicate. 

Once the trainer has identified his target group, the training 

situation and the background and other relevru1t factors it would be possible 

for him to select various medias of training/teaching,. There is no hard and 
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fast criterion on the basis of which one could judge the suitability of a 

particular teaching technique as the best communication media. The point to 

remember is that selection of tl~ching techniques jlould be made on the basis 

of the objectives to be achieved, the size of the group, the level of the 

group, ~e type of message to be communicated and the resources and time at 

the command of the teacher. 

Once the students have acquired a general impression of the whole, 

its details must be taught until they are understood. This is usually easier 

for the learner if his attention is first dir~cted to the simple aspects of 

the subject and then guided to increasingly complex ones, from particular 

examples to general ones and from the concrete to the abstract. 

In preparing material to support this kind of learning sequence, a 

set of visuals may constitute the stimulus steps, each demanding same response 

on the part of the student with the teacher providing the reinforcement 

(and a smile is a very powerfUl source of reinforcement). Finally, because 

a desire for social approval spurs the will to work among the individuals, 

learners need to assess their progress and to compare it with that of others. 

To do this they must give the impression to what they have learned, and to 
I 

derive a full measure of incentive from this express, their efforts should 

attract recognition. Thus, when a visual is prepared to supplement the 

communication, it should be designed as part of a particular process: it rnay 

be a clu~ to a particular perce1 ion: it may contr:bute to a learner's 

acquisition of the general idea of a whole area of subject matter: it may' be 
I 

component in a st~ulus-response-reinforcement sequence or lastly it may 

provide part or all of the challenge which leads to a learner's involvement 

in a problem. Remember: what we hear we forget: what we see we remember: 

and what we do we understand. This make c~mnunication highly effective,the 

best course lies in combining the three with a sense of proportion • 

. . . . . . . . . . . . 
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1. 'l'lle Gurnc: Request t..he participu.nts to mention s~.11.10 nt Lht• 

different organisations/departmcnts/~t-:.>ons with 
wl'lom they are normally required to coord in-:-1 b..., 

their activities and whose cooperation thr•y 
nonnally seek. Then the trainer should \V"r itc 
these in one corner of tile chalk-bourd. 

2. Group fo:ttmatiou: Divide the class into 4 groups, Gl 
1 

G2 
1 

G3 

and G4. Ask the group members to sit in four 
corners and choose their O\oJn group leader. 1 

3. EXplain the rules of the game: If every group plays X everybody 
gets -1·. 

• 

If three groups play X and one group plays Y, X's 
get +1 each nd Y gets -1 . 

. If two. groups play X and two· play Y, X' s. get +2 und 
Y' s get -2. 

If one group plays x-and three play Y, X gets +3 
andY's get -1. 

If all groups play Y, everybody gets +1 . 
• 

4X X= -1 each 
All play X 

3 X 1 y X = +1 y = -3 
I 

I 3 play X one plays y 

2 X 2 y X = +2 y = -2 
2· play X and 2 play Y 

X 3 y X = +3 y = -1 
1 plays X and 3 play y 

4. Playing the g~: Ask all the'4 group~ to sit in four corners 
and ask every group leader to ~ite his group nmnl~r 
and X or Yon a piece ofpaper, without showing it 
to others and to hand it over tq the teacher. Aflc~r 

every three rounds 1 group leaders may be allo\•lcd to 
meet for a whi.:e and work out their own striltC'JY. 
A bonus may be declared after 5th ro.und ilnu for sc1nl1 

subsequent rounds. First borm s could be thr(.'C t .un•' n 
the score. Next time it could be 10 times tl1n :.wur -,# 

Then it could be 100 times t..he score. '.rhen t:~u11l d.c• 

as shO\·m in the t<:~ble given in the ne>xt pcHJO .mel u l· l. 
Analyse how this gLlrre, which was ent.itlf'ld 11

\t Ln •::3 

much as you all cun" , turns into a "loo:..\n Lc~< J. 1•.'" 'J .. -~.-~ 
inste<:~.d of 11 w ln wiu:;J tJurne". After LllD 'J nn , tho 
p.1:r LJ. cipunts :;llould oo ~.r>lv.·u to c :pi .l.n i !l•" 1.e 

.3trott.~~J·C:3 .tlltl wl1y tl~'Y pl<"-1YI2J a "h. >.>c lt..J' •" •J .•: .. n • 



Group Nq.!:... 
Grou1J No. 

Gl G2 

26 

G3 G4 

----------------------·---~-·-~--------· 

Is' 1 u1tnd 

2 .. .r ·und 

'j J Lt round 

4th round 

1)l h X 10 

61h X. 10 

I Lt1 .>t 2() 

dill lO 

rH.h I I 

J. tt·h luo 

---------· -~-------
II •l 

- -------------· -----·-- ~ 

11 ~E§SJ.ons 

lJ. .. "moral of the qame is lhcrt if individlHls/orgrU)ifldLlons \•/ lit 
adJI.ove cert 1n objPcl ive'1/qoa .. ls, tlu 'i must: p.l 1y tho.Lr { ~u..ds 
.sttl• t1 c.1 Wr·Y rh t. in t l1e pr< ·::ess ll'~E:"y munt help e .. u:h othe-r to 

'liL• w: thet.r •)b]oC'tLv8/qo~.t1:3,. l( ~o.th'''/ try to bv v·.,..,..Y solfish 
• h·>llt C!JI:lwJ ior others, t ltlJ}' ''~~t l -t l)d l:h 1t Lh i: u' w .. x:lOtHJ 

, tllfll. th~=?.t:r: own .Llltcrt?sls. 

r- pl.l'(i.•tq Ute •}•'ll< 1 lhc p..l.l'.tJ.C"J.p. n·l .itittH d.Ly 
1.· 1 . .,, LL•t .111ledk~ Lll(•y \~··•d<. "''It ,-,, 1 'l.• •II )lid .Ln ciO.•t 

1. '1•.~1· l.trt t· n: JH•!ttt 1 lv.r-•r .. Lf· .. hdy W<.J .~ •11 ll··l''L•J u 

\ L( lflt " Jl 
,. 

l \Jtn J HI\( 
tl 

'l'll ' ' I'{ tJ,, ,, J;l0 l..j ,I It I 

t ~ d I ;· ... }1\ :1 (,. \ I I liP n l 'J/ f" j ~' it ; 

~ c:• d ( ti'H· ·~ -h· ,- )If, IH. 1.lltll 
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' 
THE LECTURE ME'IHOD 

2'1 

'Vle begin our study of training methods with one of the 

oldest and most basic - the lecture. Although experience and 

educational research show that the lecture is a relatively in

efficient way to transfer knowledge, many instructors find them

selves spending at least 3o to 50 per cent of their time lecturing. 

Why? 

The use of lecturingdepends on the subject matter, the 

teaching philosophy of the instructor or training centre, and the 

over-all learning situation. Formal lecturing has been used largely 

to build up basic theoretical knowledge which must be gained before 

practice or participative trnining sessions will be of any use. 

If there are large numbers of people to be trained, scarce teaching 

resources, or few hours available forinstruction, lecturing may be 

the only alternative. A certain umount ofinformal lecturing i£ 

inherent in the conduct of m1y cours8, to set out the course 
\ . 

objectives, motivate trainees, provide explanation and analysis 

relevant to study exercises. 

Nevertheless, the lecture method has its limitations. Since 

it does not danand the active involve~ent ofparticipants, it is 

largely unsuited tothe teaching of skills, which require practice. 

I~ is also of l~1ited value in promoting behavioural or attitudinal 

changes, which is a large part ofmanagement development. It is 

very difficult to cohvince anyone by merely talking at them; 

attitudes are changed best when,people convince themselves. 

Participative methods are better for such purposes • 

•••• :2/-
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Apart from the fact that si}.rty minutes of unrelieved ·talking 

is not easily assL~ilated or remembered, the major disadvant~ge of 

the lecture comes from the fwct that it is one-wcy communication. 

The listeners rm:tain passive, for the most part. Unless the spouker 

is sensitive to his audience, he hns no way of knowing whether or 

not they are taking in what he is snying. He has little opportunity 

to clarify meanings, to chock on whether or not the trnineos renlly 

understand wh~t is being presented, or to handle the wide diversity 

of abilities and attitudes which th8y represent. 

The lecturer, then, is bound to consider his communication 

problems before s·tnrting his lecture. He must study ·the nature of 

his audience, ndcpting his topic to their interests m1d level of 

understanding~ must organise his material in thenEnner most likely 

to teach effectively, using aids where appropriate1 must plan for 

variation in his presentation, including time for questions wnd 

discussion which will involve the audience and reveal what learning 

is tuking place. What follows is a review of these basic steps in 

L~roving the instructional value of the lecture. 

PLANNING TEZ LEC 'I'tJRZ, 

Before starting to prepare your lecture, you must be 2ble to 

answer four basic questions~ 

Who is your audience? WHO 
.What is too purpose of your talk? WHY 
What is the time available? HOW LONG 
Whu.t is the subject mu.tter? \iHAT 

The audience. Who are t~y? Civil servants 1 top mru1agers, 

specialists? Is their attitude likely to be friendly? curious? 

indifferent? ~ostile (or sceptical)? Know the characteristics 

of your audience~ their background, likGs and dislikesr cult:.urnl 
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features, level and n~ture of education. Are they used to listening 

to lectures? How fast will they be able to take in what you say? 

This may also involve their l~nowledge of languages. 

What does your audience know about the subject? Wha>c can 

you assume that they know before you ntart your lecture? It may 

be helpful to start with a general discussion or ask questions to 

get opinions. This approach will give you some idea about the 

knowledge of the group and allow you to make same last minute 

adjuscr.~nts if necessary. 

Pumose of the tAlfi.· Whut is the end result you '"ish to 

achieve? What do you want the audience to do or understand better 

as a result of your talk? Y0 ur approach will certainly vary 

depending on whether you wish to: 

give general infonmation on, or an appreciation of, a 
subject; 
gain acceptance for a new point of view~ 
change basic attitudes1 
give de·tniled infonna:t ion~ 

- teach a p2.rticular skill. 

With a clearly-defined pm::pose in mind, it \'lill be e.::sier 

to select appropriate material and to decide on tho most effective 

way to present it. 

Time avc:tilable. 'li'ihat is the ·totu.l time available? · Ho"' much 

of it will be taken up by formalities? How much t~~ will you 

leave for questions and discussion? 

A good instructor respects the clock by narrowing do~m or 

adjusting his le~ure to suit the time availableo He knows tbnt 

it is better to have an audience still interested and wanting to 

know more after a short and fully-used period, than to have them 

tired and uninterested after 2 talk that has been unnecess~rily 

•••• :4/-
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long. He also knows t-hat a "sag-point 11 in the audience 1 s interest 

occurs after about twenty minutes, and he plans his talk ~nd his 

delivery so that interest is reawakened and passive listenern are 

reactivated from time to time by the use of interesting examples, 

humour, rhetorical questions, audience participation through 

discussion or question period, etc. 

Sul::.ject mu.tter.: Poor choice ofsubjec·t or lu.ck of sufficient 

knowledge about it mu.y mean death for a lecture. It is im~ortant 

to speak from your own knowledge u.nd e:Kperience, but at the same 

·time your topic and approach must be relevant to the needs and 

interests of the c:tudience. 
w. ··~. 

Having set yourself Cl gener2l title, which you can m<:::ke more 

precise later on, and "bearing in mind your objecJcive, mQrk down ;:_ 

few basic headings under which you can list ideas. Do not worry 

about order at this point1 the first step is simply to gu.Jchcr 

material Jcogether 0 Got dov-m every·thing you think you v1ant to 

cover, consulting reference books c:tnd texts or previous lecJcurc 

notes if neccssaryo Note dovm illustrative examples, anecdotes 

(as long u.s they are relevant) and quotes. Look up facts ~1d 

figures. You may also think of ideas for discussion or quiz 

que+tions, for student exercises, or for visual~aids, und these 

shduld be recorded alongsido the points ·they will supportu 

After you have collected eno~gh rav-r material, the next 

step is to sort it ·into "must say", ".should say" and "could say 11 

categories. What do. you want the audience to remember at the 

end of the lecture? Put your emphasis on this and narrow down 

your subjec·t accordingly, also beu.ring in mind the ·time availableo 

•••••• :5/a 
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There is plenty of evidence to show that: people gEmerully 

remember a greater percentage of a short talk than of a long one. 

If you try to cover too much ground you will only confuse your 

atrlience. Do a little well, rather thu.n a lot badly. Remember 

the iceberg. Only about one-sevent-h of its total mass is visible 

above the surface of the water. So it is with the lecture. Only 

a part of the total mass of infonnation at your disposc:1l may 11 rise 

above the surface 11 in the lect:uro room. But. this visible part is 

just as truly S)J.pported .by tl:E rest as in ·the ca.se of the iceberg-. 

At this 'point you are ready to reorganise your notes into 

logical order and \'IIOrk out a more detailed ouJcl.ine 1 using the 

following basic structure. 

lo The introduction, which should b0 brief and to thE point 1 

presents the theme und objective of t·he talk in a manner designed 

to arouse the interest. arrl curiousity of ·the audience right from 

th start. Opening remu.rks need to be planned and rehearsed with 

some cu.re 1 as it is very largely that first ~-npression which "Vlill 

motivate the audience to go on listening or to 11 switch off 11 
o Above 

all, try to avoid beginning with an apology. It is seldom necessary 

or relevant a~ it will'not rea.lly help you to achieve your objectivE 

2. In the body of the talk 1 the main Jchemo is developed in 

logical steps so that the most .important points will oo remembered. 

One step should quite naturally stem from the previous one so that 

the listeners are carried forward. Add illustru.tive examples, 

related to the audience's experience where possible, anecdotes 1 and 

ins·tructive demonstrations to substantiate the points being r.tade. 

Use visual aids to help the nudience understand and remember What 

is L-nportant. Put thesG up sequentially 1 as each new point is 

raisedo You may also want to allow time for questions ana 
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discussion to clarify meanings. Keep un eye on the tL~e so that 

audience participwtion does not prevent you from xeturning to your 

main points. 

3. The type of conclusion you use "'llill depend lurgely upon 

your objective, bu·t at least give o. brief recapitulation, in 

different words, of your main ooints (this is made easier when a 

visual display has reen developed throughout t:he -c.u.lk) , plus some 

indication of 11 where do we go from here? 11 The quali·ty of your 

conclusion m~y detennine whether you uchieve your over-all 

objective ornot. For this reason, muny speakers learn their 

conclusions off by heart. 

PREPARING THE LECTURE 

Drwft the talk. Prepare the notes irom which you will spe~. 

WhD:i:.ever type you use - cards, puper shaets - they should be oasily 

read~ble ( "\vido _spacing, key words highlighted) 2.nd sequent:iu.lly 

numbered b avoid possible confusion. Above all, notos should be 

notes and not u complete text. However, if you do write out 

sections of your talk in full, mok.e sure thu.t what you write is in 

the spoken lunguago~ 'Y0u are not \vriting iJ. book or 2n 2rticle, 

you are preparing something which is to be said out 2.loud so nake 

sure that. you wri:co whu.t you would s:J.y. If in doubt, SC.'-Y it u.loud 

to yourself. Cut out the flowery phrases and long sentences. 

Check that you will bo able to cover the material you huve 

selected comfortably in tm ·time available. Try it out on o. 

friend or with a tape recorder. Put apRroximate timings in the 

margin of your notes as a guide. 

Plan and prepare visual aids. Vu.rious teaching uids nny be 

eruployed to mu.ke the lecture more interesting und more e~siky 

nas.:i.milated by the listeners by engaging their sense of si•;h·:.:. 
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The fact of having to make them often forces the lecturer to 

clarify and organise his thoughts. Charts ~nd graphs mu.y make 

quantitative data more mea.ningful. Photographs, dru.\1'1ings c:nd 

diagrams may clarify the dctc:1ils of complex objects .:url s-t.ructure; 

real objects or models- may servo ·the s2.me purpose. An outline of 

main points will help the listeners to remember the mu.'cori.::<l. 

The lecturer hu.s many menns for presenting thGse tonching 

aids. They may be distributed to the u.udience before, during or 

after tho lecture. They r.1.ay be dis_r.,lu.yod on racks or t.J.bles in 

the roam. They may be projected ns slides, filmstrips, or films. 

_Tl'...ese ·tru.ining aids are double-edged· tools th.:::.t c:.n cut 

both -y.rays. Th0y can ga.in the attention of the audience and help 

to provide info~ation. But, unless they hwve been c2refully 

selected and designed to support _:t:ho lecture, they c;::ln c:c;;u.::.lly 

distract u.ttent ion from ·the points thi:.'..t the lod:urer io trying 

·to make. It migh·t be' better ·to use no aids ·than to '\<'.ror1;. with 

'!::he wrong ones. 

Rehearse. Rehearsing the lec·ture is on essential sb:::p, oven 

for most experienced lec·i:.urers. If u. rehea.rsu.l audience c<J.n be 

recruited, the speaker has u.n opportunity to check his speech and 

his delivery of it. This may reveal points at which he is 

unintentionally unclear, transitions thu.t are made too o.bruptly for 

his listeners to follow, u.nd other errors that C.J.n creep into 

even the best p~anned l~cture. Since the lecturer knows clearly 

Whnt he means to su.y, he may be the worst judge of \·The~her or not 

he hns clearly suid it. 

Try out your visuu.l. nids, finalising plans for their 

arrangement, ensuring that they are readable and c1enrly visible 

in the tr~ining roOr.J.. 
•••~~•o;S/-



l' 

The chief value of the rehearsal is in fillnilia~ising tho 

speaker with his speech. Even e:xperienced lecturers suffer from 

stage fright on occasions. One or two dry runs through o. lecture 

can build a spoaker•s confidence in hilnself ~nd in his matori~l. 

DELIV..:m.ING THE LZCTURE (Points abou·t: Speaking} 

The written word can only be of limited help when i·t cones 

·to u.dvice on speaking technique. ~·JJ:1at is needed is practice 

fol.loVJGd by constructive criticism. Some of the essentiul points 

to keep in mind are set forth below~ 

Setting the scene. Make sure that you ctrrive at ·t:he appoint8d 

place a few minutes ahead of ·i:imo so that you cun check ·too l_")hysicn2. 

arrangements which have been made for· you 1 such as L-:lyout of tho 

cho.irs o.nd tables 1 lectern 1 teaching aids 1 provision of ch2.lk and 

eraser. Try ou·t any unf<Jmiliu.r piece a of equipment you in·cend to 

use. You may else use Jche Jcime to t.::tlk v-ri th your chiw.rm.:1n. und 

size up your u.udience if you haven•t mot them before. 

Covering the ra""~terial. S·i:ort punctu.::.lly. Speo.k fror:1 your 

not0s if necessary but do not put your nose into them1 re,-.d 2. 

}_:>hru.se 1 pnuoe c:.nd look .:-.~c the audience. If you get. lost 1 stop 1 

consult your no·tcs without 11 flG.pping'' end carry on. In ::my Cuse 1 

do not read all your lecture or you will.have no audience left 

by the timo you finish. 

Leo.ve time for ques·tions at tf>..o end. If you hu.ve more .thc:m 

one mnin point it may help to pause at the end of each one for 

questionsQ If you don • ·t knm'-1 the <lllSvJGr to u. question then say 

so without hesitation and without embnrrasi3mE:n·t. Ask if anyon8 

in the audience k.J."l0\'113 ·the <:>.nswer1 if not, suggest where ·thGy mny 

bG ~ble to find it 1 or offer to find out yourself. 
I 
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Finish on time. When the schcrdulcd closing time canes, if 

some people are still asking questions and seem 'co w2nt to go on 

doing so, get the chainaan to close the ~eating formallyo Those 

who 'Irish to go may then leave and tho others muy stay and continue 

the discussion. 

Pooture. If you havo a choice, speak from a position that is 

confortnble for you but appropriate to the situation. The main 

advan·tage of stunding is that everyone can see you• it is u.lso the ' 

convenient position from which to manipulate most: visual aids. 

However, with a smull 9roup son·ted around a conference table , 

the infonnality of si·tting may be desirnble. Some speakers prefer 

to usc u lectern because it holds notos at standing hoighto 

Appcnranco. Huvo a look in the mirror. Sponkers should 

muke sure thu·l: there is nothing about their personul appor.:::mco 

whtch is ou·t of harmony with the oa:casion or which isll.kely to 

irritate the audience or dis·trac·t their w.ttention. ClothGs should 

be nea·t qnd suitable fortha occasion. One should look confident 

and frien~ly (even if nervous) GS audiences are veL-y suscuptible 

to first impressions. 

Manner. Be poisedo Any kind of leadership - tulkll1g before 

a 9~oup, orgnnising a discussion- requires·a certain con£idence 

and dignity to gain und hold tbG attention of tho groupo 

Be courl:eouso Careless choice of lw.nguage or hlli7lour or a 

thoughtless gesture may create bn~riors to communication which 

will bd difficult to overcome later. 

Be sincere. Audiences ~re quick to judge speakers - they 

are not mislad by cleverness and they don•·t like insincerity. Say 
/ 

tvhat you me.:m und say it us if you meant i·t. Be yourself - don 1 t 

try to imitate Gnyone else. Be enthusiastic, let you~ talk 

••••• :10/-



reveal and convince ~~ audience of your owa interest in the 
1 • • su,:>J ec1:.. 

Establish eye contact \'Ji·th your audieoceo A speu.ker 'ltlho 

is continually looking out of the window ordovvn nt his notes or 

visual aids is not doing his share in tho comrnunica:tion process. 

Spank to all the audience and not just to the front row~ if it is 

a largo audionce look. firct w.t oi1G pc::.rt and then CJ.t anoth0r. 

Don't fix on one particular ~erson or group of persons1 you end 

up ignoring the o-t:hers o 

Gesture. Any ~Ctions and gestures must be naturu.l and 

spontaneous~ if they are forced then it is best to do without themQ 

They should a.lso be purposeful cmd ~ot just a flopping of the 

hcmds. Nannerisms - jiggling coins, playing wi·th tho chc.lk, 

w2.lking about ·the platfo:an forno upp2.rent reason -·should be 

avoided, as they are distr~cting and sometimes excrcmoly u.nnoying. 

Get your weight evenly dist.ribut.ed on both foet and then c.nchor 

yourself- Try to avoid leaning on the tu.ble or tho loct.ern or 

putting your bands in your pockets. Consider cnrefully before 

smoking during your lecture. 

Voice.. 'rhe tone of tho voice c.:m be altered to convey 

confidence, emotion, emphasis and indign;:::-tion.. Pnce CLl'l6 voll..li'OO 

should b2 VE~.ried occasionally to avoid monotony.. Sorao ~"Jeople, 

probwbly due to nervousnoss, do lose some of thc:ir normal 

expressiveness wmn they are in front of u group. V'lit.h <'.J. lit.tle 

conscious effort, ·this can be corrected. Rehearsal helps~ it 

·tnkes a\vuy some of the strangeness and novelty of the act:.ual 

•••••• :11/-
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Speech should follow the rate of thouglt and remarks should 

oo u.llo"t\119d to te 11 upon the uudience. Don't be u.fraid of pal,ls~ 

and silences - thoy can be very effective if employed to emphnsise, 

to create suspenso for '"hat: is to follow, to allow an idea to sink 

in or to mark a questiono -Don't gal:ble 

speak slowly thru"l to spew.k too quickly. 

it is alw~ys bettor to 

Remember that you a~ inviting the audience to listen to 

you. Speak to them a~ individuals and throw your voice to the 

back row so thu.t all can hear. This does not mean that you must 

shouto 

Vocabulary. It is bast to uso everyday language, avoiding 

slang, ~kich could be misunderstood, preferring short, fa~miliar 

words and keeping sentences short. Be very careful with 11 funny 11 

stories - especially if you are not a born story toller, or if tho 

audience is unknown to you. Choose storois that are relov::.nt to 

the point you are trJing to make. 

vn/ 
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Extruct from~ "In InJcroduct.ory Course in 
'I'o:::tching u.nd TrCJ.ining Methods 
for .i\1c::.nagomon·t Development" 
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TECHNIQUJ~ OF 'lEACHING - LECTURE METHOD 

Lecturing has been the traditional tecrmique of teaching. 

This is used for imparting information, eA~ounding principles, 

analysing data., explaining problems. 

For this method to be effective, the lecturer must have 

adequate preparation, proper plan, clarity of ideas, fluency of 

expression. The posture and gestures of the J.ecturer also create 

an impact on the audience. 

Prior study and preparation are so bnportant that the 

Lecturer should rather drop the lecture than lecture wit~out study 

and preparation. He must plan his lecture properly if thefirst 

lecture - its introduction, development of the theme with appro

priate illustrations and conclusion. If the lecture is the second 

and subsequent one in a series through which a ·topic is planned to 

be covered, the subsequent lecture should start with a quick 

recapitulation of ilnpo~tant points made in the earlier lecture. 

Lecture has to be adjusted to the level of understanding, 

knowledge and experience of the audience. It is often useful to 

ask a -few short questions - writ·ten quizes - requiring stru.ight 

br~f ansWers - as ·they enu.bl_Q "che lecturer to find out ·the extent 

of knowledge and understanding the participants already have. The 

lecturer can then build up his lecture on that base and load the 

participants to fields of new knowledge and better understanding. 

A good and accomplished lecturer can make even a difficult 

and complicated subject easy of understanding and hold the attention 

of ·the audience throughout. 

But even a good lec·ture can b3 boring if it is a mere flovr 

of words and words. Sometlines it may pass over or through the 

•••••• ;2/-
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audience without too idebs being properly registered·. So the 

lecturer even while lecturing must make imaginative use of appro

priate aids such <3S the chal!~ board, flip chur~c, pictures, diagrams . 

and wherever possible epidiascope fo~~rojecting printing material 

frcm opaque surface or transparencies, slides·' film strips and even 

fiJJns. 

A lecturer would find it helpful to give to the participants 

synoptic notes in which main points of the topic are given in brief. 

If mere information is given in a det.ailed neue ,that will obviate 

the need ·t.o give basic info:onation in the lecture as the participants 

could read it in advance. In such cases, the lecturer could confine 

h1mself to dra.wing the attention. of the participcnts to the import

ant;. points and explaining points inadequately understood. 

Lecture is often regarded as a one-way traffic of idoas and 

informat:.ion from the lecturer to th~articipants. But it need not 

be so. The lecture can and should provoke t.he participants to 

react with questions and comments either to seek clarification or 

to contest. the views presented by the lecturer. Some lecturers do 

not mind and in fact invite the participan-ts to ·interrupt '"ith 

~estions whenever this feel unclear or with comments whenever they 

muy not agree wit:h the lecturer 0 Otl~ers prefer not ·t.o have their 

chain of thinking ·broJ<en by such interruptions or no·t to hu.ve ·the 

participc:nto anticipate through questions what is to follow as per 

~che lecture plcm. They should in thu·t. case plan the lecture in 

such a wny that adequate tim~ is allowed toward3 the end before 

tbe close ,when questions could oo asked and COI.Llffients offerod. 

. . . . . . . . . . -. 
vn/ 
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GROUP DISCUSSION 11ETHoD ·· 

While\ lecturing is· a method of teachin9..1 group discussion 

is a method of learning. To be more precise it is a process of 

mutual learning. There is no teacher in the group, but all are 

learners who learn fran each other o Each member of the group 

brings into the common pool his knowledge and experience and 

views based on the knowledge and experience. Discussions enable 

exchaQge o~ this lmowledge and e:lcperience and enrich the members 

of the group. Such group_ discussions could be arr~~ged as a follow 

up of a lecture, some issues raised in the lecture being taken up 

for discussion or could be arranged independent of a lecture. A 

lecture is usually f9llow~d by qUestions or yamments and answers 

or explanationso But in such cas~s ~he lecturer continues to 

function as an authority on the subject·. 'I'hat converts the one-way 
. '·· ' 

traffic of a lecture into a two-way traffico But in a group 

discussion, there is no one authority and there is multi-way traffic 

i.e. each member of the g~oup can react to every other msmbcr and 

speak out. 

When group discussion. is not as a follow up of a lecture, 

it can be extempore or any topic t,.Jhich might raise a variety of 

views. ·The discussion could als_o be preceded by serious study 

undertaken by the members independently on an ~agreed subject so 

that the members would be well informed and have their opinions 
\ 

well founded. 

Groups for discussion have to be small enough to allow 
·' 

scope far every member of the group to participate in the discussions 

which is no1p~ssible in the questions and comments in a big gathe~ing 

following a .lecture. A discussion group should have 8 to 10 members. 

The group should elect its own chairman or· discussion leader and 

a secretary or recorder. 
• •••• :2; .... 



-: 2 : ... 

The chairman has a very important role. He has to introduce 

the topic for discussion or he may invite any member to introduce 

the topic. The introduction has to be brief, outlining the scope 

and highlighting the main issues. Thereafter he has to conduct, 

guide and cont>rol the discussion, memrers straying away from the 

outlined scope have to be gently yet firmly required to confine to 

the scope ea~lier outlined. Some members,over enthusiastic, 

impatient might start speaking, but have to be requested to take 

turns one by one. If any member tends to take up unduly long time, 

he has to be required to be brief and precise so that one or a few 

may not monopolise all the time available. On the other hand scrae 

members of a shy or withdrawing temperament have to be coaxed 

to come out with thair coptributions. The chairman can give facts 

known to hin1 and also express his views, but he has to subject 

himself to the same restrictions as the other members have been 

subject to. 

When the allotted time for discussion draws to the end, tho 

chairman has to wind up, referring to the main points made. 

The secretary or recorder has to note down the different 

points made by different members of the group and indicate ,,,,hether 

differen·t view points could be reconciled and a corrunan view point 

emerged or whether the differences persisted and the members agreed 

to differ. 

Where such groups have been for.med from a bigger group or 

gathering, the bigger group should have a plenary session '~~en the 

reports of different groups could be presented. In such cases 

after presentation of group reports, comments on each ·repqrt could 

be invited from members of the other groups. The chairman of the 

plenary session should do the summing up. 

• •••• :3/- "' 
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Such group discussions may consume more tbne than a lecture 

on the topic by one l.ecturer. Bu·t group discussion, providing 

,ppportunities fer participative learning could motivate the parti

cipants for more earnest: , sincere and inteosi ve study. 

In training executives and administrators, group discussions 

constitute not merely useful technique for learning any topic but 

also a useful exercise to learn the technique of participating in 

and conducting conference which the executives and aruninistrators 

'have often to do ap a part of their management or administrative 

~function. Therefore in any training programme as many opportunities 

as possible should be provided for group discussions when, as many 

mmbers of a group are afforded a chance to be the chair.man of the 

group arid conduct. the discussions. 

• • 0 • • • 0 • 0 0 
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ICA ROEC, NG\tl Do lhi -

Tr~rc is no hard and fast rule on the basis of whicn d 

teacher could judge the suitability of 2. particular ·t.ecching 

·technique as the best cornmunicLltion rnediu.D A teacher hv.s t.o 

consider a number of fCJ.ctors such as the obj_ec-tives to 'be u.chievec: 

·:::he levGl of knowledge of tho target population, the size of the 

group, tl~e ty?G of the message to be c~nmunicated (subject arGa) 

and the resources ~~ t~~ 2t tho command of the teticher. 

Broudly spcci~ing, v~ could classify ~he vnrious fuccors 

that influence tho choicG of ~r2ining techniques v.nd methods into 

four groups~ 

(i) HQ~an factor, 
(ii) ~nvircr~~ntal factor, 

(iii) Training objec)civos c:md the subject areu., and 
( iv) Time ar .. d ma:teriu.l fu.ctor. 

(i) H~~an Factor~ Teacher anu the student are the ~ain _~rsons 

among who:rv. the communication is supposed to ta:Y"..e place uurir~.g 

training. The teacher • s personal knowleclge experience c.nC.. his 

personality are the most importa.n·t factorso 11 The ·teacher :1.::.-..s ·co 

have a clear a.ncVsignific.:mt message to pu.ss, and his porGon.:..,.lit:y 

has to be acceptable to the students or trainees so that effectivG 

communication links can be established quickly and easily". In 

the selection of teaching rncthoJ the tencher haG to assU!"TIG .r.'crson.: .. 

responsibility for choosing tl~ best method for a particulu.T 
<? /_ 
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subject 2.rGa. '1"1}1is means th2:t thc:tf:.eo.cher shouL~ hi.mscd.::: ·' ...i~e 

:i.:'D:ti.on&l o.pprc.i.sc::l of his own =::bill-ties &nd ·try ·to 

- --oothoJs '!fJhich could help th..: process of loa:w1~ng. ::-v .. (!. .:c....;J:'~ 0~ 

fc:J.c-i: 2. trainer should not be rigic~ c:.l..uut. any p r>cicul, r .:1.::: :i.1oc 

but. shoulu try ·to use 2. vc.ri.ety of lilCJthocL 

opport.unity to the teacher t:o assess the sui·tubili·ty o . .: )::1-.::: Det.hou. 

ov12r the o·ther to deal with a givon subject .::l.rE:J-":.. 

·tru.ining, apart fror.1 the teacher is ·the student u 

( il.) Environmm·Ttc.l Factor~ In dociC:.i.ng upon the tc.•cnirl.;:; technique 

(a) ·the inJ.:~.:.:lloc·tual level .:mel uC..uc::.tio:..1.:::•.l iJch.-kgrour~t-~ 

of the _.;:>artici:,?un·ts ~ 

(C) the ~DciaL ':lnd C!Ultur"'ll r.;nviron:."".lGD.t. 

for the lower level mc:.nag-c~·nen-t i.n coo:,_;:>or::::.ti.vcs ( i.L. n.:t. ~..1. _,_<...:vel 

or junior lev0l man.:1gcrs .:::nt1 supervisory stc.f:i:' or r;,c:J.Jv:.:'~· 

sucre·taries) 1 the -:.:oc:.ci:lGr replnco the l2cturo Dl; :.hoc."" :-:>J ur.o:.:·..::. ·t _ _,_ks 

r2.t.:hc.r than loc·ture. 

rhe choice of such te:;chniquu is 11.1os·tly c'._~ • ., • ~ 

educ::rtion and. ·they have long discontinued ·tb.e;i'ogulur u•.:l'.h .. :cJciono 

lo koop them irr'cerestec it is osoent..:.21 ·to involve Jch.;,~.n" 

Ag;:in, par-i:icip2n:ts could be und(:!r t"vvO C<"..tegor ic s, on~ \'Ti~h 

e~;::;:>oriencG o In ·tho fi.rs·t c;.~se ell ·the iaforraat.ion passL 

b.J.::.~cher coulU. bo new ;=n"ld here tho tec.chGr ;nc::.y ..::ind ;::. ,'Jro.JJ..u_.: i~--:;. 

.Qf.IQ •• ,:._/iiit 



linking ·the to2.eh:..ng process v.rith past c~-:>eriencos.. On the other 

h~u, in t:.rc.ining people o:no h~s i::.o give oaly ·the c;.c1ditiono.l 

~>.now..Ledgo c.nd relate 'cho p~ ..... ticip&"'"lts GX!_.?Grionce vJith the pust 

It has been. £ount1 th:~t iil such c.·1ses th::; second 

group of pu.rticip:.:nts develops ;:: sense of self compl,:_cc.mcy. Under 

th:;sc; circUJ.-ust.::mccs tro to:J.chor shoulC: choose such toch..'l.ic_rue s c:...nd. 

mot:hods which coulc fully invol vo ·the po..rticipant s in tho learning 

;;)rocess :1r.-d coulu. providG thum :!.n oppor::.unity to ruo:cicn'cing thom-

so.lvos .. 

There is no point in talking or lecturing under t:ln SG 

situ~·tions. The rn.o·thods bes·t suited c,re pra.c'cical tlosignrncnts 1 

CiJ.SO study 1 lec·cure-cum-discussion or simulaJcion exercises 1 

( l.ll) Trv.i.'1inq Objoc·tivcs and the Sub-'Jcct lire~:~ Tbe ·::.hird 

i.u1.2_:>orcv.nt. £c::.ctor ~--hich ia:i:luoncos the choice of tech.~."'liqu8 is the 

clearly id.entifieo ·the trc:.ining objectives a.nu. the cho..ngcs u·~:;'-:::·toC: 

to be effoc·ted c:rnon.g ·tr.e p.3.::-·cicipc:.i'1ts in the pGrformo.nco of c.}~. ir 

jobs on ·i:ho comple::ion of ·tl~ ·tr .. ining. If the tr~~nh~g objccciv~s 

are cle::lrly stc-rted in te:r.ws of thecha:.1.ges to ke effected i·.-l tho 

exis·ting knowledge skilJ..s and a·ttitud.es, i·t is oasi0r to G·~i.oc·c 

tho training tochniqu.e e>.nd r.:1ed1od.. Methods which could be sobqtoci 

will have relevance to ·their ability to achieve tl"'.ose o:bjoct.ivos. 

HO'!JlGVGr, tho subject area to be trea·tcd by ·tho t:.oc:e;~·li....o:::- l::;l.:::~y;:; 

an i~nportant rolo in maJdng a deci sio:n :t:egardin-J :the cho_,_.:::o of 

tcchl.1.ique • For ex::unple 1 the teaching of Il.Udit & F ... ccoun:t.s ( i.nclud.L.::. 

book-keo::>ing) i~ a subject which could hardly be effe9tivc1·r t 7··_t,;:):r. 

through lecture wi·thout the help of Gxercises a..'1d prad:ic:: . .L v~r:~. 



In dealing with such a subjoct .:-, gooc1 t.o<Jchur will ccr.1iJ~no tho uso 

of Audio-Visual Aids .:1nd practical m~..arcises t.o irnpar-': 

skill to his studen:ts o Similarly'· tr.c: tru.inin9 in sz -'--·?' ... nship to 

tho salos..rnea of thv consumer s·toros could not: b8 c:ff:.. .. d:iv<'...:..Y 

Ln EJUCh 

cases, the ·technique of Rolo P_,_e.y .:mG Case s·tudy cou..~..d u.L.::Jo bo 

US2d profitably. 

Again, a teacher cc.nnot .. effec-tively tr'3.in a I"l.:::n, _;c.: of <-.n 

l'l.gricultural Cooperative Society through his J..ecture: 3IH .. i. l.Jsson 

hanoouts. He mtw't. expose his particip.:2nts to the rea .... lifa 

situaJcion in vihich z· marketing manager funct:.ionso This cou ..... d be 

o::>ocicty on stuJ.y visits \\Thoro thoy could study tbe;Problet-nso 

Studios, Syndicu:tc, Rolo P J...2.y -t:ochniqt:!.J could also :00 u::>oC. 

profit.ably o 

In mm1.agc.1ncn:t. tro.ining c..1.C. oducc:-·cion c.he problGJ.ll :::..,..;Bd by 

a ·::.oacher is not: so much tho .:.:xcoblom of how to deal 'Hith r 

subject areas and its funct.ionc Q Teachers roal prob:12.:: i..s ~ .. o~ .:.....1:.2 

effectively explain ·tho rE:J. .. : i:.ionsh-Y.:: betv.~eGn t.h.-2 vetr..~..\ '",~ '""'" _::..!..c .... ;J 

in avoiding t2Jdng .-:" ovur-s.ir.1plifieo and one sic-:0s vim·J tc 

dimGnsiona~ situationso 

~..nd L:lstly, he has Jco ooe hm-v h. ... coulc. promote ..:.1c 

manugoment skills among the par·t.icipant s. 

As has ·ooen pointed out oarlier ·too tcacl1f.::lr aJ.a. J.:h.~..- ,_;(-· 1"':1t 

are Jche most importu.nt . .Ec:.ctor in ·training :.m::..... honce tlo..u te-. ...:.rLr 

must choose the tochnique of training in role:.:: i.on to t:h0 cu:.-. v _c 

area and level of knowledge of t:he studcntso TrEro is no shc...J.:-t:-cuJc. 

rno·thod to be lp tho teacher in decid.ing upon a technique o · .. 
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e}q_JCrionc0 2nd judgornent cJ::>ou·:: the:: suitabilit.j of v:>.rioua '"!1;,.:tbou.s 

is the best guhl'-". 

( iv) 

(pw.r-ticul3.rly :L.'"Bsourcos ii:. terms of mo;,1ey) is tho otllor iJ.,.,;_-:lort ,nt 

f:::.C'i::or which influences ·th:: c,eciaion ::0ou·i: the cb.oico o::: ::._,,_1-. . .nic::l. •. :c::. 

3oue of ·th8 te.::.ch~n J ·techniques 1 liJ~o ':!".Su s:tudios 1 rolo ...-J..!..-Y3 1 

businc ss ganes, et.c. requires much moro ...:ffor·t on the: ,;'.:.!::..::: o,: ·th.,; 

n<YC.ho<l or group O.iscussion. 

of mol"BY. Hence the choice for .solectin.;; kx:rcwoen "c:·.~e o::-1c :~U ::hoc 

or the ot.hor \'!ill :bo influenced by ·t:l1l2 tim.G and resourc•o .!... ·~tor.~ 

av.::ila.'!::>l.G with tho teacher. 

• • • • • 0 0 • • 0 
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peo_l)le on certain topics/problems 

2. Why group discussion? 

Because the way people think an1 act in groups often Jiffer 

from ·Ghe way they think a~d act b1dividually. 

3. fharc are a variety of teachD15 tedl~i~ues wl1ich li1volves group 

discussion. 

4. 

I 
Informal 
Discussion 
in class 

I 
Cnse 
.::>tudies 

I 
L~-tray 
Exercises 

1l.olo 
Plays 

Discussion 

Rank:ing 
Exercises 

I I 

DebatinJ BusinGss 

5. rhe basic aira of all types of group discussion techni=~.uc is to 

involve the participants in the lee.rnDl5 process - in short it is <1. process 

which promotes le~rnin;5. by doing. 

6. lttrangements for group discussion. 

i. Sitting arrangement be as such that each could see other menbers 
of the group. 

ii. fhe group has to work within a given time schedulG. 

iii. Have a black board available and enco.urage its use • 

• . • • • : 2;'-
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iv. rhe group shoulj not be of more than 5 to 7 persons. 

v. If possible provide sepura'te room for each group to '<lurk 

alternatively provi le ther:l separ3.te si ttin~ space. 

7. Bole of the l'eachm::: 

i. The teacher should make it clear that all the members in 

I 
group is expected to take part li1 the discussion but lon~ 

speeches to be avoided. 

ii. reacher should be prep:l.red with the question or problen. to 

be Jiscussed by the sroups - Distribute prepared backgrounl 

material in advance. 

iii. rhe questions or issues for discussion shoull be well--cfLned 

and clear. 

iv. Jet the 5roups choose a chairman whose functions will b~: 

(a) to keep the discussions to the polilt - but he hin.self 
shouU. make speeches or try to force the discussion in 
o. particular direction,. 

(b) the chairman should ensure the participation of every 
member of the sroup :tn· the discussion, and. 

( c) ha should control such momber s tactfully v1ho be) com0 too 
vocal donyin6 cha..'1ce for otl1ers to spe:J.k. 

v. Ask the ;roup to choose '3. 2ecretary who will report on main 

points of the discussion at the end of the discussion. fhis 
to 

helps the zroupLsee I.J'h&t h:1s b8en accomplished. 

vi. 1lt the end the teacher's job is: 

(a) to summaDise the discussion; :1fter all the sroup reports 
nre presenteJ, 

(b) to iJentify points of agreement anl conclusion, 

(c) to point out issues that will require further stuly, and 

(d) if necessary, to nd:1 his OHn views and cor.mwnts • 

. . . . :3/-
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8. ~.dvanta~es qf zroup methoj 

vn/ 

i. It helps avoid monotony :m.l boredom and st.il;1ulf.tea int'"'rest •• 

ii. It encoura~es people to talk ~~d express their opL1io~ -

ani learn from ~he exp~rionce of others. 

iii. fhe participants try to re:J.ember .the points they ~l£Jc- to 

talk or defend. 

iv. It is a pooperative exurcise throu5h >vhich group s ~eks 

solution to Jroblems. 

v. From te::J.cher 1 s angle it is easier to correct a fe·,.r ;;roup 

solution than many li1Jividual ones. 

vi. It is a _sood m&thol to o.chieve atti tuJ.e change c.m.ong ti1c 

partici.r:Jants. 

• ••••••••• 
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COURSE IN TRAINING 1'1ET.liODOLC>GY 
& TECHNIQ~S FOR AFG~~ ·TEACHERS 

FORCE FIELD ANALYSIS 

41 

Force Field Ano.lysis is a systematic wny of nnu.lysing o.ny 

given problem situa:tion with ·the objective of identifying too 

possible solutions to i1nprovo the exis·ting situution. Force 

Field Analysis is bnsed on .the ~szumption tho.t ~1y given situntion 

ut <1 given point of time C.::ln be understood us 3 res\!.ltunt .. of two 

types of forces acting on it. The first type pf forces c~ro cc.lled 

u.s 'Driving Forces•, and the secorrl type are called u.s Rostru.ininc; 

Forces. 2vory •itua.tions or a. given problem has u.n obje:ct:i vo or 

an end-s-tate which is desirable. In order to ranch the end-s·tc::·to 

a numror of things may hu.ve to '00 done o At v. given poin'c of 'cimc 

the movement towards the goal or the end-state cu.n be assumed as 

stu.tionery. This equilibrium can beunderstood as u. resultant of 

the two typGs of forces mentioned u.bovo. Driving Forces u.re tb~so 

thn-t. push too existing situt:l.-t:ion towards the ultimate go.:1.l tl:nt is 

desired. ThGse forces f2cilit2.te the movornent ·towards achieving 

the gonls. The restraining forces u.ro those which hinder the 

movements towards the gou.l or act nga.inst it. Several mmmples 

cu.n be taken from the nationnl scene u.nd can be analysed using 

this technique both at the macro u.nd micro level o To give an 

example at macro level the existing situation in India in 

relnt ion to population control cu.n ba unalysed as a rosultu.n'c of 

several driving and seyera.l restraining forces acting on it .• 

EGch of these forces will have differept strength. Some 

forces may contribute highly towar4s tho movGrnent in the forwnrd 

or backward diroction in achieving too goal. Some forces m"ly be 

very weako Sano f9rces may be irreversible or unchangeable. 
I 

Some 

other forces may be easy to chnnge. 
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-In using Force Field Anu.lysis as a technique of pro~lern 

solving the following stemps u.re follm.;ed.:: 

1~ Define the ultimu.te goal or objective or tho desired 
cmd-situe1tion. 

(. 

2. Locate tho existing situatron diagranticCilly on a s·tra.ight 
line where one end of ili straight .. line ropresents tl:n 
desired goal sta·te uild ·the other o .rl represents s·tari:::int~i 

point. 

3. List the various forces that <1re blocRing the·movemeri:t. ._ 
·tovmrds goal and ·those ·that are acting against ·the movornent. 
Brain-storming in'group suttings bas been found to £e very 
useful in making m exhaustive list bf· restraining· forces. 
As many forces u.s possible should be listed wi·thout debate. 
There could be differences of opinion on sor.1o bu>c it. is 
useful to list even controversial forces. 

4. Make an excaustive list of driving forces as above using 
brain-storming ·techniques. So..rne of the_ drivi!lg forces 1roy 
be just opposite. of ·the xestra.ining forceo. 

5. Using brain-s·torming techniques u.dd as mD.ny new forces ao 
possible to ·the existing list of driving forces. At. this 
stage do not think of thepossibilities. It is usoful to 
suspend rationalistic thinking in brain storming ~~d list 
them. 

6o Quun·tify the streng·th of oz:1ch force (both rostrz.ir ing and 
driving forces) on a 5 point scala whore 5 inuicu.\ th~t 

the force is very strong nrrlpoint l indico:cos 2 weai\. force 
in the direction indiccted. 

7. Remove ull th3 forces one by one through discussion .::.iliout. 
which the problem solving group has no control or c~n do 
nothing about it. 

8. Select ·those driving forces whi.ch ure very weak. Iden~cify 

·tho mechuni-sm of strengthening these forces through diocussion 

9. Select nevl/ forces which could ~ added and ident:ify ~che 

mechanism of introducing these forces through discussion. 

10. Select the strong forces among the restraining forces • 
. Identify the mechanisms of "WGa.kening of these forces. 

11. Identify the. mechanisms 1of removing some of the restraining 
forces. 

o-:>j.,. 
••••• 0. ..J 
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12. v·Jork out an u.ction plun to introduce change to bring out 
the desirea end-state. 

Force Field Analysis does not require any special ~~ills 

for using it. It is a systematised approach towards probl~n 

solving. The use of Forco Field A:aalysis in groups has ooen 

found ·to be Clil ~ffective way of bringing about change. There have 

been several ex.~.x:riments conducted in the past which indica:i:.e 

that ·through c systemat.ic unalysis of this kind, change cwn be 

Managers :::nd ~.dministrators when faced with probler.1s or 

Wilen a1ey find thu.t ·they have not men able to achieve Jc2rgcts 

they desired, it is useful to have a group meeting of their st2f~ 

or te~ members and do a Force Field Analysis of the situ<::tion. 

They should be p:ep.:u-ed to spend at least 1/2 day to 1 day on this. 

Fumiliurization with brc:in-stonning techniques v1ould hel:;_J greatly 

in conducting such sessions effec·ti vely. 

G e e e e Clo e e •• .._ 

vn/ 
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Instrtxticn Sheet 

Sg uare IDaAing Game 

Management games have proved vexy usef'ul to introduce certain 

concepts. Today we will pley a square making g:u:oo. You are reqt.1ested 

to observe the following rules carefully. 

Each one of you w wld be given an envelop containing certain 

pieces of papers. You bave not to open tt·ll you are advised to do so. 

2) On op<3ning an envelop you have to Etttempt to prepare a BtfUare 

wi.th the help of the peices of papers in the envelop. You will be 

sitting in group of ....,t;JL-"--· 

You can accept a.rzy piece of paper :from the group member when 

it iS offered however you have not to ask for. 

You have not to take amongst your group member nor you have 

to sp.ow by gesture tbat you are in need of peices which is with 

your group member. 

You will be given 5 min1...."'tes to malre a square. , 
In a group one who forms the wquare first has to :raise his band. 

This is a canpetition. His name should be recorded.. He would 

be eligible for a prize. 

The .person who haec om.ple:ted the square if he so des ires break 

his square to help his members fonn their squares. 

When all group members fonn squares they should raise their 

hands. The group thus, fanning the square earlier would also be 

entitled to get a prize. 
I 

One member from you would be asked to act as an observer who 

shall canmmt upon your play during the grure. You will also be given 

a chance to give your observation on the game. ~nally all shall 

kindly list out the lesson thl:).t we have leamed by play~ this game. 

" ••• fio 



SQU.ARE JYJA IaHG EXERCISE 

Important Instructions 

1. :Attached are the five (5) solutions of 
square maki..."lg exercise. 

2. While using these, please ensure that the envelopes 
which are to be distributed among the participants 
should have the following combinations 

Envelope No. 1 .A ' I. 

Envelope No. 2 J, H, E. 

Envelope No. 3 G, B, F, c. 
Envelope No. 4 D, F. 

Env_elope No. 5 A ,- .A ' .A, c. 

3. The flxercise will be useful only if the e:..:.vr.:,lcpcn 
have the above-mentioned combinations and NOT 
those which are attached herewith. The enc'losed 
combL"lations are the final product. 



S Q U\ RE -MA KING EXERCISE 

Contents of envelope No. 1 

(Please draw these on hard board and cut along the lines.) 

-·-----·-----------.....-(.. c 

·---·-------------------------------~ 
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SQUARE-MAKING EXERCISE 

Conte~ts of envelope No. 2 

(Please draw these on hard card board and cut along the lines.) 

' 

/cl 
I 

I 

I 
I 

I 

I 
! 



SQUA BE-MA KING EXERCISE 

Contents of envelope No. 3 

(Please draw these on hard board and cut along the lines.) 

-~ .... ··-- --··· -...... 
/.~' 
'-.J 

I 

l 
I 
I 

...~ - ........... ______ -------·--- ~-

j ·-- -- ·- -···---- ·-·-··----·------------
! 
! 

I 

--- ... ~··---·-;__----·---r•------
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S"QUA RE-MA KDJG EXERCISE 

Contents of envelope No. 5 

i • 

(Please draw these on hard board and cut along the lines.) 

~------ ·-· ----·-···------~·-

!,... 
r 

! 
1 

l 

I 

.. 

\ 

l 

. \ 

\I 
\ I 

\ I \j 

. ----------------.--..1.---------·- --i 
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I 
I 
I 

l 
--------·-··--- ·> 
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VAIKUJ:\lTH IvEHTA NATIONAL. INSTITUTE OF COOPERATIVE MANAGEJIJENT 
R .B. I-.Building, Ganeshkhind Road, 

' PUNE-411 016. 

D I S c .. r:J S S I 0 N 

Dr. S .c .Mehta 
Professor. 

Group Dj.scussion is one of the important participative 

technqiues of teaching which has decidely been found more effective 

than the conventional lecture method. It is an organised conversation 

in which members of a group actively participate and exchange ideas 

with a certain aim in view4 \, 

The members analyse an issue or ·a situation, riase objections, 

make suggestions, subject the issue to a critical scrutiny and arrive 

a~1 a consensual synthesis. Group Discussion is a democratic method 

of education in which the members learn through the interaction of 

each other • s ideas, practise articulation of ·(;heir views and 

generally make effective contributicn to the solution of the 

particular problem. 

It is a process of joint deliberation in which members are 

offered opportunities to appraise their viewpoints, absorb ideas 

of otbers and grow in understanding and ability in the process. 

They also shoulder responsibility for decisions taken and also 

for their implen:entation. 

Number of participants: 

The nt;.mber of members in a group may vary according to the 
to 

purpose, butLevoke fruitful deiscussion, tbe group should be small 

•• 2 
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in which ,everyone could bave his say. It forges a friendly and 

informal atmosphere in which acceptance of each other's view-

points becorre's easier. Hence, nornally the number should be kept 

between five and fifteen. 

Composition of the group: 

A homogenous group would certainly help in mutual give 

and take, but stretched too far~ it nay lead to standardisation 

and confirmity of ideas. For effective discussion and unravelling 
of a 

the different facts L -'"'roblem, it is da.,irable to bave Jrembers 

with varying virewpoints. One member may possess a good memory for 

presenting facts;· another, an analytical mind to help the group 

to scan those facts and still ar~other, the ability to assirmJilate 

the different facts, to come to a rational solution. 

But the diversity of interest and abi~ity should not be. QO 

intense so as to cause dl.Ssensi·on_, due to ego or vanity. There 

should be a common desire to share~ to contribu.'te, to appreciate 

and to deliberate jointly through the process of cross-germination 

of ideas. A display of arrogance by any rrembers would inhibit 

fruitful discussion, shutting off ;so.i:rie and defying others to be 

c omb.lative. 

Discussion leader: 

The success of group discusaion as a teaching technique 

depends considerably on the C[lpacity of the disucssion leader • 

• • 3 
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He should be able to bring out, plan, organize, direct, control 

and coordinate the efforts of the members. He should ensure that 

the discussion is on the right track and is not lost in irrelevant 

bylanes, so that it steadfastly moves towards the right conclusion. 

He should draw out those who are reserved and restrain 

those who seem to· monopolize the discussions. He need not be a very 
he 

kno.vledgeable person, but it would be necessary tbat,Lkna.vs a /-

little more than others of the subject, to enable him to enjoy the 

confidence and respect of the group, so that he could channelise 

the discussions in proper directions. 

Duties of the leader: 

(a) To plan the discussion: The topic of discus~ion, necessary 

study and reference materials, size and composition of the group, 

discussion room arrangements and use of other aids and equipments 

should be decided by him, quite in advance. A working paper, 

containing basic information on tbe subject of discussion should 

be distributed among the rrembers, to stimulate fruitful discussion. 

The working paper may also present specific questions or issues on 

which decisions are called for. Group d~scussions may also be 

arranged on a situation, a case-stud:Y or even a lecture. 

(b) To initiate the discussion: 

The working paper should be read, problem should be presented 

in all its aspects and objective should be pinpointed, so that 

discussion IJB.y not digress from the main issues. 

..4 
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(c) To keep the discussion in process: 

The leader should draw contribution from all .n'lembars, provoke 
pertinent 

new ideas by injecting L questions, sW!liffiriz occasionally 

. 
and di "'='ect fl·"'•" af discussion towards ratibnal dacisians The use 

of chalkboard may pe taken, where necessary. ' 

(d) To conclude the discussion: 

He should not allow the discussion to stray from the 

relevant asp3cts of the subject and guide it tO\'Vards ~onsensus, 

cutting off all unnecessary talks, gossips and gibes. If a time 

schedule is prescribed for the discussion, it should conclude in 

tirre. The . discussion should be that of the group and not of the 

leader. 

The follO\'I'ing hints would assist the leader to achieve 

effective results:;-

(i) Have a small group 

(ii) Choose a topic in which members are interested; 

(iii) Have the sitting arrangement 'U' shaped or in a circle 

or in a sqa:..re or rectanle, so tbat members may face 

each other; 

(iv) Study the problem in advance and collect all relevant 

data and facts ; 

(v) -Manage to keep the discussion on the right track; 

(vi) Create an informal and relaxed clina t~ 

(vii) Avoid offending anybody 1s sentiments; 

•• 5 
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(viii) Foster group feeling 

r'·'J v .... 

(ix) All~v everyone to have his say. Draw out silent 
not 

ones and do L allow vocal "ne s to monopolize 

the discussions. As in a football game, the ball 

should be continuously be passed on from one 

"player to the other, driving it towards the goal 

post. 

Advantages: 

The group discussion method is highly useful in situations 

where the objective is to understand and absorb the information, 

facts . 
exchange experiences, analyse / , study specific proqlems, 

correct misconceptions, formulate attitudes, discuss policies 

and to decide on a particular action. 

This rrethod is decidely superior to lecture method in 

which generally, there is one-Y:Kay traffic from the speaker to 

the audiance and no feedback as to how· far the latter have been 

able to assimmilate the ideas propounded in the talk. The 

discussion tec~ique is a self-learning process (through skillful 

direction of the leader) in which everyone contributes to arrive 

at a correct decision and to that extent, implerrentation of the 

decision becomes easier and effective. The group also develops 

its analytical skill in the process and also imbibes the 

attributes of tolerance and adjustments which are indispensable 

in any cooperative decision and action. 
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Vaikunth.Mehta 
NATIONAL INSTITUTE OF COOPERATIVE MANAGEMENT 
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-:..:COOPERATIVE. PRINCIP'I.~ES : 
-~-------~---------------

Dr.s.c.Mehta 

Membership of a coo·p·erative society shall be voluntary and 

available without artificial restriction ~r any social, 

political, racial or religious discrimina~ion_, to. all per~ons. 

who can make use of its services and are willing to accept 

the re~ponsibili ties· of membership,. 

2. Democratic Control : 
-----~~~~-~-~---~--

Cooperative societies are democratic organisations. Their 

affairs shall be administered by persons elected or appointed 

in a manner agreed by the members and accountable to them. 

Members of primary so~i~~~~;:; __ shoul:4 ... enjQy equal rights of voting 

(one member., one vote) and participation in decisions affecting 

their societies. In o.ther than primary societies the administration 

should be conducted on a democratic basis in a suitable form • 

. 
Share capital shall only receive a strictly limited .rate of 

interest,if any. 

4. ~g~!!~~!~~!stE!~~!2~-2~~!E!~~~ 

The economic results arising out of the operations of the 

society belong to the members of that society and shall be 

distributed in such a manner as would avoid one member gaining 
~ 

at the expe?se of others. 

This may be done by decision of the members as follows:

(a) By provision for development of the business of the 
Cooperative; 

(b) By provision of common services; or 

(c) By distribution among the members in proportion to their 
transactions with the society. 
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All cooperative societies shall make ~revision for the 

educat·ion of their members, officers, and employees and of the 
general public, in the principles and techniques· o·:f' Cooperation, 

both economic and democratic. 

All cooperative organisations,in order to best serve the 

interests of their members and communities shall actively 

cooperate in every practical way with other QOoperatives at local, 

national and international levels. 

0000 

:Points for Discussion: -----------------------
I. What are the cooperative principles which govern the 

operation of Cooperative Societies all over the world? 
from 

2. Do you wish to add to or xubst:rret-::::r~">~Lthese principles in 
the light of your experience? 

3. Do you think some modification of these principles is called 
for 1 in the light of special conditions C' 1Jtaining in your 
country? 

4. How far is the Cooperative Movement in your country not able to 
adhere to these principles? 

5. What are your suggestions to improve the situation, for the 
success of your Movement? 

00000 
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COtms.S IN TRAINING METHODOLOGY 
LftCJJN%9P!S [0! AF.GHAN T!AC,HERS 

TIPS tOR OPBRATXON OF 
FILM PROJECTOR 

au I I - a 

OJSEOTIOII 
httlng Up 

Arrange tbe equipment as follows: 
1. Place the projector on a sturdy 

ta.blc or stand 10 tbat the distance from the 
front edae of the table to the projection 
screen is about five times the width of the 
acr~en. (This ratio ~ol~a fot a 2·1nch 
proJection lena such aa is furnished with 
the equipment.) Place the pro~!•ctor on 
the table. so that tho.end of the projector· 
upon which the reels are mounted is flush 
Wlth the edge of the table. 

2. Remove the front coyer of the pro· 
Jector. but keep it within reach for refer
ence to the film threadinc diagram contained 
therein. 

8. Remove tbe acceaaoriea contained in 
tbe 11·1312 Speaker Case. or the MI-1314 
Projector cover • dependin, on uhether the 
RCA "tOO Senior" or 11Juniorette 11 is to be 
operated • and lar them on the projector 
table or nearbr the projector. Then carry the 
apeaker to the proJection. screen and place it 
on a chair or on ID1 sui table elevated object, 
pi'eterabb aboUt tour feet frot1 the floor. 

•· Bun the apeaker.cable to the pro· 
Jector in the •oat convenient manner, prefer· 
ab17 around the edse of the room, where it 
Will be out of tbe WAf of the audience. (See 
section on ProJection ~racttce.) 

MountIng Rill Ar111 

Attach the reel al'lll to the projector and 
put the sprins belts un their pulleys in the 
tallowin1 maaner: 

1. Platen the reel arms • aee firures 1 

... 

• and 2 • in place with the thumbscrews, pull 
, out the spring belts and put them over the 
· pulley at the '.end of the reel ·anns. 

Connect f one 

To connect the "Senior" model to its 
speaker and to the power service: insert the 
plugs on the power and speaker cables into 
the receptacles provided for them on the 

, back of the projector. Insert the pluc on 
' 'the other end of the speaker cable in the .... 1·., .. 

r.,·ac.k on the speaker, and plu1 the connector 
.::\,~ tile loose end of the power cable into the 
nearest 106•125-volt 60-eycle ac power re
ceptacle. 

.Connect the 11Juniorette" model to its 
speaker and to the same type ot power service 
by tbe respective cables which are permanent· 
ly attached to tbe projector-amplifier. 

lnftl&1 Adjuatments 
Preliminary focusing and certain other 

adjuatments are best done before tho pro· 
Jector bas been threaded. Refer to fiaures 1 
and 2 for location of controls. 

1. 9ut the PROJ•OFF switch in the PROJ 
position. and the LAMP·OFF switch in the LAMP 
por::tion. 

2. Loosen the lens lock. Focus b1 moving 
the projection lens back and forth in the 
picture gat·e for rough adjufltment and by 
rotating it for fine adjustment until the 
outline ot the lighted area on the screen is 
well defined. Tighten the lens lock. 

3. Adjust .the distance between the pro
jector and the screen until the width of the 
lighted area is slightly greater than the 
width of the white portion of the sere~, and 
then center the light vert.lcally with the 
tilting control. 

r«n'E: lben the picture is slightly 
larger than the white portion ot 
the screen, the edses of the picture 
will be cloan cut. 

4. Throw the LAMP·OPF switch to the OrF 
position. Then throw tbe PROJ~OFF s,iGeh tc 
the OFF position. 



Thre.-."'lng 
I 

Thread the projector in the following 
manner: 

1. Place an empty reel on the lower reel 
arm and a reel ot film on the upper. 

2. Unwind the film until the picture or 
t~tle trues are reached and ~xamine the film 
to see whether it is ready for threading. To 
do this, consider yourse~f in the position of 
the projection lamp and look tbroulh the film 
toward a light. With the end of the film 
downward. the pictur~s or titles abould be 
upalde down and reversed, and the 1procket 
holes • en sound film - should ,be toward your 
r~lbt. If these conditions are met, the film 

-ia ready for threading. 

3. Make sure the RmND•OPEI\ATE lever is 
in the OPERATE position. 

4. Hold the film about four teet -
mini.um • from the end, and press down on the 
upper sprocket shoe with the rigbt·hand 

. thuab. ' 

5. Slide the film under the upper 
sprocket. Make aure that the sprocket teeth 
enaace the sprocket holes. Release the 
aprocket shoe. 

6. OPen the picture 1ate by pulling the 
lena lock and place the film on the aperture 
Plate, between the guide rails and the aide 
shoe. Form the upper loop of film ~bove the 
aperture plate'ao that tbe film follows the 
white guide line on the projector frame. 
Clo" the Picture gate with your thumbs. 

7. ·Form the lower loop of fllm below the 
Picture gate as in41cated bJ the white gUide 
line and.finrer stop, see illustrations. 

8. Run the film ~ver the guide roller. 
under the rubber pressure roller, around and 
to the right of the sound drum, and over the 
tension roller. · 

9. Thread the film to the left of and 
under the lower sprocket. 

10. Next run the film under the snubber 
roller to the lower reel. 

11. Insert the end of the fi\m in ~he 
slot in the hub of the lower reel. or. 
preferably. attach it to the bub w! th a piece 
o~ Ji 1.11 tape. 

12. Rotate tbe reel clockWise bY hand to 
take up film slack. Lift the reel sl1gbt1Y to 
equalize belt tension. This will prevent the 
reel from rolling backwards when it is 
released. 

Operating 

Sound Pictures 

lhen sound pictures are to be projected 
proceed as follows: 

1. Turn the ON-OPF switch - on the 
amplifier - to the ON position. • 

NOTE: The sound lamp lights within 
a tew seconds after the ON - OFF 
a•1tch has been turned ~. 

2. Turn the VOLUME control to 11011 and 
the roME control to 11511 on tbe "Senior" model 
or to NORMAL on the 11Juniorette 11 model. 

3. Turn the SPEED SELECTOR downward • 
tOWP "'dB SXJND. 

4. Turn off the lilhts in the room. 

6. Turn the PROJ-OPF switch to PROJ and 
the LAMP·OFP switch to 4~P. in that order. 

6. Focus bY rotatina the projection lens 
until the picture ia clear and distinct. 
Titles or other Printed portions of the 
Picture make excellent subjects on which 
to focus. · 

7. TUTn the VOLUME control clockwise 
until the desired volume is obtained •• 

8. Frame the Picture, if necessary. by 
turning the FRAMING knob until one complete 
picture shows on the screen. 

9. Adjust the TONE control for the 1110st~ 

pleasing effect. 

10. When the last picture baa appeared 
on the screen, and before all the film bas 
Passed tbrough the projector, return the 
LAMP-OFF switch to the OPP position. 

11. Tum the VOWME control 11011 as soon 
as tb e sound ceases. 

12. Finally. return tbe PROJ·OFP switch 
to the OFP position. 

NOTE: Occasionally. d11111ed tilm o~ 
prevent the intermittent pulldown 
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Figure 3 - Retatlons of Focal Length and Projection Distance 

clnw from properly cngagfnq the 
sprocket holes in the film. This 
may result in the loss of the lower 
loop. When th~s happens, the picture 
on the screen i.s blurred. The diffi
culty can be remedied immediately, 
without stopping the machin~. by 
pl~ing a finger above the film as 
1 t emerges fran the lower end of the 
picture gate and quickly pulling 
down on the film until the picture 
strikes the finger.stop. 

The THREADING LA."P, on the 11 Sen ior11 

model, can be turned on with the THREADING 
LA~P switch when light is needed during a 
show, thus eliminating th~ necessity. of 
turning on the room lights .. The cover of this 
lamp can be rotated to direct the light where 
required. / 

Si tent Pictures 

Proceed as for showing a sound picture, 
~ith the following exceptions: 

1. Turn the speed selector upward 
towards SILENT. This decreases the speed of 
the projector to that appropriate to silent 
pictures. 

2. Leave the ON-OFF switch - on the 
amplifier - in the OFF posltlon. Omit any 

adjustment of volume or tone, unless the 
public address feature is to be used. If it 
is, consult the section on 11Public Address 
and Record Playing" in this manual. 

Rewinding 

Film should be rewound immediatelY after 
prcjection. Rewindin~ is done quickly with 
the projector as follows: 

1. Bring the end of the film from the 
lower reel directly to the hub of the upper 
reel, without twisting the film, and attach 
it. Glve the upper reel a few turns counter
clockwise by hand to take up film slack. 

2. Turn the REWIND-OPERATE lever to 
REWIND. 

3. Turn the speed selector downwards 
towards S>UND. 

4. Put the PROJ-OFF switch in the PROJ 
position and let the ~rejector run until the 
film is rewound. 

When two or more reels are to be sbo~, it 
may be desirable to postpone ~ewlnding until 
all the reels have been shown, ~ince this 
shortens the delay between successiv~ reels. 
As a result, the question may arise as to 
whether or not a reel has been rewound. This 



may easily be determined by examining the 
fil~ as explained in step 2 of the section 
titled "Threading". If the film is not in the 
position specified there, it requires rewind
ing. 

Packing Up after the Show 

When the show is over, in order to pack up 
the equiPment proceed as follows: 

1. Remove the reels and the reel arms 
from the projector. 

2. Push the spring belts into the pro
jector case. 

3. Return the tilting control as tar as 
tt will go. 

4. Place the reel arms and reel in the 
cover of the "Juniorette" model, in the 
positions sho~1 in the diagram in the cover. 
Pack away the cables in the space provided 
beneath the projector and replace the cover 
on the projector. 

Replace the front cover or. the RCA 11 400 11 

Senior Projector, and pack the reel arms, 
film reel and cables in the Spe~ter Case. 

Public Address and Record Playing 

When it is desired to use either & micro
Phone or a phonograph pickup, a shielded 
cable and a shielded standard telephone plug 
will be required for connecting either device. 
Assemble the cable and plug and connect the 

cable to the microphone or phonograph pickup. 
Insert the telephone plug in the jack marked 
MIC .• Set the ON·OFF switch - on the ampli
fier - in the ON position. Adjust the TONE 
and VOLUME controls to obtain the most 
pleasing tone and suitable volume of sound. 
Remove the microphone-phonograph plug from 
the MIC jack when sound films are- to be 
shown. 

For suitable microphone, phonograph pick· 
up, cable and telephone plugs consult your 
dealer. The following types or Shielded-two
conductor plugs, or any plug similar to them, 
:nay be used: Carter #PG-52, Switchcraft 1/70 
or Mallory #'15N. 

PROJECTION PRACTICE 
Choice of Focal Length of lens 

The focal length of the lens supplied with 
the RCA Model 400 11 Sl!nior11 and 11Juniorette" 
rrojectors is 2 inches. This is a value which 
meets average projection conditions. Ho~aver, 
in ~ome instances, lenses of different focal 
lengths may be required. For example, it may 
be required to project a picture of given 
size from different distances, as shown in 
figure ·3. Table I below gives the relationship 
between· picture size -nnd projection distance 
for lenses of six different focal lengths. 

Placement of Equipment and Spectators 

If all the spectators in the room are to 
have an unobstructed view of the screen, both 

'TABLE I PROJECTION DATA 

Project ion Picture Width 
Distance I I lr" 2" u· 3" ~· Feet lens lena lena lens lena lena 

~ 

10 
' 

)'9" 2 '6. 1' 10. 1'6. 1''. ' ... 
15 5' B" ) • 10. 2. 10. 2'.3" 1''. 1' ~. 
20 7. 6. s •o • 3'9" :; •o • 2'6 I 1'10 1 

25 9'~· 6'~· ~·e• 3'111- 3'1" 2'1l" 

:;o 11' 6. 1 •a • 5'8" •• 6. 3'9" 2' 10. 

35 1.3. 2. 8'9. 6 '6. 5'3 ft ~· ~· 
,.,. 

~0 15' 11" 10 '0. 1'6. , '0. 5 '0. .3'9" 
so ..... 12' 6. 9'~· 7'6" 6.,. ~·a• 

60 ..... 15 '0. 11' ,. 9'0~ 7'6. 

I 
5 '7. 

75 . . . . . .... 11L'1• 11' .3. 9'~· 7 '0. 

100 . . . . . . . . . .... 15'0. 12' 6. 9'~· . 
NOT£: Picture height Is ":14 or picture width. 
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TABLE II 
PROJECTION LAMP WATTAGE VS SCREEN 

TYPE AND Sf ZE 

(values are tor a reasonably darkened room) 

lamp Life Recommended Picture Width In Beaded Feet Screen 
Watts Hours Matte Screen 

~00 25 2-3 
500 25 2i-3i 
750 25 3i-d 

1000 10 ~-6 

the screen and the projector should be raised 
above the heads of the audience. The top of 
the table upon which the projeptor stands 
should be at least 4% feet high so'that the 
beam of light will pass above the heads of 
those who .sit directly in front of the pro
jector, and the lower edge of the screen 
should be at least as~igh as the heads of 
those persons who sit nearest to the screen. 

When a m~tte screen is used, no ~ne should 
sit closer to it than two screen widths, nor 
farther from it than six screen widths, nor 
outside an angle of 30 degrees from the 
center line. The most satisfactory view of 
the picture is obtained in this area. Beyond 
an angle of 40 degrees the picture becomes 
noticeably distorted. 

When a beaded screen is used, no one 
should sit cioser· to the screen than 2~ 
screen widths, nor farther from it than six 
screen widths, nor outside an angle of 20 
degrees either side of the center line. 
Beyond the 20-degree angle the brightness of 
the screen falls off rapidly. 

Choice of Screens 

A matte screen should be used whenever a 
sufficiently bright picture can. be obtained, 
for it presents a more uniform brightness to 
the entire audience. A beaded screen appears 
brighter than a matte screen along the line 
from the center of the screen to the pro
jector, but i~~ brightness falls off rapidly 
as the observer moves away from this line. 

The screen ·recomendations given in Table 
II above are based on the use of the RCA 
2-inch f/1.6 coated projection lens. 

~-5 

11-6 

6-B 
8-10 

Improvement In Projection Technique 

In order to avoid interruptions and 
disturbances of sound and picture during a 
show, the observance of the following details 
is worthwhile. 

Securing Cables 
The power and speaker cables should be 

sec~reu so that they cannot become dis
connected accidently by persons stumbU.ng 
over them. They may, for example, be tied to, 
or wrapped around, a leg of the Projection 
table. Where they lie on the floor, tlleY 
should be covered or otherwise protected. 

Replacement& 
Interruptions caused by burn-out of the 

projection lamp or the sound lamp are 
occasionally unavoidable, but the resulting 
delay need not be protracted if the operator 
always keeps within easy reach a tested set 
of spares for immediate substitution. For 
details of replacement, refer to "Maintenanc.e11 • 

Previewing Pictures 

An experience~ operator will preview films 
he plans to show in order to acquaint himself 
with their peculiarities and thus be'ready to 
make changes in volume, tone, and focus when
ever they are required. 

Care of Film 
Film should be handled carefully lest it 

b~ scratched o~ broken. Film is easily 
scratched by winding it too tightly on the· 
reel so that adjacent turns of film grind 
against each other. Scratches on film are 
very noticeable on the screen and they cannot 

• 



be re•oved from the film. Film should be 
handled b.Y the edges as much as possible, and 
touching the picture or sound track area 
shottld be avoided. Occasionally, film should 
be inspected for broken sprocket holes and' 
other defects. Necessary repairs should be 
performed promPtlY. 

When film is dirty it should be cleaned by 
passing it between folds of lint-free cloth 
moistened with carbon tetrachloride, or some 
other cleaner suggested by th~ dealer. 
Consult tht dealer for a humidor for storing 
film when it is not in use. 

Running Tille 

The running time of reP.ls of gtven length 
of 16mm film depends on whether the film is 
sound or silent, for sound film runs 24 frames 
per second and silent film only 16 frames. 
Exact knowledge of the naMing time of various 
films will help the operator in plannipg a 
show. Table III below gives the running time in 
~inutes of 16mm films of various footases. 

TABLE Ill 
RUNNING TIME OF 18nln FILM 

Time In Mlnutea 
Footage Sound SJ1ent 

llOO 11 16.5 
600 17 25 
800 22 :33 

1000 28 IU 
1200 33 so 
11100 ,, 58 
1600 1111. 67 
1800 50 75 
2000 56 83 . 

MAINTENANCE 

Lubr I cat fon 

After eacb show put two drops of the oil 
supplied with the equipment in each of the 
two holes indtcated in figures 1 and 2. Care
fully wipe off any excess of oil that may be 
applied. Aside from this oiling, no routine 
lubrication of tbe equipment is required. 

CONDENSER 
I. ENS 

CONDENSER 
I.ATCH 

70044 

Ffgure ~ - la•P Houae Open for Strviclng 
11 Sen lor" Model 

L•p Adjustment on II Sen I or n Node 1 

Refer to figure 4 above for location of the 
LAMP ADJUSI'M~T screw on the "Senior" model. 
Whenever a n~w lamp is installed the screen 
illumination should be checked, without film 
in the picture gate, for uniform distribution 
of light on the screen. To make the adjust 
ment turn the LA~P ADJUST~ENT screw to the 
right or left - with a screwdriver • as re· 
qutred, until the screen is lighted unifonnly. 

Cleaning 

If the equipment is to give consistently 
good performance, it must be kept clean at 
all times. Dust, oil, particles of emulsion, 
and all other dirt should be removed. 

1. Cleaning lenses and reflector. Clean 
all optical surfaces before use each time 
the equlp•ent is put into service. This may 



be done by gently wiping them with lens 
tissue. If necessary, breathe on the lens 
before the tissue is applied. When more 
thorough cleaning is required, consult your 
dealer for a good lens cleaner. Do not use 
carbo" tetrachloride or alcohol on the 
lenses. After lens cleaner has been used, 
gently wipe dry with lens tissue. The follow
ing points nee4 attention: 

a. 17ae condenser lens - Iieure 4• To 
remove the condenser lens, pull out on the 
latch and withdraw the lens assembly from 
its mounting wi~h the left hanrt. Clean and 
replace. 

b. The reflector, which is opposite 
the condenser lens in the lamp house, can be 
cleaned in place. 

c. The projection ltns -figu re 1. 
To remove this lens, loosen the lens lock 
and pull the lens out of the Picture gate. 
Clean it as required. In replacing it, take 
cane not to touch the lens surface with the 
fineers. 

d. Tht sound optical unit. Clean the 
front and rear elements of the sounu optical 
unit with a lint free cloth, do not use at~ 
other means for cleaning this lens. 

COIIOE~S[R _ 
L[MS 

'00"' 

Figure S - La•P House Open for Servictng 
~Junlorette~ Model 

61 

2. Cleaninf lamps. The projection lamp 
and the sound lamp should be cleaned oc
casionally. See figures 4, 5 and 6. 

a. The projection lamp - fil[ure 4· 
In order to remove this lamp, press down on 
it firmly and turn it to the left about 90 
degrees until it is released from its 
s oc k e t . Wi-pe 1 t c 1 e an w i t h a c 1oth and 
return it to its original position. Be very 
careful not to leave any fingerprints on the 
clear portion of the lamp, for the prints 
will burn into the glass and will definitely 
impair the lamp efficiency. 

b. The sound lamp. Open the optical 
bracket as shown in figure 6 and clean the 
lamp in place. 

3. Cleaninf mechanical members. Dirt 
will collect on the aperture plate, the film 
pressure sho~ - which bears upan the surface 
of the film - t he sprockets, the pressure 
roller, and the sound drum. In removing it, 
do not use a knife or an_y other hard, sharp 
instrument. 

a. The aperture plate. Open the 
picture gate and wipe the aperture plate with 
a soft cloth to remove dirt. Use a toothpick, 
if necessary, to remove dirt from corners. 
Clean t he two side pressure shoes with a stiff 
bristle brush. Clean the film pressure shoe 
i n the same manner as the aperture plate . 
Af t. r all visible dirt has been removed, feel 
over the surface of both the aperture plate 
and the film pressure shoe to make sure they 
are smooth and free from any deposits. 

b. The sprockets. Clean the sprockets 
with a stiff bristle brush. Be sure that all 
dirt is removed from the teeth. Wipe clean. 

c. The pressure roller. Wipe clean 
with a soft cloth moisten~d with carbon 
tetrachloride. Rotate the roller to clean it 
all around. 

d. The sound drum. Clean the sound 
drum in the same •anner as the pressure 
roller. Be sure to clean the back edge of the 
drwa where the sound track overhangs. Wrap a 
clean cloth around the left forefinKer and 
insert the finger between the guide roller 
and the tension roller. Hold the cloth 
against the back edge of the drum and rotate 
the drum with tbe richt forefinger. Cleaning 
The buck edge or the sound drum 
!rom the lett side minimizes the 
chance of disturbing the optical 
mirror behind the drWD. 
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LETTERING TtCHNIQUt, 

Lettering farms the readin·g part or visual 
aida. They ~hauld thararo~a b~: 

- Legible 

- Bold 

- Clear 

The lettering should be legible 
enough to allow evan the laat 
banchar to read tham clearly 
withou\ undbrgoing any optical strain. 

~aka them thick, bold, straight 
and vertical. · 

Avoid over-crowding ,nd 
confusion. 

·tn tha firs~ illustration, letters are arranged unevenly 
and make reading an exercise, while the second 
illustration allows a clear end quick reading. Tharafare, 
do not confuse your clienta by.uaing unevenly arranged 
lettera. 

Alec avoid 
make it A, 

• 

fancy lettera. If you. want to wrlto "A", 

not Iru 



~ Balanced 

I 

Avoid aerif too. They 
._----------unnecessarily conaume space 

and diatract attention. 

I 

The height and width of the lettering 
should ba properly balanced. 

L J I J l 

In the three illustrations or "T" obova, the last one 
is balanced. The arm end leg or the !irst t~o 
ar• longer: than the proper size. 

Determine tha height of the lettering in a given 
apace. If the lettering are 3" high, the baldnced 
thickness shall ba ;n end the total width of certain 
letters euch ae a,o, GtR, ate. ahall be 2" wide. 
Certain broad letters like M and W ~hall be 2i" wide-

I 

~ Properly placed The vertical capital letters should 
have a 180 baas and the upper 
boundary 

I 

( -
180 
~ 

• 

I 

. . 
line alao should run perall~l 
to the base, 

J 



You era eleo required ~o'laava ~qual amount or 
gap batwoan two adjacent letters. 

I 

J 

In above 1llustrstiohs 1 ~qual geps have been left 
between each adjacent letters. In the first inetanca, 
tha letters A, u, A~ and in tha eocond ~11 of them 
look quite apart from each other, while •t•, 'L' 
in the first look closer, though all of them oro placed 
at equal distance from each other. 

Thia.machan1cal arrangement or leaving. equal amount or gap 
batwaan two adjacent letters doaa not alweya work ea a rule 
where odd ehapad lsttora like AV, VA, TA, AT, LT, AV, LV, 
WA, AW ate. coma togtther. In such cases you have to go by 
another arrangamant, otherwise the adjacent lettering will 
look tao far from one another. If en upwsrd-sxtendad latter 
like TVY ate. ia followad by a downwerd-extandad latter like 
AL ate. and vice veraa, a mechanical arrangement betwean the 
two will throw them away Prom each other. In such casas, 
arrengam•nt can only be made by starting the next upward-extended 

• 



0 latter tOUChing tha 90 rGtpandiCUlBt from 
extended lettering and vies versa as shown 
YA and TAV. This arrangement is known ea 
Arrangement•. 

the down~erd
betwaan LT and 
'Optical 

Similarly, it an 1 up~erd-axtended letter ia follo~ed 
by another upward-extended letter and vice-verae, 
halt the gap or the mechanical arrangement should 
be left between two adjacent lattsro, aa illustrated 
in the word 'LAIC' above. 

So we notice that the arrangement or lottara is 
important, and to make them more affective and attractive, 
it is eaaantial that proper and logical distance is 
mainteinad batwaen the letters. The arranQement should 
be auch that the aye does not reject the 
distance and the eye doaa not split the lattera 
unnecessarily. We therefore have to follow the 
principle of "Mechanical distance" and 
"Optical distance" between letters • 

• 



• Single Tier 
Letters 

• Three Tin· 
Lattsra 

.... -bJ ® 

We have no problem in writing 
English capital lattsro ea thsy 
are single tier letters, i.e. 
they rit ~!thin two parallel 
lines end no portion of them 
prot.rudao aut. 

But the case is different with 
English letters and all Sinhala, 
Tamil and Indian scripts. 1hey 
are throe tier letters. beaidaa 
their main bodies, they hava 
upward and downward protrusions. 

) 

·c 

~-e· ~=---~~=&): --- OO@'li)B-----~- . - .. _\:l'~ . . .,.. __ . --~- ... ·~ - .. . - . 
--- ... ---... --- -----.. -· ..... -~ ... -----... ·--·----.. --

Generally, first and-third tiara are just the half 
of the aacond tier in height. The second tier forma 
the main body. While planning Sinhala, Tamil end 
Indian lettering on viauel aida, the allotted apace 
may bo aui~ably divided into p~opar tiara. 

'{ 

- ------



rree Ha~d Lettering 

free hand lattaring ie dona without the help 
and u11 of· any mechanical measurement end davies. 
Simple ruler can be used ror drawing bass linea. 
The deViCII Bfl the rollowinga 

• ruler 
- pair or aet aquara 
• paint 
• brush 
• cr1yon 
• rel t-U.p pan 
.. ink tuba. 

) 

rrae hand latt1ring dcaa not. however, mean 
that you era completely fraa to draw or write 
anything. Thara •r• aoma restrictiona. 

fir1t, dra·w par1llll linea with pancil. Oatarmine 
the placing at the lattaring with a aoft pencil~ 
Hold hand ateady sa you practise a felt-tip pen. 
Oo no~ rotate your fingura. Move your atm·only. 
Stait with simple lattera end different curvaa. 

f·-mm'i,---····-~F-- -·j ··· · -o · o. ·• tr u--· ..... J..=.J.~ ·--····-
Mechanical devices in ~~iting letters 

Soma aimpla mechanical aids are available for writing 
lattara. Planograph letters era cut out stencil guida 
on plastic plates. Draw a horizontal pencil line on paper 
and eat the stencil guida. fill up the acriber pen with 
regular Indian ink.·Trace oach letter, speca batwaan 
letters by aye. Other aid~ are Econsaign, Uno Stencils, 
Card or Metal cut-oute, Rapidograph, Latreset ate • 

• 



summar-x 

L•tte~t rorm an important p~rt af any visuul aid. 
Letters to be uasd in vieuel aide should, tharefora, 
baa Legible, B9ld, Cle~r, Balanced, ~ropa,ly placed, 
properly constructed keeping in view 'their constitution 
e.g. single-tier letters• threa•tier 1ettere. Oiotanca 
betw.ean letters should be properly maintained. There 
ara two types of distances e.g. Mechanical distance, 
end tha Optical distance. Letters cen be written 
wit~ the help of mechanical devicea or can be written 
fra• hand. 

Lettering ia "printing" dons by hand. 

- Do not measure an equal space for aach letter. Not all 
letters er• of equal width. The measuring ~ethod will leave 
too much space between aome letters and not enough 
batwaan others. · 

• Le1-teri ng can ba ma~s to fit almost -any ai ze of space 
-·~Y extan~ing, condensing or spreading. 

~ Use scr~pt ror variety or emphsefa ~nly, 

- Do no.t .r,.un your lettering to the very aqge of t,he papar. 
Spa~ is very important - make ydur border wide enough. 
' . 

- Spa¢e ,between 'lines of lettering, allow one-third o.f 
the hGight. of a capitol letter for tho epece. Tharo eho.uld 
b'e·enough apa-ce between words eo that they are not. crowded. 

- Avoid monotony, very eizes of rsttars also th~ ~idth of 
the 11nas. 

- Lettering that is too uniform won't attract attention. 
Long phrases in capitals are ditficult to read. Usa capitols 
t~nd lower ceee. 

1 

- Words can bs slanted - but slant them UP and not DOWN. 
Words can be arched too. 

- Ornate styles of type ahould bo uaad for emphaeia »nly. 

- Not more than thraa differant atyles of lettering to 
be used on poeteta at charta • 

• 
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summ•rr 

Letters to be uaad in the layout or any poster, chart or oreph 
or any other educational aid, should be properly plsnnad. Letters 
should be uniform in boldnasa, haight and width. Thay should ba 
properly spaced uaing the mechanical distance and optical distance 
tachniQut. Uea of too many typea of letters in one single teaching 
aid should be avoided. Try to be ea simple as posaibla. 

Important notes 
Lattarn written on tha charta etc. d!eplayad in front of you 
look to ba eeey to be made. They ar1 no doubt •easy' - but than 
trytt tirat attempt will be hopeless, second will ba en improvement 
over the first and so on. You will have to devote a lot of tima 
on practice. Practice ia important. and more of' prActice \!Jill mean 
batter letters. Now go onl 
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MET H 0 0 .Q~X .... ~~f..JR A IN I N~. 

Prof' 0 JHA 

After t~e objectives of a tra~ning programme are 

determined the n~xt vital-jtep for the training institu~ 

tion is to make ~ choice of appropr~ate training methods. 

At the moment, large number •f tgohniques have been 

evolved by the management In;titutes all over the country 

-~nd a trainer has to adopt a suitable combination of 

techniques a~ a vehicle of communication between the 

trainer anrl the trainees~ For this purpose a training 

Institutaon must. have the knowie.ge of various types ~f 

training technique in use. It must determine the appro

priateness and srutuations in which a particular technique 

is td be used to discover the status ef distinction 

between various techniques, their suitabilityt in a 

specific training situation an& their overall contribu

tion for making tralnin~ effective. 

The purpose of training is to assist.p~rsonnel in 

enhancing their efficiency and effectiveness by improving 

an• updati'tl~ their knowleHige·it-y embibing ce·rtain skills. 

relevant to their work and cultivate proper attit~•e 

towaros working people. training could be nece$sary either 

for lmproving the present capabilities of people at work 

or for preparing persons for assuming higher responsibi

lities in future. 

We Qre all aware that ~here has been a virtual 

explosion of knowledge in science, technology, social 

sciences and m•nagement. Ind~~-, recently the changes 

.occuring have been so ~ar that some of the old ways of 

~oing things will have to be discarded in order to catch 

up with the present trend and development of science and 
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technology and know knowledge has to be acquired for meeting 

the challenges of future. To keep abreast of these develop 

ments it has become essential for managers •nd administrators 

tQ auquire new knowledge and sharpen their skills. The 
r 

primary focus of traininQ is to further the enhancement of 

knowledge required for the perfor~ance of the job, the 

.evelopment of skills of v~ricus types for proper applica

tion of knowledge ~o their work situation as well as culti

vation of proper behaviour, attitudes and habits of •ark in 

dealing ~ith men anp matter. 

The mos~ e~sential step in the development of a 

training programme is to clearly spell out th~ objectives 

of the training programme namely whether it is to improve 

the knowled~e or develop some skills or change one's beha-., 
viour and •ititudes~ Once these objectives are clearly 

defined, it will be possible and desirable to evolve ~uit-
, ~ 

~ble techhiques for fulfilling the performance. 

The tr<>ining wocess itJVolves the trainer and the 

tr::linee. In this process there i::t J.nter-o.ction between the 

trains~ and the tr1inee and in t~is process the medium 

through wh,ich the contents- uf the _progrc.'mmes are communi

co.tecL, o.re very impor·tRnt ... This medium or vehicle o.f commu

nication is the trnining meth-od u;hich the trainer Gdopts 

for communicating the knowledge cr develop the skills. 

;
1 TO plan, to organise, to stC~f-f, to budget 9 to 

prerare the ~remises are all necessary to sucess 

of a trsining .rogramme; but all these pjocesse~ - . 
together do not cover ere execution of the 

programme. SooneT or ln~er, all persons sharing 

rasponsibil~ty for the offerin! or instruction 

have to face upto the pr~blems pf techniqu~s & 
methods. How, specific3lly, is the instruction 

to be offered ? The best plans may be spoiled in 

the execution, ond in the tr8ining of coop. per

sonnel the cholce of methods ond materials is 

o.lways crucial to success 1
' ,;·:~ 

rH·-3ncTiiook--of""Tr3TriinQintrfe~uhf1c ·-·servTce'; o'f the UN 
Deptt of Economic 8nd Soc~al Affairs, Public 

Administr3tion Branch, New York, 1966 - Ch.IX p~ 235 
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Training Methods and Technigu~ 

The academic institutions are employing a few 

time-old techniques for imparting knowledge to the 

younger people. They generally use lecture method, 

seminar, tutorial, debates, and some other techniques in 

the learning process. However, over the year, especially 

the management training Institutes have developed a large . 
number of training techniques for establishing'a means of 

communication b~twe5n the trainer and the trai~ee. Among 

th~ various training techniques and aids some of t~e 

important ones which are usually used by the management 

institutes in their training programmes are the following: 

1) Lecture Method 4
5

) Panel Discussion 
2~l Seminar Method ) ~orkshop 

Group Discussion 6
8

) Conference 
Syndicate Method ) Brain Storming 9l Case Method 10) Programmed Instruction 

11 Incident Method 12) Project Method 
13 In-basket Exercise 1a) Debates 
15 Role-play 16) Tutorials 
17) Sensitivity Training1~) Study visits 
19) 6enagement Games 20) Audio-visual aids 

It depends on the competence of the trainer to 

I select appropriate training techniques to meet tne d 

requirements of a particular training si~~ation. The tech

niques to be used should be pertinent to the programme 

con~'1r,t and also take intu consideration the various 

yo,nstraints. 

Lecture Method/Lecture cum-discussion 

The lectl,re is one of the oldest and most 

direct methods of teaching. It is still the most widely 

used method. Assumption - That the lecturer has exper

tise in the subject. 

Objective of Lect.ure 

A lecture is usod for presentation of knowledge, 

information or attitudes for making the audiance under

stand the message. The objective of delivering a lecture 
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is to inform or instruct the listener. Its object is to 

motivate, persuade and influence the attitudes of the 

audience. In all teaching programmes making clear explana

tions and conveying clear information is of highest 

imp orta nc e. 

~her to use lecture method 

.. 
' 

1) The greater the gap in knowledge between the 

teacher/lecturer and students/audience, the 

greater the need of this method. 

2) Lecture should·. be used when the group is large. 

There is no exact cut off point to determin~ 

the size. Lecture shoul.d be· used when the 

group consists of more than 20. 

l 

3) ~hen time for instruction is short other ~ 

4) 

5) 

6) 

methods t.ake longer time. Much can be informed 

in shorter time through lecture method. 

It ihould be used when there is not much -read-

ing material available. ~hen large number of 

texts, cases, films on some subjects are avail

able, other th8n lecture method could be used: 

When the subject matter consists of principles . 
... • 

and concepts which need explanation. 

Lecture method is more 'effective in following 

typ~s of subjects 

i) when historical, organisational and 
policy matter have to be explained. 

ii) when a subject requires considerable 
explanation for clarity. 

iii) when so~e principles and conce~ts are 
taught. 

iv) When a system has to be explained. 
v) when it consists of a lot of infor

mation. 
7) Lecture is mere direct method of instruction 

than any other method because the lecture has 

full control in determining the scope, 

sequence, type and details of development of 

the subject. 

Requirements of a Good Lecturer 
i 

1 It must motivate the interests of the lis-

teners. At the very outset the lecturer 

must introduce his subject in a way that 
• .1_ ~ • -- '\ • ··- .1..- .4.. I-~-

I' 
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2 It must be clear and well-organised. Points 

should be 1rranged in orderly sequence and 

stated clearly. 

3 It must be developed in such a way that its 

value is retained throughout the lecture 

period. 

4 It must be presented well-using all 

physical, vocal and attitud{nal aids. 

5 It must be prepared well. 

a. Preparation should be to megt the need 

of the group trr which it is addressed. 

Before starting preparation, he should 

ask the following questions :-

b. 

c. 

(i) What is the age of the g~oup ? (ii) 

What is their education ? (iii) what is 

their experience ? (iv) The nature of 

their present job (v) Are they mixed 

group or homogeneous ? (vi) One must 

satisfy himself -what is their~present 

knowledge and information on this 

sybject. ( 

What is their interest and attitude to-

wards wanting to know about the subject? 

To determine the specific purpose of the 

lecture. 

d. Too many ~ain ideas should not form one 

lecture. 

e. Organise the lecture chronqlogically, 

logically, easy to difficult, minor to 

majar points, cause to effect, problem 

to solution. 

f. How to open the lecture to gain atten

tion and motivate interest of the 

listeners and make them feel that this 

lecture is of value to them. 
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g. Use of supporting devices for making the 

lecture effective : (i) Examples, (ii) 

Illustrations; (iii) Comparisons; (iv) 

Data _.,nd diagrams; (v) Quotation; (vi) 

use of blackbo3rd. 

h. To make the lecture effective material 

should be more concrete (names, happenings, 

events) and specific rather than too 

abstract and general. 

i. Quotations should be used to. back up 

amplify or say in a better language by an 

ex~ert that you could not say yourself as 

well. Listeners do not like too much of 

the samL thing regardless of how good it 

is. Use of visual 3ids for keeping interest 

to be integrG.ted with spoken word. 11 A good 

lecture is natural, conversational, direct, 

animated, enthusiastic, with sufficient 

voice projection ~nd awareness of listerners' 

irterests and understanding". 

Test of ah effective lecture is the interest and 

uhderstandihg of the listener. A lecture is effective to 

the extent it establishes rapport and empathy with the 

listener. 

It is a fallacy that a good lecture· is oratorical, 

dramatic, e~orised presentation, gestures and emphasis 

of voice. 

A lecturer should stand solidly and look directly 

into the eyes of the listeners. The voice should be loud 

enough for tha last row. 

Encourage the listeners to ask questions, if any; 

repeat the question for the benefit of others. If you 
/ 

don't have the answer, indicate that you will look u~ 

and let them know rather than beat'about the bush. 
;/ 

j ... 



It is better to stop at a point of high 

interest. 

Seminar Method 

7 

This method is useful for training of senior 

level personnel where each participant is deemed to 

have sufficient grasp of the problem and the idea is 

to develop participative requirement for activating 

their mind to come out with a solution after discussion 

among the group of advanced persons. Size of the 

seminar should normally be around 20. Seminar method 

will have effectiveness only when each participant of 

the seminar has equal suggestions. 

Far the seminar method, the topics for discus

sions are settled well in advance a~d assigned to diffe

rent individuals for preparation of a working paper. 

The participant prapares the paper well in advance and 

a copy of it is ~ade availsble to each seminar partici

pant at least a few days before tha commencement of 

the seminar so that each person is aware of the various 

issues that are going to be discussed in the seminar. 

The seminar le2der is the most conspicous person on that 

day. After the main contents of the paper are commu

nicated, it is free for discussion by the members of 

the seminar. A senior faculty member or the . 1 

trainer incharge of the programme ,will preside over 

the deliberations of the seminar. This method is consi

dered suitable when some basic issues are to be dis

cussed and appropriate solutions found out. Indeed, the 

seminar method has become very popular these days -

where senior level people wish to evolve a strategy or 

guideline for accomplishing some objectives. Seminar 

method is exclusively used in all the post-graduate 

programmes in the Universities and other academic 

institutions. The VMNICM also uses seminar method \o 

quite o large extent. 
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Group Discussion : 

In this method, the participants in a programme 

are formed into several groups and each gruup discusses a 

particular subject in the presence of the trainer. The 

participants in a group discussion are expected to express 

their views freely and frankly and these are then clarified 

and amplified by the trainer-expert. The smaller the size 

of the group, the better it is. However, usually the size 

of the group should not exceed 15. The idea behind using 

group discussion as a techniques of training is that a group 

of knowledgable persons by free and frank exchange of ideas 

will be in a better position to solve a problem than a 

single individual. "A group discussion is a planned and 
I 

purposive interchange of ~deas and feelings under thu 

supervision of the Discussion Leader".* 

The group discussion is a participative method in 

which each member of the group gets an opportunity to 

express his views. The participants are not keen in ready

made solutions. In this method they are encouraged to ex

press their ideas freely and to learn through mutual inter

action. The trainees are also able to gain confidence and 

effectiveness in participating in oral exchanges and in 

promoting respects cor other participant's point of view. 

This method can be effective when the discussion 

leader is very skillful in ensuring thet the discussion 

proceeds in meaningful and constructive manner. The domi

nation by a few individuals in the group may have to be 

avoided. 

It is necessary that the participants in this method 

should be familiar with the topic under discussion either 

on the basis of their previous knowledge cr on the basis 

of materials supplied to them. 

*Cantor N. "Learning through Discussion". 
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Panel Discussion 

This method is used when the idea is to expose 

the participants with the views of three or more experts 

in a specified ?rea. The three or four experts are invited 

to address the participants on a specified subject. The 

topic is discussad by the panel members w~th the group. 

The mutual inter-action betweeG the. p~nel members will 

draw out more from them than when they are addressing the 

group as irdividu?l experts. After the discussion by the 

panelists, the participants take up the thread and dis

cuss the subject among themselves in the presence of the 

panel members. Normally, the chairman of the panel summa~ 

rises the discussion at the e~d. The specific a~vantage 

of the pane] discussion methcd is that it brings together 

the points of view of more than one s~ecialist in the 

subject and the participants are expected to have diffe

rent views in whtch the same topic ie?viewe~ and analysed 

by different expert9. 

Workshop 

This method provides the trainees with opportu

nities for performing practicai exercises in order to 

de0el8p their skill. The idea is to put him to practice 

to various theories and principles. The workshop is a 

parti~~pative method in wHich situations are simulated 

and analytical skills are developed. 

Cohference : 

Conference method is used when there is a large 

number of .audience and there is some information and 

knowledge to be communicated to the audience. 'In thj s 

method, the theme of the conference is announced before 

hand and background papers are prepared by the partici

pants and delegates to the conference. The preparation of 

background papers enables the participants to study the 
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problem comprehensively in advance. This provides an oppor

tunity to the partici~ants to lecrn.from the views of 

others in the group. 

Sxndicate Method : 

A syndicate is a Committee or Group of 5/6 persons 

with a Chairman and Secretary. In the syndicate method, 

the quality of the participants is assumed and the Chairman 

and Secretary are rotated so that all the participants have 

an oppotunity to hold these offices. A problem is assigned 

to the syndicate for study and solution. In this method, the 

grou~ works with minimum guidance from the training staff. 

After considerable~ thought and study the syndicate prepares 

a report on the subject assigned to it. The report of each 

syndicate is presented to an assembly of all the syndicates 

in the training programmes as well as training faculty. The 

Chairman and the Secretary are responsible ~or preparing 

the report of the syndicate. The Course Director briefs the 

syndicate about the scope and importance o~ the subject 

understood and provides a list of reeding materials. The 

function of the trainer in this mGthod is not to instruct 

the syndicate members to build a close relationship with 

them to give them advice and guidance in an unobstructive 

manner. He guides the deliberations of the seminar in an 
~ 

effective and pur~osive manner. 

Syndicate method is a participative metbod which 

develops the decision-making skills of ·the participants• 

It encourages respect and consideration for the views of 

others. It enriches experience in writing of the report. 

The main advantages of th2 syndicate method are that it 

enables the participants to have an opportunity for cri

tical reflections on the day-toddy work, revising the up

dating their knowledge and improving the~r analytical 

skills. 
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It is to be noted that syndicate method could be 

useful only when there is a group of experienced persons 

who nre in a position to draw from their own experiences 

in dealing w~th the subject matter under discussion. 

Case Study 

This method is very popular these days and is 

widely used in Vnrious management programmes. In this 

method, o written case is given to the participants for 

their study and examination. The participants suggest 

possible course of action on the basis of the data given 

in thecase study. Some of the characteristics of the 

case study are : 

a. They are based o~ a study of of~icial files 

dealing with the situatio~, and interviews 

with the persons who were involved in the 

p2rticular decision-making process. 

b. They dGpict "Slices of life" accurately and 

comprehensively, so that the reader gets a 

real feel of the actual situation to enable 

him to appreciate the forces that affected 

the customs of the governmental decision. 

c. The cases shou-ld exclude statements re present 

ing the opinions of the case writers. 

"The emphasis in the case study is on presentation 

of facts or narrative summaries of situations that have 

actually occurred in business, government, or institutions. 

The situatic~ is prasented without interpretation, usually 

from the viewpoint of one observer, and may include 

statements by principal figures, organisation charts, 

financial statements, copies of abstracts of reports, or 

simply verbal description of the situation in as many 

particulars as the case writer chooses to include". 

The advantages of th8 Case Method are that -
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a. It ensures the active ~nvolvement of the 

participants in the leurning process; 

b. It conveys substantive knowledge; 

c. It enharces the cupabilities of administra

tive analysis and decision-making. 

d. It imp~rts vicarious experience of the pre

ssures and complexities of real ~dministra

tive life; 

e. It enables a better understanding·or the 

theoreti~al principles of public administra

tion with the help of material drawn from real 

life. 

As a participative method of leerning, th~ case 

method is acquiring considerable popularity and importance 

in the management ed~cation programmes. It developes 

decision-making and problem-solving competence of the 

manager. 

Incident Method 

This is a variant of tho case m~thod. In this 

method, the participant is told of an inci~ent which 

occurred in a particular organisation. The participant 

studiEs the incident and suggests steps to tackle it by 

placing himself in the role of the executive whose respon

sibility it is to deal with the situation. 

The main d~stinguishing features of the incident 

process are that ~t requires no prior case reading and 

that information is obtained by questioning and asking 

for the relevant data. In a nutshell, it involves five 

phases as follows : 
/ 

a. Studying the incident 

b. Gathering informatio~ 

c. Formulating the problem and the issue to be 

decided upon. 

d. Making the decision, and 

e. Trying to learn from the incident as a whole 
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The Incident-Methad of training gives practite 

not only in decision-making but also in collecting 

relevant data required for arriving at a suitable deci

sion. It also enables participants to have an insight 

into different approaches towards solution of the same 

problem. 

In-basket Method 

This method is used to simulate the holding of 

day-today r .. atters which a n,an&ger has to face. It puts 

the trainee in a live situation where he is given a 

packet of different papers like letters, notes, reports, 

etc., for his examination and disposal. The participant 

should deal with these papers within a specified time. 

Prior to the training exercise, each participant 

is given : 

a. A set of directions explaining what the 

manager whose job he has to simulate is 

expected to do. 

b. A summary of factual information the manager 

is assumed to have, which may also include 

an organisation chart and other related 

material. 

For dealing with each item, the participant has 

to choose from an array of alternatives and to commit 

himself to a course of action. Tha pattern of his res

ponse communicates his style of managing and gives an 

index of his effectiveness. This technique prO'Jides an 

opportunity for the trainee to simulate real life condi

tions and the high degree of involvement which the parti

cipants experience, tend to make the lessen drawn from 

the exercise enduring. The main importance and value of 

this method relates (a) to the ability of the participant 

to arrive at a number of decisions within a specified 

period of time, (b) to make these decisions by discri

minating betweun the relatively important and 
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unimportant and (c) to the noEd fJr sufficient information 

to make a sound decision. 

Role Playing 

Participants in a training programme can be made 

to relive a particular administrative situation, so that 

they can get real feel of the roles they are called upon 

to play. This experience enhances their knowledge of human 

nature and feelings and enables them to acquire a great~r 

insight in~o the problems of human relations. This method 

enableB participants to understand better the behaviour 

of others as well as their own emotions and feelings. 

The role play can be 11 structured 11 or "spontaneous". 

Jn the structured role-~laying, the parts to be played by 

the various participants are prepGred and written befGrehand 

and the participants j,ove to play the roles in accordance 

with the written instructions given to them, by the Course 

Director. Spontaneous role-playing is initiated without 

ony written or prescribed roles, on the basis of problems 

identified on the spot as a ras~lt of the discussions. The 

basic idea of structured role-playing is to make indivi

duals more proficient in some are1 of his work or job

related skills such as problem-solving, job attitudes or 

inter-personal relations. The objective of spontaneous 

role-playing is to enable the participants to - achieve 

on insight into their behaviour and the behaviour of others 

and to develop new !Jays of dealing with problem-situatirn. 

In a structured role-p~oy session, the various 

participrnts are given written documents of the roles they 

have to play. They are thereafter made to enact their res

pective roles. A useful techniqug used in structured role

playing is that of "Role Rotation" in wh'.ch different 

participants are asked to play tr~ same role. This gives 
•' on opportunity to the participants, to understand how the 

same role sould be played in a number of ways involving 
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different styles and strategies of administrative beha

viour. After the role-play is over, the participants 

discuss haw far the performance of the actors and their 

interactions have conformed to the principles and 

techniques which may have been earlier discussed by the 

group before the role-play. During the role-playing, 

the awareness created in the participants helps to 

enhance their own understanding of the attit~des and 

behaviour involved in specific situations ond this 

understanding can be further heightened as a result of 

the discussion after the role-play sessions. 

In the case of spontaneous role-play, the Ins

tructors asks the group about various kinds of problems 

which/MB?Y:ike to discuss. Lsing the information given 

by the paTticipants, a behavioural situation can be 

identified which would be of interest to the group as a 

wholo and the instructor then suggests a role play which 

represents a gene1al problem of common concern to the 

group. The technique of "Role Reversal can be adopted in 

spontaneous rol8-playing in which the participants 

exchange their roles for brief periods. This helps to 

develop a greater insight into the feelings and beha

viour of other persons. If t~3 roles are then reversed 

to the original 7 there may be a distinct change in the 

behaviour of theplayers. ~fter the role-play is over, 

the members of the group are encouraged to comment on 

the extent to which they identified with the role

players and their feelings during the unactment of the 

role-play. Tho role-players are also asked ~bout their 

feelings, emotions and tensions during the ~ession4 

Role-playinfl has the advantage of enliving the 

teac·hing and makillg the sturlents mentally and emotio

na 11 y inv ol vad .. The 1 imitation of t·he me thad i-s that 

s orne trains o s may ·conca a 1 their fe~ lings and play to 
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to the gallery. The reticent participants have also to 

be drawn out. In order to be successful, it is necessary 

to have properly trained Instructors. 

''Perhaps the form of action training that offers 

the quick8st and surest achievoment of behaviour 

change is thst of role-play. Shakespe~re said 

"All the world 1 s a stage" and people respond 

quickly to the theme that they are acting out 

roles in this world and on their jobs. Permitting 

them to ~lay a role in 3 relatively safe environ~ 

ment, the training session permit? the person to 

receive feed-back during his action and immedia

tely afterwards. It can be controlled by the 

director or trainer, and research evidence by 

Norm~n RF Maier h~s shown that behaviour change 

d o a s o c c u r t h r o u g h t h a 'u s e o f t hi s me t hod "• 

Manage~ent Games 

Management game is a training exercise in a 

business ~ituation. It is a simul8tion of a situation in 

which the constraints and pressures of day-today work are 

cre·ated and the participant is plncad in the midst of 

the situation to find a solution. It creates a real life 

situation in which th~ participants ~rply their knowledge 

and skills and obtain fGed-back on the correctness of 

the1r decjsion. 

As a method of ~raining, the management games 

help to sharpen the s..:ills· o1' analysing and decision

making of the participants and expose them to the imme

diate cdnsequences of thair decision. The advantages of 

the method are : 

1~ A participant has to be ac~ive throughout the 

session and the effectiveness of the learning 

process is high-. 
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2. Participants learn from experience without 

paying the price of wrong decisions in real 

life. 

3. In a m3nagemant game, time is actually com

pressed, that is, a sequence of real life 

events spreading over months can be simulated 

in minutes of hours. 

4. Discussions are realistic, as the partici

paQts have to 8stablish proper priorities, 

separate the relevant from irrelevant vari

ables, set realistic goals and assign values 

in ord~r of relative importance. 

5. the feed-back is 1mmediate. The participants .. 
are enabled to see th& consequences of their 

oction at once, and to modify their action 

accordingly. 

Further, in the course of the discussion towards 

the end of the game, the partie ipa nts, their peers, \their 

colleagues and the Insttuctor can share what each one 

experienced during th~J day and this provides <mother type 

of feed-back. 

Brain Storminq 

In this techniques, a small gro~p of persons is 

given a problem and are asked to produce as many solu

tions as possible within a given period. The participahts 

are enc~uraged to put forward unconventionaJ and non

conformist solutiors. The emphas~s is on greater use of 

imagination and innovation, ~hen a large number of 

suggestions are made, the group is asked to reflect on 

the various suggestions and evaluation their merits and 

demerits. A number of worthwhile solutions can emerge 

from such a session. 
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Programmed Instruction 

This msthod involves th0 imparting of instructions 

to the tr1inees on a particular subjEct through the use of 

written exercisrs. At appropriate stages, thE trainee 

indicates his understnnding of the subject-matter in res

pon~e to well designed questionn>ires and further learning 

takes place only ~t q p~ce indic3t~d by the participant's 

response. Thus the tr0inee progresses with his l~arning 

at 3 suit~ble rate and not at ~ f3st pace decided upon by 

the supervisor. 

The main elements of the programmed instruction 

methud ~re (a) careful preparation in advance of the 

training material, (b) sub-division of th~ material into 

smal~ units which can ba le3rnt progrossively, and (c) 

presentati~n of the material in 3 manner so that the 

learner should hJve digested the preceding material before 

he turns to a new item. 

Programmed instruction has been made use of for 

imparting knowledge tL a largb number of persons who are 

not in a position to t8kb pqrt in Jny formal institutional 

programme. The full potential of this method has9 however, 

not yet buan realised. 
I 

Audio-Visual Ai~s : 

tooperative training and educatiun to be effectide 

will have to ensure perfect communication media by the 

trainer ~nd educator. As the situation th~t exists in our 

country the m~in media of communication i~ our training 

progran1mes is lecture method which is by qnd lerge a one 

way communication process. It is our common experience 

that what we hear we forget, w:1at we see we remember and 

what we dG we understand. Training to ~e effective, there

fore must include in its process the last named two 

propesses. 



ThE great~st ~5~kness in our training system is 

th2t we the trainars assume that t~e moin aim of commu

nic3tion is to trJnsmit th~ mbaning f Q mbssage frcm 

tr2iner to learner. But this conception is wrong. Mean

ings are neith~r tr2nsmittable ~or transferable. Only 

mess~g8s ara transmittable ~nd meaning§ are determined 

by the individuals according to his background and needs. 

If we look to the problem of making the training 

effective in this context, tha rnle of Audio Visual Aids 

becomes very cl8ar. 

Unfortunately, tha words use of Audio Visual 

Aids in te'Jching is int8rpr5ted lonsely. In many cases 

it is coflsiderod orn::mental ''H,cl suitable at elementary 

lsvel, This misconception must go. Wb must accept tho 

fact th~t th~ use of 3udio visual materials and aids are 

an integrstad prugrqmme of instruction. It is a highly 

technical and sKilled job. The trainers must know the 

thrc.;e fund'Jml::lntsls 11 why 11 , 11 whert:: 11 and 11 how 11 while using 

the audio visual mbdia. 

There ara fo~: aspacts which should be considered 

in the USb of Audio Jisu~l Aids. They are : 

~ime av3ilabla with the teacher and selection 
"' of prJper 2ic; 

th8 subject mPtter 

the equipments that are easily availablree; and 

th~ resources in terms of materials required 

fnr prnduction. 

The following audio visual methods hpve been 

found to be very useful in our tr ining situction. 

1. over head projepto~ using transparencies 

2. Flip over chart 

3. Flannel 8r,ard and magnetic board. 

4. Teaching through trsining p3~kages based on 

visual aids. 

5. Te~ching thr~ugh films/slides and film strips. 
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Each method hJs its own ~uvantage and the teacher 

must make proper choice of media after taking various as

pects into co~sideration. Though the audio-visual aids help 

the teachers in m~king communicqtion effective they are 

not a substitute for the teacher. They are the tools and 

the teacher must make careful use ~f them. 

Criteria for Selection of Tr~ining TechniguLs 

The training techniques or mathocs ~dopted by a 

trainer will depend on the objectives of the progr~mme. 

Different methods Cln be adopted in the same programme. 

The trainer has to take into account the level and expe

rience of the p~rticipants. Constraints of time and re

sources are also important considerations in th~ choice of 

training techniques. It is now gendrally acknowledged that 

the technique employed shoula be psrticip8tive in character. 

It is not meant that all the techniques must b~ used for all 

the training pr~gramm8s. The ingenuity of a trJiner consists 

in devising in dEvising a suit~ble method that would be 

appropriate for his trqining situ~tion. There is no one 

single technique which can meat ~11 the requirements ~nd 

often a combination of methods muy only fulfil the objec

tives of the programme. 

To summarise, it may bb said that the selection of 

suitable training techniques for a training programme would 
' depend on a numb~~ of fact~rs, the most importont of which 

an.; : 

i) the objective of ~ training programme, i.e. 

whether the tr:1ining programme is intended ,·or 

imparting knowledge, developing skills or i~l

tivating attitudos. 

ii) 

iii) 

iv) 

v) 

the programme content. 

the level and exper]ence of the participants. 

the skill and capacity of tr2 course director 

the ~v~ilability of tlm~ and resources. 

The emphasis should generally be on a participative 

kind of tschniqu~, so t~~t th8re is maximum involvement and 

participation of the tr3in~e's which would enhance the 

effectiveness of th~ le~rning ~~d its continued substance 

in th~ working environment. 

~*** 
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vJhy do most of us perk UtJ wht>n ,Jc: know we r re ;oin_s to see a film? 

vJe probably expect to have a chance to "set out" OL the class__-·oom, the 

conference haJ..l or the movie cheatre t:J explore nevJ t.rorlds: forei~n countrit:S 

1ast centuries, battlegrol.h'lds, science laboratories, or may h<:: the vJOrlJ. of 

nature. llnd that film 1..rill probably take us far closer to the: si5bts an._. 

sounds of tne actic'1 then we could ever get by ourselves. In a darlcened 

room, our ears captur"'d by the voice of the narrator and our eyes focuse.:t L:L 

technicolour images bi55•c:r than life, we easily for,set about ourselves and 

nter into the lives of othor people, otl:l<':r places, other problem"'. No 

wonder a good film h~s such spell-bD1dli1g power. 

Sllcu a mediWll clearly he.s a great deal to offer the instrllctor anJ. 

11is students, bot:.h by way o£' impacc and ra.n;se of possibilities. .:.·~lr,ls ::reo-

vide variety and stimulJ.tc: int c-est in a way that t11E: instructor car..no t:.. 

In thirty minutes of filmeJ. docWllcntary the student may learn mor8 _.b::mt 

,'listory baan h"' could in ttl!'ee ~1ours of readin,g - and he may reillemb ·-;_~ it 

longer. Film expands tne rea.ch of the ordinar,; classroom. .1.t b.c .11_;, tLe 

outdoors inside; it goes places it is either impossible or too iange:rous 

for the ordinary human t:.o go. Comp-::llre showing a film of a factory to 

a:::- ranging a visi tins tour for a hundred students. 

In the industrial training context, we may cite the use of i'ilms 

for the study of human relations (.Labour disputes, disciplinary incL .. unts 1 

interviews, all brought U}l close for analysis); similarly, for 1:1ak~ ~ c~.SP 

•..... :2/-
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study problems come alive; for ieillonstrating sellin~ techniques; for revealing 

the intricacies of ma~hintS· ani i.1dus;:,rial processes. l'here ::1re films which 

demonstrate and discuss every-v.1ins fro, engineerin.; techniql,l.os and leadership 

skills to ma~agement philosophy. 

As with any other type of training materis.l, thb quality of films 

varies. l'heir effectiveness as trainins aids will depend largoly upon the 

instructor 1 s imagination and s~.cill in selecting t.he films and integrating 

them into his training programme. l'h~ followinz sections are a review of 

the main factors involved in using films ip. training. 

Sources of fjJms 

Outside of the United States and the Jnited Kingdom, films produced 

especially for manazement training arG scarce. A word about some of the 

possible sources of films, both local and intern~tional, may be helpful. in 

the search for a~propriate m2terial. 

Specialists in the production of m~1agement trainli1g films are such firms as 

~.oundtable Films anu BrJJl. Fil.r.ls in uhe iJnivdd .:3tates; and the British 

Productivity Council, rl.ank Audio /isual Ltu.., a....'1tl .::>.B. Hodules Ltd., in the 

United K.L.'1gdom. uom6 of these producers have lon5 experienc.._ in the field 

and their technical material i. well organised for training j)urposes. A few 

' 
~irms have specialised in making films for a particular area, like salesma....'1-

shi.tJ or industrial enginth:lring. More recently, management consul tancy groups 

and industrial training specialists are starting to produce their own films. 

All of these are of course desi.sned mainly for the "hom.._" audience of managers. 

Private manufacturin6 firms prepare films for public relations, sales or 

staff traL~lilg purposes. Despite theiL product orient~tion, they contain 

...... : 3/-
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:::ob., oil comp..:l.L'1ies ..Like ..:in ,ll; s.r tHt- airlines are gooJ exa;Jple·s. ,J.J.Y J 

thes,. L'1tern .J.tionc.lly-oa::h.-u firm::, pre,;?a:'G multi-lingual Vc;rsion..., o -':; _:.,ir 

films. 

Jovernment agencies, in pnrtit:ular tho departments of .defElnce an.1 .L~r:!c...ti.)n..~. 

are likely to have large film coll0ctions suitable for traini..r1g. Jvornr.10 1t 

information services in forei~o. countrias nake filr:ls availabl\:; i.'v:c ·u.blic 

information purposes. Utilitios comp<>nies - powEJr (British Cn...:l .~ l), 

transport (British raihrays, ucJCF), communications (Bj:lll felep:1iJll I - nft.e 

uake their own filr:ls and have large lbndli1g libraries. 

Educational materials firms sometimes go into the production of f ~ r1"' tr 

supplement textbooks. McJraw-d.ill is an example. 

Education centres, national educa-tion offices, universities, ..... d l:ir.:..i ning 

institutes usually have film libr ;.ries n.nd somc;timbs produce theL~ own filr.1s. 

fel~vision networks colluct docW"l'lent.:J.ry film naterinl for tht ir orof.',J-Jines. 

rhe British Broadcasting Oorporativn has recorded. several of itP Jrr gram.rn.:s 

on mana5ement subjects on film for public distribution. 

International or bilateral ai..J. agerlCies pr.,:;pare their own public i..lfortne.tion 

films and. collect trainin5 films suitable to their fields of work for distri

bution on loan. 

When st:archin_s for an appropriJ.tG film, it is bL st to hc..V· 3. fairly 

open mind as to subject and source. Church organisations, for exn':l::Jle, nisht 

h:we 2ccess to films in the hwnan rel·:.tions o.re.::~.. Priv".lte co.::npanL .. s c.s 

mentioneu. ~bove, m2y havG useful films on inJUstricl processes 3.!11 proiucts • 

••.•• :4/-
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Despite the protlotional nature of such films, thoy are usually good quality 

pro.J.uctions and contain up-to-late technical ..iew.onstrationi. "~s to the 

choice of subject, films prepared for use in one context can often be 

adapted to use in another - esp~cially in the fiel.J. of h~an relations and 

comrilun~cations. ".How to YJ.ake W1 £ff0ctive .:>ul.os .Presentation 11 or "Visual 

1lids11 can b8 useJ for salesrn.an training, instructor trainin:S, or even for 

executive development (pub1ic speakin:S). 11 .Cho Engin.~erin~ of .l.greement" 

s.nd 11 0tylos of Leadership" woulJ be useful to discussion leaders, supervisors, 

personnel ~anagers and administrators. 

SeJection of Fjlms 

Considerations of length, content anl over-all quality will figure 

in the selection of any film for a particular trainirg purposa. Wmn using 

forei_sn-o.a.Je films, instructors should bo especially sonsitivd to those 

features which ~ght be culturally unacceptable or simply nisunJerstooJ by 

the audience. 1. few of the points to consider; 

Length 

Is it appropri~te to the subjGct treated, anJ to the tine available in the 

progra.moe? Can it be used in parts? 

QoncJition 

Is the film copy in gaol conlition (not scratched or broken)? How old is 

it? Will olJ-fashionod styles (clothing, hair-Jos, automobiles) or outdate.J. 

tlachinery create the impression that the messase is old-fashioned too? Can 

something bv done to counteract this impression? 

Conteot 

Is the objective of the film in line with the objective of tho training 

session? If not, can it be aJapted to the teaching purpose? Is the 
'• 

technical information up to late'! Appropriate to the audience level? 

..... :5/-
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1~pplicablc to the local, situation or sufficiently sim.ilnr to it'? Is the 

subject Jealt with at nn appropriat.; level'? . .re there a:1y J.ttitudos or 

concepts whic~1 will be confusing or objectionablu_ to the ::1udionc·~? Is the 

narration clear anJ unacce:mteJ.? Choice of vocabulary Ut1.1erstan-.abl'-' anJ 

appropriate to the audience? 

Style 

Will humour (if any) be undorstooJ and appreciated by the audience? Is it 

a2propriate to the subject? Will cartoons, drawings anJ charts be w1~erst~o. 

If aninated drawings of people are used, will they be taken seriously? ~3 

tho acting convinc illg? Hill the attitudes portrayed be accepted o.s rooJ.is.ti< 

by the audience? 

If you 2re goin~ to make a habit of usins filns, it is Glvisable to 

keep some sort of recorJ, sucl1 as a card inlex, o"r the filLls y:m ha7G viowei 

mJ used. Each film notation should contain information on the source an~ 

subject of the filn, c.s well 'J.S cor:J.Lt3nts on its use and effecti-,-:,a.::ss. rill 

example of an evolJ.'ltion she0t for t:b..is purpose is known J.S HanJout I. 

Ienhniq!li"S for rt:laqhi OJ with ... ilm 

fhere is r:J.ch incorrect use of films, for by their vc.;ry n::ri:iu::"' th\Jy 

offer the trainer a tool w.1ich r.1ay~ at first sight, seem so dficbnt th1.t 

it n0eds no support. However, no film can introduce itself, anJ i~ 1 )St 

cases a follow-up liscussion will prove valuable. 

ro deciJe how best to use a particular film, it is clearly n~cess~ry 

to preview it, notin~ the main points anJ any special features you ·is~ to 

emphasise or explain, anl to prepare a list of stuJy questions fo:>: '1 ~oll,·.- . ._ 

Jiscussion. It may be useful, as well, to prepare supplemant:try ~'l::L1J.,;ut~, 

or visual ails, Slch. as charts and jiagra.Lls, to help roco.;dtlllate --"j to 

eliminate the nE-ed. for note-taking by trainees. 
.6/-
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fhe i.n.troluction to a film shoul.J. make clear the purpose for which 

the film is baing shown anJ su5gest points to look for or questions to be 

answered after the film showin;. For a case stuJy film or Jocuoentary, it 

nay be helpful to introduce the characters in advance. Some b~ck~rounJ to 

the filo - why it w~s produced and for what origin~l purpose, special terms 

which are usel, any unusual cultural features or technical faults - is 

likely to help the audience understand the film better'at the first showing. 

Research experiQents have shown th~t stoppins the film at an appro

priate point an1 QskinJ participants to analyse or summarise events up to 

that point, is eff3ctive in increasins learnins• Some films have this type 

of pause for review built into the scenario. 1~ film may be stopped after 

a question has b0en posed to allow participants to discuss th0 problems so 

far, work out an appropriate solution anJ anticipate the n,::xt S8t of events.~ 

rhis approach is particularly valuable in tho stuly of human rol:J.tions. In 

fUns where o. management expert cor:rrnents on a case study, stop t..~e film 

before his remarks an.l require the 'Julicnce to carry out their own analysis 

and discussion first • 

..:1 follow-up discussion or quostion-anJ-answer perio::l is essential 

to obtain full valu0 from a film. If the ;roup is large, or the film poses 

a case study type problem, it may be useful to break up into snall syndicates 

for this purpose. In the case of a technical exposition, a question period 

may be necessary first. ..:1 blackboard or flip chart shoulJ. be available for 

ruview notes. Wh8n the film is being used to teach n skill, then a practice 

exercise may b€ the most appropriate follow-up. 

fhcrc are many :sood. training anl docu...rnentary films which are complete 

in themselves, so that the film by itself _may b0 the focus of attention for 

..... :7/-
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the entire class period. Jome of tho newer films series dealing with 

management psychology (the ..lellerman "Motivation e..nd Productivity" series) 

or with the expertise of management consultants ( 11 I'-.fana_sement by Objectives", 

"The Effective Executiv::: 11 ) are of this type. Producers of these films 

generally ~upply study guides anJ back.srounJ material to support n film-

centered programmG. Such filos are usually full of much more information 

than can be readily absorbed durin~ one poriol. .~ instructor should conside 

showing the film twice, onoe as an introduction and later on for review. 

rhis type of film could also be useJ to refresh peoples' memory on a subject 

prior to going on to new material. fhe film "Visual Aids", for example, 

covers the theory and use of the traditional aids, leavin~ the class 

instructor free to move on to the demonstration of more sophisticated 

eq ui pm.en t. 
r 

il film wnich, because of length or level of the technical matarial, 

. may be inappropr~ate for showin5 to trainees, may nevertheless be used by 

the instructor as a reference in preparing his own lesson. Lectur8 films 

on general management subj e:cts issued by the "..merican Mana.;sement ... ssociation 

will provi.ie useful :;suilolino s. fhe same is true for "Pattern for Instructio 

(where the analogy to .. Jnc:rican football might be inappropriate for some 

audiences) and for "Successful Instruction" (which is very long). 

Of the films which can bo useJ as case study material, some are 

open-ended (II rhe Personal Problem"' "How's it Jr)ing? 11 ) and others oust be 

stopp~d before the analysis is given on the film '( 11 l ... voiJ.ing Communication 

Breakdown"), " Study and discussion of these films is conducted just as 

any other case discussiop, the only drawback being that participa,..lJ.ts may 

find they wish to re-examine the facts of the case, which will involve 
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reshowins the: film. Wherever possiblc: thv instructor shoulJ IDQ.ke proU'ision 

for this. Follow-Ur) to such a filn cr.ul__._ ult.ilne.tely incl]l.Je c. role play, 

re-enacting c:vents an-..~. incorporatin:S chan_:;es \.i.liclt h.1ve b<:;en su.sgested by 

the participants. 

£rojecting a FjJm 

If a film is to teach properly, it shouli be shown to its best 

advanta~e. Br~akJowns, poor soun~ rer)roJuction, b~J film focus, a stuffy 

atmosphere anl unnl;cussary b[ ck;rounJ noises 1-1ill all lini t the impact of 

even an excellent film, and nay \vGll Jama[5e it for futurG use by others. 

rhe followins is a review of the essential steps to gooj projection: 

".rran:;e the room for guol viewin:S confort. 3eets shoulj bE:o st::J.g~ered, wit.1 

a gool Jistance between the front row ~~~ the screen (about two wiiths of 

the screen). 

Check to see that th-J room i;s su_,.:ficiently larkened, that thl::lro is ample 

ventilc.tion ~nd a sup~ly of ~sntr~ys if n0cessary. 

Position tho loudspt~kor in front of an..1 slightly above the audience, 

pointing to1-mrJ the centre. .f'lac<..: ~xtonsion cords out of tllu way of the 

audience or fasten them lown. 

Set the. projector on a stand at 9. sui table hd_5ht in lint.: wi t~l t118 centre 

of the screen. Ensure that it is set up firmly so that it jo(:)s not shake 

or produce undue noise. 

Check to see that all necessary eqUi.JIDont is on 1land: extension corJs, filn 

spools of the right size, and ~ mergerrcy kit containins spare projector 

and exciter lamps, fuses, anl repair tools. Ensure that the voltage is 
suitable for the projector. 

. .... :9/-
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Check the film to see that it is correctly wourd s.nd in cc,nJition for 

showing. 

Clean th8 lenses anJ the film })ath of thG projector thoroughly. Particular 

attention shoulJ. be pail to th, ,:sate, where dust and Ct>lluloiJ. particles 

may be removud with a fine brush • 

. ~fter threadin~ the projector, test rWl to adjust the focus, volume and 

fr a.m.in;s • 

vn/ 

. ............. . 
Extract from: "~ill Introductory Course in 

reac~lin~ an1 .rrainin?; Methods 
for Ha.nagement Development" 

lLO Publication, Geneva 



VAIKUNTH MEHTA NATIONAL INSTITUTE OF COOPERATIVE MANAGEMENT 
R.B.I.Building, Ganeshkhind Read, 

SLIDE 

PUN.E-4 11 016 

P ROJEC...:ION 

nr.s-.c .M3hta 
Professor. 

still pictures are more abst.ract tmn motion pictures. 

The latter shows life in action whereas the. still picture can 

only suggest motion. But for teaching purposes, it nay be 

necessary that we arrest motion and· action so that we rray study , 
specific elenents in the lesson:. The still picture can ·do this 

effectively. 

Still pictures can ·bring us close ~o .the point af visual 

cwta6t with reality itself. They can also .reduce or ex}Rnd tlie 

size of h.::'l object that is too srrall or too large to be understood 

visually in its actual dimensiws. The picture rray be of the earth 

as seen ·fro_m a satellite; it rm.y be af a cell as seen through an 

ebctron microscope. The rJ.nge is so great, that we have countless 

applications for them in our teaching. 

~ 

But we must not assume that just becasue slides are so 
~ 

"real" tha.y can be easily u..11.derstood by everyone without effort 

and critical observation. Picture contain "cues" which have to 

be interpreted by the viewer who has to be irraginat:t:rely 

involved. For this, he res to learn to read picture as ~ learns 

to read words. This is done by studying a picture on three levels-

enurooration, descri:f!tion and interpretation. The reading of 

picture can be most rewarding wben the viewer lmONs what to 

observe and hON to observe. Our students have to be preplred 

I 
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in this twofold apprcach. 

Pict~s must soretinea be read as printed material with 

the aid of discussions. Teaching students may involve pointed. 

'questicns convering a wide range of content and interpretation 

both in slide· reading and in book reading. But both have real 

deficiencies which can be remedied by ,combining their use. Tbe 

I 

verbal stateriBnt can give· the date, ~e place, and the tiple af 

act ion, and rm.y further explain the .pict~. 

Ob,jectives af Slide Projection: 

1 • A large group can study, the same picture at the sa.zm 

J 

tirre. 

2. M:l.gnification often helps to get across an idea by 
.r ··" 

presenting more details which can be indicated in a 

manner that all can see. 

' 3. Concentrated attention can be expecte~ when'visual 

distractions in the room are removed. 

4. Easy storage and hand-ling af filmstrips and slides are 

advantageous when a large number of pictures is used. 

There are, hoNever soroo caustions t·o be observed in the 

use of projected pictures. When the room is made dark for 

projection, note-taking becomes difficult. Further, projection 

is usually a groups technfques and my not ·all<JN enough tine 
t 

for careful individual study. One re.rredy for these ·drawbacks is 
(' 

to project fewer pictures during a period and intensify the 

.. 
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observations by individual participants, allotting more t iroo 

for questions and discussion. To allow for note-taking, some 

rooms are equip:r:ed with small .overhead spotlights focused on 

the individual desks. 

Purposes o~ Slide Pro.jection: 

a) To introduce and to motivate:- Pictures arouse curiosity 

and prepare students for the new subject matter. 

b) To translate word symbols: What might otherwise ren:ain 

verbal abstractions can be translated. into sharply defined visual 

images. 

c) To correct mistaken impressions. 

d) To enrich reading. The participants can understand 

written material far better when he can see many suppleroonting 

pictures. 

e) To stir the emotions: Even the least intense slides 

evoke sore emotional response. 

f) To recaputulate a unit: .No writer can hope to .:llJ3.tch a 

photograph in p icturing the reality of a specific seer~ .)r 

buidling. 
; 

Thus 'pictures both complement and supplement words as 

instruroonts in communicating subject na~ter. We do not use 

pictures withol,lt talking about them and around them. Words are 

usually a p:~.rt of the pictorial representaticn. Wilson Hicks 

p-oints out that " the carrara can go just so far, words go the 

•• 4 
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rest of the way 11 and conclUdes tbat pictures and words together 

perform a more effective function tban either can perform alone. 

Each reinforces the other. 

When you project a motion picture the device itself does 

most of the performing but in using still picture projection you 

nay provide the aUdio accomm:r;animent, unless you are using a. 

sound slide-set or sound filmstrips. Every student must see and 

hear clearly; the materials to be projected must be readily at 

hand and properly arranged; mechanics must be under control. 

Besides finalising your talk you must be well prepared with 

questions, co!IliOOnts and explanations. Previewing the picture is 

not enough. You should rehearse every stage of the procedure in 

your mind; anticipate possible distractions, inter.r~?tions, and 

other problems. The projected lesson, in short, calls for 

thorough preparation as opposed to improvisation during the 

sh ON ing • 

Hoo to make slides: 

You can nalt..:J a slide or filmstrip of anything tbat is drawn, 

written, typewritten, printed, or photographed• You can also do 

this in color. Slides nay be JJEde with (1) Cellophane; (2)Etched 

glass; (3) Plain glass; (4). LUlll3.rith; (5) Silhonettes and (6) 

lbotographic prints. The last is expansi"'(O~ but also immpresive. 

others can be even handmade for!"IVhich a person need not be an 

artist, but a little practic~ is :r:'_S}quired to get best results • 

• • 5 
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The degree of room darkness :required for the satisfactory 

viewing of slides and fiib::::~~trips depends on tbe wattage and the 

type of the projection ··buib-, the -type of screen used, tbe. 

phtographic quality of tbe transparency, and the distance of tbe 

projector from the screen. By placing tbe projector clare to tbe 

screen to give the greatest intensity of light, you can show so.roo 

kinds af slides without darl·e~d.ng tbe room at all. Tbe op3.que 

projector requires a darker room than either slides or fih;strips. 

Preparations for using slides: 

1) Check each side of the slides. 

2) Arrange slides in proper showing order 

3) Set up projector and screen 

4) Check seating arra.ngemmts in room 

5) Check lighting 

6) Check ventilation. 

7) Test project or 

' Screens: 

blany type of screen surfaces are available for meeting 

different projection needs. Screens may be made af fabric, plastic, 

glass, pa.per or wood. They nay be coated with galss beads or 

special pa.ints to provide especially brilliant images (glass beads) 

or met special needs of darkened room or lighted room conditions 

includiw vio::wirlg:from beside the screen as well as at a 90- degree 

angle(white matte and metallic surfaces). Some screens includes 

0.6 
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a ribbed contour for more brilliant daylight projection (lenticular 

surface). other screens for rear projection are translucent. 

Standards for judging pictures: 

The instructor should ask himself the following questions. 

1. Will it help achieve my teaching purpose? 

Does the picture convey a genkrally true impression? 

3. Does the picture give an actmrate impression er"f 

relative size? 

4. Will the picture add to or reinforce the student's 

present fund of knowledge? 

5. Will the picture stimulate the imagination? 
I 

6. Is this a good picture tecbnically and arti.<:ruically? 

7. Does the picture focus attention upon cne main idea? 

8. Does the picture bave the proper amount of detail? 

PresentiQg the Slides: 

a) Pre pare the class. Briefly state the problem or the 

topic. Arouse the interest of the r:articipants, telling 

them haN the presentation would benefit them and what 

they should look du:ring the show. 
I 

b) The slides should be presented in a logical and orderly 

fashion. Ea9h slide should be projected long enough to 

permit study and comprehension. Use a points to focus 

attention on specific items. Explain the slides as they 

are projected. 

..7 
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c) After the presentation, questions should be invited from 

the viewers, leading to a fruitful discussion. 

d) The lesson may, then, be summed up by the teacher. 

:xxxxx 
XX XX 
X X 
XX XX 

X 
X 
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PRlliCIPLES OF PHOTOGRAPHY 

'"'9 ( .. ... 

A Photogra:fhic Canera ·basically consists of a light tight box, a 

],ens, mechanisn for transport of film and a shutter. 

The lens used in a Camera is a. convex lens; if there is no lens 

to focus the. rays of light coming frcxn the subject, no image will be 

produced. The convex lens bends the· rays from each single point so that 

they converge on the 11 focus plane11 • ':Phe image .formed is reversed right to 

left. and top to bot tan. 

The distance measured frcm the lens plane to the focal plane when ·. 
the object is at a great distance is known as the foe~ length of the lens. 

Lenses used in modern cameras (with the exception o'f the simplest box 

caneras) consist of several elements designed- to allow maximum amount of 

light with the least anount of distortion. These lenses also have adjust

ments for varying the focus and the amoupt of light. 

The amount of light reaching the fi]pl can be controlled either by 

varying the shutter speed or timing or by varying the aperture o.r diathragm. 

The diaphragm (aperture) is similur to the iris of lihe human eye. The iris 

adjusts itself to the varying anounts of light; but in the case of the 

camera lens it has to be adjusted to the sensitivity,of the film and the 
' shutter speed, there ~re, of course, cgneras which do this automatically 

once the lens is set to the sensitivity of the particular film used:• The 

size of the aperture is measured in 'r'. stops; these numbers are derived by 

dividing the focal length of a particular lens by its 11 effective aperture11 • 

The result is a series of numbers whose relationship at first seems 

arbitrary: 

f 1, f 1.4, f 2·, f 2.8, f 4, f 5.6, f 8, f 11, f lb etc. 

These numbers are chosen in such a way that each successiv:e 'f' 

rrumber in the series will admit only half the amount of light of its 

predecessor, i.e. an f 4 aperture wl.U a<in.it only half as mueh light as on 

f 2.8 aperture or you might say f 2.8 aperture will admit twice as much as 

on f .4. aperture. • •••••• :2/-
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Changing the size of the diafh.ragm (aperture) or 'f' number has 

another consequence. It changes the .,,depth of field 11 • 

The };hrase 11 depth of field 11 is used to ind~cate the range of distances 

in front of the lens that will appear in satisfactoz:y focus; the depth of 

field for any particular ],ens increases as the lens is 11 stepped-down" (when 

the aperture is reduced or in other_words the f number is increased). 

The other means used to control the light is the 'Shutter'. This 

shutter mechanisn can be either between the lens elements or behind the 

lens, in front of the .film plane. The shutter in front of the film plane is 

called the 'focal plo.ne shutter'; mo-st of the cro1eras which have inter

changeable lens facilities are equipped -with focal plane shutters. Shutter 

speed is invariable linked with 'aperture' size. If you want to freeze the 

action of a fast moving subject you will choose a fast shutter speed and 

will campensat~ for the short ex};X)sure time ·by opening the aperture to a 

lower f stop. Shutter speeds are calibrated thus: (in seconds) 

1 1 Sec. 1 Sec. 1 Sec. IOoQ'" Sec. 500 250 125 

1 1 1 Sec., etc. -ro Sec. 30 Sec. 15 

Each successive shutter speed doubles the exp::> sure time. 

T:1.e fundanental chanical .;rinciple on which :£ilotografh.y i·s based is 

that some chemical substances are "ti'loto-sensi tive" i.e. they react to light 

and change ch€mically. The fhoto-sensi ti ve ch(;micals used in to-day's fi]Jlls 

are known as Silver Halides; when light strikes the fiJm there is a chemical 

action produced to convert the 'Silver halides' to silver; the colourless 

silver halide is converted to black silver; however this action of light can 

be seen only when the film is 'developed' in a chemical bath known as 

'developer' and the chemical action is called "'developnent '. The developnent 

action converts the silver halide into silver, but ortly those silver halide 

particles which have been eXJX)sed to light; the amount of darkening caused 

in the process of deyelopn.ent is propertional to the amount of light received 

by the film. Thus, the fiJ..m' exp:>sed and developed is c~lled a 'negative' 

because more light causes more aa:rkening - ana where is there is no light 

that area is transparent or white; in other words the tones represented in 

the subjec.t are reversed. The developed image is not pennanent, in that, .. 
• •••• :J/-
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if it is exposed to light the entire film will get darkened unless the 

process of developn.ent is stopped and the image is fixed. The process of' 

fixing the image consists of ran- ving the unexposec. silver halide f'rom the 

film so that light cannot have any action and the process of' developn.ent is 

stopped. 'Fixing' is done in a bath known as 'fixer' or hy1=o. The negative 

image thus obtained is printed/exp:>sed either by contact or by an enlarganent 

on another paper anulsion or film and this developed image is called a 

'positive' because the tones represented in the p:>sitive image will be 

corresponding to the original ,sUbject. There are fiJrns which will produce 

directly positive images without an intenn.ediate negative images. Those 

are known as direct positives or positive transparencies • 

. . . . . . . . . . 
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DRAWING SlAP~£ rtGUAES 
, ' 9~ 

•· 
Si•ple drawing or atick r!gur•• to rapr•••~t people 
are anath•r mean• or illustrating id•••• There are three 
llljOr tactora to COMiider in dr1wing etick/aimpla tlgutlll 

• proporationa 

- diatinguiahing reatur•• auch •• race end dreaa 

• body IIOVIIIIMt 

In order to combine theae ractora properly it ia alwaye 
reco•mended that aame baeic principle• ahould ba·rallowed. 
With the underatanding or the principles, it ia alao 
aaaential·thet eome practice-work is alia dona. A more 
frequent practice will make you perfect. 

) 

Now lat ua do aame practical work~ tven tha~gh you 
are not an artiat, attar aoma practice, you ~111 b• abla 
ta convert youraalr into an •ttiat, who will be able to 
communicet1 the point or view in a proper fashion. 

Material that you need& To begin with you need the 
following material•• 
1. a f'lain paper 
2. a SO cent cain 
3. • pencil (or a c.rayon, a pen or a felt-tip pen) 

Proportion• in e rigura (huian tigure, to begin with) are 
very important. rollow the fallowing pracusa and you 
will un'deratand the imparhmca or prapartJ.o·11 in a 
human rigure. Mind-you, tha human body ia divided 
proportionately, and in drawing human figurea, thaae 
proportion• have to be maintained. 

1. With the help or the 50 cants cain 
drew aaven ·circlea, ana underneath the 
other - just as in the illuatratian. 
Drew light ptncil dotted linea at 
pointa 1•6 on the coin autlinta. 
Now number the coina as ia dono in 
tha illuatretiont. These are tha basic 
prapoftiana or a human figure. 

2. To the aida, uaa the aame coin to 
make a circle ror the head. Draw the 
~··t or thl figure in 11na with the 
proportion• given. Please nati~e tnata 

- the 
- tha 
-~the 

- thl 
.. tna 

.. 
ahouldera coma at point 2 
band in the elbow at paint 3• 
handa and hipa at point 4• 
kAaaa at ~int 5, and 
f'aet at point 6. 



• 

3. Now rapaat thia aam~ procaea to m~ka 
a female atick figure. Notice that the 
females have narrower shoulders and 
wider hipa eo you will maka acme 
adjuetmanta. 

4. Now try drawing a famala figure next 
to the one you hava just drawn, only 
thia time do not uaa any coins. Try 
to judga with your eye the correct 
body proportions. 

s. Onca you raal you can draw thaaa figuraa 
in the correct proportion, 11ior1< to pick 
up apead. You may want to eliminate the l 

middle line extending from the head to the 
hipa. You also will davalop your own 
atyle fat hlnda and feat. Make thsaa 
aa simple at possible. Do not try to 
show tha details in fingers, naila, 
and thumbs. Try to keep tha figur1t' 
details-free. 

6. Now go back and add the finishing 
touches to make your figures more 
realia~ic auch aaa 

- hairt ears• headcovering 
- pa~ta and ohirt (for ~elau) 
- drasa or skirt and blo~sa (ro~ remalaa) 
- sreaa centre linoe end fill in with 

colours appropriate to you~ area. 
I 

What do you gat now - a properly proportioned human rtgura - one 
mala figure end tha other a female figure. Please try this 
exercise !!!! timaa. You will notice that you will be able to 
work without tha uea or circles. If you keep it up, you will 
pick up apasd aa wall. Than try ons female figure on a piece of 
paper and a mala figure on another plsca or paper. 

Another effort • but this time you enlarge the figure, say twice 
tha size. And aleo add eoma major dataile in hende, feet, reca, heir
atyla1 ayes, ears and so on. Arter aama arrarta you will be able 
~o draw a complete Figura without any extra eff~rt. 

Ona point of ceutiona Do nat keep Y,our hand end fingera in e 
tense situation. Allow them to move freely. If you are atiff, the 
linea would bs diatcrtad end you ara likely to smudge the paper. 
Na tantion ple1eat 

• 
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racial EMpreeaiona in Simple Human rigurae 

What 1111!1 laave studied eo far wee the proportionate break-up 
of a human figure - mala and female. Besides the main 
proportions of the body, there are proportions 
in each part of the body or a h~msn being. Are 
the ayes bigger than the noae, or the sere? no the 
hair cover the entire head or only some pert of it? 
Is the nose positioned above the aye-line? So whan 
we are trying to fill up the face of a simple human 
figures, we should take note of the location of various 
parts and their proportions. 

~atarial that you need& 

- plain paper 
- pencil 
- eraser 
- coloured felt-tip markers 
- one SO cents coin (optional) 

Expressions in human figures ere very important. Ir 
a human figure doea not have the appropriate faciel 
expreasion, the massage sought to be communicated can 
be distort~d. It i1 therefore saaantiel the~ you 
should learn to practice these expressions - and once 
again - plaesa nota practice makes e man perfect. 
Another point which should be kept in mind is - keep 
your figuraa detail-free. These are simple figurae 
end tharerora no details would be ext~emely essential. 
The figura must ba able to rionvay the message - as 
simply and effectively as poaai~lle. 

Now, let us do some practical work on developing 
these racial axpraaaionel 

I 

1. At tha top of your paper, quickly draw 
a aeriaa of ovals or circles. You may uea 
tha 50 cants coin, if you faal like. But 
it ia advisable not to usa it. Do not worry 
about being praciae. Draw them big and bold. 
About four or five circlae would be 
enough to begin with. 

2. (xpressiona of the face change with the 
shape or the eyes and the positioning or 
tha pupils. Draw ayea in the circle 
and make pupils in different positions 
in the eyes. or course, you know 
whereabout would ba tho eyes and the 
possible place for the pupilat 



3. Or•~ another eeriea at circles in 
the next lin•· txpraseions can also 
bs changed by tho poeition of tha · 
eyebrows end eyelids. Or~w ~yelida, 
ayabrowa, end pupil• in the races 
in this next line. ~xpariment with 
trying to show different amotions. 

4. Now draw the third line of circles. 
The mouth ia another racial feature 
which givaa us an idee of a parson's 
feelings. Draw different moutha in 
theaa facea. When you have done 
this, add tha eyes, pupils, eyelids 
and ayebrowa. What do you find 
now? Are they not communtcating 
something? Suraly, they era 
in communication with you. 

5. You have now mastered the basic 
) 

ataps in drawing simplified facaa. You will now wiah 
to begin ·adding your own touches. Select a rew or the 
faces you have just completed and go bock and add a few 
other cherectarietice - heir, perhaps a hat, or eoma 
other feature which ia common or would be easily 
identified by the people you work with. Add colour new, 
for hair, eysa, mouth, haedcoverings, ot~e~. 

Whet is your impression of these exercises? You have drawn 
a human figure according to the proportions, you heva drawn 
the figure of a male end that of e female, you heva drawn 
the faca, you have filled the face with eyes, mouth end others. 
You have, in other words, with the help of these simple 
methode b&4n able to drew a COLplate figure of a human being, 
Keep it up, practice a little mora and aoe th1 rsaulta 
that yoo obtain! 
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Coabining Techniqua ar ainplt si.!ck•fitul'aa 

These riguree appaar e1se~hara jn tnie handout. 
With tha htlp or tha treeing peptr or with the 
help or tht lLg~t-tablt you can conbint pictures 
to auit your requtra~enta. lt 1~ only a question 
or i~aglnaticn. 1ha rigura 8Jatt~ on the stone 
hea baao reve~sad wnllt the etsnding figure has 
bean drawn vary clast to tha se~ted figure. lt 
is a fun m1~1Rg up pictures, •• 
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ln the prapa~•tion.or aimpla vla~el aida, it la naceaaary 
that soma aJ.mpla J.lluatratlons and fig·uraa are alae included. 
Pleaea nota 'the emphasis on the uaa of word •siMPLE'. Illuatra
tiona have ~~ ba 'aimpla. They have to ba meaningful and they 
should ba able to communicate with the ,people. In drawing 
aimpla human figuraa taka nota or tha proporations or the human 
body, diatinguiahing raaturea such aa race and draaa and the 
movamanta of the body. In order to draw these aimpla figural 
you have to follow aoma simple rulaa. Theaa rulaa have baen 
mant1onad and illustrated in thaaa pegaa. You have to practice 
thaaa rulaa if you would like to make usa or aimpla figuraa 
in your limpla viaual aida. When it comas to the usa or audio• 
visual aida at a somewhat higher level, than, of couraa, you 
can employ camera and other projection equipment in snowing 
actual human bainga, but that atage ia atill too f~r ••• battar 
be raaliatic and try to davalop the aimpla viaual aida by uaing 
eimpla material, eimpla methode end almple · figuraa. · 
Study thia training material carefully. Mara reading ia 
not enough. Practice a littlal You will enjoy thia simple 
art. Practice, practice and practice •••• 
Now, go on with the pencil and plain paper ••• 
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SOME GUIDELINES FOR THE CONSTRUCTION OF CHALK OOAIID 

Size of a chalk board (to. be fixed to the wall) 

1. Actual Size 

2. Description 

Siz.e of chalk board (mobile) . 
1. Actual Size 

2. Description 

7' 911 X 4, 311 
I 

Made out of First Class Kiln seasoned Teakwood 

with 7/32' thick ground glass- with green 

cloth fixed to the back of the glass - 12 mm 

thick cellotack soft wood fixed on 6 mm 

Commercial ply with sliding arrangement for 

fixing charts and diary. 

3'x2.511 

Made out of First Class seasoned Teakwood 

with stand in the holes for adjustments; and 

Painted black 
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CriAU.BOAfW 

Adyantages 

Jenerally available and li1expensive - nothing to carry. 

Requires no advance prepara·tion of visuals (advisable, however, 
to carry your own chalk and eraser). 

Especially helpful for such matters as demonstrations of the 
construction and use of mathematical and chemical equations, where much 
erasing occurs. 

Disadvantaaes 

Requires speaker to turn away from audience. 

Encourages speaker to talk to board and forget his audience. 

Can be seeh only a limited distance. 

Dusty and messy to hands and clothing. 

Dramatic, unusual effects not possible. 

Handling tips 

Write for the audience, not for yourself. Use print or block 
capitals for extra clarity. 

Keep the work neat and tidy; cut down to essentials; don't 
overcrowd. 

Clean the board when the work is no longer relevant. 

Use coloured chalk for emphasis. 

•••••••••• 
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FLI.f CH.MT Ott l'lEWSP.R.IlH fA.D 

Advantages 

Can be used as balckboard, or as previously prepared sheets. 

Especially suitable for one-time briefings which do not justify 
m1~ch time and money in preparation of more elaborate visuals. 

Jood for telling consec~tive story with a number of points which 
need to be emphasised in outline fashion. 

"'uick. Avoids mess and :the time required to erase. 

If sheets are just flipped over and not torn off, material is 
available for recapitulation and review. 

Easily portable models are available commercially. 

~sadvantages 

' Pages have limited space. 

Presents a transportation problem, though not a great one, to 
speakers 1-1ho are rtravelling to place of talk. 

Dramatic effects greatly limited. 

Prepared drawings must be stored flat to avoid paper curling. 

Handling tl.ps 

I 

Conceal the top of the chart with one or more blank sheets until 
you are ready for it. 

Roll sheets smoothly over the top so as to avoid a crinkle which 
will become increasingly annoying as more and more sheets are turned over. 
Stand to one side when displaying and turning the chart. 

When the chart is merely a summary of the main points the lecturer 
is to make, it is a good idea to reveal them one at a time. fhe "strip
tease" chart permits this. 

Each· heading is covered by a strip of white paper which is 
attached by paper clips or drawing pins and removed at the appropriate 
moment. rhe process creates a certain amount of suspense and added 
attention. It can also be applied to diagrams and drawings when~ver it 
seems desirable to concentrate attention on one stage at a time • 

. • ...• : 2/-
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When finished with the t'alk, roll up the pages 11 topside out" so 
that, when you next give th0 talk, the bottoms of the sheets will not 
curl out toward the au.dience and possibly conceal the bottom. line of your 
chart or words. 

If it is neoessary to refer to special pages, mark them in some 
way such as fold~d corn~r·s, paper clips, etc. 

Keep extra felt pens on hand as they tend to dry out. 

Drawings can be prepared "invisibly" in light yellow pencil. 

.......... 
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Advantages 

1 ('...., 
1.~ ·, ._, . 

Permits combination use of prepared visuals and as a blackboard. 

Jood for shaped props (often used by courts trying traffic 
offences to show location of streets, automobiles or pedestrians, lights). 

Can also be used as a pin-up board, VI ith magnets serving as 
drawing pins. 

Disadvantages 

Board is very heavy, a factor if portability is essential. 

Board is expensive, and unless it is needed to display heavy 
items or to be used as blackboard, it has nothing to offer that cannot 
be offered by a flaQnel board. 

Suitable, cheap magnets sometimes hard to find. 

Handling tips 

A dramatic effect can be achieved by li~htly 11 throwing 11 the display 
items onto the board, m8.king a sharp clicking sound. Such a ~esture 
needs to be rehearsed. .tlermanent outlines for recurring talks can be 
painted on the board. 

. ......... . 
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The essential p~rts of any flannel board visual are a Eaper surface 
se.en by the audience a.."ld flocked material on the side away from the· audience. 
It is this flocked material which enables t~e visual to stay in place when 
it is placed on a piece of flannel. Sandpaper, blotting paper 1 felt or 
flannel can be used in place of flock; foam rubber sponge,. light balsa wood 
and nylon hook-q.nd-loop material (Velcro, ·reazlegraph) .will also adhere. 

rhis combination of qualities (paper surface plus locked back) can 
be obtained in three ways: ( 1) .bY pl.lrchasing paper C\)llliilercially prepared 
which has a flocked back; (2) by using ordinary paper and purchasing 
commercially prepared flock with an adhesive back can be placed on the back 
of the other paper, or (3) by gluing on sandpaper or flannel as backing to 
ordinary paper. Photographs, pqi:!ters,, ~l:lqstrations from magazines, may 
all be mounted in the manner described in (5). 

Advantages 

Can be prepared beforehand and reused. 
I 

Permits quick back and forth adjustment of bits of the talk in 
preparation of revised talk for different audiences, and in answering 
questions during a talk. 

Permits build-up of logical sequence. 

Colourful. 

Can use variety of ki.t1ds of visuals: words and phraces, lines, 
mathematical/cherrlcal sJ~bols; outlines, photographs or drawings of 
physical ob~ects. 

Permits dramatic ~ffects (several-level visuals), thus adding the 
attention-generating factor of movement. 

Do-it-yourself models easy to construct. 

Disadvantages 

unlike other boards, cannot be used as chalkboard for writing in 
front of class. 

Visuals must all be prepared ahead of time. 

. •••••• :2/-
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Handling TiEs 

Plan in adwance the exact appearance of the board at any one time, 
so ~s to determine where to pl~ce each visual on the board. Positions can 
be mar·ked in light chalk. 

Arrange the cut-outs in order before you begin. 

Place the visuals exactly where you want them. l1ost visuals should 
be set on a horizontal plane. rhis takes some rehearsing. 

Place the pieces on the board with a gentle downward movement so 
that the fibres engage. Brush the flannel occasionally to clean and 
roughen it. 

vn/ 

, 

Keep cut-outs flat in storage • 

Extract from: 

. . . . . . . . . . . . 
11 In Introductory Course in 

Teaching and Training Methods 
for hanagement De velo pmen t" 

110 Publication, Jeneva 
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I fLARNELUIAPH I 

THE flsnnalgraph is a most adapt~ble end 
fl~xible teaching aid. The user ie able to 
present material to his students at the 
right moment. and is thus able to build up . 

) 

~ composite picture step by step. Drawings, 

111 

titles, illustrations end headings may ba add•d 
at will, and associations clearly dambhstratad. 
Material can bo rearranged, developed and 
simplified at will. The principle is so closely 
allied to the learning process that i~a 
affactivenasa depends solely on the careful 
choice of material• and tha care and skill 
·ar the user. ' 

Pictures, illustrations, captions and other 
symbols prepared on light card or stiff paper 
backed with a light flufry:matarisl. When thasa 
i~ems are placod on a board covered with a 
similar nratsl'iel, thn fibers of the huo 
interlock on contact, ond a light temporary 
adhesion takas place. lf the flannel board ia 
lightly brushed before usa, this adhesion ia 
improved. 

This aid has also soma other names e.g. khedlgraph 
(because khadi cloth is used as a backing material 
on the board), plustigraph {because plastic ahsat 

0 

is used as a backing material on tho board end tha 
cutouts are also made of plastic ,sheet), Hook and 
Loop teachi~g aid (because the hook-and-loop material 
ie usod as a bar.~ing matarial on the ~card as wtll 
ae it is used for tha cut-outa) ate. Whatever ba the 
nama, the principle romaine ~ha same. It is a vary 
Simple and arfectiva teaching Bid. 



rlannelgraph 

In this paper wa~~ll r~strict ourselves only to 
the "Flannelgraph" because tria flannel cloth is easily 
available in many.of the developing countries. 

!tees of Material Use~ 

1. ~orting Bos~d. You nead a reasonably large 
board covered with flannel cloth. As mentioned earlier 
you can usa other m~terial also e.g. khadi, towelling 
cloth, blanket, flock paper. 

The size of the board could be 24" x 26" or 
30~ x 40"• Vou can even make usa of the existing chalk 
board (portable one) by covering it with flannel cloth. 
Size is not very important, but it should be kept in view 
that all members or your audience era able to see the 
board clearly from all cornars of the classroom. 

The cloth should be tightly end firmly fixed 
against tho supporting board, for temporary use, clips 
or tapes can be used to hold the material; Permanent 
flannel boards have their advantages but are not so easy 
to tran3port. All board ·should praferab!y bo used with 
a slight backward tilt at the top. 

2. The cloth could be of dark green, blue or black. 
*Deep colours are preferable oecauao this colour will 
provide a contrast to the cut·outs. 

3. Symbols,pnd tette:inq. These can be drawn directly 
on ths flannel cloth pieco3 and then used as cut-outs, or 
they can ba drawn on thick card and then backed with sand
paper. Sandpaper sticks batter on to a flannel cloth. 

You will need the following material to construct 
a full flonnelgreph: 

•' 

1. Supporting board {plyboord or any other} 
2. rlannel cloth to cover one surface of thu board 
3. Board stand or tripod stand 
4. Hard board or thick card board for cut-outs 
5. Colour poster papers 
6. Gun, adhesive or glue 
1. Pencils, magic ink pens 
B. Sci sso,rs 
9. Send -paper or flock paper 
10. Writing poper for maki~g the Scbems or Layout 

Have a look a\ the following illustration and the 
description. If you are abla to gather the above resources 
you con venture in the construction of one sot for your use~ 
This is thn simplest that dould bP. suggested. Some· moro 
detailed veraio~s are also available. 

® 
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rlannalgraph 

Dascriptian 

1. Supporting board. A plain, evan-surfaced 
piece of wood. Size generally used is 4ft x 3ft. 

2. rront aurfacu of the flannel board. The supporting 
board ia covered ~ith flannel cloth on one surface. 
The cloth ie either paatod up with some strong 
adhesive glue or hald in position by the u'a of 
naile. Tha cloth should be about two to three 
inches more than the aiz• of the aupporting board. 
The additional cloth is bent aver in th• beck of 
the supporting board end then nailed tightly. The 
cloth should bs a good quality flannel·• It could 
aa well be felt cloth, khadi (home spun cotton 
cloth - thick variety), towel cloth having fibres, 
or even a piece of rough blanket. The colour 
or the cloth should be dark e.g. deep green, 
deep red, deep orange or evan black qr dark grey. 
T~e deep colours era used mainly to provide 
contrast to the cut-outs. 

3. These two pegs will hold the supporting board in 
position. These pegs can be lowered depending 
upol'} the .hai.gll.t of the teactfar us.ing t.he bo.ard.-

4. A sturdy three-leg s dnd. The atand i~ needed 
because the supporting board has to be kept at a 
slant to 'put the flannel board to its best use. 
The stand is also used so that the board can be 
moved from one room to another. In case the slant 
or the tilt ia not provided, the board might fall 
and also the cut-outs might not stay in position. 

® 
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This laycut or the Scheme should rcmEin ~~ fra~t of the teach~r. Alo~g sidg should 
lay the cut~outs, thsir bo.:ksidn up" a•::: thC't \ 10 tF': ·Che:- c:;an look at tha serial 
numbers and ta~e them in an ardor to the flpn, el bourd for prosentation. This Schema 
will help the toach•r to remuin Pn troc~~ 
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flannelgraph 

' . I Ill 

Light pencil 
guide rules 

A 

B 

rroht side or the cut-out. 

Sandpaper pieces 
gluad on to the 
beck side of tha 
cut .. cut. 

Oack side 
i of tho 

cut-out 

S~riel number 
of the 
cut-out 

The lettering on the front side of the cut-out can be 
further improved by giving a darker ahade outlin~ to 
the letters. The dark outlines will also remove the 
unwanted distortions in colouring etc. 

The light pencil guide rules should be eraead! before 
the usa of the cut-out • 

....___ ____ :__ _ _j 



rlonnelgraph 

While writing 
on the cut
cute, tha 
edges end 
cl.trvos do not 
get e sharp 
t'inhh ( eeo 
tho encircled 
aress). 

Such letters 
do not 
present & 
good picture. 
They appear 
to be shabby. 

By givJng a lining withe thick 
pencil or with o dark pen, you can 
emcotllon the letters and· bind them. 
Letterc thus gat a smart appearance. 

® 



flennolgraph 

Give some sharp colour to 
the outser surface~ 

Arrows can be cut-in various forms. The above two 
forms ara most commonly used. In order to cut several 
of the arrows, cut one, and then trees 
the arrows on ono sheet of thick paper, and then 
cut them. Use different colours if the arrows 
era to be used at different places. 

Do not keep tho edges very sharp. Trim them 
a bit otherwise they will present a sad appeerancA 
arter soma use. 

@ 



Flannelgraph 

How to Use the flenne)greph? 

In Ubing the flannelgraph sJU have tot 

i) decide on the story to be prosentedJ 
ii) prepare cut-outo (or eppliques)s end 
iii) praoant the material 

We can now discuss these steps one by one. 

i) Decide on the at~ry to be presented. 

lt is always good ·to discuaa the subject in stagea. 
You hev~ therefore to break the subject down into some 
small atepa and take up each step for discussion at one 
time. If you try to diacues several points together, you 
may not be effective and also the studonta gat confused. 
They may not be aple to follow you. ln order to breek 
the subject into small atepa, you better ·write down tha 
sequence or your subject. Do not write the whole detail 
or the topic, but only the main points which, of course, 
can be elaborated by you at the time of presentation. 

Also at the aama time you should make a scheme or 
your presentation~ Whon will cut-out (no.1) appear and 
what points will you make thon. Plot out'on a piece or 
paper how your cut-outs will appear on the flannel board. 
Give them aerial numbers. This piece of paper will ba 
ybur guide or the schema or the layout. 
This paper will etay in front of you during the presentatio~ 
of the lesson. This wi~l keep you on track. 

ii) Preeare cut-outs (or appliques~ ~s mentioned earlier 
you have to writo out the theme of tha story. That theme has 
to be supported by some visuals - these uisuale are called 
the Cut-outs or appliques. Cut-outs are made from hard card 
board. The back or those card board cut-outs is supported by 
sand paper and alae is givon the serial number according to 
the sequence. Theae cut-outs can be either textual or 
pictorial. Simple illustrations can bs made by the teacher 
himselr. The illustrations or the texts should be bold 
enough, so that these could be seen from a distance clearly. 
each cut-out should have a backing of good quality sandpaper 
or or flocked paper. Cut-outs pertaining to a lesson 
should bo kapt in one large envelops tog~thor with the 
theme of tha otory. On the theme shoat serial numbers or 
the sequence should appear. Thia will help the teacher in 
placing the cut-outs in tha correct manner and at the right 
time. 

® 



f'lannelgraph 

iii) Prssentation or tho material. ·whon you are ready 
with the theme sheet and t~~ cut-outs, you should not 
hurry up with the presentat~on of the cut-oucs os soon 
as you commence your talk or discussion. You can build 
up your lesson gradually end when it needs e~pheais then 
only you bring in the cut-oute. Do not present the cut
out merely for the oeka of demonstrating them to the 
sudianca, but use them as main~topice and discuss the 
topic thoroughly before your bring in the next cut-out. 
Do not be in a hurry. Presentation of the lesson dem~nds 
a lot of tact and aariouanaas. You should be steady 
end firm in your apprpech to the subject. Do not get 
confused with the cut-outa, and else do not play with 
them. 

The moat eppropriata manner of presentation is 
that on your table you should plece tha thems-,heot on 
one side and on tho other side you should knap the 
cut-cute, facing downward. tha highest numbei of the 
cut-out should be tha lowest end the first serial number 
should be on the top of the heap. Remember, tho back 
of each cut-out must have a earial number corresponding 
to tho serial number appearing on your sequence sheet 
or schema. 

During tho course of presentation, do you know 
what you will actually be doing. You will bo 
(i) Informing; (ii) Arguing, and (iii) Stimulating 
action. 

i. Informing. 

(a) with explanativn of ideas and r~cta, without 
stating your own point of views 

(b) describing· the method to be followed, how 
to manage equipment, tools or instruments, ate. 

(c) by means or a narra~ive or story 

ii ._!\rgui ng • 

(a) about own points of view 

(b) backing your own thesis. 

iii.Stimulatinq action by means.ofl 
/ 

(a) tha pre~ention of problems; 

(b) the comparison and analysis of facts, 
processes, etc. 

·' 
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Flannelgreph 

Wh~t is to be Achieved in the Construction 
or the Aid? 

In order to make your flennalgraph to be erfective, 
meaningful and uaeful, you should devote great attention 
to the proper techniques or its construction. While 
thinking or using the flannolgt·aph as a t.ea-ching aid 
you should try to ochievet 

1. Graphic Unity. Express the central idee in e 
short, clear and telling phreeer 

u . .§.!.!!!e.licitX• A'void unnecessary details, letters 
or images or illustrations that are too 
crammed and crowdeda 

iii. Visibility. U~s adequato illustrations, that 
era visible to ~11 from ell corners of the 
classroom; 

iv. Proeor~i~n!• Keep in mind the principles of 
proportion and perspectiveJ 

v. Adaguate use of Colout• Combine agreeable and 
harmonious elements. Try to achieve contrast 
as much oe possibla5 

v1. Balance and Harmony. Plan the display of the 
•elements so that in presenting them they are 
well-balanced around an imaginary axis. 

~dvantages of Flannelgteph 

* Turns teaching stimul~ting and dynamic. 

* Increases participation in the class. 

* Describes facta and operations in a progressive way. 

@ 

* Centres the presentation on main oapecte or the theme. 

* Transforms abstract into objective ideaa. 

* Stimulates planning end makes teacher stick to e plan. 

* It is adaptable for any type of learners. 

-* It is economical to construct. 

* It can be propared beforehand and permits re-use. 

* Attracts and holds attention due to its characteristic 
and colours. 

* Illustrations cen bo alte~ed, replaced Qasily. 



flannel graph 

* It is hardw~ering. 

* Can ba uaed in cn"Junction with te~e-recordar. 

Some Limitations 

** Difficult to use outside tho classroom in 
windy conditions. 

** Cannot bu used ss a chalkboard for writing. 

** Visuals have to be propa~ad in advance. 

C~utions to be Observed 

*** Number the visuals (cut-outs) carofully. 

~** Rehearse before use. 

*** Keep tho yisuels and thamo in one envelope. 

*** Keep thB flannel cloth cloan and brushed 
up for better hold of illustrations by the 
flock or sandpaper. 

£v~lu~tion 

When finished with the presentation and use 
of tha flannalgraph as an aid, it would b~ interesting 
to ask YOURStLF whether the material shown: 

- has bean attratiue? 

- main~ained students' interest? 

- interpreted tho ideas clearly? 

- wus sdequetp and relevant for the group? etc. 

lt would bo still mora_intorosting if you 
associate your audionco also in the task of evaluating 

@ 

the usafulnoss of flonnelgraph as an •rfactive teaching aid. 
To obtain the raactiorl 1 comments and suggastions or your 
audience it would be advisoabla if you developed soma sort 
of an evaluation shoat. 

/ 
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CHECK LIST D 
fLANN£LGRAPH - ON TRIPOD OR WALL, WITH 

PREPARED APPLIQUES (CUT-OUTS) 

la the board slanted and positioned for easy writing? 

- Is the stand stable? 

- Does the rlennel eurf~ca need to be brushed up? 

Have aou planned the· arrangements of your cut-out~? 

Are the appliques arranged in the order they 
are needed? 

Have the Scheme ready. 
' 

Do all pieces stick on? 

- Ara letters and figures ~laarly readable? 

1 ~ '" •" f --. 
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Flannalgraph 

.. 

Wa heva in thi• Training Material discussed fLANN£LGRAPH 
aa an affective teaching aid, ita conatruction, ita appli
cation, advantage• and limitations and the cautions which 
we, aa teachers, ahould taka whi1e using thia vary useful 
aid~ We have also dlacusaed tha material needed in the· 
conatruction of this aid. Soma illust~ationa have alao bean 
provided to enable you to undaratand the in-aide of thla 
aid. We are now SURE that you will ba able to construct 
this aid and apply it in your next teaching aaaignment. 
Try and you will find the difference between the traditional 
ana-way tal~ and the talk supported by aoma teaching aid -
thla time, the rLANNELGRAPH. 

) 
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PRODUCTION STEPS FOR NON-PROJECTED VISUAL AIDS 

A. JNTRODUCT ION 

1.1 Visual Aids are to increase and intensify the communication 
process. 

1.2 Visual Aids are to facilitate the communication process. 

1.3 Visual Aids are to promote the capability to abstract and 
systematise. 

~-4 Conclusion 

The sender saves energy input achieving similar results. 

The sender achieves higher results with a similar inp.1t in 
energy. 

The receiver is perceiving the message reinforcement intensified. 

Reinforcement through success in learning is without delay. 

If Visual Aids are applied properly. 

2.1 The communication loop is as follows : 

Message - Visual coding - Visual stimuli -

Decoding Visual message - Response -

Feed back stimul - Feed back response. 
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2.2 The most crucial bottle necks of this loop are 

Analysis of the message - Visual coding - Visual stimuli. 

2.3 The solution can be found in 

knowing the target population widely 

Detailed and clear definition of the quail ty and quantity 
of response to be achieved. 

Creativity in developing stimuli within the code system 
of·the receiver. 

2.4 Conclusion : 

Visual communication requires 

A wide and deep knowledge of the message to be conveyed. 

the knowledge of the existing codes, 

creativity and senuitivity. 

1.0 The aid to be produced. 

1.1.0 Target population 

1.1 Sex : Number of males Number of females 

1.2 Age groupings indefinite.number of persons. 
/ 

Below 

Above 

15 

15-25 

25-45 

45-65 

65 



\ 

1.:9 
-: 3 :-

1.1.3 Education 

Number of illiterates 

Semi-literates 

Primary 

Secondary 

University 

Graduates 

1.1.4 Professions 

1.1.5 Social status 

Number of Low-Class 

Middle-Class 

Upper-Clasl? 

1.2.0 Objectives : 

At the end of the corilmunication process the receiver should 

understand/know the skill/be able to perfonn the following 

process : 

1.3 .0 Synopsis : 

The key ideas bf the message are in the following sequence 

(please write key words only) 



-: 4 :-

2.1 Analysis of the Synopsis 

- What ideas have to be reinforced by the u&e of visuals. 

2.2 How and by what means are the ideas transferred into images. 

- Style, character, approach. 

Give a brief description: 

2.3 Use the attached papers to sketch a rough draft of your 
visuals by using simple SJ'ffibols. 

2.4 Draft the aid by using pencil (errors). 

vn/ 

245/9/79 

- Appl~ cop,ying methods if required 

- Use colour properly .• 
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HAND OUTS 

A) Hand-outs, are to rein.force and support the learning. 

Process, they are intended : 

1) T.o foster retention by e~abling the learner to review 
the lecture individually. 

2) To p:rOyide the learner with a summary of the essential 
infonnation. 

3) To give the individual learner visual help in understanding 
a .I?~-~~ss, a E!eqq.ence .of .actions1 ·a ·t~cl:lnl;cal ·problan.. 

B) The hand-out is not a substitute for literature, books and other 

instru.c.tional material. It is one of the media besides others 

intended to reinforce the learning process. 
• ... • • : • 0 • • • • .... • •• ~ ~ • • • • • .: • • • ,· • • 

••• 4 

N .B. The hand-out is not a substitute for 1~~. ?~.~??~ration 
, . , ... and attention· during· organisea: le8.rning ·activ1.ties. 

C) There are four kinds of hand-outs : 

1) Hand outs distributed before the session starts. 

2) Hand outs dist~ibuted after finishing subject. 

3) Learner#s notes. 

4) Tests. 

C .1 Gives the learner the chance to recognise the sequerice of 
the learning steps and to be able to make notes. ltccordingly. 

C.2 Gives the learner a brief summary of the learning process 
dealt with during the training. 

Any additional infonnation like reference literature, 
related fields of knowledge, fonns for individual assigrments 
whether practical work or research, should be given after 
the lesson. 

C .3 Besides the handouts prepared material for learner notes 
can be issued before the class starts. The prepared material 
is to facilitate writing down notes, to guarantee the proper 
sequence of notes and to save time. 

0.4 Tests. Should be arranged in such a way that the learner 
has to solve a problem of perfonn a task not to demonstrate 
his ability to merely memorise the text. 
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TEST 

1) Please prepare 

Hand ou15 to be distributed before the less starts. 

Hand outs after the lesson finished • 

. Learners notes. 

Test. 

For the following subject 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

2) What objectives do you intend to achieve with your hand-out • 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

. . .. ~ ............................................................ . 
G) (continuation) 

Reasons for 

G.l 

0.2 

G.J 

0.4 
/ 
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STUDENTS NOTES 

HAND OUTS 

A) \fly 

B) Hand out is no substitute. for .: 

C) What hand outs are.given to learners? 

1. 

2. 
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CHECK LIST - I 

USE OF VISUAL AIDS 

CHECK LIST FOR TRAINER 

While handling visual aids 

1. Ensure that the eq~ent is in proper working order. C~eck -

(i) Plugs & Socket points 

(ii) Leads 

(iii) Curtains if they can drape the room 
properly to keep out light 

(iv) if empty spool available 

In case of 

Projection equipnent. 

(v) if light films are already with you; and 

(vi) if it is in running order. 

2. Familiarise yourself with the actual working (even if an operator is 

available) of the equipnent. 

3· Tell the, audience about the aid and the objective of the visual lesson. 
' 

4. In case of unforeseen breakdown (viz. power failure, etc.) if any 

alternative(s) is/are available to keep the session going. 

5. Seating arrangements don't hamper the running of the visual aids. 

6. There is supporting s~aff to swi~_qq pn and off the light under 

instructions. 

7. Ensure that the visual aid supplement the lecture and not compete with j_t. 

CHECK LIST II - CHALK BOARD 

A few simple hints 

1. Is there enough.chalk (white ~nd coloured) readily available? 

2. Is there a Duster or wiper for wiping the board? 

3· Use the board without 'showing your back' to the audience. 

4• Start writing from the top and don't use the extreme lower- portions which 

are not directly visible to the audience. 

5. Do not scribble on the board. Develop your lecture as you go along and 

use the board accordingly. 
' ••... :2/-
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6, Let the writing on the board help you to recapitulate the main points -·-
at the end of the lecture. 

7. Definitions etc. should be written properly and not just a part of it. 

8. Write in capital letters if a point has to be emPhasised otherwise write 

neatly but in small letters. 

9. If a chart or a diagram has to he explained· to the class, do not start 

drawing it in the class itself. 

10. Use a pre-prepared chart but display it only at the appropriate time 

except in cases where the chart has t~ be developed along with the lecture 

(viz, Network o·r PERT or other flow charts). 

CHECK LIST III - Lecture Hethod 

In a class roam situation to ensure low degree of distraction 

Internal 

1. Avoid too many action gestures. 

2. Keep walking up and down the class room to the minimum. 

3. Use the chalk board to develop the lecture and to scribble on occasionally. 

4. Avoid reading out your lecture from preparefr notes ·all the time. 

5. Emphasise main points and definitions by examples and stori~s. 

6. Recapitualte the main points at the end of the session, but don't 
. ' 

spend too much time on it. 

?. Punctuate the talk with same interesting anecdotes from real life/office 

situations to keep the interest alive. 

External 

1. Avoid glares through ·winQows by proper draping of curtains etc. 

2. Avoid direct glares on the chalk board or on your face, 

3• Keep the lecture door(s) closed. 

4. Avoid outside noise by proper accosting. 

5. The lecture hall should not open into a thorough-fare as far as possible. 
' 6. Choose a classroom according to the size of the audience. 

?. Don't repeat yourself ex9ept for recapitualation, i.e. prepare a lesson 

plan and rehearse before hand • 

. . . . . . . . .. • .... 
vn/ 
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THE ROLE' OF- A ll'RA1NER 

(a) As an Instructor - he is concerned with translating the training 

schanes into· action at the specific or defined level of instruction. 

He is also concerned with the drawing up of new courses, preparing 

instruction plans and complete familiarisation with any training equipment 

that may be used. 

(b) As a training officer - here his principal responsibili.ty will be 

to advise on the for.mulation of training and develo~ent policy at various 

levels. In addition he will have to analyse the skills and knowledge required 

in jobs for which for.mal training is to be given~ 

Also evaluate the instructional methods and techniques necessary for 

the training programmes. 

(c) As a development officer, the trainer will assume the role of an 

adviser on.~e for.mulation of training ·and development policy in the department. 

Ee w~ll also be called upon to analys~ the. training needs, to carry.Qut 

consultancy york, and to dessiminat~, training information and a~iye ~t an 

overall dnrelopnent and administrr·~ion of training I=-~ogrammes at various 

levels. In addition he will also be respon~ible for the production of ~raining 

manuals, bulletins and other training material for the purposeful accomplish

ment of the training functions. 

Training & Training function 

Since training is no l~nger a casual affair but an integral part 

of any organi"sation and is becoming D;J.ore and more recognised as one of the 

significant means of achieving the goals of the organisation, it can no 

longer be ignored or neglected or relegated to the back room. 

Neither can be ignored the Training Manager or the Trainer who acts 

as a 'change Agent' to create a climate for change and a desire to learn new 
I 

methods of work and improvanent. 

• ••••• :2/-
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No longer a training department is an unwanted adjunct of an 

organisation or it is there because it is fashionable to have one. It is 
-

true that in many organisations u.e training unit or Training Manager is 

considered a veritable nuisance or something to be 'suffered'. Managers are 

too busy with their own problems and have littlE? or no time to pay attention 

to what the Training Man has to say. The Chief Executive is. so hard pressed 

that training problems hardly find a place in his priority list. 

Until recently a transfer to a training department or institution 

was considered as a 'blind alley' in the organisational hierarchy. But this 

position no longer holds good now. 

A Trai~ing department or institution has not only to be properly 

equipped with trainin~ aids etc. but also with the right calibre of training 

personnel and well produced training material. 

In fact training now is inherent in the management process itself 

and while it is for the training department and. the Training man to evolve 

better training methods and run training courses, it cannot be successful ., 

without the active support and cooperation of supervisors and managers on the 

job. 
One principal training function is therefore, to enlist the support 

of the Managers and'Top Management. This is not an easy job. It requires 

great tact, diplimacy and missiona~ zeal • . 
"The consumer (Learner) .is no longer the donnant patient listner and 

training no longer a 'bag of tricks' sold aggressively as a cure of all 

management ills" • 

The whole pattern nas changed. 

The modern Training Manager has to approach his task with a sense of 

humility - he cannot make (and should not make) tall claims which cannot be 

achieved. His role is not that of a magician who can move his magic wand to 

solve all problems. Experience has taught him that such miracles do not 

happen in actual life. 

Training also is no longer parochial. It has to be. an integrded 

approach. It is essentially inter-disciplinary in character and draws 

sustenance from different fields of knowledge and disciplines • 

•••••• :3/-
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The Lecture Method 

Lecture continues to be the most .popular method of imparting instruction 

despite the introduction of modern teaching aids and mass media instruct~~\Q\c(~ 

through the media of radio, television, etc. Besides its distinct advantage 

of personal contac~ it brings in immediate feedback which enables the instructor 

to 'tailor' his lecture suitably from time to time. 

However, the success of this method depends to a large extent on the 

competence of the person delivering the lecture. He must be· thoroughly 

familiar with the subject and must have rehearsed it to him self from the 

aspect of both timing and mode of delivery. 

In recent times, a number of variations have been introduced.. No 

longer trainers follow the conventional method of lecturing which consisted 

of straight forward spe~ing out to an audience, communicating by words and 

gestures the lesson to be conveyed. 

These variants take the fonn of 

Lecture-Discussions. 

Lecture-Demonstration. 

Lecture with visual ~ids, etc. 

In lecture discussion, the lecturer begins bl raising points for 

discussion without necessarily having to defend a thesis. His ~notion is· 

largely to guide the discussion on certain lines; he may aim at consensus g~\('\c,..~ 
view or dissent, but he will be seriously concerned with the participation 

of the individual. 

Brain storming may come under this heading. It is a quick way of 

opening up a subject on the basis of replies by the participants to leading 

questions put to them. 

In the lecture demonstration method, the lecturer puts forth a 

hypothesis and then follow.s it up with a practical exercise or demonstration 

in the class itself. 

To conclude therefore, for a lecture method to 'be successful, it is 

necessary that the lecture is weil prepared with a lesson plan and like a 

short story has an introduction, main body and a conclusion with possibly 

points for recapitulation.or swnmary. 
• ••• _,] ••• :4/-. 
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Supplementary Aids 

In a training situation, besides aids (visual and others).which 

supplEmen-t; the lecture method and Luake teaching/training effective, it would 

be 1.{3eful to mention about 9ther features of a conventional class room namely: 

(a) size of a class ro~ 
(b) design of furniture 

{c) layout 

(d) lighting, ventilation & tan perature 

('e) room decor 

(f) accnstics & noise level. 

It cannot be o~er emphasised that these aspects of a training 

environment also needs pr~per attention as it contributes meaningfully to the 

success or ftP.lure of a good session. For example, the class room should 

have good accostics, plenty of natural light, no glares especially on the 

chalk board and the ream furniture (tables & chairs) so ~rranged as to provide 

maximum oppor~mity to trainees to be as close-to the trainer as possib~e 

for optimum participation. A semi-circular arrangement is generally found 

ideally suitable if the training group is small§. Even the design of 

furniture - an oval table with participants sitting round it or hexagonal 

tables for more compactness could be suggested. 

Likewise room decor, roam ~emperature and noise level need ~pecial 

attention for simulating proper t~aining environment. It has been.found that 

persons can concentrate better between ce~tain ranges of temper~ture, where 

the colour conditioning of the room is made of pastel shades and th~re are 

the least amount of distractions or noise. Similarly care should be taken 
' 

to ensure that the sound effects in the room are evenly distributed. 

Some instructors have a'habit of walking up and down across the roam 

while lecturing. This is not good practice as it tends to distract the 

audience from the main lecture. Experience has shown that lecturers who 

walk about the least are able to keep the audience attention in the lecture 

rather than distract it on himself. Similarly, those who make use of the 

lectern which again is a useful supplementary aid can hold the·attention of 

the audience much better. ThB lectern also helps the speaker to keep his 

notes or lesson plan away from the sight of his audience. In any case he 

should avoid reading out from prepared notes except referring to it now and 
, 

then in an unobstrusive manner - quoting some passage or para to drive a 

point or argument. 

§ 18 to 20 persons. • ••••••••• 
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A GUIDELINE FDR THE TRAINER 

HOW TO PREPARE 

Main points to consider - WHA.T, WHO, WHY, HOW and WHERE am .I going t.o teaph?. 

SUBJECT 

- Consider place in training programme 

(What) 
(Who) - Consider extent of knowledge that students already pessess 

OBJECTIVE 

(Why) Consider reason for this session 

- Consider your AIM - and keep it in mind throughout 

COLLECT THE FACTS 

(What) - Assemble facts (own knowledge and experience - and ufficial 
sources, etc.) 

SEQUENCE 

- Decide which facts to use bearing in mind OBJECTIVE- and TINE 

available. Segregate facts - some facts MUST be taught as they 

are VITAL - some facts may be taught • they are useful and interesting. 

- ~reak down material into STAGES 

- Arrange in paragraphs SUb-headings 

- Relate facts under each 

- Teach from simple to difficult - familiar to unfamiliar 

DECIDE ~HOD 

(How) - Decide which is sui table for subject and class (U'sually a cornbin~tion) 

- TELLING - use simple language adjusted to level of -gro_~P 

- SHOWING - consider us~ of Visual Aids 

- plan 'wHEN and HOW to u~e them 

- QUESTIONS- frame your 'questions to get correct answers 

- plap main questions - check on VITAL facts 

- allow time for dealing with questions from group 

•••••• :2/-
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- ACTIVITY plan practical work - exercises etc. 

- plan 11 checks 11 and tests 

DECIDE ON INTRODUCTION 

- Aio to arouse INTEREST 

- Make OBJECTIVE clear 

- Be as brief as possible 

DECIDE ON CONCLUSION 

- Sum-up 

- Make sure Group has understood by asking questions or having 

practical work 

-_Allow time for dealing with questions from Group 

PERSONAL NOTES 

-- Readable at a distance 

- Brief as possible 

- Show TIME allocated for each 'stage' 

The Check questions 

Why do Instructors ask questions? 

¢ - to get the Group thinking. 

¢ - to gather information. 
¢ - to check on students acquisition of knowledge. 

to create a 11 break11 • 

to receive and/or stimulate interest. 

to restore attention. 

to get an individual participating in a session. 

- to create confidence, 

¢ - to get opinions. 

¢ to open (and develop) discussions. 

Types of Questions -

DIRECT 

OVERHEAD 
(or General) 

REDIRECTED 

addressed to an individual. 

addressed to a Group. 

addressed to the ;Instructor and 11 redirected11 to 
member of Group. 

. ..... :)/-
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- requires no answer. 

questi1 . sugge~ts answer. 

How to ask questions -

- start with WHAT, WHY, WHEN, HOW, WHERE, WHO, WHICH 

when wanting more than a YEs;No answer. 

- phrase clearly. 

- spread around the ~roup. 

- in DIRECT questions - pose question, pause, name spokesman, 

(reverse order if necessary to regain attention of an individual). 

Planning questions when preparing session -

those marked ¢ can be planned as part of session. 

- others will generally need to be spontD.Ileous. 

If wrong answers received -

Consider :- . 
- was it due to R badly phrased question? 

- does it show muddled thinking? 

- is the answer seriously wrong? 

- could it be passed to another member of the Group? 

Conclusi0'! 

vn/ 
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- don't ask questions for the sake of asking the Lesson Method 

is the best way of teaching a subject in detail. 

11 I kept my six good serving men, 

Who taught me all I knew. 

Their names were WHY, and WHAT, and WHEN, 

And How, and WHICH, and WH0 11 • 

(Kipling) 

It is not merely the responsibility of the teacher to 

transmit infomation but also to ensure that it is 

received and understood • 

• • • • • • • • • • 
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As a people's movement the Cooperatives must be initiated, 

organised and managed by the people themselves. The way -

to self-relia2ce and self-regulation of thz moveoent is to 

generate within the Cooperative MovemPnt the necessary strength 

to guide, supervise and manage itself. 

~f Cooperation is to succeed as a people's Movement, the 

real management of business has got to be entrusted to 

democratically elected leaders. Because it is these leaders 

who lay down policies relating to day-to-day work. 

It is these leaders who must take initiative, make 

proposals, assune responsibility for carrying them out, give 

directions, inspire others with the will to achieve the results 

and be prepared for facing the problems and difficulties that 

the institution ~ay come across. 

The chief instrument with the leaders is persuation and 
their object must be to obta~_n the maxit!m.m ·o:f con-sent,whicli ·is 

f !.. •.• ... :....... . ;. 

the essence of d-emocratic g_ov:errunent, .. In e._.er.taill.iJ1stanqes, 

the most convincing thirtg they' can do is tb' set Up 1 an ~xample, 
more especially in subordinating their individual interests and 

wishes to the gcod of the l:Thole society or moveoent. 
~hat is oeant b~Leadershi&: 

Leadersh1p as been ile1ned as +.he "behaviour" that affects 

the behaviour of other people more than the behaviour of the 

people affects that of the leader. 
(R.T.Lapier & P.R.Fransworth). 

-2-
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Leadership is buse~ on rele.tionship between individual and 

a group which is e. built round sone corm:lon interest and which 

behaves in a nanner directed or deternined by him. 

sign_ify ·(R.A.Edwin Seligman). 

- B-ehav-iour L ~ the distinct co::ducte and manners 
which attracts and influences the group. ( · _. followers). 

The following are the indispensable conditions for 

the Leadership: 

a) Leadership is associated with the require~ents of the 
followers. Hence the neture of leader-follower 
interactions is the basis of eoerging leadership; 

b) \'l'benever there is hindrance or blockade against group 
goals theinportance of leadership increases; 

c) Leader is motivated to satisfy certain personal needs. 
Hence, there is a casual relationship between motivation 
and emergence. or Leadership. 

i) Autocratic :Jeadership .... The leader nain_ly seeks obedience 
fron his group. He deternines policy and consider 
dec is ion na'king as an one-unn operECtion; 

ii) Deooc~atic Leadership : The l6ader draws ideas ~nd 
suggestions froo the group by discussion and consultation. 
The group ~c~bers are encouraged to t2ke part in setting 
policy and ioplenenting group decisions. Tho leaders 1 

job is la rgely that of ooderator. 

itt)_ F;re~ ... reigu,.+.-et~?rt:;~bip ~ ·rhe le~der is oore or less an 
_;..~:....~ilrlei"~~&t!:eft:...bee«a.- He plays down his role in tbe group's 

a£ti1(1 ty! ~~ 4~~ _a .. ba~d-- f.ll;li:tal~ ~o pr'?vid~ materials and 
'1nformat1ou. He exef'c1ses a o1nl.cum of control. 

/ 
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~~~!~_£f_~~~~~E~~!E~ 
During earlier periods th~ basis of Leadership wqs: 

(a) Heredity" and /or (b) "traits". They wore called "Traditional 
or Conventional" leac1ers. 

In nodern tine ,there is a change in fe..vuur of "Situational-cUD
personality" theory. Leaders of this origin are called 
"Eoerging Leaders". 

This coricept does not visualise a direct relation of leadership 
with heritence or convention. It envisage that in different 
situations when hindrance( proble0s) arise in the attainnent of 
group objective,soue one e;-:1erge as thB leader because of his 
distinct character. 

The basis of ''Eoerginc Leadership" has varied over years. In 
this regard history tells us of three phases: 

a) basis of Strencth : Fhysical,finRncial lecal power etc., 
( it is fast decaying2. 

b) basis of Technical Skill( in nany cases its still predoninates). 
c) basis of Managerial Skill: Like other Skill this can ue learnt. 

The Characteristic & Qualities of a Good Leader: -------------------------------------------------
The best leader is that ! 

a) Who is in a position to satisfy the traditional- as well as 
the energent needs of his followers; 

b) whon i.lclividual follows not in response to blind drives 
but on positive and,o.ore or less :fational grounds und froo 
free choice an( not unc'~er cocr:;and and cocrion; 

c) who c.ios at activity for influencing people to cooperate 
towards sor:.~e goal which is conai:-lered desirable. 

~~~!!!!~~-~-~~s!!f!£~!!£~~-£!_~£££~~~!~~~-~~~~~~~~ 

~uali ties: Inborn qualities of character, ter:1perammt and intelligenc< 
count nore in Leadership than qualifications which can be ncquirec1 
by training: 

1) Courage : the oost fun:1ar:1ental of all the virtues. If one is 
convinced about a certf'.in thine he oust have tile courage to 
declare and act upon his 8onvinctio~; 
- Courage has to be distin[Suishec~ fron rashness. 
Courage without judgeoent is rashness; 

ii) The display of courage has to be guided by the sLc;cond quality 
judge:uent; 

- Judgeoent has to be distinguished froo intelligence or 
knowledge. 

- Judgeoent ioplies the instinct,which tells one how far to go, 
when to press on,when to bide one's tine,when to speak out, 
when to hold one's tongue etc, 

- Judgenent without courage leads to inaction; 

--4--
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iii) Synpathy: this ioplies constant awarriess o·f ot.her people, 
thetr thoughts and feelings aven if they 1o not e~press th~c; 

-without synpathy anG a respect of_ other peoples feelings the 
Leader is licble to be t~ctloss( iopatient ann unfair to 
those who oppose hi~); 

-Even if the .:.bove qu<::lities ·~1ay be inborn, they ce.n be ce~eloped 

by exercise. (Fluent Speech, a ready wit, clear ~xposition, a nind 

quick to absorb new'idens); 

Qualifications:------------------
Persons with above qualities would be no better than 

"potentially good lender" for Cooperative Organisations until 

they· have un<lergonc certain training. and acquired the c;inir:m::I 

of knowledge,for the efficient discharge of their functions, 

particularly the following:-

i) understanding of tp§ .. true nature of 6ooperation and its 
principles; 

- ~leoentary idea of Cooperation nay be easy to grasp; 

It is Jifficult:to nnster the business nne! adcinistrative 
-·Jec:h..niques through ;rrhich the coop. principles 1wrk beeaus e 
they denanc literacy; 

This, however,not to confuse Leadership with Managenent 

or adoinistration. Leader with decisive influence oay not be 

an office-hof1er; 

ii) 'l'he qualificat·ion ·needs to be raisEd to a higher det;re<:: 
for leaders of Secondary or higher Coop.Organisntions; 

- The Local oinc1 in an organisation whoSe Op6ratio!ls 
are regional or national nake the leadership riGiculous; 

iii) Besides general Cooperative knowled8e,the lead~r oust be 
equipped with special lmowlodge of the bre.nch of the 
novenent, the types of ccopera ti ve un~1er:ttking in winch he is 
engaged und its conoercial and industrial bnckground;· 

iv) Equally necessury is nn understc.r1ding of the econooic and 
social environ~ent in which the organisation works 
and an appreciation of the influences which are ·continually 
changing that oilieu and consqqently deoand chnne;inG 
strategy nn~1 tnctics on the part of the noveL.ient; 

- In particular, the JenLer oust understand its relntions 
with governnent action in fields alli-ed to the novei..Jent; 

v) Other techniques nre also required for the business-like 
handling of affairs,such as conduct of ~eetings,guidance of \ 
discussion,workinc constitute procedures in various types of 
organisations can be acquired by training; 
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- The Pr.i:~ary function of n Cooperative Le2der, at all levels 

is to show his fellow coo-perator the way ahead; 
· be 

- The leadership of the Coo;,eratives should essentially_[ 

in the hands of deQocratically elected non-official leaders. 

'l'he officinl leaders 1 role n2.y be of sustainine:; the non-official 

leadership. 

In the pioneering stage the official leaders tesk is 

- a) of patient teaching and repeated correction of 
nisconceptions; 

b) developing non-official leaders 

a) In the "Pioneering Stage" these functions cay include: 

i) convincing th~ potential oenbers by creating a sonse of 
dissatisfaction with the existing concitions( felt-need); 

ii) When the idea has been uncerstood,to £iVe practical lessons 
in Cooperation for the practical Solution of a cor:mon 
econooic probleo; 

iii) ~uiding the Cooperatives through the process of getting 
it ustablished and to that end get its policies so 
fornulated that the confidence and loyalty of the ocr:1bers 
are . adeq:.w.tely ceoented; 

iv) When people adopt coop,erative cethods and procedures, 
everything does not turn out the way it was expected. liere 
the leaC:er' s deterninati.on an(.' his deep faith in the 
ultioate success is called forth. 

- 'I'he leader oust not think of the io::-.;ediate results, as 

nuch as the lasting effects of an action; 

In Cooperation, it is C.an.geroul7 force !\he pace of developuent. 
Here one deals with hunan Datericl and hunan beeings tnke long 
to be convinced of socothing new; 

- Cooperative Society should solve all econonic problens but 
it sho~ld not attecpt to ~o so all at once. It should enlarge 
its activities gradually, gathering experience as it goes on. 

- It can reasonably take up ~ctivities coopleoentary to each 
other; 

It csn,however,profit frorJ other's experiences. 

b) In th~ "Established Stage" the functions of Cooperative 

Le2ders oay include:-
i) The developnent of Society by deternining the "Policy o~ 

dcvelopoent", otherwise the growth of the Society would be 
haphazard; 

-6-
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ii) "Planning", closely connected with the policy. 
The Plan works out the Cotails of how the policy ig 
to be iopleGentod; 

iii) Wh~n the Society becor_,os nn econocic force, there will 
arise tho need of 'defensive action'; 
(vested interest,out-side enenies; 

iv) " Traiuing" of .the rnnl: .:n1c1 fil(; for i~parting 
iDproved skill; 

v) Research; 

vi) Deofficialisation; 

vii) Re-~ppr2isnl • to invite criticiso and suggestions 
of the rnnk ana file nnu to be willing to be cri~icised. 

000 

• 
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1. Objectives of ·rraining: 

i3J 

- Dr. S.C. Mehta 
Professor, 
Vi\1.~ 1GH, Pun.e 

rhe training involves imparting of knowledge skill and attitude 

among participants so that they are able to perform their functions in the 

cooperative organisation more effectively, more competently and more imagin

atively. Training is therefore, very intimately connected with organisation 

development programme which postulate 

a) Manpower Planning, 

b) Survey of rraining requirem~nts, and, 

c) Planning the training prog:!Zamme s. 

It naturally follows. that the organisation must acutely feel the 

need for training, be prepared to spend for. the same and involve itself in 

the design of th~ programmes in collaboration with the training organisation. 

Connected with this is •the y_uestion - What makes the Nanager ·a success. Our 

training programme should be tailored so as 'v o enable him to achieve the 

organisation goals. Further, the quality of a good manager is that he is 

able to make best use of others. rhe training should be able to inculcate 

this quality. 

2. Indian Experience= 

We talk loudly about participative management and our training 

programmes are also conditioned by this line of thinking. In actual practice 

the picture may turn out to be entirely different, with the result that the 

trainee. returning to his institution f:inds himself stranded or lost. Though 

participative management should find still more acceptance in the cooperative 

sector' by virtue of its being a democratic. movement, there is a wide gap 

.... :2/-
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between profession and pr9.ctice. It is often alleged that there is too much 

interference from government, from directors and from others like financing 

agencies in the management of cooperatives. 

When we are considerin6 the effectiveness of our training programme,-

we must be sure that the manager is a free agent who could think and act for 

the interests of the L~stitution without fear or favour. Only in such an 

atmosphere, the training could show results. It is, therefore,. absolutely 

essential to lay down pra~atic and b~sinesslike objectives which the training 

programmes are able to achieve. 

3. SeJectjqn and ty~e of trajnee: 

£he selection and type of trainees will also depend on the manpower 

planning that is undertaken by cooperative organisations. In cooperatives, 

recruitment of personnel leaves much to be desired in terms of their merits 

or ~ualifications. Many secure their career berths on extraneous consider-

ations. It is necessary that the trainees ~elected for particular course 

are competent enough to offer a fertile ground for implanting the new ideas 

that emanate from trainL~g. In cooperative institutions so often, the picture 

is not so comforting. Many a time the li1stitutions are not able to spare 

the services of their employees in the absence of any training reserve which 

also they cannot afford. £hough in case of some backward states in the North 

& East of India, the government has offered a scheme to pay half the salary 

of employees in most of the cases, still the facility has not made such 

impact, because the cooperatives can ill-afford even the additional expend-

iture equal to half of his salary in case of his substitute. Horeover, a 

substitute for a short period is hard to get. 

It is pertinent to ensure that in relation to the course-content 

the trainee group is ~uite homogenous and the trainees deputed are selected 
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on the basis of -

A usefulness. of their services 

B their inclination and JIIDenness to receive training 

C their ability to absorb the teaching 

Oftan the trainees are sent· just because there is a strong letter 

from the negistrar of Cooperatives or because the trainee himself is 

interested in having a nice holiday or because there is some pressure, 

political or otherwise for deputing a particular trainee. 

Still more important isslle is that the college should be allowed 

to screen the trainees ar)d select only t~'le best. Often the fear that the 

capacity of the college would remain lltilized prompts it to accept even 

llllSUitable persons. rhe Sponsors should also have a clear understanding 

that only deserving candidates can be accepted fa~ trgbQ..ing~ ..... · 

rrainees are also not keen to come for training as'there is no 

incentive for the~ in the form of increments, promotion or other rewards 

if he successfully completes the training. If such incentives are offered, 

they w~l be able to attract best people for training. rraining must, 

therefore, be linked to career planning. 

4. Types of Courses: 

Nominations to the variolls courses should relate to what type of 

training is reqllired for the employees. rhis may include Diploma Courses 

of the duration of 2t.months to 9 months, shorter courses of the duration 

of one week to 4 weeks or 2-3 days seminars for exchange ana crystallizatior 

of views on particular problems. If there exists a Correspondence Course 

system, this will go a long way in meeting the needs of employees who maY 

participate in a training, pro"gramme without their cooperative losing the 

benefit of their services. 
I 
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Short courses are preferred because the institution or Department is 

not able to spare their employees for a longer per'iod. If the course contents 

demand a larger course, the whole course could be staggered and the trainee 

may complete it in 2-3 instalments. 

5. ::Juality of dyllabi and Programmes: 

A) rheoretic~ content. 

In most cases our syllabus is examination-oriented and rigid which 

gives little latitudes to the trainers for adapting it to the needs of the 

participants. rhe syllabus should be flexible and related to the actual 

field conditions. For instance, the history and philosophy of the }bvement 

could be allotted only limiteq hours and the college should be empowered to 

add current topics to the syllabus. 

6. Practical Xrajnin~: 

When the trainees go for observation tours, persons from all parts 

of the country are visiting almost the same institutions which are also fed 

up bJ the visits and can spare little time for them. It is necessary that 

such illstitutions may recruit training officers for the purpose or whatever 

officer is made responsible for giving them information or imparting them 

training should be paid some honorarium for the job. This incentive will 

make him take pains for the work that he does. r~is also applies to the 

field attachment programmes. rhe practical training programmes should be 

formulated with the consent of the institutions. In case of a visit to the 

cooperative department, honorarium should be paid also to the py. Registrar 

or the officer who imparts trainins to them. Similarly, is the case with 

the work of trainees in the addpted societies where also the executive 

officer of the society should get some honorarium. ~/herever possible, the 
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.institutions should involve th~ trainees in actu~ operations of the adopted 

society. But it should not tantamount to cheap exploitation of trainees. 

As regards consumer stores of the Training College, trainees should 

receive some honorarium.for working there so that they may take some 

interest in its work. Often it will be useful to devise sandwich courses 

which would involve interspersal of campus training with actual working in • 
the field, with cam~us training carried out in 2-3 instalments. 

7. .lea.chini Techniques: 

There ca.'lnot be two opinions that all modern teaching techniques 

should be employed to impar't training which ril.ay include case studies, role 

play, management g~es, ·practical exercises' use of slide projector, the 

film projector or 1 overhead projector. Presently because of the burden of 

courses on the lecturers, they have little time to prepare aase studies 

or role play or business games which also require money and time for outside 

to~s and at the campus. Ihe paucity of staff also limits much work in 

this direction. No good films and slides on cooperation are available 
, ... 

which could show the trainees actual working of the cooperatives except 

some films and film slides produced by the Reserve Bank of India more than 

a decade ago. 'l'he colleges ca.rry only with the films borrowed from the 

various embassies and the Govt. of India Departments. It is necessary 

that there should be a good film.department at the National Council for 
I 

Cooperative Training pr. National Cooperative Union of India, which could 

produce 50od films on cooperative subjects. 

8. Physical facilities: 

:l?he physical facilities available with a college are not of required 

mL~imum standard; most of the training institutions are located in hired 
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buildings which are unsuitable, inadequate and illequipped as regards 

classroom, hostel, playground, equipment and other facilities. Money 

should be available for all these purposes, either from the Government or 

Cooperative institutions to provide an ideal environmental setting for a 

trai.n,ing campus. 

9. ~uality of teachers: 

Often complaints are voiced that the teacherc are more academicians 

nnd not practitioners with the result that their teaching has no relevance 

with the actual conditions in the field. ro take care of this incongruity, 

it is essential that whenever teachers are recruited from the market or 

from the universities, they should bo given an orientation in the operation 

of cooperatives and be offered opportunities, to undertake field studies so 

that they may equip themselves with their practical problems in course of 

time. 

Suitable faculty Development Programmes would also help to fill in 

the gaps in theh· knowledge. Juest lectures should be invited from 

Cooperative Department, Cooper~tive Institutions and also from the private 

and public sectors to allow proper inbreeding, who may impart to the 

trainees firsthand information aboil.t the problems in the field. If the 

people are taken on deputation from the Cooperative Department or 

Cooperative Ins·titutions, it should be ensured that they have flair for 

academic wqrk and have a good power of delivery for effective communication 

with the trainees. 

10. Evaluation: 

A) By trainers rhis is accomplished through evaluation in day-to-

day class debates, seminars, case study sessions, etc. and also 
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through periodical tests and final ex9.ffiinations. l'he tests/final 

examination should involve more objective questions and the perform-

ance of trainees in practical tours, field placement, extra-

curricular activities, viva-voce tests etc. If possible, semester 

systom should be adopted for study nnd tests~ 

B) By trajnee~ : At the end of each c~urse, trainee should be asked 
. 

to evaluate the course contents, effectiveness and utility of the 

training programme whether same would be useful to them in their 

work and where they could suggest any measures to improve the same. 

C) By sponsoring organisations : This is a very effective feed-back 

and would determine as to what extent we have been able to make an 

impact on the l1ovement through our training performance. rhis 

evaluation could be obtained through questio~ires, through 

personal visits to the institutions and through involving sponsors 

in topical seminars. 

lJ) .foJ low-up Prot;rommes : Follow-up Programmes are, in a way, Refresher 

Courses vThich may be organised to find out from the trainees ho1v 

far their trainL~g has b~en useful to them and to their organi-

sation. rhis will also enable to keep a tab on the effectivenes;:. .> 

of our training programmes and also enable us to improve them 

further in the light of the observations made or suggestions 

received from the various parties • 

. . . . . . . . . . . 
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COITit::>E IN" 'f.t?..1U.N Il.\fJ Hi.£rlO.OOWJY & ·r~CHiU<tlJE.:> FOr\. 
AF JJ:l.4L\f rEACHERS 

- Prof R.V. Nadk.arni 

Cooperative form of organisation for providing the commonly needed 

economic services, organised and worked on the basis of self-help and mutual 

aid, had been initiated and developed in Europe. Consumers Cooperativ·es 

had their origin in England while credit cooperatives had their begL~iPgs 

in Jerman~, Dairy Cocyp~ratives in Denmark and so on. But from the country 
I 

of their origin th~ ideas spread out to other countries. In most of these 

countrie·s education for both the ch:W-dren and the adults had ,been taken up 

on a very extensive scale about the same time as the cooperatives were be:: 

firs't started. Spread of education facilitated communicatipn of ideas, ancl 

the follow. up action on the model of the successful cooperatives. Those 
, ... . .. 

who first got the idea of or·gt:tnising cooperatives put in considerable effor1: 

in educating themselves and others whose cooperation theY ne~ded. rhrough 
I 

th~s process emerged earnest and knowledgeable leadership in those countries 

By cont~ast, in India the situation was very 'unfavourable. Nass of 

peopl~ were uneducated and even illiterate. It was only a m~croscopic 

minority who had the benefit of general education. In a large country with 

great distanc$and people speaking different languages, there were so many 

barriers to communication that the spread of ideas was an extremely tardy 

process. 

·rhe British officers and a few English educated Indians were the 

channels of information about developments in Europe. It is through the 

initiative an~leadership of these officers and the English educated. 

jcoo~ Indians that a few stray experiments were made in the organisation of j 
eratives 

towards the end of the last_century. 
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Cooperatives began to ~ organised_ on a .oore -systematic basis and on 

a much wider scale only af1fr the enactment of the Cooperative Credit 

Societies Act of 1904. rhe Act had provided for the appointment of an 

officer of the Jovernment designated as the Registrar of Cooperative 

Societies. Apart from a number of .statutory functions he was required to 

perform, such as registration of cooper~tives, th~ir inspection, audit and 

enqui~, settlement of disputes through arbitration and liquidation, he 

was also expected to function as a leader<in the matter of motivating tha 

people to form cooperatives, guide them in organi'sing and in taakling any 

difficulties and problems ~opping in the course of their working. 

In the early days the Registrar did not have any.assistants to 

attend to his multifarious func~ions so the Jovernment had instructed 
.~ -

officers of other departments, particularly of the Revenue Uepartment,to 

help the Registrar in the organisation of cooperatiye.s. While some office:~, 

evinoed keen interest in cooperation nnd workQd for organisation and 

development of cooperatives with almost mission ary zeal, a number of 

officers looked upon the same as just an administrative measure. But mere 

legislation and administrative actiqn· could not build up a healthy and stron5 

cooperative movement. 

rhis official sponsorship and official leadership was botl1 

inappropriate and inadequate for a movement which was expected to be 

developed as a popular movement. rherefore, on the recommandation of the 

Registrar of Gooper~tive Societies, some reputed individuals who were 

showing some intarest in the new movement were appointed as honorary 

aistrict urganisers. 'l'hey' had a closer acquaintance with the local situation 

and better appreciation of the local prob;Lems, ruJd could speak: to the locP.l 
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people in their own language with an accent that could be understood by thej 

local people. Ehey were less suspect in 'the eyes of the local people as 

against officers of the Jovernment who W!'fre strangers. 

rhe movement also attracted a number of in'tellectuals - school, 
I 

college and univ~rsity teachers, journalists, lawyers and even samre sociallJ 

motivated, businessmen and industrialists. Political developments in the 

country had been rapidly converting the politically active people from the 

stage of praying and petitioning to the British Jovernment for concessions 

to the stage of agitation and civil disobedience .to secure independence. 

Those who were shy of indulging in agitational politics, considered 

cooperative movement as a potential field for 11 social service" to help the 

comparatively weaker sections of the society by organisL!g them inbo 

cooperatives. Some saw in the· movement a potential for socio-economic 

reform and even for a moral transformation and were attracted to it. 

This leadership was provided mainly by the urban elite. Fairly 

eacly did the~e leaders realis' the importance of cooperative eiucation 

and training and they set up institutions specially to ~ttend to education, 

training, publicity and propaganda. fhese institutes issued cooperative 

journals, organised periodic conferen~es and also conducted classes to 

train the secret~ries of the societies. But little was done by way of more 

systematic education of members ru1d training of leaders from below. 

In the rural areas with the traditionaL caste divisions and higher 

socio-.economic status enjoyed by some,persons of the groups having 

traditional superiority came to occupy positions pf importance as.:,c;>ffice-

bearers in the societies. No special education and training were considered 

by them or by· others to be necessary. 
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Cooperatives at that stage of development were sm2ll with membership 

confined to a village or a small group of yillages. £heir activities were 

confined mostly to the ·supply.of agricultural credit and as such their 

operations were comparatively simple. Cooperg.tivos for marketing and pro-

cessing were very few and even from those fewer still had any impressive 

record of performance. rhe .artisans cooperatives in the rural and the 

urban areas were even less developed than the agricultural credit cooperatiYt3 

In th,e urban areas also the credit cooperatives were more common, many being 

confined to employees of certain commercial or industrial establishments 

and J.overnment Departments,. .l-ocal bodies etc. Barring Q.:::.~~:w which were 

developed into Cooperative Banks to provide a variety of banking services tc 

the members, the rest we=e simple organisation~. In a few areas consumers 

cooperatives and housing cooperatives were ·organised. 'I'he only cooperatheH 

which were fairly lo..rge were the Central Cooperative B.mks and the Apex 

Cooperative Banks. 'I'hough these banks were expected to perform the functions 

of federal organisations, they were not necessar-ily structured as federal 

' organisations with ~epresent2tives of affiliated cooperatives havin~ to 
\ 

bear the responsibility of direction md control of management. Batter 

educated influenuial individuals L~ the urban areas provided leade~ship to 

these institutions which were, however, required to provide services and 

leadership to the cooperatives majority of which were in the rural areas. 

After independence the situation changed considerably. l.Jith political 

freedom came the freedom to shape tho economic policies according to the 

national interests. Planned economic development was undertaken. In the 

plans of economic development cooperatives were assigned an important place, 

ro enable the cooperatives to play the role expected offihem, Jovernment 
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assistanCe was extended to them in a variety. of ways and on much more massive 

a scale than.:ever before. rhe state decided to assist the cooperatives not 

merely from outside by way of loan, subsicies and other concessions, but 

also internally by contributing to their share capital. rransactions in 

the traditional types of cooperatives increased manifold. New typ~s of 

cooperatives like sugar factories, spinning mills, ~airy cooperatives etc. 

came to be organised under the plans in the rural areas. Persons with 

local influence and organising abilities found new opportunities as well aa 

challenges in these develop~ent~. rhe Central Cooperative Banks and the 

Apex Cooperative Banks began to be reorganised as federal institutions wi1jL 

the entire or major representation in management to the affiliated cooP-

erativcs, other rural cooperatives like marketing and processing cooper-ati,•c. 

also developed th~ir own federal structures. With these developments the 

leaders ri~ing from the rural primaries to the higher levGl org~isutions 

gradually replaced the leaders drawn earlier from the urban elite. 

rhis was accompanied and influenced by another change. After 

independence a new constitution was adopted which provided for a parliamenta1~ 

system. Agitational politics with sacrifice and suffering yielded place 

to party politics for power. Every aspirant for positions in political 

institutions - party, lo"cal bodies, legislatures and parlia.I:lent had to 

build up a strong local base for himself and exploit every opportunity to 

climb higher up. Ihose at the higher levels had to constantly guard against 
"" 

tieing toppled by their rivals and therefore, to constantly consolidate and 

strengthen their political base. In this struggle for political power 

cooperatiVE!JS were seen by the newly emerging leaders in the cooperatives 

as stepping stones for their advancement not only to the 'higher federal 
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organisations but also to the positions :in politic~ parties. "Ugher 

political lc;aders took considen.ble interest in the cooperatives to see 

that their supporter·s occupied important positions in the cooperatives. 

rhus the politicians who wer0 indifferent to ~nd even despised cooperatives 

as inptitutions outsid::o thG main stream of struggle for independence, now 

look8d upon th8 cooperatives as instr~ents of ;aining and consolidating 

political power. ro tho earlier tr~ditional leaders of dominant castes 

enjoying higher socio-economic stat~s, political aspirations and influence 

g0.ve a new dimension:. 

Since the nationc:.l policy under the plans was to promot0 and assist. 

cooperativvs in every possible field of economic activities as instruments 

of socio-economic transform:;,.tion it suited th~ party in po,,rer to sanctior ... 

new cooperative projects particularly in the areas it vmnt0d to gain a 

foothold or to strengthen. its position. Under the scheme of stnto partner-

ship there was a provision of nominees of the Joverrun.:mt on the Boards of 

Nanagement of Cooperatives. J'he power of nomination was used by the pr:rty 

in power to plant its supporters in all important Cooperative L~stitutions. 

rhe statutory powers to supercede the Joard of managements were used on 

the flim..siest grounds to remove from positions of po\.rcr in th0 cooperatives 

persons inconvenient to those in political power. rhus came about inter-

penetration of coop0ration and politics. In a few cases cooperatives 

benefited from the development as political and adrunistrative support to 

cooperation created a very favourable environment for organisation 'or nc1:r 

types of cooperatives anu in naw areas and also for strengthenin~ tho 

cooperatives at different levels. On the other hand intrusion of politidhn3 

in the cooperative field vitiated the management. In addition to the usJdl 

nepotism, and casteism maneouve~ing for polticial gain has become an 
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important factor adversely affecting manger2al and operational efficiency 

of the cooperatives. 

Cooperatives as per their principles are expected to be neutral in 

politics as in religion. But this principle is being violated duo to the 

attitudes and activities of the politicians among the cooperators to the 

detriment of the cooperatives. fhe solution to this is not debarring the 

politicians from cooperative membership or even office-bearership, since • the politicians also might and in fact do need cooperative services and 

therefore such debarring would violate the other principles of cooperation 

viz. open membership and democratic management. If any punitive measures 

. were to be int~oduced, they would heardly be taken against politici3n 

cooperators belonging to the ruling party or ruling faction in a party 

owing to their influence over the administrators, but might be used with 

great promptitude against those belonging to the other rival parties or 

factions. 

rhc only solution would be education and enlightenment of the 

members and developing an unde:..:standing in them that 1t1hile their support 

to the politicians among the coope~ators might bring them some immediate 

gains would harm the long term interests of the cooperatives. 1-iembers ;with 

such cooperative understanding would be able to develop into cooperative 

leaders who would be concerned with developing their coop8rativos. 

Education is a slow and difficlllt proce.ss which may not give immediate 

results but it wi'11 ~ivc sound results • 

. . . . . . . . . . . . 
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USE OF LESSON NOTES 

CEMAS UNIT • 
International Cooperntiv~· ~. 
Reg_ional Otfioe & ~-- ., - ' 
for South-Eaet Aati!\,J~.-. - ''"'""' 
11 Bonow House" 43, Meiils '(~ ~ 
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Used correctly, .duplicated lesson notes are a valuable support to participative teaching. 
They provide basic study and discussion material which can be developed 'in participative 
teaching sessions. If there is a hard core of material in writing, you lessen the 
possibility of participative teaching sessions drifting away from the point and losing their 
purpose. • 

More important, they save time, otherwise taken up by lectures, which can be used for 
other teachihg exercises. If the students study lesson notes in their own time, the 
teacher has more class time availahle. Of course, many experienced teachers say that 
all students do not reac' written material. One answer to that is thdt they do not all 
listen to lectures ehhe:-, and at least lesson notes, unlike lectures~ can be looked at 
again for review purpo:;es. 

Most students will use lesson and discussion_ notes if they are well written, and if their 
purpose is explained. 

'What Should Go Jnto Lesson Notes. 

It is sometimes qifficult to decide what should .90 into lesson notes. There are, perhaps, 
two measures to apply in deciding this: 

(1)' Do not bother t·J reproduce material which is already avail!'tble-to 
students in text··books or other readily available sources. Providing 
potted versions of passages from text.:books is not teaching. Th~ 
.hotes should be a summary or··<>utl ine of the teacher's own comments 
on the topic, emphasising the particular points he wishes to make, and_ 
raistng the questions to which he wishes to direct the students' attention. 
It is a good idea· to raise these qvestions for answer and discussion at ' 
later sessions. 

(2) Look carefully and critically at the materi'OI you normally communicate 
through lectures- and ask yourself these questions: Why is it necessary 
to present it' verbally? How much of it could be better communicated 
·tn written form? 

les5on nohts in outline form should allow space for the student to add his own notes. 

When to G iv~ Out Notes 

This depends on the use to be made of the lesson notes. For example, if the subject 
is (a) complicated, or (b) technical, or (c) includes definitions to be learned, or 
(d) many references, the teacher may. gi~.e-out the....notes..at-t_he-begirruins:of the c~c;rss,-; -· ----
so students can follow the pres¥'tation more easily, without having to write so many 
notes of their own. 

Some teachers prefer to give out class notes for review only at the end of the class 
session, because \a) the student pays better artention, and (b) notes down items of 
particular value to his own situation, and (c) usually remembers more. 

1 



If the notes are used in a discussion in class, again, ask yourself what use they have: 

(1) Do t~e students ha.Je to read serious material, and think about 
it to discuss it intelligently? Then give notes out ahead of 
time for advance reading. 

(2) If the' discussion notes call for an on-the-spot reaction of the 
stQdents, give them out at the beginning of the discussion 
session. 

Generally, lt is advisable to give students notes relating to a particular session 
either at the session or if they are to be used for discussion purposes at the session, 
only a short 'time before. This encourages them to read the notes at the time the 
content fits into the.programme. Never give out lesson notes for the entire course 
at the beginning of-the course. - ' ' 

Of course, lesson notes can: be bad~y or incorrec~ly used, and often are. Students 
will often rely upon them more than they should. At worst~· some people will 
simply file them away .until ·close to examination time, when they make a 
desperate effort to memorise the contents to be repeated parrof-fashion in answer 
to the tests set • . 
Many teachers profess to dislike lesson ·notes for these reas~ns. It sh~ld be 
remembered, however, that the efffetency of any teaching method Ia determined 
by the teacher,. not by the students. If notes are not being used correctly., it 
may be the teach'er who is at fault. For example, if the students can pass the 
examfnatfon merely by repeating memorised material, it Is usually not a good 
exominati on. 
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INFORMAL GROUP DISCUSSION 

International Cooperative Alliance 
Uegional Office & Education Centre 

'for South-Eor.t Asia 
11 Bonow Hou se11 43 1 Friends Colony 
New Dr,lhi - 110065 (India) 

Most teachers will be familiar with the techniques of organising group discussions 
but it would be useful to summarise them here under two main headings: 
arrangements,and the role of the teacher • 

. • 
Arrangements 

(1) Seat the group informally preferably around tables, in such a way that each 
person con see every other. 

(2) Work to a known time schedule - start and finish at times set. 

(3) Have a blackboard available anCJ encourage its use. 

(4) If the group is large, divide into into smaller groups for discussion. For most 
purposes, it is appropriate to have 5 .. 7 participants in each group. Ideally, 
each group needs a separate room, but several groups can operate successfully 
in the same room at the.. same time if the room is big e:1ough. 

(5) Make sure participants-know one another, by nome. You may want 
participants to wear labels with their names on, or you may put name labels 
where they sit. 

Role of the Teacher 

(1) Emphasise that all members of the group are to take part, but there should be 
no I ong speeches. 

(2) Prepare yourself. Think through questions ·in advance. Distribute any 
prepared discussion or background material well in advance. 

(3) Try to put well-defined questions or issues before the group. 

(4) Get the group to choose a chairman for the disc}Jssion. 
The chairman should: 

(a) Keep the discussion to the point, but not make speeches, or 
force the discussion in a direction he favours; 

(b) Ensure that all members participate, by drawing out comments 
from quiet members, and tactfully interrupting people inclined 
to make speeches. 

(5) Ask the group also to choose a secretory, who will write down and report the 
main ideas, conclusions, or suggestions of the group, and report them orally 
at the end of the discussion. lhis helps the group see what has been 
accomplished. Also, if there ore misunderstandings, or disagreements on 
what has been said or agreed on, the report by the secretary gives the group 
on opportunity to clarify its thinking. 

(6) At the end the teacher should: 

( 1) Summarise the discussion; 

(2) Identify points of agreement and conclusion; 

(3) Point out issues that wfl I req11ire further studyi Ot"!d 

(4) If _it is appropriate, add his own views and comments. 



Exercise 

Think ovttr the following questions. .\lo answers are offAn .. d to them, but you will 
find it useful to measure your own response to what we have discussed in this 
section by reference to them. If you could discuss them with your colleagues, 
it would be especially useful. 

1. 'Why is it good for the grove to choose a chairman, instead of the 
teacher? 

' 2. List some possible benefits of having a separate secretor>: to 
report the main points of discussion. 

3. It is recommended that people in a class rotate in the position of 
chairman and secretory for informal discussions. 'Why? 

4. Why is it recommended that Iorge groups be divided into 
smaller ones for discussions? 

Abstract fran "Participative Tenchinr~ j\fethor\:'t" 
ICA CEMAS, London. ,, 
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GROUP DISCUSSION TECHNLQUES 

. 14.0 
CEMAS UNIT 
International Cooperative Alliance 
Regionnl Office & Education Centre 
for South-East Asia 
"Bqnov House" 43, ·li'rii:lnds Colony 
New Delhi - 110065 (.India.) 

A variety of participative techniques will be described 'in this manual. Most of them 
Jnvolve sroup·discussion in some form. 

The following methods wi II be described: 

'Informal Discussion in Class, . . 

Case Studies, 

In-Tray Exercises, 

Rote Pfays, or Socio-Dramas, 

._Ranking Exercises, 

Debating, and 

Business Games. 

;.Before describing each, we wiH make some comments that apply to portidpative 
techniques in general. 

·The way people think and act in groups of.ten differs from the way they think and 
behave individually. Group dynamics is the name given to this fact. You may wish 
.to read more on this subject. 

Advantages 

.It is .important to be clear about the advantages of this process. We con list these 
·OS follows: 

!(1) 
'· 

·(3) 

(4} 

;(5) 
~ 

' 

~6) 
~·. 
~ 

I 

It helps to avoid monotony· and boredom, and so to stimulate interest. 

It encourages people to talk and''to express their opinions. Often this 
brings hidden conflicts within the group out into the open. Skilled 
teachers eon use. this productively and helpfully. 

Participants tend to remember things that they have had to defend or 
explain to others. 

Group discvssion is a co-operative e.x·ercise through which the group 
seeks solutions to problems. It thus uses th~ experienc!3 and, wisdom of 
group members. N13te that only those teachers who gen,uinely xespect 
the opinions of their students can use group discussion for this purpose.~ 

From the teacher's point of view, it is easier to correct a few group 
solutions than many indivi<i_ual ones. 

Finally, and perhaps most important, group discussion can influence 
attitudes and beliefs, and so open the way to the use of newly 
acquired ski lis or information. 



Attitude Changes 

It is worth discussing this last, but most.significant, advantage· further, to consider 
how this process of attitude change works. 

There are many ways of causi'ng people to learn facts and to understand concepts. · The 
trouble is that they will not generally oct on what they have tearnt if it conflicts with 
deeply held attitudes, habits or prejudices,, Most of us are usually willing to learn 
facts from anyone we think to be knowledgeable, but we are much less willing to unlearn 
old habits or to chanQE!_ oHitudes. Subconsciously at !east, most people are reluctant to 
change their attitud~s, especially if this will pvt them out of step with friends or 
workmates. The possible r'isk involved becomes more acceptable if we hear others 
discussinp the advantage' ot change. Indeed, in o group situation, fear can work the 
other way. A person may not wish to find himself alone in defence of an attitude 
abandoned by others. · 

The importance of this in Co-operative education and training will be readily seen. If 
the objective of~ training course is t0 teach certain procedures, in the anticipation 
that these will be put into practice when the student returns.,to his Co-operative, then 
it is essential for the student not only to.understqnd how they operate, but also to 
accept that they are preferable to those he used previously. The saying "old habits 
die hard" is very true. lf an "old habit11 is a "bad habit", it has to be unlearnt before· 
it can be replaced by a "good habit". 

Some Basic ;Rules 

To secure this process of attitude change, or unlearning, through group discussion 
techniques, it is necessary to follow some basic rules. If these are ignored, such 
techniques can easily reinforce existing unwanted prejudices or even introduce new 
ones. These rules might be summarised as follows: 

(1) First the ~eacher has to foster in the grovp an elemt::nt of doubt about 
the attitudes he wishes to change. He does this by questioning the 
assumptions on which they are based and suggesting alternatives. (tt 
is even better to get the students to question the assumptions, and 
suggest of ternatives). · · 

(2) Next he has to make the participants feel safe enough to voice to 
each other the doubts they may suspect or fee I. If they have this 
feeling of securi!J, some wifl not mind expressing their ideas before 
they are sure they are correct and acceptable t-.., the rest of the group. 

{3) Once this process begins, other members will be encouraged to try 
out their ideas, and a free interchange of opinion based on 
experience can take place. 

(4) The results of this group effort is then subjected to assessment ond 
evaluation by the teacher. 



Exercise 

1. 

I 141 

Test your recoil: of what we hove discussed in this section by completing 
the following summary statement from the text: 

"Thus, beginning with an element of , supported 
by a feeling of bythe relationship 
within the group and by the teacher, the group 
members help to encourage and push eath other through the process 
of and leatning". 

Check yoL•r flnswers by reference to the preceding pages 

2. Think over the following questions. No answers are offered to them, 
but you will find it useful to measure your own response to what we 

I# have discussed in this sectiory by reference to them. If you could 
discuss them with your colleagues, it would be,especially useful 

(a) How would you foster healthy doubt at the beginning of 
a group d~scussion? 

(b) What. is an "assumption"? 

. (c) Tell one way you could build a feeling of security in a group 

(d) What could you do to help people develop relationships in a 
group? 

(e) Give an example of how a teacher can guide a group in 
discussion without dominating. --

(f) In addition to learning, what else do you want to result from 
discussion? ----

(g) Vv'hat group discussion techniques would be useful in teaching 
of your own subjects? If you could not use discussion in your 
classes, say why not 

(h) Apart from the advantages of group discussion which we have 
fisted, can you think of others? 

(i) In terms of your understanding about the n.eed for sense of 
security on the part of students, should a teacher always be 
present during group discussion? 

(j) Many teachers ore sceptical about the value of group discussion 
techniques Is it likely that this is because they are afraid of 
new ideas, and reluctant to change? 



lhu~: 

{lj beginning with e~n element of doubt, 

(2) supported by a feeling of !_e_e_~ 

(3) encouraeed by the telatiomhip within the grfiUp, and 

(.i) guided_ by the teacher; 

the group members .help to encourage and push each other through the process of 
change and learning. 

) 

Ac.. noted ·earlier, it i:. not argued that group discussion tec:hniqu~ are appropriate 
to the teaching of all subjects .. or to all t~e teaching requirements in any one subject, 
b~.t- they do have a very wide and significant relevance to any learning pro~esa 
involving adult students. 
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PRINCIPLES AND STEPS lN CUIUUCULUM FORMULATION 

What is Curriculum? 

- Dr. G. Ojha 
Education Officer(C~S) 
ICA ROEC, New Delhi 

The dictionary meaning of curriculum is 11 the course of study". 

Naturally, in a training situation also the curriculum refers to the course 

of study of a given training or ·education programme. However, the basic 

question with ·which persons concerned wit.IJ the provision of such training 

~ and fonnulating the curriculum faced with is "who are to be educated and 

why? What they are to be educated about? When, where and how this education 

or t:raining is to be imparted? 

Identification of Target Population 

The first question concerning 'who' and 'why' is related with the 

objectives of training and the target population to be covered through such 

training. It means that the trainers who are supposed to do the exercise in 

curriculUL... pl~i:1g must have cle'"',r idea bout the a:L..ls and objectives of the 

proposed training. The broad aims and goals have to be spelt out into 

specific objectives of every progranme. Therefore, the trainer, before 

working out or pla.I,lning to work out a curriculum has to identify the people 

who are to be trained .and also to identify. their training needs which may be 

necessary tq perfonn a given task at a given level. In the curriculum 

fonnulation the trainer has to ·strike a balance between the needs of the 

individual and the group. The individuals or the group of individuals 

identified are technically tenned as "Target Population11 • So th~ first step 

in the curriculum fomulation is identification of the target population. 

Identificat~on of Training Needs 

The next step in the process is identification of the training needs 

on the basis of which the training objectives have to be fonnulated. In 

order to identify training needs, the trainer ha~ to make a study of the 

structural and functional aspect of the organisation and. also to make 
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performance appraisal of the personnel working at a given level. He is 

also expected to identify the problems facing the organisation which could 

solved by the improved performance of human resources. If the group is 
11 known group" it is not difficult to specify the training needs. But 

considerable problems in curriculum formulation arise when the group is 

'unknown'. In such cases it becomes extremely difficult to work out a· 

curriculum which could exactly meet the needs of the personnel with varying 

background and experience and working in different organisations. Even when 

the jobs are similar and the types of organisations in which the persons 

are engaged are also identical, there could be considerable variation in 

the training needs of the personnel working in 'A' organisation to the 

training needs of the personnel working in 'B' organisation. This may be due 

to various socio-economic and organisational factors in which a given 

institution might be functioning. However, in such cases, for the purpose 

of drawing a useful curriculum it is essential for the trainer to be in 

cloase consultations with the to~anagement, and/or personnel and training 

executives to identify the specific needs of training for a given target 

group. The more homogenous the target group the more easier will be the 

task of curriculum fomulation. 

Learning Aims & Behavioural Objectives: 

Once the target population and its traininp, needs are identified the 

next step in curriculum fonnulation is detennining the "Learning Aims/Goals" 

and "Behavioural Objectives" in terms of what a trainee should be able to 

perfonn after undergoing the training process. It means that there is a 

relationship between learning experience and behaviour. In this process 

the trainer is required to select the learning experiences to which the 

participants in the programme must be exposed. This is an essential part 

in the process of curriculum fonnulation because it is through the exposure 

to these experiences that the existing behavioural patterns can be changed. 

Therefore, with reference to the goals of the programme in tenus of attitudes . 
and behaviour desired to be produced among the participants, a range of 

experiences has to"be selected. However, the accumulation of such experiences 

should not be aimed at mere ao.cumulation of knowledge of facts but must help 

the participants in relating specific facts to general principles. It is 

in this context that a specific distinction is made between training 

objectives (aims & goals) and behavioural objectives. T~behavioural 

••••• :3/-
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objectives of a training programme sh?uld ~pecifically. aimed at devBloping 

the ability of canprehension application, analysis, synthesis and evaiuation 

among the participants in relation to their job perfonn.ance _after training. 

And therefore, the curriculum should clearly indicate what the teacher 
should teach and what the trainee should learn. This will avoid vagueness 

in the teaching/learning proce;3s. 

Selection of the Subject and Fonnulation of Syllabi 

Selection of the subject and formulation of tho syllabi is the next 

step in curriaulum fonnulation. The identification of the subjects must be 

done in relation to the goals determined and behavioural objectives selected. 

The failure of a training progremme in many cases is pr~arily due to neglect 

in this area. 

Breaking the SUbjects into Specific Topics 

The fourth step in the process of curriculum .fonn.ulation is breaking 

the subject .into specific topics. The subject area and subject matter 

specialist may like or suggest to cover everything but it is· the prime 

resp:msibility of the traine;r to select only such topics within the subject . . . 
matter which is likely to help directly in achieving the behavioural 

ol;>jectives of the programme. In othez: words while determining what should 

be taught and how much of it should be taught, the trainer must carefully 

consider its relevance to the expuriences necessary for attaining the learning 

go~l and learning experiences. 

Lesson Planning - organisation and integration of various topics in seguence 

Once the subjec:t area and topics within the subject is identified in 

relation to the overall objectives of the programme the next step in c~rri

culum formulation is organising and integrating various topics in properly. 

coordinated sequence~ designed to produce the desired behavioural pattern. 

It means that the seq~en~es of lessons and teaching activities·?re to be 

worked out in sutlh a manner that each topic would be in with reference to 

precediilg ~c and will lead to the one.-wh:ich is to follow. Thus, a trainer 

is supposed to maintain ~nter-relationship and continuity in ~e treatment 

of the subject and the topics: This will ensure the entire process of 

training an integrated one. 

• I ,_ 

...... •41' 
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Selection of Possible Learning Methods and Aids for Achievin~ 
Training Obiecti¥os 

Once the lesson plon · is ready, the next step is to identify the 

possible training methods for various subjects and topics and the selection 

of'teaching aids. 

Curriculum fonnulation ·in its traditional way did not give much 

anfhasis on this aspect. Curriculum fonnulation used to be considered as 

complete after working out the lesson plan. The trainers used to leave the 

question of training methods, aids and also thnt of material to be used 

to the whims of the teacher. However, with the developnent of modern 

teaching technique, identification of the most suitable training technique 

and method has beccme an essentinl part of a perfect curriculum to be identi

fied by the trainer resp:msible to fonn:ulate the curriculum. Not only this 

it is further expected that the trainer should 1dentif.i suitable teaching/ 

training technique in respect of each topi:c and aiso indicate the suitable 

aids to be used in making the communication more effective to brilfg insigni

ficant results. 

Preparation of Training Material 

Once the subject area, topics, teaching techniques and aids suitable 

to deal with the topics are identified the next step in the curriculum 

fonnulation is production and collection of teachir-::;/training materinl. 

Here again the trainer has to be careful and keep in his mind the specific 

behavioural o bj ecti ves to be achieved through the training. This applies 

both to the production of material and collection of material. ~owever, 

in the matter of selecting teaching/training material, the .following 

additional points should be taken into consideration: 

(a) Suitability ofmaterial;to target population. 

(b) Simpllci ty o.f material; to target population. 

(c) Time required to teach with the material. 

(d) Cost involved in production/procurEment of material 

(e) Language of the material. 

A curriculum is incan plate without adequate and sui table ma,terial 

in the language which could be understood by ~e participants • 

• • • • • :5/-
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Pre-testing - Evaluation and Refinement 

No curriculum and the rna erials contained i.n it is complete unless 

suitability of the materials pre-tested in the field situation. Curriculum 

fonnulation is not an end itself but it is a means to achieve certain 

objectives. It is, therefore, a continuous process. The trainer must pre

test the curriculum in real field situation before it is used. This will 

provide an initial feed back and will be extremely useful to find out 

whether the actual operation will result in actual attainment of the training 

objectives ·or not. In the light of such feed back the trainer would be able 

to make necessary changes in the curriculum. 

Even when a given curriculum is pre-tested it is desirable to obtain 

feed back on the curriculum when it is thrown open to actual use. Such 

feed back are of considerable value for the trainer in developing and 

perfecting the curriculum. 

Other Imp:>rtant Points· in Curriculum Fomulation 

Apart from the various steps indicated above the following factors 

should also be taken into account in the process of curriculum fonnulation: 

a) Duration of the progr~e: Duration of the programme has to be 
area 

considered in the light of the coverage of the subjectLand weightage given 

to various topics and also in consideration of the behavioural objectives 

to be achieved. However, the duration of the programme must also take into 

consideration the availability of the participants for the full duration of 

the course. Scmetimes situation may demand to strike a balance between the 

without sacritying the training objective. 

b) The second aspect is the availability of suitable personnel and 

the J;hysical and administrative support available to carry out the programme. 

This also includes the cost factor in training. 

A summary of the whole process involved in the fonnulation of 

curriculum is provided in the chart as Annexe-A. 

•.• .. • ..... 
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1. ~xe-A -
STEPS IN CURRICULUM FORMJLATION 

Pre-testing, 
Evaluation 
and Refine
ment 

Preparation 
of training 
material 

-0~ 
-0'-' 

'\.v 

Se ect oh of possible 
learning methods .and 
aids for achieving 
training objectives <.~ 

v-0 
5 r-.--..,._,.._...._ 

esson anning -
organisation and 
integration of various 
topics in sequence 

Breaking the subjects 
into specific topics or 
learning experience to 
be c<XIliilunicated 

Selection of the 
the Subject 
Fonnulation of 
Syllabi 

Identify needs 
i)Organisation 

ii)Group 
ii~ Indi visuals 
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IDENTIFICATION OF TRAINING NEEDS 

- Dr. G. Ojha 
:&:ducation Officer(CE.f..~. .• s) 
ICA ROEC , N 611 Delhi 

The success of any Training strategy for coope:.nt,ives depends on 

the identific~tion of training needs of vaiours ca~egories of personnel 

workin~ at different levels in a cooperative system. 

Training programmes are organised in relation to needs and are 
i 

therefore not merely a reaction to solve a given set of problans. 

Definition 

A training need may be defined as desired chango in present htmsr.t 

knowledge, skills or attitude so as tq bring in improved p01~fo:r:mance of the 

human resources. Traini:Jg needs of an organisation is differ8!1t from t1.1e 

developnent needs. The developnent needs of the organisation aim at. th8 

total growth and effectiveness of the individuB~a workir-.g within it towaJ;ds 

realising their full pOtentialities to the advantaae of tho organisationo 

How to identifY Training Needs? 

1. The trainer s..'lould make the job analysis of a particular group of 

employees and make an assesrJnent of their job perfonnanceo SUch perfonnanG

appraisal could also be provided by the management or the superviso1·s. Once 

the perfonnance problem at a given level has been iden·jjifi~?d t.lJ.e next st.ep 

would be to make a survey of such group for ictlom i'raining may be needed. 

Analysis of bio-data: In order to identif.y the training needs of 

the identified group, detailed infonnation and hto-data of the prospectiv·" · 

participants should be obtained particularly regarding their job requi.rarv:::Et..;. 

A careful scrutiny of the job requirements and the existing pe;:fo~!Jll

ance will indicate the areas of training needs. 

2. The second method of identifying the training needs within the 

organisation is through the Review of Production, Financial, Persor..nel ai1d 

other operational data from records and annual reports of J~e organisa Gio.c. o 

••• 0. 0. 0 :2/-
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This requires careful and deep study of the various functional aspects of 

the organisation in order to identif.y problem areas which could be corrected 

through .-raining. In this methou. the main thrust 1·is on 'results' ~f 

activities, and one has to work backward to the causes to identify training 

needs11 • 

.3· The third method aims at evaluating an individuals performance level, 

and identifying his training requirements. This means that a trainer should 

try to assess the existing level of knowledge, skills and behaviour and also 

the potentials for further developnent of these elements in the light of his 

requirements and future developnent. In this method the focus is on 

individuals but the techniques could also be profitable used to evolve a 

training programme for group of individuals. 

Thus to sum up "Training needs of an individual in an organisation 

are related to the tasks that he is expected to perfonn and is a mixture of 

knowledge, skills and attitudes that he must p:>ssess to perfofm the task" • 

In otherwords, training must ensure improved performance of the job in order 

to accomplish organisational objectives at the least cost 

Classification of training needs: 

Training need could be classified in two broad categories; i.e. 

(a) Essential training requirements, and 

~~) Desirable training r 1uirements. 

(a) Essential training requirements could be identified as those training 

needs which are absolutely important for the performance of a given job or 

task. Absence of such training haa :immediate bearing on the functioning of 

the orgaDisation at a given level. 

(b) Desirable training requirements could be defined as such training 

needs which could be generally useful in providing broad perspective to the 

trainee. The fulfilment of desirable training needs develop among the 

participants an appreciation of skills and attitude for performing the job. 

The real problem in identifying the training needs is in relation to 

the unknown group of personnel. The problem before the trainer 'often is that 

he is not aware about the individual requiranents and hence he faces practical 

problems in fonnulating need based curriculum for such groups. However, the 

trainers have evolved some working method on the basis of which the curriculum 

could be formulated for such group. However, this is based on certain 

assumptions. 
• •••• :.3/-
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The trainer has to identify the actual task as well as the other 

related aspects of the task whid a member of a particular group is perfonning 

at a partic~ar level. For example, ·take the case of the newly recruited 

Managers of the Primary Agricultu,ral Cooper~tive Marketing So~iety. A 

manager of the ag:I,":icultural marketing society is supposed to know not only 

the te·chniques o·f agricultural marketing but also about warehousing, grading, ., 
storage,-- transportation-, and also p1rchasing technique. Besides this, 

probably he must also have some elementary knowledge of accounting. It is 

true that a particular marketing officer may not'be performing all these 
. Land 

functions but since he is the controlling and sup~rvising officer also since 

all these activities are inter-related,he cannot effectively function if he 

is not sufficiently. oriented in these activities. Thus in such cases of 

unident-ified group (about whom sufficient knowledge is not available) the 

training needs could be identified on the basis of the job-description and 

on the identification of the inter-related activities of such job with 

other activities. 

The next principle in ident:i,fying the training needs of the unspecified 

group is the principle of certain basic assumptions of knowledge or skills 

that the individual members of the group may be possessing. For exsnple, 

in identifying the training needs of the newly recruited accounts clerks, a 

trainer may make an assumption that the candidates do not have the skills of 

maintaining double entry book-keeping and hence this may be an area of 

training. S.llnilarly, while identifying the training needs of the newly 

recruited accounts.of~c~r, the trainer may assume that the candidates have 
maJ.ntaJ.ru.ng 

all the skillS in L and following the double entry system of book 

keeping and hence· may exclude such topics from the curriculum. 

In identifYing training needs of both the types of personnel, eith~r 

known or unknown, the trainer must have very close links with the users 

(organisations) who are going to be profited by such training. But the 

fallacy of the present cooperative training system is that though the user 
' . . . th~selve.s1 organisations do realise the ~eed of tra~n~g, they do not ~nvolve L tuL. y 

with the training organisation and trainers in preoiaely identifying the 

training .needs. This results in training being subsequently branded as eye 

wash, 'useless'~unpractic~theo~icaf so on and soforth. 

. •.... :4/-
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Without goi~g into the question of who is at fault, the most 

practical approach from.trainer~.angle require greater efforts on his part 

in identifYing real needs, particularly the practical aspect or the skill 

part of the needs. This will require practical experience on the part of 

traipers in the wor~ing of the cooperative organisations at various level • 

vn/ 
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COOPERl\.TIVE IVIOVEI'IlENT lli INDIA 
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Dr.S .c .Mehta, 
Professor, 
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transformation 
. ,·.··'-. -;.~~ .. · . 

In no other country in the world is the cooperative 

moverrent as large and di\rersified as in India. It leaves almost 

no sector of the economy untouched. Over the years, cooperative 
/ 

e.ctivity !..as progressively increased in terms of membership, 

resources and transactions. ·To-day, the economic value of 

cooperative activity exceeds Rr-15 ,000 crores per annum - about 

one-fourth af the total national inc ore. The moveroont involves 

about eight crore people and is perhaps one form of economic 

organisation which involves the largest number of people. 

Beg=i?nings 

The passing of the Cooperative Societies Act in 1904 

marks the beginning af the Indian cooperative moveroont. It 

started wibh the establishroont of primary credit cooperatives 

whose task was to liberate the farmers from the clutches af the 

lenders. The cooperative de:p3.rtments were established in most . 
of the states under the Registrar of Cooper~tive Societies. 

1 How..Jyer, the growth of the cooperative moverrent till the 

attainment of indpendence was somewhat feeble and limited. It 

is only after the attainrrent of independence that started a 

process of rapid expansion and diversification of the cooperative 

..... 
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movement. In the successive Five Year Plans, the cooperative 

sector wa~ looked upon as a balancing sector of the econornlf 

balancing the private sector and the public sector. 

Credit Cooperatives 

The recommendations of the histQric Rural Credi.., 

' Survey·'committee Report (1954) provided the basic ingredients 

for cooperative policy aimed at developing cooperdtidn as the 

principal instrument of rural and agricultural development. 

The report recorillnended rrassive State assistance and participaticn 

in the cooperative movement. As a res:llt of this policy a 

wide-spread network of primary agricultural cooperatives has 

been established at·the village level. They are affiliated to 

the District Cooperative Banks which in turn are affiliated 

to State Cooperative. Banks. The latter.•get concessional finance 

from the agricultural credit departm;mt of the Reserve Bank of 

India. In 76-77, the~were 26 State Cooperative Banks, 344 

Central Cooperative Banks and 1 .23 :lakh primary cooperatives, 

errabaracing 450 lakh members in 5 .24. lakh villages. Already 

prirrary cooperative credit ·societies .have covereq 50% of rural 

families. 

Long Ter~credit. 

There is a different institutional set up for supply 

of long-term credit £or construction of we+ls, installcttion 

of pumps, land reclamation and df.lVEiJlopment of under-developed 

area, etc. Long-term loans "i:l.re disbursed to the primary land 

•• 3 
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development banks which are aff'iliated to ·the State Apex land 

Development Banks which derive loanable funds from the Agri-

cultural Refinance Corporation established in the yea~ 1963. 

There is a trei::nendous advance in agricultural investment 

through these land development banks and during the last year 

more than R~200 crores were lent to farmers through the land 

development banks. In 1976-77, there were Central land 

JEvelopment Banks and 892 primary land banks. 

Supplies 

The n~ ~-work of cooperatives also provide comprehensive 

progra:rnrre for the distribution of agricultural inputs.· Coopera-
• 

tives are expected to provide by 1978-79,65,000 retail outlets 

distriputing 65% of fertilisers, worth R~1 ,000 crores. Already 

by 1975-76 they have distributed fertilisers worth Rs • 700 crores, 

in addition to R~50 crores worth of pesticides and Rs.20 crores 

worth of seeds. The cooperatives have undertaken a programme for 

construction af village godcmns and mandi godotms in rural areas. 

The capacity of cooperative storage by March,1977 was nearly 
• 

40 lakh tbnnes and is expecteel_...to go up to 68 lakh tonnes by 

'1978-79~ 

1\Brketing 

Cooperative have also started handling, in a large way, 

marketing of agriculturalproduce. In 1975-76 cooperatives 

handled marketing of agriculture produce worth more than Rs.1500 

•• 4 
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crores of which foodgrai.ns were of the value of R~522 crores, 

sugar-cane for R~421 crorea~ and others including cotton worth 

R~625 crores~ The total number of marketing societies.handling 

agricultural produce at the rrandi level is more than 3000. They 

are affiliated to the apex ID:arketing federations which in. turn 

are affiliated to the national cooperative marketing federation. 

Processing 

The achievements of agricultural processing through 

cooperatives have also been intensified. The total number of 

cooperative processing units is 1738 u:f which 330 are cooperative 

agricultural processing units, 326 are soilseed processing units 

and 33 food and and vegetable processing units. There are 138 

cooperative cold storages. The cooperatives have made a mark 

in the ma.nufacture of sugar. I'here are 120 cooperative sugar 

factories, whose total prodJ.ctiun is nearly 25 lakh tonnes, 

or half of the total sugar production in the country. There are 

55 cooperative spL."lning mills whicli have total spi.ndleage of 

10 lakhs. It is intended to double this in the near future. 

This rm.ssive developrrent in agro business by cooperatives has 

been greatly assisted financially and organisationally by the 

National Cooperc.tive Development Corporation which is the 

executive arm of the Ministry of Civil Supplies and Cooperation. 

Con'swrer Stores 

~he consumer covpex:atives have aJ..so been given ·a very 

great important place as the backbone of the public distribution 
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system in the country. There are repeated periods of scarcity 

and inflation during which the consumers have been held to 

ransom by the traders. The cooperative public distribution 

system is intented to provide and .IJE. intain supply of essential 

commodities at fair prices to the common man. In addition to .. 
55,000 villages societies, 1862 primary marketing societies 

• 
are also engaged in distribution. In the urban areas 456 

consurrer ~vholesale stores and their 3500 branches and 170 

departrent stores are engaged in the distribution of essential 

commodities. 

Dair~ 

In tho3 field of cooJ:Brative dairy, the achieve.rrent of 

Amul in Gujrat bas been most outstanding. This has becoiiD the 

biggest dair,y in Asia which supplies not only liquid milk to 

the consUIOOrs but also produces milk powder and baby food. The 

achievements of Amul are being replicated in Gujrat and rest 

of tbe country. 

IFFCO 

One of the most sectacular achievements in recent years 

has been the establishment of Indian Farmers Fertiliser 

Cooperative which has erected a urea plant in Kalol and NEK 

plant at Kandla in Gujrat. This has been a suocesst;ul venture. 

More than 26 ,ooo cooperatives are its rr:embers. An efficient 

network of mrketing. has been established by IFFCO in severc..l 

States of the country. IFFCO is nCJI'iT poised to com;>lete shortly 
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its fertiliser plant in Phulpur and is likely to erect another 

plant to make use of the gas available from Bombay B:igh. 

There are hundreds of other types of societies which are 

not rrentioned here, but which are doing good work in several 

areas of our country and our econorey. All the sect·Jr of our 

cooperative economy are headed by National Level Fedel:'C:I.tions, 

prominent awong those are NAFED (for narketing cooperatives), 
' 

NCCF (for consumers), All-India 8tate Cooperative Banks
7
Fed3ration 

All India State land DevelopnEnt Ban~~Federation ~nd many others. 

At the apex is the National Cooperathe Union of India which is 

the spokesman of Indian Cooperative Movement. 

Cooperative Trainil.?g 

The main objective of the cooperative training policy 

is to strengthen the management struct·u.re of the COI . .Jfer<'tive 

movem:mt and help cooperative institutions in buildi..YJ.g up 

professional management by i.wproving the lmowledge, expc;rience 

and skills of the staff employed in cooperatives. 

The three-tier structure of cooperative trainine inatitutes 

c.omprises the Vaikunth 1'lehta "Jational Institute of Cooperative 

:fJanagement at Pun~ (v~'1nCrll) for senior personnel, 16 cooperative 

training colleges for intermediate category personnel and 73 

coor:erative training centres for junior cooperc;.tive personnel. 

Since the inception of Diplore Course in Business Mar...agement, 

a total of more than 330 officers, mostly young executives and 

administrators hava undergone this course. In the 22 shvrt term 
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sectoral specialised and functional programrres and three 

natj onal level seminars and conferences, 658 officers were 

trained during 1977-78. 

The 16 Cooperative Training Colleges conducted 244 

programmes during 1977-78 in which 5,511 intermediate category 

of officers were trained. These colleges have trained in all 

53 ,3 78 mtermediate category of personnel so far. 

Cooperative Congress 

Eighth Cooperative Congress was held from 9th March to 

11 th March, 1979 at New Delhi. Convened by the National 

·Cooperative Union of India, the Congress was inaugurated by 

the Prirrs lilinister. It bad the therre "Economic Democracy through 

Cooperation". The Congress coincided with the platinum jubilee 

celebrations of the cooperative movenBnt in the country. 
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COfJrlSE L~ l'RATIUNU. l£·rHODOI..OGY & 
TECHtU:;~,UEd FOB. AFG@If T&i.CrllliS 

Summary of Discussions and Group 
worlk: during the workshop.. 
Planning and Designing of Curriculum 

October 25-30, 1979 

Establishment of fraining Neods 

.1 r- ... ) 
J. ,.) •-' 

Oct. 30, 1979 

\lronp-.1 - Group l<Ie'mbers: Abdul .R.azaq Khalaf, Mohd. Atiq, 
Allah Mohd~, and Khan Bahaciur 

Job Description for Cooperative Vmnagers 

Educat-ion of members 

Book-keepin~ 

Credits, ~~rketing, Supply 

Development of the Cooperatives. 

Need for rrain.ing (cooperative agentj -cooperative J!la~ager) 

Introductory cooperative course content. 

- book-keeping, accounting, 

- bye-laws and laws, 

- administrative matters (including arr. of meetings') 

cooperative principles,, 

- credit, supply, 

- marketingJ storing, 

- establi~hment of cooperatives (only agents) 

- general agriculture practice, 

- rural sociolmgy, 

- member education. 

Duration 

It was desired to have at least three months introductory • 

courses. It was felt impossible, however, to conduct so long 

courses during the first years. In chapter 1.4.3 below,six 

weeks courses are suggested • 



1.2 

1.2.1 

1. 2.1.1 

1.2.1.2 

1.2.1.3 

1.2.1.4 

1.2.1.5 

1.2.1.6 

1.2.1.7 

1.2.1.8 

1.2.1.9 

1.2.2 

1.2.2.1 

1.2.2.2 

1.2.2.3 

1.2.2.4 

1.2.2.5 

1.2.2.6 

1.2.2.7 

1.2.2.8 

• 
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Group- II - Jroup 11embers: J ala.ludin Zamani, Abdul .,;.ayuom, 
l'1ahmood, Ziauddin 

Job Description - ~oard V~mbers 

uenoral body.duties delegated to the board 

Take decisions about coop~rative work scope 

Decisions regarding prospective new members (attract new members) 

Financial Decisions 

Educat}on for the members 

Duty distri9ution be~we~n ~he.momb~rs of the board 

Nanagement/Administration of cooperatives 

Recruitment of staff 

Frepnration pf the balance-sheet. 

training needs 

Cooperative laws, bye-laws, meetings 

How to find financial resources 

How to implement marketings 

. .J.ood information about agricultural practices 

How to strengthen the oW1financinl resource~, etc. 

Health, home economics 

Functional literacy 

Knowledge in book-keeping, balance-sheets, etc. 

Duration 

vuration of board members' course should be one week. 

• 
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1.5 Group-III - Jroup .f.fembers: Sayod.-Yaqtio, Dorshey, Rahmatullah 

1.5.1 Job Desqrjption - Hember -Education 

Rights of ~ember:..s 

1.5.1.1. Election of board 

1.3.1.2 Obtain services 

1.3.1.3 one man·~ one. vote 

1.3.2 Duties of the members 

1.3.2.1 Particip~te in jeneral Body meetings3 etc. 

1.3.2.2 Entrace fee, Membership fee (share capital) 

1.3.2.3 Encoura5e other people to become members 

1.3.2.4 Care for the cooperatives bolon5ings and activities 

1•3.2.5 Jse the cooperative services 

1. 3. 2.6 Active membership 

1.3.2.7 Loans repayments 

1.3.2.8 JUly other functions 

1.3.2.9 Liability 20 times the share capital 

1. 3. 2.10 rake part in various training 

1.3.3 rraining needs 

1.3.3.1 Literacy Courses for the c.ooperative members 

1.3.3.2 Member educs.tion through tape-recorder, etc. 

1.3.3.3 Cooperative principles 

Marketing (economics of marketing) 

Credit/su~ply 

Cooperative 'legislation/bye-laws 

Orientation Course- audio-visual (through radios) 

1.3.3.8 Improved farming practices. 



1.3.4 

1.4 

1.4.1 

1.4.2 
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Duration 

We agreed on short information coUrses/meetings to farmers· 

at convenient times • .?1 etc. programmes'should b9 carried out 

by the special agencies. 

Organisation of the Cooperativu In-service £raining Institute(CUI) 
at Badam Ba~h. l'he rec01j1ITJ.endations of the Groups: 

Policy ~~nagement 

A Stearing Comrni t tee should b"? forrJ.ed. '!'he Chairman 6f the 

Stearing Committ0e should report on the Institutes~ctivitios to 

the Hinister /Deputy l1inister of. J.gricul ture. 

Committee Members: 

-.President General of Extension, Chairman 

- President,Coopcrative De~artmont, Vice-Chairman 

- .President, Extension Department, Hember 

- .President, State Farm Department, Hember 

- President, Agricultural Bank, 1-'lGmber 

- Principal, Agricultural Institute, Mdmber 

- ~eneral Director Training, Socretary 

- Principal, CI£1, Co-Secretary 

- (Project Adviser, P•CCA Project, Kabul) 

Institute Manage~en~ 

The Principal of the Institute should be a technical man (training 

specialist). do would be responsible for the implementation of 

decisions taken by the Stenring Comnittee. rhe .Principats contacts 

with the Ministry in the current work would be through the 

Director General, Training ~t DCD. 
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Instituto Qr~qpj satj on 

Curricula 
Committee 

Principal 
I 
I 

----~ 

I 

I 
t 

I 
I 

-.Adm4nistration - Introductory Course 

I 
I 
I Board Member Membet Education 

Group 

·. 

1.5 

1.5.1 

U:roup Education Group 

- Subjoct Specialists 
responsible for specialized 
courses and subject element 
in general courses 

~uantity of introductory training for cooperative assistant 
managers and cooperative agents 

~mate of No. of Cooperative managers to be trained 
(from Prima.ry Cooperatives) 

Year. ..1.5.51 .l5.5a J.51ill .13..6.0 .13fil .136.2 
No. of .1;36 .1.500 1000 800 600 600 Coops. (new) 

Year of 
·rrai nina-

1357 70 70 

1558 230 600 600 70 

1359 300 400 300 

1360 240 520 24Q 

1361 180 240 

1362 180 

Net. Nos. 300 970 1240 870 660 

Dropouts 15 so 60 40 35 
during course 

·rermina te s 15 75 125 16:5 
s~rvice 

Second senior 15 75 125 
em;>loyees 

Jross Nos. to 515 1055 1590 1110 985 
be trained ============---==--================= 



1.5.2 

1.5.3 

1.5.3.1 

1.5.3.2 

-t 6 . ·-
Estimate of total number to be trained 

..1.a5.E JEill ll6..Q .lMU .ufi2 

Cooperative 315 1035 1390 1110 985 
Hana;ers 

Coope:rative _29 29 29 29 
union .;:,taff 

DCD Field 120 140 12Q 120 120 
Staff 

00 D Central 37 45 8 8 8 
Staff 

rotal trainees 472 1249 1547 1267 1142 

Estiooted training capacjt~ 

With 6 weeks courses for introductory training of cooperative 

managers/senior staff and DCD staff and with one week free 

between the courses the needs for l~o. of classes are as follows. 

Eacn course can take 25 participants. 

:{ear: 1359 

.1.2.Aa X 

25 
Z weeks = 7 

52 

Needed 7 classes parallel. 

Year: L3fiD 

.1..5AZ X 
25 

7 •.reHks = 9 
52 

~eeded 9 classes parallel. 
I 

If other necessary central courses are adeled the need for 1359 

may be 9 classes and for 1360 may be 10 classes. rhis need will 

remaDn fQr following years as refresher courses and additional 

courses are added. 

Fnr each class the cavacity of tr~iners/teachers would be three, 

considering also sick leaves, annual leaves, other assignments. 

About 14-15 full time trainers·would be assisted by about 35-45 

part-time trainers/lecturers. .ul these, plus field trainers, 

need special training. 
I 
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1.6 Curricul~ for Introductory Course for Cooperative and DCD_staff. 

1.7 

1. 7.1 

Course duration, six weeks. Total number of 75 minutes (1 hour 

15 minutes) sessions during the course is 168. Each day has 5 

sessions (Saturday to W.3dnesday) with 3 sessions on rhursday. • 
\ 

Subj&ct Sessions ~onpArs 

1. Cooperativ&s, CoopGrative 20 Atiq, Yaqub, Allah MOhd. 
Management 

2. Laws, bye-laws 20 - do -

3. Credit and Supply 24 ~halaf, Khan Bahadur 

4. Marketing, storing 18 do -

5. Book-keeping 54 Dorshai, Ziauddin, 
Mahmood 

6 • .ttural Sociology 6 -q~,ayoum, Ra.bmatullah 

7. J.eneral A,aricultur·e 10 - do -

8. Member education techni~uesf 12 
syster1s, ·public relation 

J alal uddin Zamani 

9. Course start and termination 3 

10 • .tteserve l 
168 sessions ----------

Subject Specification 

Coop6ratives, Cooperative V~agement 

No. of Sessions 

2 

2 

1 

2 

Snh-.snbject 

1. What is a cooperative? Cooperative 
Principles. 

2. History of Cooperatives. 

3. The cooperative movement in Afghanistan. 

4. Cooperative Classification. 

5. 'I'he role of Agricultural Service 
Cooperatives in the Agricultural 
Development. 
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No. ···of ·se·ssiohs 

2 

2 

20 sessions 

Sub-subject 

6. Cobperative Management 
(Principles, characteristics) 

7. fhe function of cooperative managers. 

8. How to conduct a General Body Meeting 
and a Board Meeting. 

9. Evaluation and spare t:i.ne 

Cooperative Laws, Bye-laws 

No. of sessions 

2 

2 

2 

2 

2 

2 

4 

1 

20 sessions 

Sub-Subject 

1. What is law and what is a rule? 
Afghan Laws. 

2. \fnat is bye-laws and how are they 
prepared? 

3. Cooperative aims. 

4. fhe bye-law 1 s definition of a service 
cooperative, function, name, address, 
area of operation, etc. 

5. Establishment and registration of coop
erative Organisational structure. 
dogistrar 1s function. 

- 6. Rights and duties of members. 

7. F~ancing of a service cooperative. 

8. Miscellaneous rUles 

9. Evaluation 
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Credit and Supply 

Credjt 

No. of Sessions 

2 

2 

3 

2 

2 

2 

1 

Supply 

2 

4' 

1 
..L 

24 sessions 

Marketing ~taring 

No. of sessions 

2 

2 

2 

2 

3 

1 

3 

2 

l 
Ja sessions 

Sub:-Subj ect 

1. Introduction of credit. 

2. Various loans and their terms 
(cash/kind, interest, time terr:ls/ 
conditions). 

3. Sources of loan. 

4. Procedures to get loan. 

5. Applications, forms for application 
for loans. 

6. Distribution, utilisation. 

7. Loan repayment/recovery. 

8. Evaluation. 

1. Introduction to supply. 

2. How to supply, sources, agencies, 
distribution, 

3. Storas&, maintenance of stock, transports. 

Sub-subject 

1. Introduction 

2. l1arketable commodities, domestic/ 
foreign markets, qualities. 

3. Financins of marketing 

4. Storage 

5. Marketing practices. 

6. Processing. 

7. Packing, grading, sorting, qualities. 
(norms, standards, insurance) 

8. rransportation 

9. Evaluation 



1. 7 .s 

-: 10 :-

Book-keeping 

No. of Sessions 

1 

2 

11 

5 

3 

11 

4 

2 

6 

4 

5 

54 sessions 

Snh-snhject. 

1. What is book-keeping, goals and functions 
of book-keeping. 

2. Definition. Which books shall we use 
in the cooperatives. Filling of the 
forms. 

3. Recording of share capitals, entrance 
fees, payments done by the cooperative, 
received money from the Banks etc. in 
the journal. 

4. Recording of fertilizer invoices, of.:, 
corresponding loan and of fertilizer 
distribution vouchers and other member 
transactions in the books. 

5. Recording of cash loans, oxen and other 
investment loans, weeds control lonns, 
etc. and of distribution of loan to 
the mombers in the journal. Practical 
exercise with documents and books. 

6. Explanation and transferring of trans
actions from the journal to the 
releva...'1t books, 

7. EstillliJte of loan interest and recording 
of the repayment of loa.-'1 and interest. 

8. f--Llrketing, advance loans. 

9. Raisin, cotton and other marketing 
transactions. 

10. Purchase of water pumps, tractors, other 
equipmento 

11. Method of account balance and method 
of closing trial balance, Evaluation. 
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Rural Sociology 

N,o. of Sessions 

1 

2 

3 

6 sessions 

~eneral Agriculture 

N'o. of Sessions 

1 

2 

1 

2 

1 

1 

l 

1 

10 sessions 

Stlb~Subj ect 

1. Introduction. Present importance of 
Rural Sociology related to economic 
developnent through cooperatives. 
(comparance of situation before and 
after the revollltion ) 

2. Religion, language, social customs 
(b8haviours) etc. 

3. Problens. Practical solutions: 

-women's enrolment 
- child care 
- water supply, ro~ds, etc. 
- health improvements. 

Sqb-Subjects 

1. Introduction 

2. Economical and social ir:lportance of 
.agriculture. Land Reform in /U'ghanistan. 

3. Importance of extension. 

4. What are improved methods of cultivation? 
(Existing and possible practices, coops.) 

5. System of irrigation. 

6. Disease and pesticide control. 

7. Importance of rotation, weed control, 
good harvesting. 

8. Evaluation 



1. 7.8 

• -: 12 :-

Member Education, Public nelations 

No. of Sessions 

5 

2 

3 

2 

12 sessions 

.:llJb.-Subj eat 

1. Needs of and approach to cooperative 
member education. Other socio-economic 
education. Adult education and 
FQ~ctional Literacy, Cultural village 
development. Farming problems and 
accounting. \vomen (.1W;:i). rl.DD, etc. 

2. ltrrangement for member education 
within the society. Who is responsible 
for member education and education 
evaluation. 

3. Techniques of member eduaation. 
I 

4. Public Relation. With members, non
members, gover~~ent agencies, etc. 

............. 
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Lesson notes prepared by the groups 

.!VlB.rket:ing 

Marketable commodities :in ... fghnnistan (2) 

Rurnl ;;?ocioJogz 

fh.s importance of rural sociology in 
economic affairs (1) 

Member Education 

rochniqua of member education 

Cooperatives, Cooperative Management 

Function of ~~ager (1) 
. 

Cooperatives, Cooperative Managemen~ 

~eneral Body Meeting 

J.eneral J~sricul ture 

Economical and social importance of 
agriculture, Land Reform (2) 

Book-keeRin,€i 

Recordin~ of share capital and entrance 
fee in the journal (2) 

..Q~ 

Kind of loans (cash/kind) &~d duration (2) 

Law and Bye-laws 

Financial resources and duties relevant 
to the bye-laws of an , .. gricultural Service 
Cooperatives (4) 

............ 

·.~~ ........... 
• i ....... 

Khalaf 

~ayoi.Ull 

J. Z6)ll.ani 

:J.lah Mohd • 

Rahmntullah 

Dorshey 
Ziauddin 

Khan Baho.dur 

Yaqub 



Note on the WOFking ~f ~q~~~ur Q!stri~ 
~n tral CooJ2.~rative Ba."li::: L.tc:'!•.t .Kolhapur_!. 

( :ti:?J~~r~:;-:_~?:3 ~) 

.!. ~:: 9 

The Bank waa register.;;.d on 1-10-1938 when 

Ko;thapur waf:J Sta.te ruled by the Chhatrapati Maharaja. 

During the Maharaja 1 s regit::e, ·the Ba."lk was working us a 

f'ina.-•1cing agency ;for the 't·rhole of' the Kolhapur State. 

The year 1949 saw the merger of the Kolhapur State into 

the Bor:1bay State, and as c::1.ch, Kolhapur became a 

District. Thereafter, two financing·agencies beg&"l 

to work here, viz. this Ba..""lz, and, the then Bombay 

Provincial Cooperative :Ban~: Ltd., Bombay for parts 

of' the District. During the year 1958, the Registrar 

appointed a no:ninate.d Board, and by 1960 the who·le 

of: the District v1as ·<mtrustec.: to· this Ba.."lk for f'ina."1.oe. 

except the cooper?ttive sugar factorias in ~he district. 

After the term of' the of'fice of the nominated Board; 

an e~~cted Board came in existen,ce in 1961 for the 

first' time. Ths present ~oard took of'f'iqe from 

1 5-12-73. 

The credit 3tructuro as is obtained iri Maharashtra 

today is a J-·tier struc tura, consisting o:f the· ;>ri:nary, 

rural ~~9 urban societies at the base, the district 

cen·tral b3!l.k -at the interr:!.edia.te level, a..'"l.d the 

St.:;;,tG Cooperative Bank c..t thG Apex,. Deposits under 

this system,, .are mostly rec9ived by tha dist~ict 

central cooperative banks from rural areas, 2.nd 

advnnces to individual ncriculturists, and art'isans, 

etc. are made entirely by tho p:::-imary societies. 

External. f'upds made available to the system, mc.inly 

by the Reserve Bo...."1.1::. of' Indic., are routed through the 

Apex and tho district central bank to the- primaries. 



Thus, ti:G district central b~k i':.c-.:.ctions as a bC::lancing 

centre, c.."'i.d hes a no tabl<3 pc.rt ta ~lc.y i.n the econ.o::lic 

develop~ent of the dist~ict. 

?o I etc hi eve th.:!.s o"iJj ecti 7G, this Bank, :!.S on J0-6-1977 

is he.vin::; 69 bra..11.ches scatte::'GU o"~i::•r the whole of' tho 

It is :::.lso proposed to incr.?as~) their ~1.umb•:::.r 

c:.ccordins to .:1 planned proz;J?21~ ·:s r::ainly c;-d. th :J. V=i.eW to 

make QYc.i.la.bltJ timely £:in."1?1Co to ~.gricuitu.ri~~ts !~"1.d nrtisans, 

as also to h.nvc ootto!' st:por-,rioion. over- the workinc; of 
() 

affiliated societios a:."1.d to 
'·. 

ir:culeate banking !}a bits ir: 

rural a;..""'e c..s • 

J .. s. en 30-6-77 the Bcu1.k h~s an aff'iliatGd n:er.!bQrshi.:p 

of 2~05 ~el:l~ers, o:f which 2100 vl(are cooperative socie·ties 1 

the r.sst. b::d:n{J individual r:<or..!'Dors. Hembership of'. 'tl:le 

~rn~k is open to any registorod cooporative society district. 

The policy of entrusting i.ndi7i5u~ls as mecbors haG boon 

aba"ldon-ad since lor..g. However those llad been ~anbers 

earlier h~ve contirruud to be so • 

.Luthorized sh:'!.re c~pi. tc.l .o.f t!::.e B.a.nk is Rs. 40 

rJillio::J.. Face value of o~ch sh~re is Rs. 50/-. 

shn.re cc.pi tal over J,ast few yec-.rs. This inclt;.dos share 

capital cc~tributod by threG cQt~~ories of members 

vi2:. (a) "'ta_te Government (b) rG:~isterod coopor-utive 

societies (c) I~div~duals. Out of the sl-1are -capital on 

30-6-77 ?..s. 2 •. 2 nillion is f'ror.1 the State Government m1d. 

Rs • • o66 ~illion is fron the· incividuals while the rest 

rp ... ~c 
_iL,z:.J- following comparative fic;ures give a clear and 
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concise i:lo9- a.s t·o the Ba..">lk' a :h;)O si ticm regarding owned 

funds. C..."l.O .its working ca::;;:i t::-.1. 

---·-~-

P o.id 'up s hw.re 
Ca.pi tnl 

H.eserve Funds 

Othe:t' .i!'unds 

Total owned 

Funds 

Working 
Oc.pital 

.: 73-74 74-75 

---
192. 14 216.84 

3.0 .•. 33 33.23 

73.90 100.80 

296.3,7 350.87 

Figures in i~~hs) 
. . 

75-76 

241.26 

38 • .53 

1 35.81 

415.60 

2815.00 

76-77 

256.52 

43.84 

175.81 

3429.03 ·· · -· ·· 

--~~--------------------------------------------

The above :figures clear~y indicate tho stupendous 

progress m.::.1.de by tho Bank i::.1 consolidatfng its owned 

f'uncs. 

DEPOS2::T§. 

Special attention is :;:::.·~_id to f'ind WSlYS nnd meo..11.s 

to i:r-.:.c:::'ease de;>osi ts wi th,;t;b.e Bank every year. Measure 

of sacce3s in this drive ~or lsposits depends on the 

~bility of' the Bnnk to inspiTe confidence amongst the 

public ~t large. The following :figures would reveal 

that the B~nk has been successful in tapping deposits 
'd th . . . . t t an , us :::.nsp~r~ng e.. sense of' conf'id·ence a.mongs he 

investing public. 



Pn.rticulars 

---
A) Societi~ 

Fixed· deposits 

Sn.vinr-s 
0 B~k 

c1 epo sits 

Others 

Total ··A 

B) !_ndivi~ls 

3' ixed deposits 

Savings Bank 
deposits 

0 thors 

Total B . . ' 

Tota.l deposits 
(A +-B) 

-: 4 :-

( ~· .r~ffllr0s in ~ ' h ) ..LC..K s _,_ --0 . 
73-74 

0 

74-75 75-76 76-77 
. 

, 
0 

--,.--~ 

3~·2. J4 502.68 600.78 810.83 

71.92 59.30 67.98 72.20 

504.4:; 562.14 56o.o4 607.57 
--

918.41 11·24. 12 1228 .. 75 1490.60 

213.95 275.71 '270•87 322.02 

-
298.?8 290.74 298.86 J27 .36 

72.79 104.46 120.56 121.o73 

-- ---
590.32 670.91 690.29 771.11 

---~ -----
1508,73 1795.03 1919,04 2261.71 

---...... ..... 

:Ba..11k p.:tys interGst on various kin·:::!§l of deposits 

e.. t rate 1/
2 

percent ~o-re- -thnn the Commercial Ba.."lk--a.s- is 
., 

allowe~ by the Eeserve 3~nk of tndia. 

The nbove :table is indic~tive of the strenuouo 

efforts r:mde by the 3~""lk in its scarc:=t for d-epp~its, 

particularly from the r:.rr:ll. areas, The deposits rose 

fro~ a fig~re of Ss. 506.04 l~khs in the yeer 1966-67 

to the r::tagnificient fig<.!re of Rs. 2261.71 lakhs in the 

yea::- 1977. 
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...;... , ..... 

f.Qm§. 

J,_) Borrowin·:;s. 

The :fol·lowing ch2.rt ti ves a. co~parativo vie>w in 

re s;,:o ct o:f t1H:l bo:rrowings f'ro:n dif'±'erGn t sourcos in 

order to meet t:1.e c.'!0T<C.idS on an ever increasing scale .. 
~~de by the prim0ries ever the last 5 years. 

(Figures in lQkhs) 

----------------~----------------------------------Pe.rticulars ~73-74 74-75 

li'rom R.B.I. 

For Agril~ purposes 
under Sec.17 
(4) (c) ·· 

I-1. T. lo a..."1. under 
8·3c. 17 (4AA) 

~or weavers' Socs. 
under Se~. 17(4) 
.( bb) 

From S t_a te Go·'"'.rt. 

For investment in 
shares partic~~ation 

For industrial nnd 
weavers' soci8ties 

For others(Consu~ars) 

C ::...sh Creci ts 
( :;:{e.~,:ledee) 

From Apex Bank 

Short iierm 1 oan 

11:' edi ura term 1. oa.-r:t 
:for agril. purpose 

i:tl:cdium tern loan 
:for shares o:f 
sugar :factories. 

1 o. 53· 

0.13 

710.00 321.40 

41.91 16 •. oo 
(Con.) 

75-76 76-77 

0.13 

328.84 485.00 
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It w::.y 'be pointed out th:tt in. the yea,rs to come to 

meet increased demands :from prim&:ries, liThether • • a.gr1.cultural 

or industri::::.l, the Bank !~uy have to borrow more fro.r..1 the 

Apex Bank and the Reserve Bn..."1.k o:f In.cH2 .• 

B) 

Co;;}:i_)D.rative figures of' lendi:ngs for the following 

y':!ars arG ·:-.s tmder 

(Figures· ix1- l akhs) 

--------------------------------------
P s.rti C'cll 2.rs 

Short t.z:r-~ loa.'1. 
:£'or ::s.gril. pi.lrpo s e , __ 

0 • 
74-75 75-79 76-77 -----

includinz finance 
for in t e::t si ve 1 1 2 3 • 1 6_ ___ .1_2_2 6. 58 1390.06 1601.._21_ __ _ 
cul ti vc. tior1. 

i 

-1 

Tho :"!laj'.:>r porticm. o.f tho tot::-..1 lf?;md:i.ngs of' the Ba_l"lk 

is con.fin0c' to Short t-erm ~,3rici..llt·c:.ral f'ine.nce to pr:!.mury 

societies. This iii strict h.:J_s a ::.·u:tion-wide :::'OJ?Utati on 

district :fin.:::! s ready I"2c.r:l< et in s-t;.-_te 0 1.1t side Hn.harashtra 
. "" 

like Gujnrat' e.nd Mysore for its s\.:.;:e::-ior quality and. 

dur~bility in all ses.sons. Hence, sugar-cane crop finds 

the pride :;_)lace in tl1e crop pattG:r:'1 of the district. 

Su~ar. cane crop is of 11 -~o 14 ;:10nt~:s1 duration ::>nd 

tl-:e agricult:J.rist neods money f'or s:Jods, r~anures, oils 

The Bank ~akes every 

e!1::1aavour to meot tbe der:nmds o~ every asricul turist taking 

care to soa the.t the c3ne~grower utilisas 60 percent (this 

pro:;.ortion V"-l.rying on availability of irrigation facilities) 

of' the loa..'!. S::t."'lction-:Jd to him in kind, i.e. manures and 

oils and seeds which b.e needs, anc1 40 percent in cash. 



I 
I 

( 

/ 

1 

/ 

The scale per e.cre varies bet'ilreen F.s. 1200 to Rs. 3000. 
•. 

3ut the Bank does not :1e asure all the cc:.ne 

grol-Ting tr.ewber.s with thE• sa::-1e yard.-sti ck. Tho loan. tc 

nn individual ;:;10mber is :,..~elc.tGd to ·the totnl production, 

to tho perc-entage":) q_f loan ~~tilisod in k:i.nd and to 

Impetous ~iven to t~e sugar cane growing a~ a 

ms..jor crop, has been me..inly due to the establishment 

of sus~r factories in the coqporative sector during 

last 15 years. In this district, the prices are 

pre-determined by ~he Governcnent, and. price offered 

::_.)er ton of' sugn.r cane 1 crushed at those f'e..c.tor:ies 

gene~ally conp~res favourajlo with tho prices offered 

f'or Jat5gery in tho re{,"t.llati:~C. n~arket of Kolh~pur. 

P OSITIGN OF . .:."I.ZCOV""ERI.SS 

§t~Q?-T TERM 

P :o:.rticul::trs 7 3-7LJ. :74-7 5 
: 

75-76 76-77 . . 
• ::lecovera"bV3 dues 702.53 1222.34 1504.81 1691.87 

2. 2..-::.e coverie s 675.03 1165.85 1407.57 1559.99 
3. Unauthorised 

overdues (total) 

4. /;..'.l th oris od 
overdues 

5. Porcantage of' 
rf¥coverias to 
recoverable dues. 

6. Percentnge of 
of .overdues to 
recoverable dues 

27 • .50 56.49 

95.4% 

97. 2 1+ 131.88 

93.5% 92.2% 

6.5% 

7he Bank has advanced loan to the small farmers 

.(belo¥ five acres) to the extent of Rs. 637.07 lakhs 
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as ~t the ~nd of 30-6-1977. 

( li'i 5ure s iP 1 ::!,khs ) 

--------------.--------------------: ·rot~i 
Y e:::cr 

c re .... li t 

-- __ , 
1973-74 675.03 

1974-7 5 1165.85 

1975-76 1407.57 

1 976-77 1 .54 3a. 55 

~ecov8rios 
;) ---· ...... _._ .... .,.----:-..;;;....--------
:1~hrc·t~,~·l1. S&P eo 1'~..,rough b 

Unio~s :sugar F~ctor-· 
ies --- --·--

133.85 

182.99 

188.91 

262.42 

339.51 

761.76 

861.36 

982.81 

As can be soo!l f'ror:1 the abovE: :::harts, the Bank cR.!::t 

tf.l.kc pridr:? :Ln stating ti:-.c..t mo:;:; thc..:a 81 percent of' the 

cooper a ti ""fJ"O S~!;ar ::factory, GmC t~i.l"t~ !1~"! th·~ sale ;Jrc ceeCe 

of ;.~·roducG sOld tl1.ro·ugl1. a. c·JoparQ ti vc r?e .. r1:<~tinl}' ngency, 

every year. 

dotc;til, ·a 11 S !->:ctisticnl 8urvoy 11 is 7'.leing '-h"l::',ertaken ~,y t~·1c· 

Blli"l.k shortly, of' und.Gr-deve·lop·:·~ ·:~:.~<.cts of tbo district. 

u.."'lderta.ko the novel ex:,;:-~riment o:-:: 11 :?ull :finance" .. of c:ne or ·';:,;,ro 

villeges i.:--: every tal~~c21.. ~'le fY)l the.t th,is ·::xperio·:::n.t 

"rould givG us a bett:?-r ·in-si'G"ht into tho i:)roblel!lS cf 

under-develc:;_) :?C. tracts o:f the district. ?or this purposo 

our Bc.nk haG cons ti ~ut ed :;. S?.:j ci.:.l "ling styled as "Agro-

I ndustria.i P l::mning, -:o se~~c::.. an.:.: Develc:;:.JDent Cor.m1ission 11
• 

It will hn:ve tecfrr:lical experts to cive necosse.ry tochnicC>..l 

guidar;.ce f'or agro-based industrial development in tho 

district. 



n.AIE.Y 
~--

It has be~n ·o":.lr ox· .. ·3J~::.o~1.CG thc.t though th~.-·.r.:::rC.J"J 

earnin.::;s of' tho 1 x:..·:1-hc,l'ier !-.,_ -, s increaso::i duo to 

co:m:wdities, -.. rhGthor sug::~::: c:_"J.e or other C.2.S!'l cro;_:,.s, it 

to such petty le1nd holders CL:n o.:.·~·::C source o:f inco<;e by 

proviuing t_ha!"' ~::doquB.t·3 fi'1.c.::ce i::< res;>ect of: ind. rstrics 

.?!.llied to agr~cu.ltur.-:·, lik_; dc:.iry, _,x·.ultry or :;,Jiggory. 

is n .~-}-
v •• this 

distric.t of' Kolh-:?qur-· is ido~lly fiituatc·J. to go in f'c:.·:;' 

de.iry on t erpri ses i:n s. bi ~. ~·Jay. For purpose of 

adequ::::tte 2..-"ld t:imely suJ_)erv~oion on the beno:ficia.riec 

to 1-..rhc:-::1 H. T. loans for purc::;asc of' r.1ilch ca.ttlo ar·.:. 

R·d--~-~,..,l ....: 1.,, . .:A,......,l "'-"'""CY ·-~c~-r-'·'n" <- ·- -:.., t 1 ·-• ._ Vc__.t.\.,;._:...:.f V..t.-0 """'-....S:vu. u..t..Jc:.....&. '-~'-' \...1-_\...i:.L. ... .:5 v0 t..r;.-:, ...l..O .:.J.cJ 

prir:..::J.r-y &,;;-;-ricultural credit S::>ciety of which such 

beneficia~ is a no~ber. 

pf £4~b:::~:r~shtra, in tJ:>·~t t~>.Gr0 2..r0 9 rivers f'.loWill';' 

thr~ u;::;h tho l3ngth a"l.::": sro2.::.l1 of' t:'-la. ·-,tis tri ct. At 

the p:;:'e SG::l t mom'a :n t of' tins , 'i.~G r want of' statist i 02..1. 

dnh~ re,S'ardin.:,· the pot:.Yi"ltinl c:.:railnbility p:f wator f'::;r 

irri,;:1tion ~1U:::'poS8S an..:1 s?eci;'ic locn.ti.ons re,:,ardine 

l:Jinor 8.S well o.s v.ajor irri._::7~tion scheiT?.GS which 
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not ~een able tc do :full justice to this a3 _.X? ct' o:f the 

~nn oe seen :f:rom thG --..cc:)~.:rpanying chart, by mer.::ti:>.g the 

f'in<::.n c.ial needs of the ::.. ;:--::-i ::03. tion societies. B'..lt "'.-le foel 

th~,~t ;:1uch m.o re rer:;:J.e:.ins ·to be dono, in ul timP~tely raising the 

i:::c:-i;·atio?l ;:oot-::m.ti::1l, w~:.ic!:'l is dei'inately 'ther-2 by Qd.opting 

2. ;:~ore scientific a;::,;roe..ch to this probJ.er-1. 

Tb.c following ·,rill .::,ive tt.._8 10.0a of the B~:nk' s loaning 

?olicy in this res?ect. 

( Rs. in tho us ar.,ds) 

------------------~------------------------------------------------
P~rticulars 

: 73-71} 
4 

7 1+-7 5 75-76 • 76-77 . . . . -- ---
1 • &1 ~;:inG Pij_)GS, 

0lectric 1~~0 to.rs. f165 40. 102 --232 
/ 

2. Drou.~ht ::'l:l::L~:l&l s 2 154 293 

3 • Hilch anioc:.ls Q93 1571 J514 4.702 

4. Irn?r..:)"Yfement cf lm1=i 
a.'"ld re:<,)nirs to lve:l3 ')":; 

"--...1 3 5 7 

5. Trucks C::i'ld tractors 6o 30 - 54 
6. Irri 1-:;n.tion schemes 80 50 75 67 

7. For purchas0 of 
3Ug3.r f':::.ctory 
shares 9J 851 542 2232 

8. Fer othar reasons 20 69 169 449 

---
Total 2336 2623 4,561 8C36 

lon.:::s f'ron out of' the P.eserva Bank ryf India funds ifUd 

fr02 its own funds. 

This district is fortunate in havin5 n. strong 



cooperati V·.J t."!:J.rketi:!l:S' structure. There 'nre 15 sale 

:~Tld purchQs~ u.::1.ions ;-;:nC:: 22 seve: societies doing 

th·a ul t i1:--~3.. to buy or. 

These coop·ero:ti 'T(~ or-}3.nis::~. t.i~n s, proviC.e t!:lc 

cae hand, 211.d, hel:,;; t!:;.·~ r: .. griculturists to sell their 

:.;.,:.~odv.ce at best r::1.to t~1rough this 1:1\o'diuM, on tf,;,';::; other. 

··:•h, S"'le ·--roC'""'"'"" +'-••.« "'.,,,..,l:.;s,..·d ""r·.:. c~.;rect_1~y· crc.o/:·Ltr.·d .L.l.L- -- r' ...... •~ x..--·-....:;,:.J '-'·~...._....., -· .... c. .... - ......., c..£. ~ --..L. --- .._.. 

to thi:~ b2.nk by fu..:;oo or . .:_;a.11.isction. 

Hi th th3 f'c llo'\'f:!.::J.G ty~::::e s o .f :fi.nance. Com.c)arativ0 

74-75 

( 
. ...,., • r- T" ~ 

_, ..1. .:;,u~ e .J 

75-76 

in 1 a~<:hs ) 

76-77 
------------------·--------

71.35 68.25 
. ' 

Il}"?C> the cation 
C~Gdit 89.35 113.'75 1 4o. 70 

4.93 42.25 30.50 

Supply of J.gricu.:tt:.ral :inputs and other 

r e·:;.uisi tos by c5..rketing cooj)era tives 
--------------------

P 3.rticulars ~ 7 3-·7 4 : 7 4-75 7 5-76 : 76-T? : 
·~~~----~--~--·-~-~--~~----~------_.-~.~~--

Fertilizers 1 GC'S. 4 J 3238.60 1143.50 1843.00 
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It must be reali::;:.·.-=:. ·t .. D.t tv P.chieve this goc:::.l of 

'l'·) that an\: 2..11 hc~l~ is 2-ccorded 

is fQ3t incr.oaoing. T-~10 :3o3.::-d is consci.ous o:f the f'c-.ct that 

the Dis tri:-o-t ·B.n..11.k ho..s i.ts attention to 

Agr~-industrias o~d pure industries o~ a small scale. 

l~~uc:'l neslecte:1 G.rtisarys lil-fC, th": tanner, the leather 

work•a:r, t~.e ropo-Bakor, tho carpen teT- have to be induced 

:L::1tc t~e coop8ru.tiva fold. He has to be offered financial 

;rt is 

:l.n <.J.cl::;.itted fnct that t;;::.e L.!OU.f,Te 'lncc::ne of the ngrictilturists 

1:1us t bo su_,J:,: ler.:~c:::1.t e::l by ad.:::d tional income i'rorn agro-industries 

likG :Sairy, Paultry, Picgery, ate. 

Tha f'ollcwin~ chart ~ivos a concise picture of the 

eff'crts we h:::.vc ;>'.1t in this :·~·:::Js~;oct. 

1 
I • 
2 • 
3. 
4. 

5. 
6. 
7. 
8. 

9 . 

(Rs. i!".. ·-------------------->r 0. of 

Urb2..LJ. Bnnl<s J 
u:;.~oan credit so ci Gtie G 1 J, 

I ·,..-

S,lnry ear:::1ars 22 
Consu...":lers 18 

··;;,:lD.vers 6 
:2isheries 2 
~oultry 6 
Proces3ing 15 

L::.bour C!Jntrnct 20 

34.65 
6.40 

9h.65 
74.65 
8. 36I!rT 
9.99 
0.21 
o.41 

384.99 
51, 8()£-!T 

2.57 

No. of 
stys. 

5 
11 
25 
15 

5 
2 

4 

18 

30.,6.77 

6.42 
3.82 

48.95 
55.95 

3 • L!- 1 11'1' 
6.99 
o. 17 

8.39 
1 ,921-'IT 
~.78 

1 o. ForGst 
1 1· • C·c..r p.::.:n t a:ry 6 o.68 5 0.37 
1 2. C:':'l::l.::'r.lkar J 0.17 3 o.15 
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--·--
:..:r 5 .-----.:...1 ----·--·-----2 ,L._.L_~ __ .,;._....;_,_.....::;___ 

1 J • Pi .:_~·g-.3ry 

1 h. Pot to:r-y 

15. Metcl 

1 6. Printine_; 

17. Industrial Zst~t3 

f 8 • 0 the r I nd 1..l s t rJ .. cl 

4 

.J 
4 

·t 

0.9~ 

o. 41 

1. 02 

2.37 

26.93 
4.J2IviT 

12.67 

6 1. 52 

4 0.25 

3 0.36 
3' 5.42 

------~--------------------------------------------------------------------

It is to bo aC::!:li t ted that the Bank hn.s just 

bad0 n becinnin~ w±th a view that it should make an 

c.ll-rou...'1.d :;;>rogross in this field also. \>ii ·th thi. s vi ow 

it hns alro::1dy :=-~:;;J·)0inted adequate f'iol::l sta:ff. This, 

it is felt, would G::1S'...TO in tho near future, ablo 

z~.lidru"lco and st:rict::;r control over those 

leading to ~rozress i~ this sector also. 

Tho ~ttend~a11.co ~t tl1c~ ,gcner~J. 

body over last ::'iV(> ~r::n.rs is ..;ivcn in tlit<; ts:blo 

:.:>3low: 
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--.. ·---~ 
Sl.: 

YGa.r 
. gSociety 

:;)•3lot;c.te s Total No.: :repros en t -:1 tl vo : 

1 .. 1971 2.50 14 26L~ 

2,.. Janu2.ry 
197:8 166 8 174 

3. December. 
1973 146 10 156 

4. 1975 241 9 2,50 

5. 1976 208 16 224 

6,. 1977 164 10 - - -~ 
174 

Ths r·eo.sons :for low r::.ttenda."l.co is that re:,?resent<?.tives 

of' sociotie s frou outside "tlilo city of' :{olhnpur. avoid to 

attend the gancral ~eoting,. 

The goner~l body elects Board of Diroc.tors as per 

the provisions in its by-lnws.It consist~ of 27 diroctors 

of whom 12 ra~rosont prim~ry societies from 12 talukas 

7 represent oth~r types cf cooperative societies in the 

district 0::1 the b;; s.i s of their c las sifi cation, t:he ind:!. vidual 

Developwent Bank. T!:1o by-L:::ws :tn:'ovide for ox-officio 

diroctorsh:ip to th·) president of tho Jilln Pn.rishad 8!lcl 

the District Dop~ty Eegistrar of the Cooper~tive Societies 

while two se.;:;,ts o,re :::tY::.ila.ble for the ro:.)resen tati vos of' 

employees .. 

The by-lnws provide for tho constitution of an 

executive coomittee consisting of 9 meobers t~ken fro~ 

~mongst the mo~bers of the board of directors. The terw 

of office 8f' t!J.9 bo:;J.rd is 5 years while that of' tho 

• 
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executive committGe is onG yG.::>.r., 

Tbo ildministro.tion oi' th<-:l BP-....'1.k is headod by a 

Hru1nger as sis b:d by 2.<""1 As sis t:::u"'1. t M;-illa.:;er :md .5 Chief' 

Exocuti vo o:f:fic ors looking D.ft2r di "ff'erc:mt s 0ctions of 

th-2 Bonk ... Tho cho..rt below 1..rculd indic;;.to the adoinistrctive 

oe t up of the B.9.nk. 

Tho to tal numbor of' O!:!ployeos of' the Ban.k as on 

31st Dec:ambor is 6JL~ oi~ •.;:!:lich 124 have recei v.::d tra:i.nin:; 

under V3rious coo:_::>3r.a:tive training 'J:)roe;rammes appointed 

by the tr~ining centre, traininc college ~~d the 

V<:ikunth Me.hta Institute. Tho total nur.:(ix~r of untrainec 

sta:f:f excludin::; th2 ::_:,eons ::md the drivers is 342 .. 

All em.;::>l oye:;:HJ ~:.ro :JGrr.lanon t e.n.::. thoy havG two . 
trade unions rogistJr8d under the Bombay industrial 

rel:tticns act. Pr8s~ntly there arc no rapresent~tives 

o:f cn:;;:-loyoes on thG ~o2-.rd evon tb.ougl::. the by-la.,..rs . 
provida:ifcr the s~I:lo., 

The err:;;-loyooc c.r8 enti tl-:::d for _L)rovident fnnd, 

e;ratuity, r.;e~.ica.l cdd m1ct loa.n f'ncilitios. The loans 

(',j.ve :fer :',)UrC1'.1.::.U"30 0::': VC:hiclt: <:nd f'or constructj_on 0 f' 

.QOLJ CLUSIO;f 

It cnn be soon fron the a.bovo narration that the 

3?-Uk is making sto3.dy a.."ld alround progress. The Bcnk 

is always making ne1·r oxperimen ts with due cauti-::m to 

w-iden its horizon of' cooperative venture. 

It is admittoG that our main res?onsibility even 
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todny is t:> r.;2.:.~~· av~il2.ble short-term f'in;:u~ce for 

Agricultural _Jroou ctivo ~.u:;.~~o sGs, timely and c. daquatoly 

in :;:::rGf'erGnco to ,~.11y oth0r ty:.?o of finx"'lcc. 

Tho Bo"-rd ··v1e. I)rmuln.t:::d ''":1 a:nbitious _?rogr~r!r:-o 

of' t':1cetinc in.crc_L'sod fina.ncial n.e~-'lls G:f the ac;riculturists 

r-..nd il:..dustrioc; i.;l th.::: .dstrict. ·Thus, the Bcnk Houl6 

becoDo tlco F:.'OL;iL·r co.J~eratiV>o1 ""L::'..:lncy i:~1 tho district 

tryinG to an0liorcte the 0conor;:;ic con,li tion s o:f the· 

i)eople f'·~cn Taral ar,...as and thus :dlaying m1. im-;_Jortant 

rolQ in tho •co~'looic devolopmont u£' tile .!istrict. 

. . . . . . 
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BXECU~IVE COI.'ii'a ·'?~~E _ ... ~--.-- ....... ~-----. -~- .... --

.!.~SST. r;L£il~i.G ~!!B. 
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TH~ ~:IAHA.I-ffiSHTRii. ST1~TE 9_0::_Q.:f?:2RA.'.riVE BANK L·rD/ 

BOMBAY - nmiA 

]?_A_Q_KGROUND : 

Co-operative CreO.it Organisation in India follCJws 

the dist00ct lines; one for short and mediurJ. terr.J. credit 

and the other for long term credit. While the le.tter is a 
unitary organisation the State Land Development Bm.:.k 

having its branch offices in all the districts, the 

farmer has three tiers-the Priuary Agricultural Credit 
Societies at the base in the villages federate at the 
intermediate level, into District Central Co-operative 
Banks, which in turn are affiliated, at the ap2x level, 

• 

to the State Co-operative Bank. No:a:...agricul tural Credit 
Societies and Urban Co-operative BaYJJcs are also orgEJnised 
as primary societies, particularly in the tovms nnd cities, 
for caterint:, to the credit requirements of non-agricultural 

classes. Th6se too are affiliated to the District Central 
Co--operative Banks. The Go-operative Credit Organisation 
in the State of l\'laharashtr'n is graphically indicated in 
the chart below : 

Co-opera~iye Cre~it in hlaharashtra 
~ 

I 
Short and r/iediwn Ten;:L 

I • The Maharashtra State 
Co-operative Bank 

I 
The District 
Co-o.lerative 

Central 
Banks (26) 

7 

~ 
7 

Long Tern. 
I 

The Maharashtra State Coop. 
Land Development Bank. 

I 
District Branches (26) 
Sub-Branches (268) 

·:Primary Agri. Non-agricultural 
Credit Societies 

(19,955) 
Credit Societies 

J I=~ 
Urban .Banks Other Societies 

(323) (3,247) 
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Tilli DBVELOPlVIBHT Oli' Cu-OJ?Bili-l.TIVE __ 8TIVI1'ITIS 

r!Iaharashtra is considered to be a co-operatively 
well-developed state in the country. Beginning with credit, 
both for agricultural and. nolJ.-agricultural purposes, the 
co-operative endeavour has gra~ually fa1u1ed out to more and 
more activities and included in its fold different se[_,ments 
of the rural and urban population. There is hardly any 
villaee in the state which is not served by a co-operative 
and hardly any important economic activity which is not 
-andertaken on co-operative basis. 

The co-operative kaleidoscope of the state presents 
an astonishing galaxy of about 48,000 societies banks and 
credit societies for agriculture. and other pursuits, the 
farming and lift irrigation societies securing for the small 
cultivators the economies of joint operation on n large 
scale, the marketing societies ensuring for the farmers 
timely and adequate supplies of their requirements and a 
due price for their produce; processing co-operatives like 
rice mills and solvent extraction plants, cotton ginning 
and pressing societies and spinnir.g mills and notc..bly the 
sugar factor.ies, which have emerged as neil of decentralised 
at:Sro-econoiJ.ic development and act as catalytic agents in the 
socio-economic trar_sformation in rural areas; the highly 
sophisticated gigantic projects for the production of agri
cul'tural inputs like fertilisers and machinery and iuple-

.ruents like oil engines and pumpsets, tr~ctor and tillers, 
with fruitful foreign collaboration where necessary; e.nd a 
host of other co-operatives like artisans~ and consumers' 
societies, dairy, poultry, pig6 ery, fishery, labour contract, 
forest labour etc. which prliJarily aim at providing 
assistcnce and relief to the weaker and vulnerable elenents 
in the society. 

G-El:~BSIS 

The Idaharnshtra State co.:..operative Bank has played 
a significant role in initiatin(J' and er.suriilb such an 
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enviable growth and c.....:velopme ... 1t of co-operative effort in 

the state. 

Established on October 11, 1911 by a special 

resolution of tho then ,}overr1L1ent of Bonbay the Bank 

started business by takint:, over from Goverru.1ent the provi

sion of finance to o.griculturists at cheaper rate of 

ir..terest under the G-overnment Scheme of taccavi loans. 

After a period of o.bm1t two decades of sr.1ooth sailine,, it 

had to fact:- se:rious difficulties in the thirties when it 

was confronted by a panicky de1;mnd for v.ri thdrawal of 

deposits. 'l'.~.!e Bc::m1~ could, however, successfull.f weather 

the stor.w :>lore or less from its ovvn resources nnd emerged 

even str0:!:15er thc:m before. Then C.J.me World War II which 
I 

brought sta.)ili t~r to agricul tu:r·al prices. 1:1nd enabled the 

Bank ,further to consolidate its position. The GLlpho.sis, 

oncou~ageL·,~d}.t a:.1rl state 'J.S~istGn.e.e earned by co-oper~tives 

in th~ post-indepcr ... dcnc8 years, and the bold npproach and 

progref:;sive policies followed by the Bank resulted in its 
\ 

continued prot;ress c.nd prosperity. 

:s·LTSIR8S~ :GXPANSI_9_F : 
\ 

~he diwensions of tne financial progress of t~e 

oo.nk over F3ixty years of its existence can be [;auged frolJ 

the following figllres : 

Year 
ended 
30th June 

'Capital 
and 

;:teserves 

Total 
Deposits 

(In nillion ~s) 

T·otal 
Resources 

Loans 
Outs tar~dil~ 

---------------------------------~-----------------------

1912 
1922 
1932 
1942 
1952 
1962 
1967 
1970 
1971 
1972 
1975 
1976 

0.2 
0.9 
2.0 
3.3 
9.8 

49.3 
119.5 
162.:> 
188.5 
206.8 
3-;;o r· ./ • ? 
373.0 

0.3 
4.6 

12.9 
23.5 
7 ~.6 

254.8 
509.6 
810.7 
933·. 2 

1042.3 
1625.2 
221~9. 2 

0.6 
6.7 

17.3 
28.9 

121.8 
616.6 

1062.5 
1709.1 
1957.5 
2046.8 
3227.7 
3631.1 

0.5 
5.1 
9.9 
9.G 

6Li • 9 
453.8 
765.1 

1295.1 
1L119.u 
14.85.0 
2336.9 
2244.6 

---------------------------------------------------------
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HOlJ-OFFICiii.L LEii.DEHSHir 
- --
But more important than this q11.antitntive progress 

is the basic approach inherent i:n tho activities and 
aspirations of the Bank over all these years. 

The singular factor which differentiates co-opera
tive developments in the state from that in others is the 

fact that 1 fror1 the very beginning, the Bank was fortUilate 

in having at the below of affairs lea~ personalities in 
different walks of life. 

This concept of peoples participation was nursed by 

the Bank in i t,s early history when it operated branches in 
the districts by constituting Branch Conmittees and giving 
thew sone of the· powers of the 'Board. This provided the 
nucleus of trained leadership for the district central co
operative banks which were forL.led subsequently c.nG. the Bank 
withdraw fro:r.1 the districts by handing over the .business to 
the newly formed banks. 

INTEGRil.TED WO:!IKING : 

"11he integrated character of the co-operative 
organisation was continuously er.1phasised by their well-knit 
leadership. The Apex Banl{ established an Industrial 
Cora:::1ission which has been a pionE,or in undertaking such 
large new oxperiiJ.cnts as the Sangli Ground-nut Complex or 
the Kolhapur Co-operative Engineering So~iety. It also 
helped the l~ederal J\1arketing Society in the very large 
venture which it ~~dertook in recent ysars. The successful 
cc,rrying out of LJ.onopoly procureLJ.ent over the whole state 
by Maharashtra State IViarketing Fed·err,tion has. been a 
notable achievement of Hal).arashtr:?, Co-operators. One of 
the principles established in this experiment was the 

I . 

wholly integrated chu.ractcr of the co-operative ~ector'. The 
integration was both vertical and horizontal. Vertiaally, 
at the top it was the t:t·nte Marketing Fsderc.tion Society 
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that took the entire responsibility of all procure1i1ent 

operations throughout ~~o Stute. But the actual work was 

carried through ths agencies of the local co-operatives 

* at the Taluka and prinary levels. The horizontal integra-

tion was seen :i.n the part played by the Apex 
1

Co-oper3.tive 

Bank and the District Banks in the financing of these vast 

operations. 

ORG-AIHS:i1.'IOH LJm ]JIANAGE1mrrr.r 

The svoluti·on of the crop loan systsn of financing 

agriculture, acceptc.nce of the principle of St0,te parti

cipation in the share capital of c-oyc.rntives, the success

ful organisation of Co-operative Sugnr Factories, which 

became the fore-run..'1ers of producers' co-operatives, the 

successful inpleLlentGtion of the scheme of rJonopoly 

procurer.wnt of foodgr&ins ao the sole agent of Goverr.lLlent, 

the starting of an industrial consultancy cell (Co-opera

tive Industries Comr::ission), the s·ysteG of cnnual plan 

forru.ulQtion (Central Finc:mcillb A.gencieo Conference) - these 

are sor.;1e of the nore inportc.nt instances of tho pioneering 
spirit.-

The Bank had been providing adequate finance, 

appropriate guidance z~::.1cl necessary leadership to the co

operative ins"titutions in the State. In its cap&city as the 

apex bank, it advanced short-ton::. and :o.ediu.IJ. teru loans, 

generally through the district central co-operative banks 

in the State.l Tho Bank financed the co-oper2tive processilJgJ 

industrial a..."ld other societies in the districts, directly, 

where the central co-operative banks were tL."lnble to neet 

their requireuents on account of liLlitations of their 

resources. It nlso continued to give diE~ct loans to the 

urbnn co-operative bc::.:aks in the State. However, consequent 

on the willingness expressed b;)r sone of the district 

central co-opero.tive banks to take to finr~ncing of prinary 

(urbaJ.1) co-oper::.tive banks it vms decided during the year 

1976 to allow tho desirous banks to do so. 

* A TalQKa is a small administretive Q~it of a district. 
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CROP LOA.l~ 3YSTElvi : 

The agricultural productio_1. loal.Ls were tradi
tionally linked with tQagible security. This precluded 

quite a lnr[)'e nUL1ber of sn<:ll at;ricul turists fror.: secur
ing adequate loans E:'1d the tencmt cultivators fran secur
int:, any loans fron the co-operatives. With a view to ruake 
the system broad-bused and production-oriented, th8 Bank, 

in 1950, undertook the responsibility to finance all 
c:reditworthy agriculturists with reference to their pro
duction requiry~ents on the security of the prospective 
crops to be grown with the help of the loan. 

CO-OP:3Rl;::rlVE M.ARKBTIHG 

The crop loan systeD reco5nises co-operative 
marketing as an Assential conocooitant of co-operative 
credit. The crop loan is expected to be recovered throuch 
tho nnrkcting co-operative fl"'OrJ out of thE: sales proceeds 
of the crop. With a view to forgin6 a linlc between c:rodi t 
and narketililg, in its early yec:~rs, th~ B::mk attached a 

shop to its branch; but subseq_ cntly, helped organise 
separate co-operative soci~;;tics for the purpose. 

It was a colossal tc:.sk involvint; the opening of a 
lnre;e nunber of purchase centres, provision of funds at 
thGsc centres and evolvinL, a detail8d :3.Ccounting proce
dure. The Bnn.k not only shouldGred tho responsibility of 
providing the required finance fo"r tho noncpoly procurc
nent scheue for foodgrnin e>.nd cotton, approxinating about 
50 croiDeS of rupees, but it associated itself with 
these schenes right frow. th.-:.. fornulatioh stage • 

.ri.G.rW INDUSTRIES : 

It wo.s throug.1.1 tne efforts of tho Bank thst thB 
first co-operative su.car factory was established in the 
3tate in 1950. The successful operntion of tiliS factory 

t t "l-- • • • f I' 
[;<:We an ir:J.potUS 0 uS OTt:,c.l.l'llSa"tlOh 0- [..:COWE:TS 
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co-opero.ti ves for tt proccssi:n6 of the p,rodl.lctf::'. ·rde 

Bank is rE-quired to assist thoze societies not or.~.ly for 

working c9pit2.l, "but alsG for block capital. lt ..... l.so 

helps thew by e,:rantint:- letter of credit and bo.n~ e,:U..:::lr.-;,ntee 

arranger1len t s in fc:.vou..r ·of luacnincry suppliers, inlc-u1<l ao 

W!311 as foreign. 

Pla.:.1s are n.lso 2 .. foo.t for undertakinc,, in lJ.hG 

co-operative fold, seconds.ry 8.11d tertiary processin~: 

activities by utilisi!l£ tlJ.e bi-produ.cts of priLi.D.ry 

processir~ activities. 

P~ong with finance, t.nE- Bnnl;: ')lso provides, pro

I:.lotional services, technicsl cuidc:::,nce and IJ.anae,erial 

assistance to the 2o-oporative Industrius throu6h a 

s_poc:ial. cell, viz. thu Co-opc:ro.tivo Industries Coru.1ission. 

Co-operatior io basic lly oeq~t for tho eco~oni

co;lly weE).k who eonc toe;e G.:..d.~ to s~J.tisfy thEir cc·l...:I.l01l 

econo::.ic :;neeG.s tnrougL associ.-l.ti ve actio:..!. Cu-oDc:r:_. tivo 

ban~s in the State b .ve ~lways reco~nised their res10nsi

bili ty tovio.rds the 1/t\):::tker bections. Jnder the: e ~i·~ .l c 

and inspir'(:ttion of tho o.pex br~nk, they 'f1c:::,ve bL.e- _, .cvr '

increasing i:ai tic.. tive in underto.kin6 schorws .:>pociu.J_l,; 

moant to benefit snnll f'3.rners ~ acricul turrd ·:.:.~u. ot ' r 

labourLrs, ~rtisans, s~all traders and the liks. 

-The Bap.k sponsored an oxperir:1ent, wi tl t~~-'-' - ')1 . .? 

of district central co-operative banks, in provid.iil.§; full 

finance:, i~ a s.ystema tic 8.nd supervised. lJ.annt.:r, f' u.r o.ll 

requirouonts of the siJ.all far:oe:rs for produ..ctirlm as ,vell 

2s consw:.1ption. It has c;.lso cunstituted a special crGdit 

sto.bilise.tion fund nnd ort..,c:.tn.ized provision of funds to tDc 

fishery societies on the:: S!?..no lines as those of croJ. 

loo.ns, on easy terms. It is :·.lso rendGrin:; 8pucial 

assistance to labourers" snd Hawkurs' co-operativo in 

Greutor Bo~bo.y district. 
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The Board of Diructors ffi8~ts at least n~cc in two 

r,10nths or as often as necessary as stipulated in Byc-lav1 

J:lo. 56, 

SUB-C OMI'VII TTEE 

Tho Board is e11powere:;d under bye-law 1-.o. 66 to 

appoint a Sub-ComJ:l ttoe being r n oxeC"<lti vo body t~?.kint_., 

ioportant docisions about the day-to-day vvorking of the 

Bank. This consists of not less th:--:.n 7 G.nd not mar'~ th::::.r:. 

15 Directors. In order to provide an op::_Jortw:J.i ty to ev<..::ry 

director to participate in tho policy r.1aki!!£, process by c;. 

syster.1 of rotatioa, tho su"b-com1i ttee is al'Jpoi.rlted ·~v ry 

three IJonths from aBon& the directors.. The J . .'ollovn:-tc, 

however, aro the pernanent 11er::bers of the Sub-Cm.1Li "tt~e. 

1. Chairtmn 

2. Vico-Chnirnan 

3. Chairnan, Het;ional Board, N8.~pur 

4. Chairt.tan, 1\o~~:ional Bon:!'d, 1tlB.rathwad2 

5. One of th0 no~_inoo.._, of thv Jt&tl- C+c Vc:!'r..c_.8nt 
on the Boar0_. 

6. 11he J.,~anaGing Direct·•r o:r· if tho I:iana.cill{_; 
Director is not a)point~l or is un lcave 1 

General l'vlana6er. 

All the powers of the Board. 2 s specifL;d in Bye

law arc dGlcgated to c;he Sub-CoL.:mi ttoe as per provisiun in 

:Sye-law. 1.1!le Sub-COL!:Ui tteo neets as often as n.:;ooGs<.:l.ry 

but at least ofice in a fortnight. 

STru'F cm::Ll'l'TEB : 

Th(. Boo.rd constitutes every yeE:.r a staff col:.lL..ittc.:;e 

to look after all watt(.rs rolatil'l£ to personnel. The 

coo~osition of the staff coru~ittee is as follows 

1. The Chuiruan o.nd Vice Chairman 
2. The Chairr:13.n of tht:.. ltet.:ional Boards 

of I\lo.rathwada CLld l'jagl.;ur 
3. Two Dirt.-ctcrs frau L~stGrn Ivlaharesht.ra 

( excludL-.:g tho t Lree Kcnkaa districts) 
4. One Director e<.~C'L frm:.: }.,.onkan, 

Mara "thawad3. ~r1J Vid:-,:rbh8 Rce,ionz 
5. Th8 ::Ja"lC:.biL0 Director 

2 

2 

2 

3 
1 
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M£9_SIT hlOBI.GIS~;.TIOl1 : 

:Ji th the ever-increG<sing doLto.nds for finance from 

the fnst-g:;.~owing co-operative soctor, the Bank is rualdn~ 

strenuous efforts to increase the deposit resources. It has 

a notv.;ork o£ 36 banki!lf, offices, 30 in the Greater Bombay 

district and six ~n N3gpur City. 

The Bo.nk has also been inspiri!lG the district 

central co-operative bn.nks to augnent their deposits by 

creating wide network of brar.lches and offering ve.riety of 

services. Tho district banks to-day operate at about 1200 

places in the dtate. 

'l.'he Bo.nk has also been a pioneer •in introducing 

several banking fa~llities and services foT its customers. 

It has been providin6 reni ttance and cle~ .. ring house facili

ties by beconing a :o.euber of the Boubc.y Bankers" Clearine, 

House in 1930 and by devising the iilutu~1l ~\rrangorJent Schew.e, 

in 1931. It was tb.e first'apex co-operative bank to be 

act1i tted to & clearing house and today it is rego.rded ets 

one of the important r.'ler:Jbers of the BoDbay Bankers 'Clec.::.ring 

House. 

BOA:t;'J) OF DIHECTOHS : 

The Board of Directors consisted of the r~presen

tatives of the District Central Co-operative Banks, some 

i1.pux Co-operative Institutions, processing societies, urban 

banks, individual shareholders, 2 .. s provided in Bye-law .i:Jo. 

52. All representatives fron the constituencies fron 52(A) 
to 52(G) are elected by thC:: collectors of the concerned 

districts as per provisions conto.ine~d in l\.'iahard.shtra 

Co-operative Societies :~.ct 1960 tho Governncnt of Maharashtrc:. 

also nouinates throe representatives as per by-luw. 

+ .. 
u2:J;~VeS 

The Boe1rd also includes tlmee co-opted rupresen

of the enploye8s ~s provided in Suction 73 E of 

tho 11'laharo.shtra Co-operrJ.tivo Societies .o.Ct 1960. 
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The Man:.ging Director acts as the secretn:ty of 

the Staff-Cor:mi ttee. 

JtEG I_ONA~ l:\Ol-JlP~ : 

The Eank had constituted Hegional Boards for pay

in€> special attention to the develop4:ontal needs of the 

co-operative institutions in I.lc.rnthawada and Vidarbha 

re~._,ions 1 which were corJ.siderod 'relatively backward in 

eco.~.lOr..tiC anG. co-operative developLlent. The Marathawada 

Hee,ionnl Bos.rd consist,ed of 5 directors, while the 

ReGional Board for Vidarbha was composed of nine directors • 

.Q]lG .. JHSJ3IONAL SET-UP : 

The J',1anagine:, Director is the Chief Executive of 

the institution 2nd h\:: is assisted by the Genero.l Manager 

o.nd six other 1.1arH:tc;;ero as undur, for day-to-day ad.r:J.inis

tration of tho Bar1k. 

1. Mana~er (C.F. As) 

2. Mar:.ag er (C. li'.."ts. ) (1:'. iv. ) 

3. Manager (Agro-Inciustri.::.l Co-opero.ti ves) 

4. l,Ianager (n .. dr.linistrf~tio \ 

5. HanaE;EJr (B:-.m:d.nc:;) 

6. I/[a.nt:!.ger (.iteb'ional Office; 

Th~ entire working of the bank is controlled 

through various dopartrwuts oi' tho baHk wor!;:illb under the 

control of the .utanat;oro concerned as U...'1.der : 

(1) .r.::.A1J.L-1.GER - Central Financi11...g Agencies Department 

(J-i..) Central Fina::J.cing .Agonci0s Departn;.ent 

(2) IvJ.JhiJ'AGER - Cer,tral l''inancing Agencies Department 
(Field Wol~k) 

(A) Central Financing 11..gencies Departr:wnt 

Inspection of all District Central Co-opera

tive Banks 

(B) Divisional Offices 

(C) Urban Co-operatives Depart:[!~ent. 
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( 3) Iv1ANAGEH - Agro-LlciustriE.l Co-operuti ves De pax LLG1. t 

(it) Agro-Inclustrial Co-o .... ·Gratives Dep-::,rtne.ut 

(B) Co-op8ruti vc: Indl._stries ·Co.,l,,1ission .DepartL.ent 

( 4) li.Ju~.:AG=:n. - il.dLli:1istr2.tj_on 

(A) Personnel DGpartL:lont 

(B) Estate:; and I\18inteno.nce Depu.rtr:1ent 

(C) Puolici ty, Publication, Public Tiel.·. tior..s 
Depar-Gnent 

(D) Board Departu.__nt 

( 5 ) l.l~--l.l'J.AG .GH. - BankiYl_g 

(A) AccountB Dc:partL:!ent 

(B) Developncnt Dep:::.rtn..te_.Lt 

(c) Ple.nning' J.tUSG.'J.rch st~.1.tist:i_cs and -''valuf'tion 
Departr:1ent 

(D) L2w Dopc.1.rtm.ent 

( 6) IE.;-J,AGLH. - l~egional Office, Nagpur 

(A) Hoc::,ional Office' rat.o ')Ur 

(B) Locctl Brar:.c~1es ::.t l-"a6 .Qur. 

The Central FLk .. ncinz, ·<'encies DepartL,2nt looks 

after tne financial requireJ...lej-~~Js of, as well as a.e~Jelo 1--:

rJental rJE~tte:cs _tJort2L,.int:, to, ~~10 Cent:r·;;--:1 Fina:·.ccing 

1\.e:,encies in the Stc:.. te. Tl:..e "tt,ro-Industri~l Cu-O.J)Cr~ ·ti vo 

Departm.ent deals wi tr fir~u.~lci<:l nesds of sug2.r fact.Jri..;;s, 

spiYl .. nint, nills o.nd. other p::r·ocebsine; m?-d i.r.~dus-~rial socic.;

ties directly financed oy the J~nk iu other diGtrict . 

The urban Co-opqratives DcpartJ::.ent loolw s.ftor the iL.3IJE:C

torial work of the urban bc:m.ks of the H.osorve .atlli oi 

India as well as provision of direct f~l~nce to tL • ry~e 

accounts departwent dec:.ls with the usual day-to-dG.J .v.)r.t-:: 

of the bc.nking business i.tlCluding ope-mine, of ne::v1 brn:..1cl1os. 

The Co-operative IndustriGs COl:LUission cor ... sti tu.ted 

by the Bank in 1961 rendered voluable services tc t!1.:. 

co-operative industrial ventu.ruz couin6 up in thu Ji..L,:Le: 

by providing theEl gaidc:.nce 0:..1. tec!mico.l and o-ther Lla-1 to::.~~. 

The Planning llesearch, Statis cics a:;_ld. Evnlvt.Ptioll DC]J.rt

aent is concerned with t1.le co .pi.Lc:tion. ~ td S"l~t . .li>.:>o:i. ·n .: 
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of ve:.rious statistical n,turrls to the lleserve Bank of Illclin 

c::nd tl:.o Co-operative Depart,_ent ?,nd with r.mtters relatii:lt.:, to 

staff trair.~.inc,. It also v~a.s entsaced in the c01:1pilation of 

fortnightly bulletin, conductint, survey 011 various issues 

related to co-operatives, oaintenance of u well equipped 

Librsry c,:1d preparation of the bank,. s Llo.nual. It a.lso 

cxc~L...ines problerJ.s ir.~. which the nc:mo.gecent was interested. 

1i'1e Person:1el Departne.at deals with all day-to-day 

'-"d.L.L"iotr<..,tive r~atters relating to staff. fhe Bstate I..~.ain

l:ie,_s.I~ce nr1.d Printir.Lb a.~.1d StLtionery DepartiJent looked after 

tl.~.o r.,a:::_n·ccnance of buildin.ss, requironeut of sta.tionery .:111d 

.LJJ:'i~'lti •c uaterio.l etc. 

'l'he ~t~Ianat;,int, Director":: Secretaric.l Dop3rtuent and 

IntcrnE~l d:tdi t DepartL.t(:.mt nrL. directly u:ndel"' the control of 

GE::Llerc.l 1/:::::.n.:te,c:r /I,lanaci:r:t: !firector. Board Departpent is 

concerned with arro'nginc fen"' the neetings of the Boo.:rd ond 

Sub-Co:-_Li tteo, recor6.i:ne., tho proce8d .... .:.1~s etc. Internal Lu.di t 

Depart~ent carries out th~ inter~al ~udit of the head office, 

branches in Jrs .. tel"' Boub,_-.y 2nd Of ices in l'J:J.gpur. 

There was not Lu . .LCh ch&.G[.C i:t1 the tot3.l staff of th'

Bc:.nk over t.t1e yenr. T 1.~.,_: toto.l strength of the sto.ff was 

1690 on 3CJ.6.1976 as Dgai:r:..st 1664 on 30.6.1975. The nurJ.ber 

of ouployees recru.i ted fro:" outside in all catet;ories was 52 
while those who left th(; service of tha Bnnk due to retire

Lvllt or other reasons mmberod 26 durints tho year. 

Tho Bank continued to leAd its personnel on dc~uta

t~on to district banks and other co-operative institutions 

whenever required. Tho totaJ nmJ.ber of staff on deputation 

decreased frou 51 on 30.6.1975 to 39 on 30.6.1976. 

The cate[:orywise position of tho staff of the Bank 

at tho end of the years 1974-75 and 1975-76 is given ir1 

Jillnexuro I. 



C'l .... 

.£'osition as on 30th Jtm'8 

----------------------------------------------------------------------------------------------
Category Sta!'f' at 

Eoa.d Office 
32:1'·.::. Lo0al 
~r.anch~P 

1975 

Staf'.f at 
Regional 
Of'fi ce and 
Branches 
in Na.fipur 
1975 1976 

Staff at 
Divisional 
O:f'i'ices 

1975 

Staf:f on 
Deputa
tion 

Total 

1975 ------------- _____________ .. ___________ --------------------------------- .. -------------------------
1 • Nnnaging Director 1 1 1 1 

2 0 General Manager 1 1 1 

J. :r..~ C1J:tr-l g e r s 4 5 l;. 6 
,, 

Chief Of:ficers 5 5* 1 1 7 6* ...... 
5. Deputy Chief 

Officers 10 10 2 2 2 2 14 14 

6. Oi':ficer Gr.I 39 42£ 1 2 '7 6 18 15 65 65£ 

7 • Officer Gr. II .55 54 6 6 14 1 1 14 13 89 84 

8. Juuior 0 f':fi c er.s 274 274 26 j2 24 31 12 6 336 343 

9. Clerks 733 749 87 89 23 30 4 2 847 870 

10. Subordinates ** 2l~6 246 lta Lw 14 14 300 300 ______ . __________ .,.., _____________________ --- -------
Total 1J6U 1387 163 172 8.2 92 51 39 166.4 1690 

----------------------------------------------------------------------------------------------
* Including one on contract bas~s 
£ IncludinG t>vo on contract basis 

*-*· Daf'tary + other Subordin::ites. 
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DurLlf" -chs :;rcc.r under i;..,c, iew, tt"' tnspccturi.::.l st2ff 

of the .Bank increased froo 124 on 30.6.1975 to 136 on 30.6.1976~ 

In viev1 of the expanding I·ield of co-oper2tive 

activities ill t.ne Jto.te, it hnd be0n the constant e:c.des.vour 

oi the Bank to enploy well qualified staff snd to provide 

training tCJ the new entrants in tho clerical· and officers' 

cadre so as to ir.1provo their knowledge u.nd efficie~1cy. I::.1 

the 2:.~nk 's trainin6 ccmtre at Nag:rmr-, 41 candidates had 

undere;onE necessary tr· ini.ng durinG th0 yenr under report. 

:.ttJ.c Bc-,nk also ·avr_:.iled of the trRinin6 faciii ties offered by 
' tl:.e 1escrve Bank of Indin, the Vaikunth l\whta National 

Instit~t~ of Co-opcretive ~anagement, ?oono and Co-operative 

T:rai~ing Collet;os at Poona and Na~pur. 

:B'ron Octote;r 1977 tho Bo.nl: has sE.c~red the services 

of Shri Y.D. Dcshp~.de on dcputatio~ frc~ the ~ational 

Council for Co-operati v·3 'l'r:J..L.1iLc_. o:C' tl e l· :' tionc..l Co-opcra

ti ve Union of indic. to ·work s l'ri.Ll.cipc..l o:r the Stcf::.c. 

Trainilhc; CentrE.. ~Ie L.) bGinc :br.;:i. 1ecl by tw-.~ officers fro~ 

tho Uat:;pur .LtE:t:.,ional Office whu""e ""'ervic8s have beon sp[lrocl 

for the Staff rr.'rs inillt.. CentrE... ~:h0 St.s.ff Trainirl{, Cc-mtrc 

o.lso receives ncadcJ.Jic support frmJ S8Ylior officers of the 

Bank in I:Lgpur n.nd in \o •. lbay. 

The developL.l8nt of the Staff Trni.:.1ing Col.Ltrc }·Las 

been conceived of as one aspect of tho overall preble@ of 

nan power planning and wan power develo_pnent . .tl..S such the 

idee. is to orgnnise short duration courses, both basic qnd 

functional type, for ~ifferent catcsories of the staff fron 

the clerical level upwards to the Chief Officer. For the 

basic co~rses, possibly ono for the clerical staff and one 

for tho offic·.;;rs, there vvould be end of t:.1e course CJXal.ilina

tion while the _emphasis in tho coursos for the senior st:1ff 

would be wore on two-way sxchant,e of views, Gxper9.ences o.nd 

inf orrJa t ion. 



::1:llll e xu ;re LL 

POSIT.ION OF I.iidOI<l.0 i.J.J.:J 3ZJ?..::i::N.0ITU.:\.E 

(Hs. in lakh) 

P art::i.culars 
Incr8ase during 

;Increase during the 
'"o:r· the __r_~e.!::!a;;:;r ____ ;.-_t~h..:::e~y..:::e.;;;:::.::r:..._ __ ~~-..I::!P.=..r.!:e~v~i~o!.::u::.::sL...yL.:e~.a=r=----

1974-75 A.tnount ;Percent :Ai;JOunt Percent 

1 2 _ ___:-3::.__ ____ 4 ___ ___.5~ ____ 6.:..._.. __ ,~·-~-

1. Int<~rest 
received 

2. Comr.J.ission 
Exchange Bro
kerage earrted 

3. Other Income 

4. Total Income 
( 1 +2+3) . 

1971.08 

J0.50 
0 .• 70 

2002.23 

'1 5. Interest Paid ·1618.21 
6. Cost of' 

~~~a.nage:nen t 2L~o4. 80 
7. Other 

Expenses ~ 

rt.s. 

2430.82 

ho.38 
0.69 

2471.89 

2040.59 

289.98 

Rs. 

9.88 
(-)0.01 

422.38 

4-5. 1 8 

23.3 

32.49 
(-)1.4 

23.5 

26.1 

18.5 

Rs. 

602. 1 0 

18,74 
(-)0.23 

64.57 

8. Tot::tl Ex:Jenses 6-- 467·. 5. 6- 6·-6 __ .. __ 
( 

5 
+6 + 7 ) ~ ...!U..:..• ..;;.o~l __ _..;2.:;.;;-3::;..::3~0:...:•:..::5::...:7~--~..J-:.,~~-2;.;.,5 .:..• .:_1 ___ _..;;_;;o:;.;;:..:. 71 

9. Net Pro:fit 
(4-8) 139.27 

10. Percentage 
of profit to 
( a) 1:forking 

Capital 
(b) Total 

Income 

(-) Denotos decrGaS"). 

141.32 2.05 1 • 5 13.85 

o.4o 

44.oo 

159.3 
(-)28.6 

5o.h 

35.8 

48.3 

11 • 0 

C.H 
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. The CL}pht.:.sis. in ·t:'tG tro.inir...L, woulc.l be not so r;:uc.rl 

on il:1partinc '-,a sic knoiNlvC<£oG of subjects lib., co-v:pe;ra

tion, b.:.,nkilL6,, i..JliC. but .Jc..ro cP ecJ_uj.-'-Jpirlb -~h-J 1) :-I'so::.~ncl 

for applyi.ut.. their knowJ.edGC cr to 1k bore oxact ,_pplyins 

their 12ind to t_le si tuation.s i)~1~..;y would be o: .. c ·untered 

with in the qourse of th0ir dr:.J-to-O.ny oporatic11s. LiS such 

efforts arc under wny, vri th ti.1e help of c.iscussiu .:.s :.:..ont, 

tne senior Lcrbers of the staff, to d~Vi3e coursc0 0n 

specific iuport3nt aspects of the busin8s~ o~ tne Bnnk 

like s2..y, -

i) devel0pnent of the cl-c:;.~icc::.l skills 

~i) ~l.nnlysis· of fir.tc...:;:Lcinl ststcuents fron t:r~e lJOii"L t 

of view o;f loan sm~ction, u.isb~lrbeL.b..:1t, inSiJGC

tion ::::ud follow-up; 

iii) 2.11 inspection orionte.i pr·o~re,,..,Je; 

iv) nc.nat:;eWE.ilt oriented pro~;rar.ll.J.u for bra . .::1ci1 2.0 -.m.ts 

anC.. other SU.f)L.rvisol~.>,- st·::.f:f 

·The courses QYG to be conducted rw :rcsiJ.cmtial 

courses. Thr Bauk pro'· iJC:.:s fu.lly furnished residsxrcial 

acconnodation at its l~q ·i_,_l.~.al Office build inc.. \7-:.-.iilC; t~'lu 

oxpendi ture on boRrc.1int:, etc. is to b0 net by tho~ pc.rtici

pant.:: froG out of tho .:-,llowo,ncc..G they are enti tll-3. for .. k:l 

per the service rules. 

Tho details about the incoL o, exJ.Je:1di turc.. <: •.• u 

profit of the Bank' is provided in -u1ns:xurc II, ..l .1.I :1J 

IV. Sil!1ilarly inforDations ret;2.rdL1.t_:: tno so·u.rces ~-j d 

uses of funds of tl:e Banl~: is given iil l~rmexclrt; \. 

. . 



Ius .:n ., ...,1-l,s) '.! \... .l.. _t,_ ::;:.r..!."r ...... 

, ___ ------ .... , _____ >-"P -""" ---------..... ------------------------..----- -----~---- -------------------

Particulars 197 5·-76 
---------~-------------------------------------------------------------------------1 2 3 
-·------- ---------------- -----~-- ----------------------------------------------------

i) Salaries, Allowances and 
Provident Fund 

ii) Director's Fees and Allowances 

iii) Others 

iv) Total Cost of Ir.anagement 

Percentage of Cost of 
l>Ianageme:c. t to 

i) Deposits 

ii.) Deposits and .3orrm.nimgs 

iii) Advances 

i v) ~iforking 7unds 

183.98 

1 • 7 .J 

59.07 

241~. Bo 

-------------

1 • 51 

0.94 
1. 00 

0.79 

-------------------------- .... ----·-----~-----~---....,...__ ____ ._ ___ __ 

Rs 

240.18 

2.60 

4'"{. 20 

------------
289.98 

------------

1. 29 

0.99 
1. 29 

0.82 

----------~-----~~---~-~------

f ..... 



( ;;:s. in lakhs) 
----..---.. ------------------------------------ ----- 'P----- ---------------------------------------

Particulars Amount Percenta~e to Total 
1974-75 1975-76 

--------------------------------------------------------------- -----------·----------------
1 3 4 .5 

---------------------- ---·------ ------------------------------------------------------------
1. Payment of dividend to 

shareholders 

2. Contribution to Stntutory 
Reserve Fund 

3. Co~tribution to M.S.C. 
:3ank Lgricul tural 
Credit (stabilisation) 
Fund 

4. Other Provisions 

5. Carry Over 

Rs 

78.08 

34.90 

20.99 

.5.34 

o. 23 

Rs 

81.20 

35.33 

21.20 

3 • .59 

0.23 

55.9 57.3 

2.5.0 25.0 

15.0 1 .5. 0 

3.9 2.5 

0.2 0.2 

---------------------------------------------~--------------To tal available 
for distribution 1 39 • .54 141 • .5.5 1 OQ. 0 100.0 

-----------------------------------------------------------------------------------------



The total resources of: the .dank can bc. broadly :;ruu/::Hl into two main classes viz. owned 
:f._:.:ndc and bo:>:ro":ine;·s. r2:1.o totetl borrowings can i'urthGr l:>e sub-divided i:r:to three grcups, viz. 
dep0s:..ts, loans nn.d other liabilities. c~ . 1 1 h \ 

1\S l.ll ?..__-:_ S I __ .. __________ --·-- ----- ...... ____ . .- ..... -.. -- -------------- .... ---· ... ---- ... __ ... _ -------------------------------------
:? articulars --··----

AS ON 
__ ____,.tb,£ y E~ .::rr: 

Increase d nri:ng 

30.6.19?5 J0.6.7v l~.::no'...IDt Percent 
' 

Increase during 
the oroyiol.u! yea:x: 
Awount fercant 

- - - .... - - - - - - - - - - - - - - - - .... - - - - - - - - .. _ - - - - - - - - - - - - - - ..... - - -
J 4 5 6 7 

...... ----------------------------- -------- ___ ..._ ---~ ------.----- ~ .... _____ -- - .... -~- _________ .. Q -- __ ...... _ ----------------

S o u .r • o s --•;;......;.;;.._ __ _ 
1 • 

2. Deposits 

Borrowings 

4. I·fi scellaneous 

Total 

Uses : 
1:--cash and Bank 

2. Balance 
Investments 

J.~.dvances 

Rs 

330_5.4~ 
( 10 .2) 

16251 • .51 
(50. 4)-

9300.17 

Rs 

3730.41 
TJO:J) 

22491 • .86, 
- ( 61 • 9-) 

6742.67 

( 30. 4) 
2919 . .54 3346.50 

-nn.5) 

Rs Rs 

424.')9 12.9 4-38.55 

1105.7h 

(-)3057.50 (-)31.2 5718.02 1 4o. 1 

ll~. 6 765.79 3S.6 

( 9.0} ~r=2~---------------------------------------------------;~;;~:~~---;~31~:~4 4034.80 12.5 8028.10 33.1 

-1100~0) -(1 oo:o)-

2424.22 ___ 6.52_2~2.4 ---r 7 • sl T 1 s . 1 > 
!j020.79 -22t9£r- 938.47 

( 1 5. '6)- ( 1 • t: 

23368.82 22446. 6 (-)922.3u (-) 4.0 
---r72.4) (61.8J 

4~31.02 170.4 '762.61 4.5.9 

628.65 14.3 

6449. Ol{ 38.1 

18.7 

1!~.62 81 1350.48 (~)112.33 (-) 7.7 --rTsr (3.7)-4. Sundry 
187.80 14.7 

!-·"'' 
'!· . < 

3{2z6.64~f3,1-~~4~4----~4~·o~J~h-.~a~o-----,~2~.~s~-------

-- 1 o'O':"o) 1 oo. 0 ----~·--- ---------------------------------------------------------------------------------------
Total 

----- - 33.1 f~ ~);~ 8. 1 0 ·~ 

J'igures in l!rackot a.ro f•Grcentago to total • 
(-) denotes d8crease 



In tro due ti. on_ 

A note ·on the working of the Haharashtra 
Cqoperative Engineering Society Ltd., 
Kolh_a~u~r----------~--------~--~~~--

I' 

Kolhapur is kno-vn for its production of jaggery, 

\Cooperative sugar factories and also for ·small industrial 

urli ts. In Udyq.n Nagar of Kolhapur, there are many small 

entrepreneurs who manufacture spare' parts of various machin

eries • Large nlimber of ~·wri-cers are engaged in this industry, 

However, tf!i s indus try faces a p robler.1 of non-availability 

of continuous work; which lead to partial unemployment 

to these workers. Kol:lapur has started coopPratives in 

various sec tors. Perhaps there could very few fields of 

economic activity of human life for ,,rhich the coop"lrative 

society has not been formed in this area • The coopr.rators 

of Kolhapur "Wi. th the guidance fMm late Dr. D. R. G.qdgil and 

Dr. w.c. Shrishimal, l'1ar:taging Director of the lvJ:aharashtra 

State Coop era ti ve Bank thought of orga.ni sing ru1 engineering 

cooperative sqciety. Ths,.pjlrpose was both to provide employ

ment to workers I>K)rking in this industry and also to provide 

a centre for assemblin8 'f'arious spare parts manufactured 

by small entrepreneurs from Kolhapur. The society was register

ed on 5th Sep temb·sr , 197 6 • 

• •• 2 •• fl 
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.. Area of op.sra tion : 

The area of op t::.re tion of the- socit~ ty ·::Jxtends to 

whole of Naharashtra State -with its main factory 8stablish

Gd atKolhapur. 

The ob.iactj.v._-:~ of tne soci2ty as stated in its byelaws 

include; manufacturing of oil engines, pumping sets, : c-v 

ele~tric mo~_ors, other agricultural implemr:::nts, such as , 

power till~;rs, tractors, bull-dozers, thrashers ate. 

It also privides for ::J.anufacturing of spare parts of 

large machinc:.;l"L"!s required for various procossing indust

riGs. All t..heso activiti-:-;s are proposed to b0 undertaken 

for the bonefi t of memb'::l'S and custome:rs· .• 

Th.::: memb ·rship of th2 society is op.:::n to -vmrkshop 

owners and ~ill . .:;d self - emp lo"yod artisans. It is also 

open to coopcirative socL:.:ties, such as, coop0rativu 

sugar fac to ri8 s~ coop Gra ti ve rna r\{..,_; ti ng societies \oR:> rl:cing 

at various l;;=Nals, co·opdrativ,:;; ban~-cs, irldustrial coopiJra

tivo socL.~ties and ot.hc'r procossing socisti.es. A firm, 

coJ.npany or any body corpor::tt8, constituted ulldJr tha 

law engae ::d in tile; manufacturing or assembling of engineGr

ing goods couln also b:_ th'"' mumb::.,rs of th:J socioty. It 

also provio,;s for statu gov ;:)rQ'Ut;;nt bE;co:-:-.ing its memb .rs • 

The· byc-lavTs provi~e for C<;;rtain conditiuns before thc

p.::rsons from the above category :ara Gn.ro.lled c:s mcrnbcrs. 

Tmse conditions include payment of •?.ntrance foo of 

Rs 5/- and contribution to atleftst on,~ share and Rp:proval 

of membd rship by th0 Board of Di NC tors • 

' The. membership of tho soci.:;ty is mainly cone en tra ted 

in th·2 city of Kolhapur .c;ven though its ar .:,a of op...:ration 

is whole of tho state be:caus) the society has established 
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The socL:.-:ty providGs for creating various rese;rves 

under its bye-laws and tht: position of various resGrv8s 

as on 30th Juno 1976 is es undJr g 

1. Rs serv_e Fund 

2. Bad Debt Fund 

3. Shar.J capital ru demp tion fund 

4. D .·.:p recia tion Fund 

5. Dov 0lopm0n t Rob ate 
6. · P rico Flue tua tion Fund 

7. D~.:N.alopmsnt Fund 

· 8. Divi-dend oquilisation Fund 
..,; ~ .. 

9• Building Fund· 

Avnount ms) 

1,25,098.00 

45,800.00 

3,66,900.00 

14,56,015.00 

3, 65' 345.00 
23;851.00 

35 'ooo. 00 
20,000.00 

10,000.00 

Tbe socioty has borrowed funds from th1;;; State 

Cqop 3ra tiv e Bank: for various pu;;>o ses. It includ.::s 

a m.::dium term loan of Rs 4 J,ac s anc1 other loans Y-Dr th 

of 16 lacs • 

• I nv c s tmcn t s : 

Tho soci2ty has made invcstmdnts in share capital 

of various types of cooperative soci-otios to tho oxtont 

of Rs 1, 52, 150/- and "b..a s a~ so invo sted in govornman t sGcuri ties 

and fixed depisits of cooporativJ banks, an amount of 

Rs 2, 35 , 7 00 I-

Bu sin.:; ss : 

Th:- socioty manufactures oil engines 1-Ji th 5 and 6.5 

horsd powe:rs capacity. Th.J soci0ty is trying to secure tho 

I.s.I .. mark:, hoKJVor, it has not yet succJodod • The 

Iviaharashtra Governm,_.m t has gi vvn a quality mark to their 

.. 
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its factory at Kolhapur and has not ynt oponc·d any _manufactur ... 

ing brancht: s out side Kolhapu r • ·rm growth of m0mb --·rship 

of tho society d.::;p..:·n.ds upon th~ cl,::mand for its products and 

it.s capacity :to providG -~rort-c to ·its membars throughout thE:, 
1 

year • 

Tl;la society is entitled to raise funds.;by issue of 

sharo~, by accepting C!aposits from manb-3rs and non.-memb.-.rs 

and bY.. r.:d sir..g loans from outside o rg ani sa ti on s • r·t is also 

enti ~10 to rec0ivc share capital and subsidy from th6 state 

Gov .::.rnment. Th;;: nu thori sed share capital of the society 

is Rs iO million divi d,od in to 20, OOr shG r\.; s of F.s 500/- 2ac h. 

The share monny is accepted in t"WO instalments, Rs 250/- at .t:tt; 
'time ::;f. applic-g,tian fsr m:)mb:?"rship c:,nd Ps 250/- Within thr:!e 
months fr2m th::: date of thJ all . .:- tmen t ::<f th.·:· sh;.t re. Tha growth 
:)f t~· p-ai·C' up. snaro capital of the. , scc:t. e tr d~ rwg ~he last , 
5 years slc:ng~th ~e.mbG~ship is indicated l.ll vhO, table givon 

tel~w : 

Sr. Year r·IcmbGrsbip Pai9 up sharo 
NQ. Q.SQ.ital 

1. 1972-7 3 708 19 , 54 , 2o o·. oo 
2. 197 3-74 755 Z) ' 30 '000. 00 

3. 1974-75 805 20,67' 250.00 

4. 1975-76 825 0,93,250.00 

This would indica to a slow grovrth both in tho 

mt::mbership and paid-up share capital of the society. The 

liability of members~ lis limited to th0 face value of the

societies sharGs/ hold by him. Under the provisions of law 

no member c.an ho.ld· shar.e.s c.XCGeding,Rs 5000/- • The society 

pays ct.;Lvidend on th,:: shar2 capital as pe,r provisions und&r 

tho Haharash,tra Cooperativ0 SOciaties Act. 
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product. Th..:l socie>ty proposes to manufacture p-owor tillers, 

watEr fi0ld riding apparntus, riding sadl~, levGller and a 

t1..ro - ·wheel<J r trolley o The so ci dty has to fac o a tough 

cornpo ti tion in th0 rnarke t while selling its produco o It hag 
appoint0d a private limit . ..;d company as its sole distributor. 

Howevsr, this contract has b.Jen discontinued and sociuty 

is trying to c stabli sh its own selling unit • 

Manag an ;}ll t : 

Th\..: managanunt of th-} soci:Jty V\=Jst in the gt:meral body 

whic{l Gl3Cts th:, Board of Diroctors for its day-to-day W)rlcing. 

Th:; composition of the Board of Dir.Jc tors consist of 23 p .:::rsons 

'I including 6 pvrsons as nomincos ropr2s ... mting th~~ stat,_: coopcra

tiv8 bank, thJ statu coop~rative land dev0lopm0nt bank, tho 

state coop .. ~rative marketing fed.-;ration, th:J district central 

cooporativo bank arid the; Registrar, cooperative societies of 

tn-.:: stat._: ( on:: 2ach ). B._;sidos, thc gon,:ral mana~·Jr of tru 

soci c., ty • is its ex-officio mcmb.Jr, The byo-la'\vs also provide 

for constitution of a EXGCil:.:tivv Committ..;;o consisting of 

11 p .Jrsons including C.b..airman, Vicu ChairmaE., and thv Gon·:nal 

Hanag :.::r • 

In th:: administrative: v.ling th:.ro aru throo soc'lions 

consisting of gen,;ral adrninistration, factory 'and acco\,nts. 

In all 100 persons are working in thn factory • 

• • • • 
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A not e on the worki..l'lg of : 

SHRIRli.M MULTIPURPOSE COOPERll.TIVE SERVICE SOOIETY LTD, Kolho.pur. 

Introduction : 

The cooperative movement in Indio. sto.rted o..s a credit moveroant ro out 75 

yea:rs ago. Primary agricultural credit societies in rural area and the 
'~ 

credit societies in urban area were registered under the act of 1904. 

During 13St 75 years the prirn3J:JT agricultur"'.....l credit societies at the 

village level ln ve U..."ldergone co-J.sideraQle chruge in resr,B ct of their 

objectives 1 form and working. Initially these societies supplied only 

agricultural cred)_t to their members. Later on they started supplying 

inputs such as seed~, fertilisers, manure mixture, pesticides etc. for 

agricultural operations ~"ld also provision of other consumers services to 

the farmers. It was about 20 y,:ars ago that these societit::s were converted 

into service cooperatives and they •e~e asked to enrol artisans from the 

villages as their members Gnd provide them credit on the basis of personal 

sureties. Besides their operations, the accepted form of area of operation 

of these societies has aLso undergone chang_e. There has been no uniform 

policy in this respect. Initially the societies were erganisaed for more 

than one village depending upcn the size of the popul::rt;ion end the quantum 

of business tha.t the society would undertake. One-village-one society was 

later on regarded as ::m indeal form and the society was expected to bring 

••• 2. 
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about a socio-ec anomie hange in the village also with otheJ 

institutions viz a priliD. ry school ::m.d 3. village p::mchayat. It was 

D ter on bbserved that these villages societies are not economically 

viable and as such large size multipurpose societies be formed by 

amalgam ting primnry coopem.ti ves. This proc)essr.is under progress in the 

country. 

On this background it v.ould interesting to know the progress 

made by one such society over last 50 years. This society is 

operating in (located in) Khsba Bhavada, a suburb or Kolhapur City. 

Kolhapur district is well ktic1lm for different types of suceessful 

cooperatives, particularly in the f~eld of :Jgricul tural mn:r:Keting 

and processing. The district marketing society of Kolhapur popularly 

known as Shetkari Sangh is one the best marketing cooperative societies 

f:Pom Kolhapur district have m:J.de their impnct on the cooperative 

movement by bringing about a socio-economic development in their 

area of 9perat ion. 

The name of the society is Suiram Multi-J?urpose Service 

Cooperative Society, Kasba Bavada, Kolhapur. It was registered in 

1929 as a primary agricultu,m.;L credit society vr.i..th uillirni ted 

liability. Its li:::-,bility was chane;ed to limit0d :.n the year 1960. 

Till 1942 the society could not make subst3Utial progresa. Duril-:tg 

the second world war period it started a ration shop and a contrml 

cloth shop. 

Area of Operation 

The area of operation of the sec iety extends to the 

village of Rn.sba -J3avac1u. !~.bout of 3140 acres of the totol land o:f 

the village 1948 is irrigb.ted 3l1d 1192 is non-irrigated. The 

population a= the village is over 20,000. 

r.iom ber3.1 ip 

The membership of th~ society is open to all t.l-}ose wl,.o 

own tangible assets in the village. All t rose who own land have 

been enrolled as members. 
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The society which started with only 61 members in 1929 has at 

present 3,053 members. The growth of the membership during last 6 years 

is given in a table below. 

The special feature of the membership composition of this society 

isthat there is no Single agriculturist from the village who is no 

s:ingle agriculturist from th'e village who is left out. Besides a number 

of small astizans and other undertaking different occupations have been 

enrolled as m~mbers of the society. 

TABLE-I 

:rvrembc rship ._ 

-------------------------------------------------------------------------
Year 1971- 1972- 1973- 197.4- 1975- 1976-

72 73 74 75 76 77 
------------------------~-------------------------------------------------

Total 
:Members 2,642 2,688 • 

2,860 2,910 3,030 3,053 

Share' Capital : 

ThE authorised shart capital of the society is Rs. 10 lakhs and 

face value of each sharE' is R:; 5/-. f: rop loan system has been introduced 

in Maharashtra sirice l94-9. Under this scheme a borra11er has to contrih.ute 

at least 10% of the loan sa.netioned to him towards share capital o:! the 

society. This has helped to improvb th5 share capital base of all 

primary agricultural credit sex: ieties in the state. This proportion is 

reduced to 5% when individual's share capital contribution r~aches a 

certain stage. This fiociety, presently deducts 5 percent of the loan 

'sanctioned to members an<i!l. credits to their non-refundable deposit account. 

Paid up share capital of the society as on 30.6.77 is Rs. 8,83,480. 

On non-refundable deposit society pays interest at the rate of l' 
:RC rcent. The growth of the share capital during the Jast 6 years is 

as under. 

T .A :B L E - II 

Paid up share ("lapita1 
------------~----------..:.-------=----------.:..-------------

Year l971-72 l972-73 1973-74 l974-75 1975-76 197&-77 ------ ~---.:..-----------------------~- ---------------------------------------
Rs. 494;,80 491,720 549,l35 648,190 76~t.l3~ -~~?..J_4_8~ ----------------------------- ·---------· .... --------~---·-----~-----

'· ••• <# ·T"• 
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Reserves and other fQ~ds_; 

The bye-laws of the society provide for appropriation of its 

net profits and constitution of various funds. The position of 

the society on this fronts is quitE: sound . .As P<-r the provisions in 

the cooperative societies .Act. 25 per cent of the n&t profit is 

carried to the reserve fund., The reserve fund is Rs. 3,92,187 as 

on 30.6~77. Besides the reserve fund, there ere number of other 

funds created by the society which include special Reserv8 Fund, 

Special guarantee fund, building fund, charity fund, Grain shop 

Reserve Fund, Grain Shop Development Rmd, Bad-<iobt fUnd, divj_

dend equilisation fund, bonus equilisation fund, investment fluctu 

ation fund, Golden Jubilee Fund, Irrigation Fund, Manure 1~ure 

Fund, Commission shop protection function, price fluctuation fund. 

The growth of these funds over last 6 years is given in table III. 

T ll B L E - III 

Funds. 
--------------------·------ ----- --- __ ... __ ----- .. - - ----------
Year 1971/ 1972/ 1973/ 1974/ 1975/ 1976/ 

72 73 74t 75 76 77 

Reserve Rs. 235,726 262,258 292,816 319,955 349,474 393,187 Fend -------------------------------------- ·-------------- --
=~rs Rs. 163,340 214,293 314,757 442,350 523,104 596,897 
---------------------------------------------~----------------------
TRotal 399,066 476,551 607,573 762,305 872,578 989,084 s. 
-------------------------------------------------------------------- -

The total funds amount Rs. 9,89,084/-which nre more· than 

the paid u:ro share capital of the society. As per the provisions in 

the Jaw, reserve fund has been invested outside the ·bus:iness of the 

society. while rest of the funds are irivested in the busL'1ess. 

DEPOSITS. 

E:x:ce'pt Kerala and Poojab, there are very few states in ~he country 

where the p-rimary agricultural credit soe ieties have succeeded in 

mobilis:ing deposits from its members and non-members. In_ 'Maharashtra 
~ 

<' 
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emphasis is prim3XY cooperatives had beon more··6n collection of share 

capital by resorting to deductions thEJ loan granted. The Shriram 

Multi-Purpose ~oopemtive Society has been successful in collecting 

deposits from menbers as well non-members. However the sceiety cannot 

accept current dGposits because of the banking regulition act restric

tions. It coliects savings deposits, withdrawable tvlic e in a week by 

the me:nber depositors. Recently the society has started collecting 

small deposits from members and non-members by approaching then 

periodina~y through its dgen+.s. The total amount of deposits collected 
' . 

from members and non-manbers duri.lig the last 5 years is give11. in a 

table nelow. The rate of interest paid by the society is quite 

att rx ti ve. 

T A B L E -IV 

DEPOSITS : 

--"-·~-
I 

Y~a.r 1971- 1972- 1973- 1974- 1975- 1976-
72 -------- --~-----

73 . 7 4 75 76 ' 77 --..t.---------------------------
Fixed. . ' ' 

---------------------------------------- --------------------------------
Sav
ings 
Rs. 4,16,306 

• 

4,12,626 
·~---------------·-------------------------------

Total 15,72,688 20,65,974 23,55,461 22,05,736 19,27,354 28,18,584 

Government Loan : ~ 

The Seb*iety has received Its. 30,000/- as subsidy from the State 

Government .for construction o:f godovm. It has constructed its godovvn 
" out of the fund borrowed. It has reo far has repaid a loan of Rs. 16,000 

to the Government. Society had never been a defaulter on this account. 

1. Agricultural Finance. 

For adv"tmci.ng short-term and .. }lledium term loans to its me:nbers, 

the society receives finmce from the Kolhapur District Central 

•. • .. 6. 



dooperative Bank. 

Under- the crop loan system scale of fin3rlc e per ac·r-e is fixed 

by tho •anks. The experience of the Shriram Society is that the loan ~ 

sanctioned by the bank ·is not :1dequ<tte to meet the full requirements 

of manbers. Society m3kes available additional lo::m to members 

from out of its ONn funds. For this purpose the society fixed 

borrowing capacity of each indi Yidual members on the basis of his 

actual requirements. During 1977-78 the central bank sactioned 

a lo311 of Rs. 24, lakbas while the actual requirements on the ,, 

members of the society was or the order of Rs. 30 lakhs. Out of 

the lo311 of Rs. 24 -lakhs sanctioned, the bank m:xle deductions 

towards share capital ::md some other deductions and ootually-

made available to the society Rs. 22,27,000. The society in order 

to meet the full requirements of the farmers adYaDC ed 3b out 

Rs. 16 lakhs from out of its own funds. This was possible because 

the society could collect deposits from both -members and non

members. Such cases are very few in the S-taie» .. 

The total amount of sho:.":'t-tenn loan ad.vanc eel by the soc-iAty 

to its mc!mbers durirfg the last 5 Y·e3Ws and recov.ery/over due 
. -

position of the same is given in. the table IV. 

LOAN SANCTIONED luVD REC~VERED --------
Year 1972-73 '1973-74 1974-75 1975-76 1976-77 
-------------------------------------------------------------------
l. 2. 3. 4- 5- •• ----------------------------------- ----. 

Total 
Members 2,.98 2 ,.860 2 ,-91 .. 3,~30 3,053 

Borrow-
ing mem- 1,220 1,406 1,422 1,379 1,320 
bers, 

Lo:m. 23,44,274 33,34,341 41,15,388 35,78,432 45, 72,760 
Sane-
tioned - ---------------. ----. ----------

.... 7. 
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------~-----------------------------------------.----------------------

l. 2. 5. 6. 

-----------------------------------------------------------
Reco-v
ered 26,94,258 24,7l,J78 35,32,524 31,11,244 42,00,477 

-----------------------~----------------------~-----------------------

rut-
St m1d- l9·, 66, 37 4 28,28,737 34,16,601 38,77,584 4,23,00,~67 

~~E.i~-------------------------------------------------------------------

Against 
howmany 
members 

1,436 1,469 1,669 1,578 

-----------------------------------------------------------------------
Over
due ~s. 2,73,197 7,67,931 5,66,191 
-----------------------------------------------
Against 
Howmooy 
~2~bers 

Peroent
age 

,250 154 

13~91 

250 401 

10.61 19.96 

So far as the recovery of loan is e ::mc:;croed, the society 11:as 
affectively made use of linking of credit with marketing. It has Adat 

shops (Commission agency shop) on the agricultural produce market yard., . 
Rolhapur. Society sells Jaggery .3Xld other a.gricultllre p: oduce of members, 

and deducts loan runonnt with interest from out of sale proceeds. Out of 

. the total outstnnding normally 30/35 percent of the loan is recovered 

through 'this linking while about 50 to 60% through the' cooperative 

sugar factories in the area. The society had never been defaulter at 

the honk level. Ho*~er from out of tn~ loan advGnced out of its om 

fnnds, c erta:L.'1 overdue s remain •. The reason for the !'IV'erd ues is the 

adverse. m.tu~ conditions and the general difficulties of the md.llbers. 

The society has made efforts to ef:t:ect recoveries of these dues by the 
1 

arbitration procedure under the .cooperative societies act. However 
' . 

this du~s not prove to be very useful. The s.ociety h38 depbsi t accoUJlts' 

of members, both fixed ar~ savings. However· it has never resorted 

to adjustment o:f its revocerabl~. dues agai.J;:lst th~se deposits. However, 

.... 8. 



if the sooiety resorts to the adjustment meansures the members 

would l6se faith in the society. T:b.is W9uld · 53ffect it9 deposit 

mobilisation efforts. From the· tabl'·-; it would be seen that 

number o:! borrowing members is much~ less tha.."l the total momb~ship 
.. . 

bf s·ocie'ty~ JY.lanngemerit of the society .says that all those who 

ask for lo::m. and who are credit worthy reo en tl.y ~eq ei v eloan. 
·. : 

In e:1se of small farmers enrolled as members reCently hardly get 

benefit of fin::mc e b ooause of rules of the financing Banks. 

Investments : 

The society has invested'as on 30.6.1977 on amount of 

Rs. 2 lc.khs in the share capital of the Kolhapur Di~trict 

Central Cooperative Bruik. Besides it has also invested reserve 

fund amount of Rs. 3,62,~00/- in the fixed deposit of the Bank. 

Tot:ll investment in the national savings certtiicate is Rs. 36,165/

and in the l'fl:3harashtro State Loan boands is Rs. 5,000/-. This 

indicates that the total investm~t of the society, out the 

business is quite substantial. It is Rs. 8,43,538/- of which Rs. 

2,28,225/- is in the share capital of various cooperatives in 
~':, 

the district including 'the D.C .c. Bank. 

The Shriram Multipurpose Cooperati'Te Society undertakoo 

multliarious activities. It has as lilany as 11 different sections 

worki..."lg 3!ld total employees of the society is 93. 

II. Grain ~hops : 

During the second world war the society started a grain 

shop and a control cloth shop. Presently there are 4 grain shops 

through which both .. controlled a.nd non-controlled i terns are sold~ ... 
Each shop has 2 employees and it is in order to meet the cost of 

management which include the salaries of the employees ana the 

rent of the building that the society has started selling non

controlled i terns also. Their accounts are maintained independently in 

the he ad office and the purchases are m:J,de by one of the salesmen 

along with the directors of the society. Normtllly the purch:lSes 

...... g. 
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are made from t!:J.e locq.l. !Il.3.rkets. The total turnover of the sbop during 

1976-77 was 8,14,075. The deto.ils about the besiness turnover during 

the last 5 years are given in a. table below 

T A B L ~ - VI 

GRAIN SHO?S (FOUR) SAI8S 

Year 1972-
73 

Control 8,64,154 

Non
Control 

Total 

3, 38,007 

12,02,161 

III. Cloth &bop : 

1973-
74 

3,38,635 

14,25, 755 

197,4-
75 

12 ,16, 229 

4_, 72,804 

1975-
76 

8,t8,490 

4,27,065 

13,35,555 

1976-
77 

3,43,904 

8,14,075 

It wa.s i..11. year 1945 that the society started a cloth shop. There 

are 10 salemen in the shop md the total sale during the yea~ 1976- 77 

was Rs. 7, 67,4 75. The pu.rcmses are m::rle from Bombay and Pune market 

by the salcsmo:n, a member of the mannging committee and one more 

employee. A faw purchases are also made in the local market. The Society 

does not mnke credit salas. It effectively competes with the private 

shops in the locality. 

IV. Adat Shops : l. 

Kolhapur is famous for its j [\gc;ery market. Marketing is regulated 

under the Agricultural Produce !ib.rket Act. Besides pri.vate traders 

, number of cooperative institutions from the district have established 

their adat shops on the regulated rrurket. It was in the year 1955 that 

the market committee decided to shift ~its mar':eet yard from the heart of 

the city to outside. Tho tm.Jers opposed the shifting. The district 

cooperative mar~ing society (shetkari. sangn, Kolha.pur) took lead 

under the able leadership of late Shri Ta.tyasahab Mohite in ma.k::L."lg it 

possible for the Market Committee to shift the market y~ by openi..l'lg 

•.••• 10. 
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adat shops by coop~ratives and takinG responsibility to purchase 

entire arrival of jagi~:e!'Y on the mo.r'Lcct yard. Shriro..rn Society 

joinad ho.nds vnth tb~ Snngh in openino its o.dat sho~s. This is 

one of the~ bie;gest : .. rorket yards in .~b.h(ll'3shtro. to-day. The Soci ciy 

functions o.s a cornmission Ggent for the sa.le of j 3f5Lery 31.1d 

other food grains c.f memoers c.s well as non-memoers. Society has 

10 adat shops. This hd;;s the mernbtirs to 6 et a better price for 

their produce and to effect re•overy of the du~:Js by the society. 

Society collects ust:J.l commission. As st3tecl ~o..rlier the society 

recovers 3bout 30-35 percent of its dues through this linking. The 

det:J.ils about this business during 13St 5 years is given in 

tc.ble below : 

T A .b L 3 - VII 

cm .... ,.!...lSSi..Oi-T BUSI~.DSS 

-------------------------------------------------------------------
Y .ear 1972- 1373- 1974- ,_975- 1976--

73 74 75 76 77 

Rs. 29,20,276 44,G3,603 42,7't,073 37' 46' lt:lt+ 40,5:;,378 
-------------------------------------------------------------------
V. Fertilizer Section : 

The society has its own ma...'lure mixture pr.epo.red by h::nd-o.ixing. 

The tro..jemark is Shrirarn. Society sells its entlr~ production to 

memb~Hs 5n1y. It has not thoue:;ht of increasing th8 production 

beco..USB there is no guc.ro..ntcc of gettino adequat~ sup~ly of ro..w

m:J.teri~l. Besides outsiders m~ spoil the nam~ of the society by se 

selling Society, products by o.dultorin.g it. Besides the supply of 

manure mixture of its, own, the society does supl""·ly to members 

other fertilisers 3S for their requisitions. The society has -been 

o.ppointed as o. sole a5ent byr.~ti Agro Chemicals, Goo. for sale of 

their products. 

. ..• 11. 
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The details J.Dout the business turnover in fertiliser durinc; 

the last 5 years is t_.iven i11 the t:1ble b"'low 

·r A _,j L i: - Viii 

Salc, of F <.::rtilioer : 

Year 1972- 1'973- 1974- 1975- 1976-
73 74 75 76 77 

-------------------------------------------~---------------------------
Sale of 
Fertil
iser in 
Rs. 

18,01,061 29,95,835 

------------------------------------------------------------------------
VI. Supply of other reguisitiea ·: 

Besijes fertiliser soci~ty supplies to its membere all type of 

oils, seeds, pesticides :md medicines for n.gricultu.re. It also mo.h:es 

~vailnble on hi.re bc~is agricultural implements such as plough, 

ressores, spray pumps, dus"til:\_ .Jumps. The society provides foundation 

S!C:ed to its m"'wbers. In a village of Kasba Bawada there ar8 o." IU$IY 

as 65 tractors and for the be-g.efi t of the memb8rs o.nd non-members 

the society has started a v.:orkshop in which the tractors w.1d ofuer 

agricultural implements ar<:.. r ;>aired. The society has its own lath,_· 

and welding rrnchine. This business has four1d to be very profitable 

because the fo.rm8rs J,Jrofer to get th~:;ir c:,xllines repaired. in 

society 1 s sl1ops in'"'t ead of tazirJc the;n to Kollla.!-'ur which saves both 

time ::mel money. 

The society has its own rice mill, but it was found that 

runnin5 a rice mill was not economical. There are number of private 

rice mills in the village with v1hich the society ln s to compete. 

These private mills 3d0pt malpractices and pay nominal wa~es to 

their employees which the society bound by rules cannot • 

• • • • . 12. 
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VI I. The lift irripo.tion Section 

It wo.s in the yea.r 1963 tho.t th8 state GovemmGnt took o 

decision to po.ss on the: lift irrgio.tion schemes to a cooperative 

societies. Ther& wo.s o bit: lift irr~-t~3.tiqn schem-e: w~th 60 H.r. 

Motor operating on the .rd.ver Poncha Gnn 6u ownt;d by the state 

rovcmment. The society purchnsed this set for Rs. 44-,000/- in 

the Y"'<J.r 1963. In 1965 it JJUrchnsed 5 electric lJWllPs owned by 

Kolho.pur sue;3.r mills for Rs. 3 1 70,00C and the next yeo.rnn 

electric })Ump of a privat'e individual for Rs. 25 ,ooo. With the 

h dp of these schemes the society provides i::crigationdacilit;y 

to its members. Tot3l land irrignted is 481 acrss. Per acre 

charges P•- r ye3X a.r~:J 1i.s. 600/- which is less than that of the 

lift irrigation societii::ls in the o.rea. Irric;o.ti.op fe~ is recoTered 

by the s_ociety out of tht.. sale of j 36e;ery. Durin6 1976-77 society 

purchas8d another irrigation schemL from priv3.t 2 sug3r factory 

fo:r '--ts. 77,000 ::mc1 ~ao.de its own investment there in worth 

Rs. 60,000/-. nesides societ¥ ho.s ~~Grtaken a work pistribution 

o:f drain3.ge water for ird[,ntion to fo.rme;rs on commission basis. 

This ho.s ac1c1E:c1 to the net inc Offi\:: of tl1e so~i.;ty. 

VIII. Utensil Shop. 

Ths society h3s start0d a utensil show in 1972. The annual sale is 

is over Rs. l lOlk:h. It is apeyil1t busine8s because of good· margin. 

IX. Medical Shop : 

It was on 6th October 1973 that the soch;ty sto.rtcd its m"'clicO..::.. 

shop. The toto.l turnover durino 1976-77 of the shop was Rs. 7b,l46/-. 

X. Dairy Scheme 

The society has start3c1 from 1.1.1974 collecting milk both from 

mtJmbers and non-member8 o.t government rate. Tho milk is sold to 

customers by cho.rging 15 to 20 paise more per litre. This SL.ha:ne has 

proved to be very successful. The society collects about 2,03,245 

liters of milk. 'I'he business turnov.er in this saction during the 

. . . 13. 
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last thre"' yer-rs is given in n to.ble oelow 

Tli.:BLE- IX 

Snle of Milk ~ 

Ye.'ll' 1974-75 1975-76 1976-77 
--------------------------------------------------------------------
'Milk Sold 
out Rs. 3,58,753 3,69' 370 

Recently sociaty hns stnrtcd providing med.ium term lonn to its 

members for _purchase of ~uffaiows. During 1974-75 a loan of 

Rs. 27,000/- was given to purchase 18 bUffalos. Out of the sale 

proceeds of the milk, 50 pt?.ment is credi too to the lom'l recovery 

r>.ccount ~net 50 p81"C8.-l'lt is paid in cash to thfl mt:mber co~'lccrr:.cd. 

Besid '2~ the r8.tion shops, the soc i<atv hos'' also start •3d G. 

provision stor·;;s "Gl1rough which all :trliclss of daily necessities o.re 

mad,~ av::J.ilatlr:.; to tlL :lL:illucrs. Du~~ing 197b-77, tlL:: tot::1l tumover of 

th-:; shop wn, .1i.S. 90 ,dOl. 

c onsistinc of 9 el ,cted r .:pres ;nt3t:. v•:;s from mdDoers. Seats 3r., 

J:'he sociaty has Ct.Lso cons·titut .~c1 suu-committees for eo.ch on>:; of its 

activj.ties wnich incluc,e on~ repr0s~:.ntat:.Lv· .. from tne IJO;..,rx1 .:mel t 18 

rest from othel mcmb6~. of tne society. As stated '=:l3rlier, thcr>.:. ar 

93 c:::aploy -;:;es in the soci.aty, • They rcoc c:i Vd th8 b<::n..;fi t of provicL:mt 

fund, l,;Gv"', gratuity~ bonus etc. 

Speci.J.l Fe:.::turcs of the Society : 

A note3. le f _,'1ture of the:: society is that it has b<::>.;n ablb to 

a·J. .. ,i t o la.ss as 1 ll. 1 sine G the beginning 3Ilc1 it h.::ts been 

able to b.:; dist-ribut·~ ili-vident at t.'J.G rate of 9 p0rce:nt sine"' 1960 • 

• . . • 14. 
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In ths stet of ~~3.1: .'3-rashtr3. t~ :re ::n~.. a Y8ry few }JTim3.rJ 

agricu1tur3l crodit soci t" & which '31'e -conomice>.1ly vi'Jo1 :J. Tht: 

Shriram Mu1ti-purvos-- CJO.f.- Y>:Jtiv.; svC'i<;.-CJ is on<:> 31110ngst v .... ry 

f -·w .soc ietios which lY~·s b en succ ~ssft..U.. not only runnin5 n. successful 

business but 3.1so 3.chi8vin6 o. consid ..;r~1'Jl growth both in th•:: 

quantity and qU3lity of its operations. 

Th cr,dit g:J:.:s to th2 coopt..mtiv lcJc."'rship of th oOCictJ ..md. 

also its d·.wot~d :mploy~.~c:;s. Shri. .D.d. Cho.v.:m who succes;fully 

work.::-d :.1s its secr'to-ry for 3?. yuars dez~rv·~s cr~clit for it. Shri 

P.A. Patil 1 its pr2s,mt Secret..uy, is h:::m.d1ing thE:: busin"'ss with 

the. ea.me effie icncy. TabL X shows g~;:;nZ:Jra..l progre,_,s o the socL:ty 

in various spi:1erHs of its G.CtivitJ.es. 

1'.ll.BLE- X 

Figur,.:s indicating }?rogruss of th€. sc,ci.:;ty since 1964-65 

Years 1964--
65 

Members 1,711 -----------------------

196~-
70 

1975-
76 

.1:376-
77 

CShc~t~-l 2,53,305 4~95,950 6,48,110 7,59,935 8,83,480 
-~E.~----------·------------------------------------------
S:wing 
Deposit 

4,G6,333 7,17,802 5,73,620 5' 3c:;' 907 5,31,184 

--------------------------------------------------------------------
3,67,538 16,'37,988 2b,6~ 960 24,05,4~5 22,37,40U 

-------------------------------------------------------------
Working 17 "'4 594 43 34 000 77 ~6.40) 75 28.000 Tl 86 089 
C a pit 31 './ ' ' ' ' - ' · ' ' -------------------------------------·-----:-- ____ \ ___ ----------------
Net Pro-

681260 
=fit.~.-------------

9;1,211 1,0S ,cl78 1, 40,132 

Rct8 of 
Divich;nd 

Th . .;; Society has give. tlL cu vi::hmd at the 11 years. 
---------------------------------------------------------------------
Audit 1A1 From t:v~ Bcginnine of th"; socivty~ 
:::===--===========--- -~== :~~~==--------------------
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Kor'l.apur district is }-..nm.rn.for v-a;rious types vf' 

successful c0operative s~cieties. In -t:r,e f'i eld of' 

a ,3-ri cul tl.:ral credit, supply of ag-r:.. cultural :i.nput s 

2.nd. prov:..sio::l o:!:' other services to ·:;:;-:: e farmers. Hini 

PTioary CoopGratiy;) Societies haVf~ Iimde an impact on 

the life of ra~mer u~ Kolhapur. 

Hupc..ri. is a small term about 14 :wiles away fron: 

the city ci' Kolhapur having arou."l.cl 20,000 population .. 

This place is wel·l-J.mown for silver 0rnamen ts. 
I 

Hol-;ever, the surroundings is .full o:f fertile line 

known for <'>:.!gar-cane cultivation. 

Tho concept o:f cooperation .in the :form o:f thri:f"'.; 

and saving1J ~-ras born 1-r~ th an idea of coll&Qting hanclfe.l 

of f'oodgrains fror,) t]·'e :fa:::-mers du..1.·:Lng t~"-e season. 

everyday storing it a:::Li then ::!!<:l.king; it av~ilable to 

the needy :::'e:Lrmers during the like S•3a:.~on. A.:ftor the 

Second 'ilorlr~. ~:Jar and tr:8 orgina to:t' of this conce?t 

the Bank ·c:::n.de:::-- discu::-:sivn. The conce~Jt o:f !-iuGti Y':x.1d 

i.e. , dona tio:r: of ~andful of' grai:::1 f· ... u~ther develop 

into Paisa :J'u.."l.C. i.e., donation or saving a paisa 

i. fJ., a snalJ.est coin eve:::-yday. The social workers 

entered w-ith a spirit of cooperation will h·e1p 

to develop this idea or~ 1-~usti Fund a_qd Paisa ::?un.:l and 

started 3hishi i.e., a thrift schemg. 

1-':-t.:isa S>atki Sahakari Bank has its origine in its .. 
Bhishi. The B~""lk \vas registered on 24th Ja.<J.uary 

1950 Hhich its registration No. 1831 o. It is 
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Mr. L.:J. N ai~ a;·J.d Vr. H • .a. P P• ·i;il c.-Tho took ini ti ati ve in 

the or2:anisation of t:-,e socie~y. 

T:'.-o-2 area of operation of t!;l'3- Dank :axte;-;ds to 5 r.~iles 

radius of the Hupari town such i!-;.cl udes se-.rero. villag-es. 

How.over, :0.any f'ir:!ls continue to be the mel7!be::cs of t!-:.1'::0 '!u:pari 

3ank. Today all these vi.1lagss have their o-:,.m Primary 

Societi<::s. The only criteria is that the person should ~ot 

be a ')orin& memb:er o:f his villac_~e society" 

The societies started vlith 504 A class members on 

the du_te of' its registration. ~-io~ .. ,cver, tl.:.e membership has 

ronsiderably increased over last 28 years and today the 

number of A class members· is S, 62{',; Tt:te -~ class n:ernbel." 

holds ·z: sl~ar.~ a_l"J.d as u right o.Z; partici.pe.tion in the 

mana._5ement. 

from t;:e bank. However, not elizibl for pari;Jcip.ati ::m. 

in the r:.:anageE1ent. The faca va!u0 of a share is lis. 10/-~ 

The total numbar o:f homtnal nombgrs (B class) ~s on 

30th Ju....J.e 1977 was· 4,99.5. 

durin3 th0 lif'0 tim0 of' the so c:j_~ ty is given .J,.n Annexu:•~r-;-I. 

FUN:JS 

As indicated ~~bove society collects share ca?ital 

from A class. member;3. The amo~_t of' ::.:~.uthorir;~ed share 

capital :is ·H.s. 5 lakhs while th0 paid u:p shar~- capi te.l 

a.s on 30th Ju...l"le 1977 is 4,96,250. 

capital tl:le Bank collacts draposit.s =:-:-om r.;embers cmd 
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non.-r::eriJ.bers. 

30th .JunG 1 S:T-:' 'Yi""'-:3 arou.ud. Rs. 29 lal~.:h~. 'rhe so ci.o ty 

of intorest on the deposit. 

B sinl:: .. 

req1.1i::.""c.·m~nta fa.rwe ..... Dembe't'~3 r0gnrding r'roc.lL.vtion (JJ? 

It alsc ..,}rovid.es !~ini:nu:~; 

tGrm loar. for purchase of nilch cc..ttle :frob the loO:::!'l 

bor~owecr frotJ ~}:-_"':~ bank. 

Out r:,f' t~'-c:! :;;;ro:fi ts ear::;.ecl thG .society cre~1.tee 

T:t-.0 J.oeJJ. of' 

80 l~kl1S • 

cost of t~3 ~o~structicn of its ne~ ~u~l~ing. 

funds over lost_ :;:~g years i= "?;:!..V~n in P..n.:1.2xure I., 

fa) Loa--:!S \. I ___ ....,._.. •. Th•a main f'unc.tion of' the B<:L'1.k ::_5 to . 
prc:·vide loan ;~<.'-cili tiGS to its .:!lemb9rs f'or various 

pur,?·.J sos s1.;.ch as a ::_7:ri cul t'!.lral pr_od;,.tctio:n 1 dairy :md 

vari·.)US kinc:!G o:f f'cJall occupA.ti.or.s. Dv.x·ing the year 
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for agric:.1.l"t·~·.:r"C::.. ?roduction aut of >:ll'l·.ich 21.26 was 

recovered. 

finance i3 ~0S3 than 5 percent. This j_1::dicates the 

aound working .;:;_efinj_tion of' the Ba;·1.k. Eesi.d.es, agricult,_~J~al 

finance th~ Be.:::~~ also advanced. industrial cash c :.~edit loans 

for wh:Lch th•::: r<:1-t:l :):f intor0.st is !:>it h:izh (1C,ooo). The 

total loans r;.,~lvs.nced. under this aid during 1976-77 were 

over ~s. 75,000. Bes~6es, t~e plodge f~~~~ce of ~s.J7,000 

was also a.rt1Cm1.t ed to t:_G mer.·.?ors. 

In o~der to 9rovide subcidary occupation to the 

nGmbers in 1976-77 the Bank advanced at ::=:s. 11, OOC as 

int :;;rest f'ree lot..\.."'1. to 1 8 m<:lmbo:::-s for purchase o:f sawing 

n~achines, ';':;.is menbers have to re::;my their loa..'1. in 

waekly install~0nt. So far the bank has ?rovided sewing 

machines to 45 Lambers. 

':'ho f'ar;:·:8rS and -th 1?. agri cul tura_1_ labourers need 

con su:n pt i·on _,:i:aan oe. The society ];)rcvides such consur:1ption 

:finance at et concee:sional rate of interGst o.f 12 parcent 

During the year 

1976-77 succ ~ loan facility was gi?0n to 98 menbers. 

Besi:i.;;c th8 loa..'1. f'or tbe a'bo·ve pt.lr:?osos the bank 

c:.d-:.rances loa.!. f0r purchass of' milch cs:.ttlo (buf'f'aleo s) 

frvo 8Ut of its own ~unds. During tne ye~r 1976-77 40 

me;:1oers were ?~8vi::1od with this loa.'l"l :fStcili ty,. Th·a society 

2-rrenge s to cs-lh:: ct th·3 nilk with •tJ:?.e help cf the milk 

~ociety in thG town which in return sup?liBs it to the 

district miL:: :ederation. The society collects two ?aisa 

per li trG fro::.1 the .sale o:f milk covers risk fund. and 

provides ~~ricultural facilities and ~lso rei~bur8e 
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t 11.8 w ~ a.l< .-11~ s e c -t:... c.r1 s ~-.iJ1.:i :f ·: ·:-... ;~~ ~ 3 • 

"':lu! l-J.ing machin·3ry, V<3hiclGs anc.i. agricu:Ltur~l ieple;;;.Jc'>.nts .. 

ThE: 

·Co·i; ~--t. in ... 'i-3Gtr:i :2n t :..n th-2 G't-.L[~~r'3 s of oti1.'C:r covpera.ti v ~ 

sccioti9s c1r,.,. to 

( ::;,) FG:rtilis .. ':r . . --. ... . . 

3.13 lakhs 

two sawing rachines, a 

L!'.;.·w- o :f ir v·2 s tr.1 en t :3 Al.D.S 

Da~±de5 ,. tho Be.:n.k 

T''b:;:, tot"'!l :fertiliS<i::rS soL: by th..; society during 1976-77 



waro 0.roln1.::: 

( 0.r.n..,~· ·i c.. .._ .. ,..; , ... ,!"1 .,..., .... ~~.--v .... _.._"",. 

clotb shop ~~ich ms~ts 

The total ::J alo during 

1')76-77 in th1.'? shop vm:J ar:.JU...'l.d bs. 75,000. 

'1'1"1G B2.nk !:as its o-vm h~u...'1.tine; r·,actinery vlhi.cb 

_.,J;rovi:1e s f £'tcili ty' -of -ia:ri.<.; ;;.s cooperc.ti vo s "::tnc :):::-oviC•""S 

ixlsti tt.J.tiorls .• · 

c~ this £reG ~edical 
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t hr.- ., 
.;.. .... :.J· ~ ... t.he poor e·tudents. 3an1;: 1 s 

sc.t:.orue is 2,ooo. 

assisting i.n t0l.l i. gon t ar~d 

3<lucr~tion. 
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class 

of pooplo. Kow~v~r, becau~e of the soci~l custocs oven 

o.ncl 

tho brid:Ugroo;~} :hove to come thor:.:" W·ith tl-:.t...i.,... f'rionC.s n:n..:! 

re.lntiv~s,. T~--.:: 3:--.:.nk "wot s ctll tho cost o:f ruligi.onn t 

c erem~_)ll"Y.. 

durins last 13 f~2rs. 

f ·"-11_ ·.... -=-j --;.n 1-c Vi l!.i c l- L;:i v .:1 s 

cc· st cf this. r c~-·- · .,.~t ( 1 9 7· f: 7 '"t) 
... 4.-J -~ -- .. -- • a 

Gambors in th0 ~3nGral body ~aeting. It has :n-u;nber of' 
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other members o~ the society aro also associated. 

Shri L.E.. Haik is the Mailaginc; D~roctor 8f the 

Bank who is elected from arnongst tho mor.!ber.::: and works 

as }1a!·lagine· Director in a narrow capacity .. Hr. A.:b. :~nik 

who has :;ivan this bank a shape that we soe t:)r]ay and 

also its ideas 1-rhich havo mado tho baL:lc u...'1.clortako various 

social econocic activities fer the wolfara of the oocbers 

and C·:nnmon m:::!-... '1. .. 

Elvl'PLOYEES : 

The tot2l number of em~loyoes is 70. Tho bank 

has arranged to -~ve them training with various 

c.:) operative trr:.inin 5 pro b-ranr:1e. The facilities givon 

to the employees hcve beon already indicated above. 

The Bank isA c!!::ass ~under the aqd:i t of t:t:~SJ do;>nrt

mon tal oenin::·e.iJI. ~ 



.Annexure ::...1 

• 

__ Yi_e_a_r~·--~-.8·-m·b--e-r-sB- ~~ g:;rt~~--~~~rvT ~~~-~s ~~posits I 1b~in1-:ve s-, Membe~ Net ] Divi-d --·----
! I Rs Fs Rs Rs 1 capl "Ga - tmGntsi loan ! profit· .-end 

_1_9_6_3_-i-~1-2 ...... 8-(}~99_1 __ 1~~~ 1 40~04---i~991 ____ r--;5464 --; 1:9~~0; ~~4?21 ~:2?;3 1 ~~~71:-~~--------
1964 1352 1bo8 172740 47833 l 84697 488914: · 1'191971 205472 695796 · 32824 i n 

1965 I 1523 2376 

1

1 ;;()2910 57900 61978 5742'71 1817777 213072 785908 3530•1 6 It 

1966 I 1617j' 2562 ~2so5o 68214 75512 6;JB518 ; 2198603 22'J76o 976601 151303· 6 " 

196? 1 1?39 ~09 259810 6241? 1:l~63§ 6??616 2536521. 239360';".1 120 
1 

635?8 ? .. 

1968 I 1909 I. f1]57 30??80 852?? 193903 VO? 16? ' 3j553?0 3234351'1363860 I 94111 9 " 

1969 · 2022! ~l"f~ 350610 113632 109500 10-95847 . ij1fz30€ 33oooo 1517603 .
1

' 481 4 3 ,9 n 

1Si70 I 2171,305b I 365710 132751 · 232297 12346::1:8 r4,104602 37435'0211~49 !39916 D II 

1971 2284 319) I 3?2;}10 150456 264298 

1

11587.-±o 1 4:tD66~1 40685oi2J70<J58j 50871 ~ n 

~1\J72 2432 3Z/7 ! .. 3£00~5 173126 386322 1439751 429;J263 <±28280E. 7248 'v i sZ?5o 9 11 

1973' 26;J) I ~0 I 403750 108258 450638 1857252 '5691782 481865 ·16938-1 \;)1060 g II 

1Si74 2357 L 9~7~ I 438220, 2240Z) 530tl65 2241272 1 503::1736 . 580825 3291734 '60152 s il 

1975 3067 3744_1 474980 .. 25,1095 561157 2262004 -6307767 ~9525 94-855175::.07 g u 

1976 .. - 3287 '~241 li 479610 $5965. . 658000 ~- 252337\}------· 71~--_/671452!_;3a10451 I J5885 9 II 

1977 36 'ZI --:~~ 5 ! ,196 250' 319302 5-3Z883 Z131 062 7122142 814942~000098 j1344 32 

l
l l I .. Jl 

I I . 
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'i'ii ~ le ~hool .rnudi High:Jr E~.::l.u-Ccrmmuni ty Deliva ry f rei-tine Medi~cir:r& ;! 

f0es cine cation Int. 

Y::.ar 
I.; 1st 2n':3 3rC. Rs 

loan 

marriaga 

Boys ~Rs Boys~Rs froG .... chi chi chi occa : ma rr' ~xp .::n~ Aver~ Ladi8s f No l<ir ldr ldr stud- Rs si em m ag8 ~ (:.i tu :age 0 

un en en .:mt 
0 

re S:xp. ; 
---~ 

19 63 3 28. 1016 38 
19 6,1 •.\ 2 43 8JJ 20 
1965 2 64 121 10 _, 

·1 v66 ~ 60 1436 25 ·3 32 
19.67 2 5~: 110~ 1L 2 86 3 46 1 250 
1 fl68 2 80 13j4 18 1 60 

2 4i ~ 1) 650 
~ "l.·~ 1969 2 57 13~:0 24 0 00 1 2 3 1)1950 1S'70 2 3J 1 ~'60 50 

2 J7 10 240 4 1.28 4 (1>1450 5.8 ·!C')3 
:-

240 3 

1 S71 2 31 I " 68 11~ 36 182 ''1 0 55 5 (5)1600 
G .. 1~7 2 2 65 1~31 6) 5832 lg 4, 159 326 216 223 1 ~ .. 10 10 240 1 15 4 ( 10) 1450 ' 1S7 3 '2 ]0 ;"k 37 27 1 hi c 8 1 21 '188. 12;/ 96 !-4~ 10 22) 1 g 5 (0) 2000 1974 2 56· '1839 33 3''• 
3 1i :3 045 10 180 1 0 3 (3) 800 

" 
115 300 25;:) 

., 
1075 2 :d,3 3033 33 00 0 82 V6 85 75 36? 20 220 8 203 7 (6) •450 2 

-~ 

87 27 26, 31 00 0 63 :.. 

2fJ 240 33 2080 ~~~Q__ 

107 6 
327~ 20 25 15 ...i~ 1J58 _._..._ __ 

400 P.s 01() 20 (56) 

1077 2 62 32 00 0 [48 3G7 3 ;;!) 
300 82 ~21 31 00 0 00 OQ .. 20 620 Rs 5~0 14 (7~ 176 65 

. 21.4-!78 
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A NOTE OU T~: WOi{tGJ:J G OF 

I) GenerG.l J;.monrntiqn: 

1. No.r:w of the Society. 

2. D,'J.te of registration. 

3· AddrE:ss. 

4· ll.rea of operation. 

5· Type of ore-anis::ltion. 

6. Obj clOt i V8S. 

7. Audit classification 
(Past 5 years). 

II) Membarsl1ip: 

l. Claosif LC.::lt'!.on of 
m0mbt:'rship. 

2. Spooio.l Conditions of 
l1Iembe:rship(if ru1y). 

23rc1 Octob0r, 1939. 

:t .B. No. 64,, Old :t'a.lo.ce, Kolhapur. 

KoJ.hapur District. 

Agricultural I'ihrketinr:; Society. 

J:lrcmotint,~ th'a econo'nic intdrests of tnG G{"ricul
turists by securin:~ bE1ttGr returns for the::ir 
agricultural produc"' and o.oking available o,gricul
tural requisites like manure mixtures, fertilizers, 
fuellubricants, insecticides, quality seeds m"ld ·the 
like at re:1sonnblG rates ::md as near ,to their 
r-Jsidenc e ::18 po;33ible. To render such otbar 
services for raising agricultural yield- anc1 t<ike up 
Con~~cr activities on large scale etc. 

1A1 Audit Classification. 

a~ 'A' Clas::; Individuals: 
•) (.A 1 Glass Co-op.Soci~tios: 
c) 1 B 1 Clas::;. 
d) State Gow;mment 

30674. 
738. 

7913. 
1. 

• 

For 'lDClc.~s 1i'Lomb~Jrship Sh'1rc: amou.."lt Rs.25/
minimUCJ plus .E:nt~ ranc e 
fee Rs. 1/-. 

For IB'Cbss m-a:nb~rship R.a. 1/- 3ntrancc fee 
(Nominal members...'lip). 

Pag0 •• 2/-. 
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3. Grcwth of ID9mbarship 
over 13st five years 

4. Coveme>= of :r12mbership 
in the aren. 

5. Any other information 
on Membership. 

III) Capitul and Fu..>1ds = 

l. /:,•J.thorised Sh::rre Ca.pitul. 

2. Face v'J.lue of e3.Ch sror-.:. 

3. Paid up Share Capital. 
(growth over lust 5 years) 

4. :Linking of shares 
withservices: 

/ 

5. Restriction on holdine 
of mGX: imum sho r( s by u 
members (if any) 

·'· Return on Share Capital 
(last 5 y .:!Urs) 

7. Oth~r 1aodes of r3.i.sinc_ 
C 3.pi tal 

a) Deposit-s 

i) Types of deposit.s & 
Growth ov8r last 
5 years. 

1.1\. 1Class 'B 1Class State ~vt. 
Inclividua1:Society 

1972-73 17042 it22 7557 1 
1973-74 19905 645 7567 1 
1974-75 24')23 '56 7589 1 
1975-76 26914 677 7593 1 
1976-77 30675 738 7913 1 

Very Satisfxtory. 

Th2re is a continuous e;rowth in membership both 
of Individual 3nd Societies. 

Rs. 51,00,000/

Rs. 25/-

::te:J.r Rs. 

1973 20,71,100 
1974 21,42,825 
1975 27,20,750 
1976 28,42,950 
1977 31,06' 300 

Service to 311 

As per Sec.28 of the r/hharashtra. Cooperntive 
Societh:s Act,l960,m:1Ximurn shares one can hold 
is restricted to the extent of Rs.5,000/-on1y. 

1973-
197"t 
1975 
1976 
1977 

.. .. 

9% 
9% _., 
9 jo 

9 % + 3 /b ±: 12 %. 
9 % + ~ % = 12 '}b. 

By way of a.ccepting <h:posits from members. 
By way of loo.ns from Central Co-op. 3ank. 

Year Fixed Sayinrs Total 
Inc'..ivi- ~socicti Indivi- Socic.;.:.· 
dual -es dual ties 
Rs. l~s. Rs. Rs. Rs .. 

1973 1949461 27000 193657 13835 2183953 
1974 204982) 1000 230550 168276.· 2449~55 

1975 1957296 1000 181507 65668 2205471 
1976 1952371 152160 88847 2193378 
1977 1895079 101000 138923 180809 23158ll 

Puge .. 3/-. ----



ii) fut e: of Int a rest 
on Deposits. 

•) !3crrowings: 

i) Type of Borrowings 
(growth ovvr last 
5 YP-3Is) 

ii) Rn:t·.: of int crest on 
borrQwint;s 

iii) R8pay~~nt of borro-

Pli.G!!: NO. 3. 

On Fixed Deposits: :ieriod 

6 months 
1 yen.r 
2 yea.rs 
3 years 
4 y0o.rs 
5 years 

On Sa.vin3s Deposits: 

Year i:1Yj;'0rt-I3CATION(GSN) 
Sanction Interest 

Rs. RatG 

lei% 
11-~% 

15 '!~ 

15i% 

Rate of Interest 

7% p. o.. 
fff& p.C:I. 
1-<Jt 

8'2(? p. a.. 
of. 

:?'~ p. a. 
~~~ p.a. 
10~ p.a. 

5% p.a. 

HYPOT J:£3 (;'.1MIURS) 
Sanction lnt.3rest 

Rs. Rate 

1972.73 4500000 

1973.74 7000000 

1974.75 7500000 

1975-76 10000000 

1976-77 10500000 15~ ')~ 2000000 

Year C .LE.hli CASH PlEDGE 
Sanction: Int. Sanction Int. 

Rs. Rate Rs. Rate 

1972.73 3000000 lOt% 
1973.74 3000000 l:ti% 1500000 9~ 
1974.75 2500000 15 1~ 1500000 

::.,.,. 
141$/o 

~975.76- 2500000 lsi~~ 1500000 15 % 
1976.77 2500000 15i% 1500000 15% 

ll.s n.bove • 

vxing8(1ef'(mlt- 1. Repaym;nts in time, no defaul.t of o.ny kind. 
if ::my) 

C) F-unds : 

i) I\ru:lds of funds raisad ~ 
(with growth ov;;;r 
5 ye-:xrs.) 

1972.73 

1973.74 

1974.75 

1975.76 

1976.77 

Resf;rve 
funcl 

Rs. 

30,07,207 

32 '98,07 4 

36,02,110 
, .. 

39,76,500 

4-4-,15,974 

other Walking 
funds Capital 
Rs. Rs. 

44,18,137 2,97,63,684 

61,94,511 4,06,43,824 

90,91,146 3,75,46,943 

1,08~71,346 4,05,28, 584 

1,15,03,205 4,21,1.6,567 
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; ' 

ii) Invest~:H;nt of the::.:e f·illlds: In S8c rurit ies &-F..ixed 
Deposits in D.C.B.Bank 

Rs. 

Fixed Assets. 

Rs. 

IV) M a·n age men t : 

a) General Body Sp"ci:Jl 
Features (if 311.y) 

b) Attendance of General 
E~1y (last 5 years) 

c) Special General f.ibetines 
h~ld during last 5 years 
(reasons for these meetingp) 

d) Composition of Boa~l of 
Directors. 

e) Duration of t,;rm 

f) Reservation of seats 

g) Govt .nol:J.ine.e on bo~rd 
(if any) 

h) Office beamrs, th8ir term 

i) Frequency of Board ·Meetings. 

j) Sub Committees kinds with 
function : 

11,75' 304 

Full scope is &~Va1 to all members to partici
pat.:-: i.."l tcarryi.rl.2; out tht: business transactions 
on the Agenda of the: meetine. 

7tr~ November, 1973 
3rd November, 1974 

13th November, 1975 
27th Decemb~r, 1976 
16th December, 1977 

Not held. 

Represenatives of Co-op. 

Individual representatives 

AttcmC.c.mc e 

.. 

.. 

883 
1073 
1050 
1874 
2832 

6 

3 

Managing Director l 

Representative norai11.ee from 
Finane ing ll.g one y. 1 

T o t a l •. 11 ___ ..:, ________ _ 

5 'ie:lrs. 

No. 

Chairman, Vice-Chairman, lh"lng~: Director. 
( One year ) ( JHve years ) 

0n·Bleventh of Zvery ~;lonth (once in every 
month) .Bowev:nr, if required meeting_s arc 
held more than one e. · 

l)Furch:lse Sub Com:ni.ttee 

2 )service Selootion 
.-ub-Cotilrni tte~. 

3 )ltecorcl fi.n3lisn.tion 
Sub..{:or:nn:L tt ee. 

' for fi.mlJ..sing 
purchases. 
For intervie;v & 
recruitments, etc • 
for takil1.f:, decision 
in n rranesin g of 
unwanted reco~ & 
destruction. 



V) ·13 U S I 1'i :6 S S ~ 

i) Nature of Business ·. Diversified activiti&s of th~ 1StJiGH' 

l)tii&.HlU~UW:Comluission: Commodities h::m.dled. jaggery, 
(Ad~t)Shops tobacco~ eroundnuts. 

2 )Supply of Agri.Requ-: 
:i,sites 

3)Agricultural Develo-: 
}iiDen"t 10~-t-r-as. 

4)Supply of ;>0t:r:·oleum 

5 )Supply of moohincry 
& Sp3I'e-parls. 

6)Servic~s in Gansu
mars field 

Fertilisers:(BULL bl~~n lr2K 
mixture and g:mnulated 
fertilizt:rs processed in the 
Sangh 1 s ov.u Processing 
Fl3t1t)a.nc~ oth0r G<l>Vt. 
f~rtilizers. 

Providing ~~uidnnc e 3Ud 
ThS :li·.:;tun.c \; -to "th:: n.gri.m.11.
turists in th.bir o.gricult
ural p roc1uctirm. 

l~gt.nc ie;s/Distri butorship 
froa1 Incticn Oil Compor3.tion, 
Bharat Petroleum Corpn., 
Indo-Burma Petr·::Jluum Co., 
for supply of oils,lubric
nnts, rocke Petrol, mobile 
oil etc. 

Oil :imgines,Electric Motor 
pumps, engine S:r:are-part s, 
?ipes,Belts,Fuel pumps, 
Meters, bicycles,Blectrical 
materi3.ls, LG-.:nps,Sr.mi tary
ware etc. 

Phar:noo eut ic als, Cloth, 
Utensils ,F ood-e:r,'lins, 
Prci'vision, groceries, Sugnr 
etc • 

. l'l.g me y for T <.cct -::aooks from 
N.b.har.:lshtro State Text
Book BurGau. 

\. 7 )fl.!an.ufacturing 
Activities. 

1) G-rnnu.l:::.r Fertill.z.sr 
Pl3nt G.t i~ulmdi. 

8)Ancillary Activitcs: 

2) Oil Mill 
3) Chilly powder. 

1) Printin~ P1~ss. 
2) Transport fl€:et. 

3) Bombay Br3l1'ch factlitiea 
fa~ procuring goods and 
Govt. Nomli1ee for 
distribution of Sugar 
etc. 

Pat3 •. . 6. 



ii) Ben~ficiaries of 
'3usin~ss. 

iii) Eusin-.-;~-:s results over 
l::1st 5 years. 

iv) Problem of members 
Loyo.lty(fi 311Y) 

v) Profit/Leas ov< r 
l~st 5 yt:;nrs. 

vi) Co-o:rdinntion with 
other Co-op&r~t i v
es in the busu1ess 

VI) Staff Fosition : 

i) No. of Employees 

ii) No. on dc:put3.tion( o:cg
nis3.tion from wher8 
recovered) • 

iii) Trainacl/Untrain8d. 

iv) Sch_6!!L of/1'ro.ininc.' 
(if 3.!3.1) 

v) 'Iemparo.ry/l'ermanent 

vi). Trade Union of 
employees(if ~~y) 

vii) Employees representn
tivc on Board(if· :~y) 

P.AG:J NO. 6. 

Members 3.8 V\'811 as non members can desire the 
ben.,fi ts from the Shops of the S3Ilgh. 

"El\.Tl' TUR.'JOW:R. n~ INCOJ.,'lJI;,rts. 3X1:ZliDIT U liB. R~ 

l::J73 22 d4, 63,336 83,79,150 74,68,195 

1974 2::l,41,3J.,861 1,27,66,681 1,16,51,067 

1~75 41,30,41,083 1,52,81,045 1,40,95,472 

1976 3::1,95,91,086 1,38,10,436 1 '2 5 ' 90' 19 7 
1977 38,51,82,3,;.4 1,•n,75,631 1,31102,851 

No. 

Yeor N<::t Profit 

'1973 H?o 9,10,954 

1974 Rs. 11,15,614 

1975 R&. 11,85,573 

1976 4i.So 12,20,239 

1377 I?.s. 12,72,780 

V/0 procure good:J from Ap8X Marketing tm<:l Apex: 
Consum;;r SocL::ties and other Co-operative 
manufacturers along with oth,~:r mcm.ufactururs 
and supply coeds to Co-operativ~s in the 
Districts cmd individuo.l members m ... , non-members. 

1063 

As ·ist':l..~t Reeistror Co-op~;;m.tive Societies f:roD 
Co-oper:1tive D8p3.rtment as Offic0r on sp~iG.l duty. 

Trained 99 • 
Specia.l Trnining Classes for tlK er;:;.ployees of the 
S:mt;h :u-e conductGd by the Co-operntive Trai.uing 
Centrd, Koliwpur. 

Permanent : 834. Tempornry : 229. 

Snhall3. ri Karmacbn.ri Scm.5l1ntnna., Kol!npur. 
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'I 1 ( -11 , 
...;,... .... 

viii) Benefits r;ivun to employees: 

1) Provident F-und 

2) Gratui t:{ 

3) ~Iedic a.1 aid 

4) Lo::m f·~cility 

5) Cth~r 

6 ) St I,lc t Ll n..1 of 
Administration. 

At thr.; rot e. l : 1 

bL' of one months pay for tho 
no. of y\;o.r:s of service. 

1 % oi the PG.Y is contributed by s~~8P. 

Bonus depending upon availobility of 
exc.;;as funds. Ex-Gntia Ben<:.fit 
t1!3p,;onding upon p:C"Ofi tG.bility. 

GBNER.li.L BODY 

~ 
BOAliD OF D:Ifu:C'I'ORS 

Q 
Q 

iilhl'i.U.GING DIR&TOR 
Q 
~ 

Sbefu.o'TARY. 
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£ftAI1'iiNU. MF.rHO.OOLOG-Y 01: l'.IW.tL.'U~UE.S CO(fu)E FOR 
AfGH&~ ·rEAQHJ!4j.S 

Mid-Qpurse EvaJ natj on :f;orn 
(Part - I <lt II) 

PJiR'r - li 
~: Str~ke out w~~tever is not applicable 

, 
Obj~ctives Part 

1. Do you think that the following 
. objectives of the l?art..-I~II of the 

proJramme have been achieved, 

a) To know the principles of 
Communication and Learning 

b) 1'o acquire the knowledge and 
skills of teaching techniq~es 
and methods p~ticularly Lecture 
Method & Jroup Discussion Method 

' 

c) To acquire skills in handling 
projected ~d non-projected aids 

2. If partly achieved or not at all 
achieved, piease indicate the ~eas 
of improvement. 

Fully I Partly ltlot at all 
ach1evec ~chieved -chieved 

Fully I Partly I Not at all 
achieved achieved achieved 

Fully, I Partly I .Not at all 
achieved achieved achieved 

:3. Db you consider the areas covered in 
1the subject will. help you in improving· 
your performance. 

.ms 1 .No 

4. If no, indicate the subjects which you 
would like to add or drop 

4.a Would like to add: 

(i) 
(ii) 

(ii-i) 

4.b Would like to drop 

(i) 
(ii) 

(iii) 

( "''-:. ... 



' ' 
... ~ '\ 

\ ' 

Coverage ~· :~ . 
' 

5. What is your opinion about t~~ Pove~age 
of the following s~b~ect~: 

5.a Communication Process Adequate/Inadequate 

"':' If inadequate, give suggest-ions .. f;o..c ... ilnprove · 

; : 

5.b. Psycholqgy of adult leatnin~ , ' Adequate/Inadequate 

- If inadequate., give suggestions tq improve 

s.c Learning Process Adequat~/Inadequate 

'. - If inadequate; give suggesti,ons to improve 

5.d ·reaching recbnique cic M§thods ~dequa~e/Inadequate 

- If inadequate, give suggestions to improve 

s.e Lecture Method Adequate/Inadequate 

5.f Group Discussion rechnique _ Adequate/Inadequate 
.. 

- If inadequate, give suggestions to improve 

6 .1 What is your o pl.In.on about the handling 
of the subjects 

6.2 

I •• I 

i. Communication System ,. ' 

ii. Communication Games 

iii. Psychology of Ad~t Learning 

iv. Lecture Method 
I 

v. Jroup Discussion 

Have you any a~g35tions to improve 
the handling of the subjects? 
-If Yes, give.details 

.. 
Very /Good/Satis- / Not-
Good factory Satisfacto~y 

v.jood/Good/Satis- /Not-
factory Satisfactory 

V.Jood/Jood/Satis- /Not
factory Satisfactory 

V.Jood/Go9d/Satis- /Not
factory Satisfactory 

V .Jood/Good/Satis- jNot.
factory ..Staisfactory 

YE$ I l'iO 



7. 

7.1 

i 8 •. 

' 8.1 

8.2 

Technique used.i'or training 

What is your opinion about the 
techniques used for training 

.. 

V.uood/Good/Satis- /}lot
factory Satisfactory 

If'not satisfactory, indicate the 
subjects, where you were not satisfied 

Skills 

.Have you improved your skill in 
lecturing 
- If not improved, give reasons: 

Have you acquired the skills in 
conducting group discussions 

Very much/to .some extent/not 
improved 

.ro great/to some /not at all 
extent extent 

- If not at all, give reasons for the same 

PJ4i.T -· II ; 

·9.1 Have· you acquired the knOwledge about 
the use and benefits of projected aids 
in training 

YES I 1ij0 

- If Ho, in what respect you consider yourself deficient 

9.2 Have you acquired the knowledge about YES I 1'l0 • 

the use and benefits of non-projected aids 
in training ._ 

• If No, in what respect you consider yourself deficient 

Skills 

10.1 Have you acquired the skills to use the 
following projected aids: 

(i) Film Projector 
(ii) Overhead Projector 

(iii) Slide Projector 

Fully/Partly/Not acquired 
Fully/Partly/Not acquired 
Fully/Pnrtly/~ot acquired 



.. : 

10.2 

il.1 

-: lJ: ·-

If not acquired in which type of projected 
aid you requi~e .f:.lr.the:r-: orientation 

Have you acquired the skills to. use the 
following non-prdjected aids: 

(i) Chalk or ·Black Board 
( ii) Flannel 3-r aph/Boa.rd 

(iii) Flipover Chart 
(iv) Magnetic Board 

Fuily/Part:j.y/Nbt at all 
Fu.lly/Part1y/tlot at all 
Fully/Partly/l~ot at all 
Fully/Partly/Not at all 

11.~ If you have not acquired the skili, indicate 
the type of non-projected aid in which you 
would like to be further oriented. 

12.1 
., 

·' 

13. 

' I J , •• 

Jenera] 

What is your oplluon abollt the 
Boarding and Lodging arrangements 

(ii) Lodging arran,5ements 

Over all handling of the Course 

•••••••••••• 

Excellent/Good/Satis- /Non
factory Satisfac 

Excellent/Good/Sa tis-/Non
factory Satisfaci 

Exyellent/Good/Stais-/&on
factory Satisfactc 

• l 



•' 

COUH.SE IJ.'l ffiJ~m I1~u MEi'HO.LJOLOGY & 
TECH.l'JL:U&; FOrl. ~.FGH.w.~ rE.. .. C.tiERS 

Final Conrse Eyal natj on Form 

~: Strike out whatever is not applicable 

Oct. 50, 1979 

1. Do you think the following objectives 
of the Course have been achieved? 

a) To know the principals of 
Communication and Learning 

b) To ac~uire th~ knowledge & skills 
of teaching techniques & methods 

c) ·ro ac~uire skills in handling 
projected & non-projected aids 

d) To ac~uire knowledge in designing 
and evaluating training prograrrunes 

Fully /Partly /Not at all 
achieved achieved achieved 

Fully /Partly /Not at all 
achieved achieved achieved 

Fully /Partly /Not at all 
achieved achieved achieved 

Fully /Partly /Not at all 
achieved achieved achieved 

2. If partly or Not at all achieved, please 

5. 

~ indicate areas for improvement. 

Do you think all the relevant areas 
have been covered in the Course? 

4. If not, indicate the areas 

a) you would like t~ add 

i. 
ii. 

iii. 

b) you woUld like to drop 

i. 
ii. 

iii. 

YES/NO 



('1 .. 

-: 2 :-

5. What is your opinion about the 
coverage of following subjects? 

a) £raining Evaluation 

- If inGdequate, give suggestions to improve 

b) Gooperat~ve Leadership & rraining 

- If inadequate, give suggestions to improve 

c) Cooperative 'I'raihing Structure in India 

- If inadequate, give suggestions to improve 

d) Improving Training - How to use feed-back 

- If inadequate, give su.~gestions to improve 

f') How to design training programr:1es 

- If inadequate, give suggestions to improve 

l~dequate /Inadequate 

Jidequate/Inadequate 

~..dequate/Inadequate 

• ..dequate/Inadequate 

.. .dequato/Inadequate 

f) rechniques ~ problems of curriculum ·~dequate/Inadequate 
formulation 
- If inadequate, give suggestions to improve 

, 
g l Cooperative Moveme:qt in India 14dequate/Inadequate 

- If inadequate, give sugge~tions to improve 



20--

-: 3 :-

6.1 What is your opllllon about the 
handling of the following subjects: 

6.2 

7. 

8. 

a) ·rrainirig Evaluation 

b) Cooperative Leadership & fraining 

c) Cooperative rraining Structure 
in India 

d) Improving fraining - How to use 
feed-back 

e) How to design training progra.Illlll3 s 

f) Techniques & problems of 
curriculum formulation 

g) Cooperative Movement in India 

V.Good/Good/Satis-/Not-
factory satisfactory I 

V.Jood/Jood/Satis- /Not-
factory satisfactory· 

V .J.ood/Good/Satis- /1\jot- ! 
factory satisfactory 

V.Good/Good/Satis- /Not-
factory satisfactory 

V.Good/Good/Satis- /Not-
factory satisfactory 

V.Good/Good/Satis- /Not-
fa~ory satisfactory 

V.Good/Good/satis- /Not-
factory satisfactory 

Do you have any suggestions for improving 
the handling of the subjects? YESfNO 

- If Yes, give details 
I 

What is your op1n1on about the 
techniques used for trainin5 

- If not satisfactory, indicate the 
subjects wher~ you were not satisfied. 

What is your opm1on about the 
study visits? 

V.Good/Good/Satis- /Not-
factory Satisfactory 

V~ry Useful/Useful/Not at all 
useful 

~f not at all useful, give suggestions 
for improvement 



-: 4 :-

Workshop 

What is your opL~lon about the WoFkshop on 
Course Planning and DGsignin3 of' Curriculi.UU? 

Very /Useful/Not at all 
Useful US8ful 

- If r.Jt at all useful, givo su~gestions for improvement. 

10. What is your overall impressions about the Course? 

11. What is your oplillon about the duration 
of the Course? · 
- If not adequate, how many days you 

would like to add more 

General 

12. What is your opinion about 

i. Boarding arrangements 

13. 

ii. Lodging arran~ements 

iii. .. trrangemen ts for study-visits 
and sight-seeing 

iv. Overall handling of the Course 

Jmy other comments and suggestions: 

.~dequate/Inadequate 

Excellent/~ood/Satis- /Not
factory satisfacto/ 

Ex cell en t/Joo d/Sa tis-/l~o t
factory satisfactory 

Excellent/Jood/Satis-/Not
factory satisfactory 

~cellen t/Jood/Satis-/l~ot-
factory satisfactory 

(need not sign) 




