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COURSE SYLLABI

1. Orientation in human communication;
i. Communication system and teaching techniques in 

cooperative education and training
ii. Psychology of Adult Learning

iii« Techniques of Participative Teaching
iv/. Adult Learning and retention

2. Role of Audio-Uisual Aids in Modern Teaching:
i. Role of Audio-Uisual Aids in Adult Learning/Teaching 

ii. Classification of Audio-Uisoal Aidss-
a) Non-projected Aids and its classification and utility
b) Projected Aids and its classification and utility

iii. Planning a lecture through Project Aids and Non-projected Aids
iv. Demonstration of a lecture through the help of projected Aids 

and non-projected aids
V, Teaching through the help of films - techniques of film 

appreciation and folloui up

3. Operation and Maintenance of Projected Aids:
i. 16mm film projector 

ii. Overhead projector 
iii. Slide projector/Pilm strip projector 
iv. Photographic camera 35mm and reflex

4. Technique of preparing Training Package based on Audio-Uisual Aids:
i. Training package and its role in cooperative training 

and education
ii. Techniques of preparing training package

iii. Preparation of Training Package on the follouiing 
subjects by the participants:
a ) Le akage in Cooftorat-arvo Consumers S4iore
b ) SooperaLlVB WarfeuLliiy uP Agrlcal Lui-dl-fie K̂luae
c ) 'ManQgenieiit u P Cf^gTt

5. Evaluation;
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Adult Psychology and tho loarninp-; situation
1) Teaching is a conscious process of passing of knoT/- 

lodgc, kno’;;-how, skills, information from one parson 
to anothor. Loarning is tho procoss of adoptation 
and und erst raiding of the knowledge, skills, informa
tion, as \7oll as sign, syiibols, and actions performed 
in a person's surroundings by others or by himself.

2) All teaching involves tv/o parties, tho teacher/
instructor and the students/trainees.

3) All teaching is a matter of coiinunication-preferably
tv/o-v.'ay communication in ■ hich tho students/trainees 
benefit from the teacher's sx^ecific knowledge of a 
certain topic and the teach;r benefits from the 
experience, practice, and general knov,ledge of the 
students,

4) The aim of all teaching is to cover the knov/ledge/
information in such a v/ay that it is - as far as 
possible - understandable and applicable by tho
students/trainec s,

5) The pre-conditions for all teaching are:
that tho teacher has something to teach, has a 
message, has a  specific knov/ledgo.

- that the teacher has 'the knowledge of the tech
niques, tools, ,and methods to pass on his knowledge,

*' ,.that the teacher is av/are of the group of trainees/
students their minds, expectations, level of
knov/ledge, to enable him to direct his message to 
that specific group,
that tho 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 personal benefit of
the students (i.e. for their recrcation/entertainment 
or for their enrichiient intellectually) but also for



I•V.

a directly social and economic benefit to so far as 
the students/trainees are supposed to improve their 
v/ork, their performances, to function better as a 
result of your teaching. Not for your ’ov/n perfor- 
nancG as teachers.
The teacherS kno\?-hov7,his techniques,tools and methods 
are not dealt here and the discussion is limited to 
learning situation in the classroom or course-hall where 

a tcachcr is pro sent m d  v/hcro a number of trainees/ 
students-adults v;ill have to learn. Here it will be 
interesting to know as hov/ do mq learn and how loarn- 
ing is retained by the students/trainees,

Hov; We L^jarn
1% through taste 

through touch '
3/2% through smell 
11% through hearing 
83% through sight

Learners Retain
10% of \;hat they read
20% of what they hear
50%, of vhat they see
50% of v/hat they SGO and hear
70%  of what they say as they talk
90%  of what they say as they do a

The Adult Student
PHYSICALLY IlgTEBiJNES EACTQRS CHaiUGT^RISING ADULT STUDENTS
1. Most adults have a lev; l\ vel of natural curiosity

and xor exi)loration and learning.
It is ma.rked feature among all normal children and
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and youngsters to be curious, >con on exploring, 
experiencing and learning. All this is a p,art of 
the ;!;rocc8s of grov.dng up to bccoBiG a full member 
of the society, able to care for onos^'lf and one's 
family. Once grown up, the level of "natural" 
curiosity and feeling for learning decreases. This 
has to do with the fact that adijlts have less time 
for learning, involved as they are in time-consuming 
responsibilities in their houses, i/orking x^laces and 
political/social life, Onco gro’v/n up and qualified 
for a work adults tend to think that learning is a 
secondary activity to which they are prepared to pay 
loss attention, except rhen learning is directly and 
materially related to improve status or increase 
income.
The consequence is th jt aduitfe v/ill have to be moti
vated properly, their level of curiosity will have to 
bo stimulated.

2. Adults, do learn slower th^n children, (more repeti
tions are therefore needed, especially repetitions 
posed in different woys).

5', Adults do not so easily see and perceive details as
children do. (Concentrate on important details, and 
avoid too many details).

4. Adults do not so easily remember as children do,
(again require<§ repetition).

5, iidults are mostly not used to sit for longer periods
at a table listening to talks. (make use of break 
when people coja move around, change position).

6. Adults have loss energy th ,n children, mainly becausc
rar̂ jor part of their time is used on energy consuming 
acti'ffities leaving less unL;r,_jy for lairning, (Don't 
push adults too long, have time for small rests ?nd 
breaks)„

CuLTUSALLY JETERMIR^D gAGTORS;
7, Adults are not used to systematic reading and learn

ing. Mostly adults receive information through dis
cussions, exchange of experience and ideas, through 
gossip, through films, and in many cases through 
reading newspapers/books, (Deere,ase the time used 
for one v/ay communication and lecturing - increase - 
the teaching through discussion).
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8, Adults think that they cannot learn or that-they are
. ' less c-apable to"leam. (Proper motivation is neodod

■ and assistance to ,start learning at the proper level 
of information; not |;oo Ioy;) .

9. - Many adults.are not used to read and many are unable to
read. (Illiteracy is not corelated with intelligence 
and experience. Do not underestiiiate the illiterate 
Piersons'ability to leaxh and gather knowledge and 
know-how. Do not expect too much to be read during 

' iJhe course)
,10. Adults have less time for learning. - (See to it 

that the content of your teaching is relevant for 
the use of the group or you just waste their time).

. Adults have many more biases than children. Adults 
are more influenced by the social surrounding, by the 
opinion of thoir relatives, friends, colleagues, by 
the reactions of their surroundings to their partici
pation in learning activitiY-3. - (The landlord may
not like to see his tenants participate in adult 
education, the father may not find education of his 
•daughter worthwhile, etc. The adult may not be will
ing to learn from a younger person, or from a person 
of a lox?er caste, from a person of the opposite party. 
All such biases are social bindings for a full learn
ing, They are leas developed among children, yet 
adults do all they can, consciously or uncsonsciously 
to develop such biases in the children).
Because aduLts are more influenced by cultural norms, 
by ideas about what the surroundings expect from them, 
by social status, they are less suited to accept' 
infonnation to learn. - (Cry to understand the social 
and cultural background of your students/traninees 
and try to bring up for discussion such norms which 
will diminish the benefits of your teaching).

13. Adults have their practical possiblities for learning.
This is due to the fact that emphasis in on educ^ation 
of children and youth. - (The lov/or the social ranlc- 
ing of your students the fev/er are their possiblities - 
for learning. Do not xva&te the time of your students 
by being un-prepared,by giving information, which is 
irrelevant and unrelated to the needs of your students/ 
t:Eainees).

1^, Adults do often have some or out dated basic formal
knowledge. - (".lake sure that you don't take know
ledge for granted v/hich is not achieved by .your 
students).



PSYCHOLOGICALLY DETEmilEED l'ACOX)RS
■ Adults are often scarod of sliov/ing that they do not 
know or that they do not understand. Adults tend to 
think that it is excusable if children do not know, 
but that adults should know.- - (Be av/are of this, 
observe of the studencs, 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 7/ill 
shov/ as if the students understand the information. 
You are notteaching just to shov/ of and impress, you 
are teaching to communicate a mossage for the sake 
of the students/trairieos).

THE SITUATION
I'or all learning the "climate" of the learning 
situation is very important. The learning situation 
is influenced by external factors, as well as by the 
teacher, and the students. The ideal i.s to create 
the bost possible learning situation. This necessi
tates an awareness of the factors promoting or dis
turbing the situation.

1) External fac-tars influencing the learning situation;
A) Tho setting for the teaching that is the size of 

the room in relation to tho number of students, 
the light, the furniture, the arrangement of the 
furniture, the temperature, the availability of 
the teaching aids.

- Example - if it is too cold students/trainees
use too much energy to keep \/arm and if it is
too hot students get sleepy or uneasy. A proper
temperature or proper facilities promote a good 
learning situation.
If a room is ve3?y dark, students cannot see the 
demonstrated material or read the black bear’d. 
They will get sleepy and relax and learn less.
If a room is too.samll, students will disturb 
one another by their closeness. If the room 
is too big, the sound may be bad so people can
not hear properly.
If the furniture is unconforable-^. students will 
feel tired and pain in the body and will not be 
able to concertrate on learnings



- XX the furniture is set in lines, authoritarian 
learning situation is creatcd. Differences in 
level of knov/ledge vyill be demonstrated, as the 
heSt and most motivatod will sit in front, the 
poorest and least|,moti.v.ated in the back, tiding 
to hide themselves. The centre for coaununiCation 
v^ill be between the teacher and the first rows. 
Their learning situation will be improved at tho 
expense of the back rows.
If the furniture is in a circle, a non-authori
tarian learning situation is promoted in \7hich 
communication between all involved takes place, 
The teacher’ can more easily observe that tho 
students are able to follov/ his ideas as ho can s 
see all faces. He can then more easily repeat 
v?hen he sees it is necessary; The learning situa-^ 
tion is improved.

B) The introduction of the course;
- The way a course is introduced determines to a

large extent the expectations of the students/ 
trainees as to what they can gain from partici
pation. .

- If there is a discrepa^ncy betv/een the promised 
aims and content of tho course and the actual 
contents, students will be disappointed or frus
trated or upset all influencing the learning 
situation. So make sure you know the needs of 
the students for whom you arrange a course and 
keiep to the announced contents.

C) The motivation of the students;
It is-generally kno^m that the more motivated, 
the more open and responsive are the students 
and tho better is tho learning situation.
Motivation can bo achiov-^d in several ways:
The need of the students can be clearly repeated 
in the conte'nt so that students see that the 
course is an £insv/or to their needs.

- Economic structure can be used as motivation- 
increase in salary/stipend etc.
Social structure can be used as motivation-pro- 
mdtion, elibihilit_ to group membership, honour 
of having passed o course.



- Expected achievements may be motivation for 
participation. '

2) Internal factors influencing: ttie learnins situation
A) The size of the group:

A' number of e2q)eriments have shovm that the
smaller the group themorc can be given to the
students and the better learning situation.
Also the smaller the group, the fewer "nev/ faces" 
one has to become familiarized with, and sooner 
prepared for learning. The insecurity which 
human beings^ feel among "now faces" has a nega
tive effect to one's ability to listen and learn. 
One has to know enough about one's group.
Energy and time is consumed just to cover to know- 
one another in a course. Often 2-3 days are 
spent on this until learning situation becomes 
positive.
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 learn
ing situation by arrangements which speed up the 
process of knowing each other and by spliting 
up the big group into smaller groups for pur
pose of discussions andpracticol exercises,

B) The composition of the group:
Not all participants have the same level of 
information, the same degree of motivation, the 
same background. Some students/trainees turn 
Up very motivated, well prepared, others may be 
motivated hut tired from heavy manual ?/ork etc,
The more hetrogeneous the group, themore diffi
cult is the teaching. Those v/ho know less may 
want more detailed explanations, which may irri
tate those who already know. It m-ay disturb the 
learning situation, as some students may abstain 
from putting forward their claims for better 
explanations; once out. froid active involvement, 
their learning situation will be negatively 
affected,
For the teachers it is important to bo aware of 
such differences, to be careful in selecting 
teaching method to try to equalize the level of 
knowledge ind to pay attention to the tired part 
of the graup., etc.



C) The teachgir^s choiee of toachins methods;
During the years, scries of teaching methods 
and tachnigucs hp.ve been developed a!nd tested 
with the dim of improving, the learning situa
tion for students/trainees. Since this, will 
form a separate topic, only g,eneral remarks, are 
given h^re: - ’

- The length of l e c t u r e The longer a lecture the 
less chance that the students will remember and 
leaxn. Experiments have shown.that the man's 
brain can only'intensely concentrate for 4 sec
onds at a time on a certain topic/idea. There
fore repetitions and small breaks are needed.
The reading from a manuscript malces students 
sleepy ?md less receptive. The learning is 
heavily attached negatively.
The least fruitf ul for learning is continuous . 
series of lectures. Students "just cannot con
centrate and remember one from another an do 
learn very little from just passive listiening.

- The most frioitful is a mixture of lectures, dis
cussions and exercises v/here the students/train
ees under the guidance ox a teacher hava 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 ox7n inprovement. Of course, the 
latter technique demands much more preparation 
by the teacher. It is much easier to staiad up 
and lacture v ;ithout; opening discussions and pre
paring meaningful exorcises to test students 
improveiaonts and ovm teaching methods. Too many 
teachers choose the "easy way". In selecting 
a proper teaching technique, 'Learning Pyramid' 
given at the iJiid o,f thisnote. will be helpful.

D) Effect of the group perssure;
The roles we play as teacher and sttidents and the 
expectations we have to the performance of these 
roles, are also important. Each of us is pex'for- 
ming a number of roles; -

S’at h er/Mo th or 
Committee Man

Husband/Wife

o
c4
Oots
CO

Sportsman
Landlori?-

Farmer
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Each one of these roles arises from the position 
porson occupies in the social structure, In the 

society, as ho interacts with others. We have in 
some way. to anticipate thebehaviour of othors whan 
WQ have to interact v/ith them. That is why we 
have to familiarise ourselves with "new faces" by 
asking where they coae from, what they do, ¥/hat 
they are called, if they arc married, if they have 
children, etc. Wo know that to each role (father, 
husband, teacher, player) is a certain behaviour. 
Also we know that there is. a certain room for per
sonal interpretations of the behaviour of certain 
role.
If we no?; take th t?;o roles: teacher/student 
there are'a set of expectations which must be 
fulfilled if the two shall be able to communicate;

T perception of his own role
T® pcrccption of role

perception of T® role as
soon by the. S ,

S perception of his own rol;
S® perception of T® role
S® perception of role
as seen by the T.
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Teaching is a process of coramuhicaticn for transfering 
knowledg^ideas/facts from teachers end to students ^ d .  In 
mo d e m  sophisticated terms of managenent it is the process of 
transfer of certain Icnowledgq/ideas/facts from trainers aid to 
trainee's end. The process through i^ich this is achieved is 
called communication system, and the method or aid through 
which the system is regulated is called the cG.isoanicatic«i 
mediVaid.

Human communication to be effective is a two way 
sharing process. The process could be divided into three stages 
as indicated in the diagram below.

S = Solder or communicator 
M  = Message and 
R = Receiver or audioice
For effective communicaticxi the process should be two 

vraiy. The ccanmunicator/teacher therefore, must ho careful about 
the receiver/trainee and also about the message.



Message must have clearlty and the receiver be in a 
relaxed situaticxi.

The third inportant factor in human coEnswmication is 
the bacikgrciund of the receiver/trainee, l^is backgrcuhd may 
take into c<jin si deration the educational level, past enperience, 
social and professicaial status and other psychological asfpects 
of tiie receiver also affects the process of coKsnonication.

'"'""''A 
' 1

The effectiVQiess of comrnunication, apart from the 
factors explained above, depoids largely cn tlie media of 
comrauh icati on.

In the selection of communication media the coiranunicator 
should take into consideration the conposition c?f ri£»a»ivers. 
The receiver may compose of an individual or a group of 
individuals or a mass of individuals. The cofruwnication system 
qould be classified into individual method/ group method and 
mass method. The containts of message decides its suitability 
for adoption of either of the system of message.

For exanple if the purpose of communication is just to 
provide knowledgq/awaraiess ^ o u t  a particular scod or fertilizer 
variety, the group or mass method could be suit^lo. In this 
case the communicator may not be interested in Imowing the 
result of such message.

However, in training process, the camaunlcaticai to be 
effective must have a system of feed back.



The foil owing are the main contents of the three
methods s
1, individual method s Ihe message Is direct between the 
e3q>ert and the receiver. But this type is not suit^le for 
programmes involving the community. It is also time taking. 
However, there is perfect feed back.
2, Group method s The group approach to carraunication and 
feedback is suitable for such programmes whicli require, group 
action. It is less time ccnsuming and less costly. Though feed 
back is possible but it is not sufficient. It also faces 
operational problans.
3, Mass coramunicaticei syst^ t Here one could transmit 
message to a large peculation but can not get a feed bac3c. TBiis 
is one of the limitations of Radio programmes. Ilie communicator 
does not know the Reaction of receivers.

In training situaticai one d e M s  with individuals in 
groups in a class room situation and therefore, the Individual 
communication method and group communication methods are adopted.

As pointed out earlier, for effective ccmunicatl on in
training the followings are required s

i. training situation, 
ii. clearity of message, 

iii. background of the trainees, 
iv. image of the trainer,
V. relaticaiship between teainer and trainee etc.
Once the trainer has identified his target group, the 

training aituaticai and the background and other relevant factors 
it would be possible for him to select various medias of training/ 
teaching. There is no hard and fast criterion cxi the basis of 
which CTie could judge the suitability of a particular teaching 
tecihnique as the best communicatiotl media. The point to remember 
is that selecticai of teaching techniques should be made on the



basis of the objectives tc be achieved/ tLe sise of the group, 
the level of the group, the type of message to be communicated 
and the resources and time at the ccmraand of the teacher.

Teaching techniques ;
•*ljhe purpose of teaching is to promote learning. The 

role of the teacher is to help the student to understand and 
not merely to make him listen or copy. The main function of 
a teacher isi to organise and provide the setting within \*iich 
learning can t ^ e  place".

The teaching tecihnique that is being used today can
broadly be divided into two groups -

1. Participati^a teaching methods,
11. Non participative methods.
(1) Participative Teaching Methodss 
The participative teaching methods aim at involving 
the students in the learning process. It is learning 
by doing. It encourages the students to discover 
things for themselves and to learn by bringing their 
own experiences, ideas and skills into active participa^ 
ticn in the process of learning.
It helps in developing the verbal, mental and social 
skills of the students and hence it has greater inpact 
in in^jarting knowledge skills to the student. In this 
connection it is worth mentioning the old proverbs

Miat we hear we Forget.
IJhat we See we Remember.
What we ^  we Understand.

One of the greatest advantage of this method is that 
the teacher gets a feed back vfliich helps in improving 
the teaching/learning process.
(11)Non-participative Teaching Methodss
Non-participative teaching method is defined as a caie



way cOTCTunication system in the teachers job is
limited towards coranamlcating the knov;ledge to the 
students. In this method while the teacher is active 
the students are passive. There is r*o iroraediate feed 
back and hence the effectiveness of taaching is 
difficult to be objectively assessed Sin-o the istndcaats 
are not very active in the learning process, it creats 
a doll situation.
The various methods of teaching technicxaes today could 

broadly be classified in these two groups and sub-grcups.

Teaciij^g Techniques

Participative Method Non-part.icipative Method

1. Lecture method
2. Radio talk & progranme
3. Film or T.V, shows

1. Use of lesson notes
2. Group discussions techniques

a. Ranking exercise
b. Case s t u ^
c. In tray exercise
d. Role play
e. Debating
f. Business managOTent games
g. Syndicate method
h. Symposium method

3. Project stucfy
4. Seminars/WorTcshops

The lecture method which is essentially a ncn-participa- 
tlve method of teaching could partially be used as participative 
technique by ccnibining the elements of discussion.
Participative methods s
1. Use of lesson notes? If used correctly, duplicated
lesson notes could be a valuable support to participative 
teaching. They provide basic study and discussion materials 
which can be developed in participative teaching sessions.
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The contents of t.io lesson notes should be a summary 
or outline of the teacher's am. coiteents and not tlie copy of 
the text book. It should raise such questions to vfliich the 
teacher wants the students attontion.

Lesson notes in outline shculd allow sufficient space 
for the student to add to his own notes.

Wh€3i to give Lesson Notes? It depends on the subject
■■hr .

to be treated and the extent to which the teacher wants to 
involve the students. If the subject is corrgjlicated or deals 
with concepts, defination then it is better to give it in 
advance. However, lesson notes for the entire programmq/course 
should not be given at the begining of the ccxirsa.
2. Group discussion techniquess As indicated earlier the
group discussion technique could t ^ e  various forms as a 
participative method of teaching, i.e.
a) Ranking exercises:

This is one of the simple but effecive participative 
method in v^ich the students work either in groips or individuall; 
The students are g i v ^  a list of items and are asked to rank 
them in order of priority and degree of inportance. For 
exanple a number of items could be prescribed for the eligibility 
for the post of Manager of a marketing society. Students may 
be asked in groups or individually to rank the eligibility 
criterion in order of priority/degree of in|)orta:ice. In the 
second s t ^  the ranking of groups or individuals are conpared 
and then the concerned groups or individuals ar^ asked to 
explain the choice.
b) Case studys

A case s t u ^  is a written description of a given 
situation/incid^t or series of situations or iacadents. The 
main purpose is to help the trainees to develop.; their skill in
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idaitifying problems analyi ing them in the gi^en igituation and 
then find out soluticsis. It basically aims at developing the 
decision making sMll of the learner.

Thus case studies could broadly be divided into three 
groupss (i) Those case studies vihere the trainees are required 
to find out the causes of the problem; (il) Those case studies 
where the problems are apparent and the trainees are required 
to work out solution; and (iii) Those case studies where the 
trainees are required to identify as well as find out solution 
of the problem.

The case stu<^ method is generally used as a graip 
discussion exercise but it could also be profitably used to 
illustrate a particular lessen. '
(c) In tray exercise:

It is another form of a case study method prepared 
from office papers.

Before setting out the task the students are given 
description of the situation and the necessary badkgrcund 
information which he/she may regaire,^ to decide the course of 
action. Each student is then giv<ai to undisrstand to assume 
th«3nselves to hold a particular executive position. Sach studeiit 
is thcsi givQi a set of letters which such executive might eispect 
to find in his table tray awaiting his attentiai. The students 
have to decide what action they would take in respect of each 
paper.

This technique is simple to use and it arcuses great 
interest oh the part of the students. It helps lii developing 
the sense of judgement and improves ability to t ^ e  decision bh 
the basis of available informations.
(d) Role playings ^

There is a distinct difference between a role play ^ d



a case study exercise. In a case study exercise students are 
aslced to give their decision on the basis of given information„
In role play they are asked to imagine and actually act as a 
decision maker and to wcark out their respcxises to the situation 
as it develops. As in case of the case studies, the situation 
contained in the role play should be from the real life situatipa. 
The role pla^ techniqpie is most suitable "vAiqi a teacher wants 
to conKBinicate about human relaticais aspects of co-operatives.
(e) Debating s

It is one of the oldest method of participative 
teaching technique. The subject matter for discussion is given. 
One sid^group argues for a case in support of a given opinion 
the other side/group seeks to refute it. The students listening 
to the d(^ate are given a form and are asked to evaluate the 
performance of each speaker. A chairman is appointed to regiilate 
the d<d3atei Debating method helps the students in researching/ 
organising and pres^ting the facts of a case. It helps the 
learner to develop the h ^ i t  to listen to others arguments 
apart from developing his own skill of speech inalcing.
(f) Business Management games:

“A management game uses a 'Model' of a business opera
tion in order to give trainees an opportunity to make management 
decisions which show how they would manage and control the 
operation if they were the managers in charge. The model used 
reflects realistic business situations in a coiTpressed and often 
sinplified fashion suitable for use in a training room".

For preparing a particular management game it is 
essential to identify the training needs of the participants 
and the training otojective of the trainer.
(g) Syndicate method:

Si^dicate method is a group technique of participative 
teaching. A  real situaticn/problan is given to a group for



finding out a coirenon agreeable solution. It's cscence is that 
each member of the group contributes his own experience/op In ion 
and also learns from the e3<perience/op inion fraa others. 
Knowledge, ideas and opinions on a particular subject are 
freely exchanged.
(h) Symposium methods

In this method the subject matter for discussion is 
selected by the teacher and discussions are initiated on the 
subject. Besides the students and teacher, certain resource 
persons or the experts could also be invited, TJie method helps 
in bringing together different pecple and helps the students 
in knowing the opinion of others. In this method the teachers 
job, however, gets confined to the tasXs of a rapporteur.
3. Prolect study? in this method the students are assigned 
a particular job to be carried out under real field situation. 
According to the training needs and objectives of training, the 
area of study is assigned to the participants. They are thoi 
asked to visit a given organisaticai for s t u %  of tJie situaticxi 
and prepare their own s t u ^  r^orts. Such reports are then 
discussed in graips. The method helps in developing the 
analytical ^ d  decision making process of the students.
4. Seminar & Workshops s This is a highly scj;::;isticated 
type of teaching tecihnique suitable for working out a common 
conccaisus on a givtai problen/prciblems. For this, the subject 
matter is decided according to training objectives and needs.
The subject matter is then devided into several sub-groups. 
BacScground papers are prepared by the trainer as well as by the 
participants cai various aspects of the subject ;natter for 
disc?assion. These background papers form real base for dis- 
cussicxi leading to general conc^sus on various issues.
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Ncai-Participatlve Tedhnioues
1, Lecture methods Lecture method is the most commati
t ^ e  of teaching. It does not generally involves participation 
or discussion unless the lecturer is interested in doing so.
The result is that in this method there is no feed back.
2. /Radio Tallc & Proaraimes: It is mass taaching method
in which there is only one way communication. It takes into 
consideration mostly the educational cibjectives of the traitter. 
No feed back. It does not creat much interest in the learning 
process of student.
3^r Film and T.V. shows? It is most effective media for
mass comnninication and teaching. Rec^tively of the meesage is 
highest if the film is well produced and edited according to 
the level of understanding of the audience. Thi use of films 
in the class room however, ^ o u l d  be to supplejaent what the 
teacher has said.
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Extracts from;

'’Management ConHnunication 
Through 

Audio-Visual Aids"
by

Lar^fton Gould-MarksI

Definitions
To give a working vocabulary hers are some definitions. Audio
visual aids have come to have a narrow meaning. Many people 
think only of projected material. It is important to define our 
terms.
If v?e consider all forms of communication tools which impinge 
on the human senses, we shall be able to put them into their 
proper place in the tasks of instructing, informing, training 
and changing attitudes.
We will ignore the physical ways in which image or sound are 
reproduced. The definitions are more basic. They define the 
reason for using an aid at all. Though many additional divisions 
could be made, the following three classifications can Include 
all normal and many abnormal uses of aids.
First: AUDTO-VTSUAL AND OTHER SENSORY AIDS Have little or Jio ^^alue 
or significance if shown or heard on their own. The teacher or 
speaker uses them to illustrate, make more comprehensible or 
supplement in other ways what he says.
In many cases the image needs a spoken caption, or the spoken 
word needs n image to clarify fcs meaning. Get j;raphy, be it 
sales or navigational, iVould be impossible without maps. Engineers 
cannot talk without drawings, mathematicians need formulae to 
r-'solve their problems.
In the.same way the audio-visual aids and the teacher are 
complementary to one anotliar. Accorfiirsg to this reasoning nsost 
^ids will be meaningless if put up before a talk. They will often 
have only doubtful value as reminders if left up after they have- 
been used.
If used without an introduction, a suiiurainc up and discussion 
films may br̂  misleading. Aids are an addition to the teacher’s 
personal fluency.in putting over his subject. They are seldom 
random pieces of information designed to give general background 
knowledge; if they are, they come under the second category.



Sensory a ds are the means we use to reinforce verbal explanations 
in encodi; g messages, so that they become clear, simple and 
stimulatii They are only effec,tive if well used and adapted 
to the grt Jp. They can be anytl ’ng from a gest ‘re or a natural 
sound, up to a computerized flight stimulator.
Second; E’ E AND EAR-TEACHERS contain a complete message within 
themselvei . A student seeing them, can get all the information 
contained ip them without the help of an Instructor.
In this c. tegory, are learning packages, notice and bulletin boards, 
books and nanuals of instructions, letters, exhibitions, working 
models am films used without introduction or discussion, radio 
and telev; sion broadcasts, recordings used on their own and many 
wall chari s and posters.
Many post* rs contain small detail and long, small captions which 
are illeg. ale, even in the second row. The speaker can see them 
clearly ai 1 they help him, but mainly they give little or on help 
to the cli 5S. Most of us want to see those points we cannot 
distinguiii. If a single picture contains all the details of a 
process, i 3 look at the right hand bottom corner while the speaker 
is talkini about the top left hand side. When he reaches the right 
hand side are wondering what he said at the beginning. On the 
other han« if charts of this kind are put up in exhibition rooms, 
corridors >r common rooms, and the groups encouraged to look at 
them, the’ wiljl study them and learn from the?m.
Decide lo<Ically if each item is an aid or an eye teacher. Use them 
in the wa: which will achieve the most complete communication.
Complex d: agrams and masses of written information may be worse 
than uselt ss if used to illustrate a talk, but if individuals have 
time to ŝ  idy them they may be the ideal way of putting over the 
facts.
The most :ivolved form of eye - and ear-teachers are the teaching 
machine ail language laboratories. With these and books designed 
to fulfil >he same function, students can cover a syllabus at 
their own -tpeed. By pressing buttons to give yes-no answers to 
questions shown on a screen, the machine moves another image into 
the screei . They are shown further information and questions 
which con ;ct misapprehensions or reinforce the correct answers 
and give i Iditional facts. This system needs supervision and 
control, lit very little direct classroom teaching.
Third: ST! IULATORS,besides aids used by the speaker and communication 
material ] ;ft around to browse on, there is often a need to awaken 
or re-awal ;n interest. Stimulators do this job. The after-dinner speal- 
realises 1 lis need when he tells a story* Stimulators should be 
relevant <) the subject if they are to he useful.
Dramatic <’ amusing flip-over charts and fl;^rmel board presentations 
related tc the subject; startling *noises off*, like the sound of a 
crash at i Safety Meeting, are ways of waking up a somnolent 
audience r: id changing tempo. You constantly need to re-animat'e a 
feeling oi enthusiasm and alertness in your group.



Stimulators are needed at the beginning to get things going, at 
intervals when interest flags, and particularly at the end. For 
the last few mome=!nts are the most important in any session. If 
they are forceful and dramatic  ̂ 'e group disper es with a stimulus 
for thought and action. If they arc? on a falling interest pattern, 
attention fizzles out. Studies in Italy have shown that it usually 
takes 5 - 1 0 minutes for a group to settle down and bccome receptive. 
Then in cycles of 10-20 minutes interest waxes and wanes. Therefore 
we do not know what the group has taken in or rejected. A few minutes 
before the end, almost everybody thinks about whatever they are 
going to do next.
Distractors
Aids which ai-e badly designed, too full of unimportant detail or 
not related to the subject hinder comprehension. Films for example 
which go beyond the subject, raise questions '.̂ .hich may be dangerous, 
and certainly disperse the group’s thinking. Presentations which 
are too slick may make a group suspicious that something is being 
put over on them, in which case thoughts v,fill be political and not 
on the theme you want to discuss,
Eyi and ear teachers round a conference room may be an escape route 
from a dull or unpalatable presentation. The decor of a room may be 
badly adapted to its use; this will distract. Windows on to a busy 
scene cause eyes to wander. Music-while-you-work coming through 
the walls may npt help a serious discussion. Consider everything 
you use and those potential distractors that part of the back-
grcud to find out whetlier they help o*’ hinder.
Composition, symbols and colour
Just as language has its graniinar, syntax, prose and poetry, visual 
material should have a similar t de which allow it to be used 
in the same functional way as words- You can transform a dull 
article or speech into a forceful and interesting communication 
by altering its structure, by using othei’ words, good punctviation 
or calculated pauses,. You can play on the emotions, make people 
laugh or cry - even .-nake them angry.
Jf the work is done by a competent graphic artist, the presentation 
v/ill be professional , but it may miss the goal. Teachers and 
trainers have seldom studied picture-makiiig techisiquefa sufficiently 
to be able to convey abstractions, moods or movement. We must hnve 
close liaison between the skilled artist, who can make the aids, 
and the communicator, who knows precisely what message must be 
conveyed.
Only too often the artist wants to show his creative ability and 
craftsmanship, rather than convey an exact message. Trainers, on 
the other hand, are convinced that the expert knows best. The
result is often visually attractive, but faci:-ually inaccurate, or 
psychologically unsatisfactory.
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Composition-layout
Unless we are working with real objects, models, role-playing 
or discussion, we usually make Visual presentations on a flat 
surface within a definite frair*̂ . This forces "s to observe, 
more or less, the artistic laws of composition. However well- 
designed and carefully thought out drawings may be, they lose 
force if they are not arranged in a definite and purposeful 
pattern.
Layout, or Composition, reinforces the impact of the visuals.
It is enough to give a few simple, and basic suggestions which 
will help you to plan your aids more effectively. These are 
general rules. Exceptions prove them!
1. Material starting at the bottom left hand corner, and going 
up diagonally towards the top right hand corner suggests progress, 
development or evolution. If the elements are arranged in steps, 
the feeling given is an upward movement by stages. The reverse
is true in Arab countries, where it should go from right to left.
2. Material starting at the top left and going down towards the 
right gives an impression or regression or failure. If the fall 
i.3 arranged in a careless curve, the display may suggest despair.
3. Arrange the elements in a circle and there is a sense of 
continuity. If the key image is in the centre, with the other 
symbols arranged round it, the feeling is of a complete, integrated 
story.
4. If the components are arranged in formal balance, the effect
is static. It can also convey the idea, if the subject is suitable, 
that both sides of the argument are about equal.
5. If the balance is informal the effect is dynamic. If one side 
is heavier than the other, this inbalance can be used to emphasize 
the presentation. For example, more important ideas can be seen
to outweigh less important ones.
6 . Muddled layouts indicate muddled and illogical ideas. They 
should be, avoided, even on the chalkboard,unless they serve a 
definite purpose.
7. Different types of line produce different impacts on the 
viewer. Smooth curves and straight lines suggest harmony. Ragged, 
broken lines and heavy contrasts in form suggest conflict. This 
is not always true of course, but used consciously they can 
convey this impression. If you use free, rather than geometrical 
shapes, smooth forms are calm, while rugged irregular edges are 
disquieting.
8. Aim for simplicity above all else. Simple drawings, and on
no account clutter anything that you want to show. Remember, both 
words and images should be simple, concise and clear.



We must realize that words are, by their v«..*ry nature, the most 
abstract symbols. Look at the words ’SEA' and K ’AR*. They bear 
not resemblance to the objects they describe. Yet we immediately 
create a mental image of water suiTaced with waves, or a vehicle 
with four wheels. Primitive people and youni^ children sometimes 
find it difficult to recognize the simplified artistic conventions 
with which the civilized world shows thinc^s.
Sometimes we can represent people by dots, at others we need to 
show them in detail, with clothes, eyes and hair-do or lack of 
it. How are we to represent drawings? This depends on the 
objective.
Basically there are a whole range of possibilities for the 
representation of the concrete and the abstract. Let us list them;
1. Words. These must be dhosen to suit the audience. Te«;hnical 
phrases and jargon must be tempered to meet their needs. Analopcies 
and abstract phrases may confuse, as many words can be understood 
in several different ways.
2. Photographs. These approach reality, but the choice of angle
and the distance from the object affect the translation of the
three-dimensional object into a two-dimensional picture. Light 
and shade and irrelevant detail often turn the photograph of a 
real object into an abstract image. Photographs must be carefully 
chosen and possibly retouched to eliminate the unnecessary, and 
emphasize th6 important.
3. Realistic Drawings. These at times may be clearer than photo-
praphs, for they are always ’filtered' throueh the human intellect, 
Details are emphasized or played down According to the requirement, 
A danger is that they often sacrifice symbolic emphasis and impact
to reproduce reality. Too much detail often distracts.
4. Stylized Drawings. These vary from the matchstick (or pin) 
men to the abstract. In this type of artwoik much realistic 
detail is disjjensed x̂ rith in ordtî r to get a cotlc*. which is 
acceptable and understandable to the viewer. It is most important 
that human fijsrures, machines or otl<er uhjecfcs should be designed, 
so that when they are spoken about they proyjde a complete idea 
through the integration of hearing and sight»
5. Cartoons and ’Emotive Artvfi>rk ’ . Hur!>our aiui heart-writing 
drawings have their place in our hatfcery of syftjbols. It may be 
of great value to poke fun at some part of the e,stal>l j shment.
But in communication we should us<' l.augijier purposefully, not 
.iust for fun. It is good to release tenstons and change the 
rhythm, hut quite often the real message i's hidden by the joke.
6. Diagrams,'These can be defined as ‘graphic designs which 
explain rather than represent’. There are an infinite number of 
types of diagrams. They can show how machines wo:t':k, show electric 
circuits or lubrication systems. They can show organigram's, 
which explain the chain of autliority in ividastry. Chemical



reactions, time, flowcharts, psychological problems and economics 
can all be explained diatjrammatically, The chief trouble is that 
most of us show too much on a single diagram. It is often more 
than the brain can, or wants, to absorb. Diagrams by definition 
try to show how things work by using simple coded representations. 
If the artist then complicate^s them by filling the page with 
masses of details he defeats their ends. Diagrams in books and 
wall charts are made to be looked at in a Leisurely way; they are 
therefore very often unsuitable for class rooms or conference use.
7. Graphs, Experience in Britain and America has shown that most 
people, even graduates, only get ideas of tendencies from graphs. 
They are usually accurate but complex symbolic representations of 
statistical, economic, or mathematical data. To most of us the 
line of a graph going up is good - even if it shows the increase 
of tuberculosis. If it goes down it is bad - even if it shows
the decrease of unemployment. Most people will not make the mental 
effort to interpret a graph. It is necessary to devise a way of 
presenting this type of information in an acceptable way.
Remember that by choosing a scale dishonestly, it is easy to lie 
blatantly with any form of statistical presentation.
8. Maps. Various projections, conventional signs, contours and 
the other ways of conveying information on maps and navigational 
charts must be learnt before they can be understood. On the other 
hand the basic shapes of countries and prominent features are 
generally accurately interpreted. Therefore maps can be used 
effectively, but they should be as simple as possible. Italian 
Naval Officers, were asked at a test to put on a map of Italy six 
principal cities. Many displaced Rome and other cities including 
the islands of Sardinia and Sicily by over a hundred miles 1
9. General. There are dozens of other variations, combinations 
and permutations, but the basic principles apply. Be simple, 
comprehensible and stick to the real point.
Drawings and designs can be as virile and stimulating as perfect 
prose, or as dull and antipathetic to the viewer as a badly 
composed letter. You are trying to get across ideas or facts 
about concrete things. Even reality may not convey your complete 
message, therefore you must choose sensory methods to convey 
the messages which are the most efficient.
Colour
How should we use colour?
There are psychologists who specialize in the study of colour, 
trying to discover the impact of colour on the human being, and 
to codify their results. It is clear already that some colours 
stimulate and others soothe. This impact is usually related to 
large surfaces; the decor of rooms, or workshops, is chiefly 
under consideration. •
One interesting experiment was carried out in the U.S.A. A group 
was seated in a cinema auditorium, and asked to tap at an even



speed on a small drum connected to a recording instrument. Colour 
was projected on to the screen and held for about thirty seconds. 
When blues and greens were shown the tempo of the taps grew slower. 
Wien reds and oranges were projected, the speed picked up. For 
neutral colours the group fell back into their normal rhythm.
It has also been found that with excitable nervous patients and 
heart cases in hospital, red tones were too stimulating. In a 
school in the States a classroom was painted red, and misbehaviour 
increased immediately.
There are different reactions to bright colours in cold northern 
and sunny southern countries. Generally speaking this does not 
concern us, as the aids we use are, as a rule, so small that they 
do not have an emotional effect, unless the colours used have a 
political or other significance to the viewers. But we should, 
if possible, arrange that our room decor is pleasantly neutral.If 
the rooms we use are dull and dirty, the effect is exactly that.
We are competing against our environment. The same happens in 
reverse if the setting is garish.
Now for colour in the way that we are most likely to use it.
No intelligent communicator should use colours haphazardly. We 
do not pick up the nearest crayon and use it indiscriminately. 
Generally colour has three basic purposes:
1. Realism. It is usually easier to recognise objects, especially 
if the drawing is simplified and stylised, if actual colour are 
used. Fields, the sea, faces, pillar boxes, traffic signs and
many other objects are easily recognised if the colours are true to 
life. There is a danger that a slavish adherence to this method 
may confuse, because many objects are of similar colours. On the 
other hand it may produce a picture which is pretty-pretty and
loses all its dynamivsm.
It is difficult to know when to stop. You may produce a picture 
which is a mass of colour without emphasis,
2. Codes. With some aids it is a good idea to keep all the
elements, which have something in common, in the same colour.
There are a number of codes in everyday life. Fire is usually 
red. Traffic signs are red - stop, amber - wait, and green - go. 
Moving parts are marked with bands of yellow on black in many 
countries,
A lubrication system can be shown in one distinctive colour, 
while; the electric wiring system is in a contrasting shade. You 
are using colour to help the audience to distinguish between one 
group of facts and another.
It is important that colour be used for one task at a time. It
is confusing if you use red for fire risks, and show a red bus
with it. Realistic colours do not blend with a code.
In organigrams, colour can indicate the different branches of
the organisation. Different elements in graphs can be in different



colours, just as colour used on maps to indicate Highlands and 
Lowlands, the different classes of roads and crops or industries.
Do not use shades which are like one another. Contrasts must be 
clear and definite. Form should be used as well as colour, for 
many more people are colour-blind than we realise. Usually these 
people do not tell us of their disability, so we may believe that 
the colour ctide has conveyed its message when in fact one or two 
people have not been able to distinguish between the shades.
3. For Artistic Contrast and Mood. In this case colour is used 
purely artistically, and not necessarily realistically. Human 
figures may be purple, red or green. No attempt is made to stick 
to actual colours or a definite code. This treatment may be 
effective and dynamic, but colour is not being used for any clear-
cut purpose, except to please the eye.
This can lead to confusion or irritation, as some colours have 
preconceived associations. In Holland a group of experienced 
workers were being retrained for a new and automated job. The 
necessary reorganisation was shown on a flannel board. The 
people for the replanned tasks were shown in green. There was 
immediate antagonism from most of the group. They said 
indignantly 'We may have to learn new jobs, but we’re not green*.
Use symbols and colour with tact and intelligence. As with 
every tool, choose with care, and employ with a definite purpose 
in mind. More ideas on the use of layout, symbol and colour
will be given in later charpters, with actual case histories.
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TABLE OF SIZES OF LETTERS AND THEIR VISIBILITY

Visible at distance Height of letters Thickness of stroke
in metres in millimetres in millimetres

10 m. 20 mm. 3 nun.
15 m. 30 mm. 5 mni.
20 m. 40 mm. 6 mm.
25 m. 50 mm. S mm.
30 m. 60 mm. 10 mm.
35 *1*• 70 mm. 12 mm.
40 m. 80 mm. 15 nm».
45 ni. 90 mm. lb mm,
50 m. 100 mm. 20 mm.



Using film
Wien a good instructor wants to teach, he uses his tongue, his 
pen, his black-board and his gestu'ress according to a plan.
Experience has taught him how he can best deal with the learning 
needs of his class^. It is the same when you use film. Irrelevancies 
are out. Very few teachers use a musical background to their lesson, 
and therefore there is some doubt whether music is useful in the 
background of instructional films.
Unless a fim }as been made for an exact purpose - and this is rare ~ 
it is unlikely that you will find exactly what you want. In almost 
every case you will have to compensate for errors and over-statement 
Adapt it for your group. It is difficult to change a film without 
re-editing, or re-commenting on it. You can focus attention on the 
key points by ingenuity.
Presentation
The way you show your film is most important. The whole audience 
should see a clear, luminous and undistorted picture without 
craning their necks or other physical discomfort. As a basic 
principle, no one should be seated beyond a line drawn at an 
angle of 30 degrees from a line drawn from the pro,iector to the 
centre of the screen. The angle is smaller with silvered and 
beaded screens.Trial and error prove this statement.

«Viewers should not be too near. Heads should be 'staggered' so 
that they have a clear line of vision. The screen should be 
reasonably high as this helps everyone to see. Sometimes it is 
best to project diagonally from corner to corner of a room.
Consult your agent; he will advise you on the best equipment, the 
choice of lenses and screens.
Daylight projection' is simple and need not be expensive. If 
black-out is difficult, the following may be your best solution.
The image is projected from behind a translucent screen, through 
a mirror, which turns the image the right way round. These can 
be most expensive and efficient, but can be improvised with an 
ordinary mirror and a sheet of tracing paper. The space between 
the projector and the screen is enclosed.
Black and white films in general can be shown without perfect 
black-out. Colour falls off very rapidly unless the projection 
room is completely dark. Again this depends on the amount of 
detail in the picture.
Ventilation and heating are of great importance. Sleep creeps 
in with stuffiness, and interest goes out with cold and bodily 
discomfort. Draughts are distracting. Chairs support you, and 
their seats must be supportable without being sleep-inducing.
There are three basic methods of film presentation. Like so 
many other generalisations, there are .an infinite number of 
variations which appear to contradict this statement, but in 
fact most of them can be fitted into the rule.



1. The films, or parts of films, are an integral part of the 
session conference of intructional period. They are just as 
much subservient to the leader as the black-board. The films
are visual aids and as such must be an extension of the speaker’s 
personal fluency. They should be shown in the room where the 
work is taking place with as little fuss as possible. It should 
not be necessary to have a separate projectionist, as this 
suggests that the film has an undue importance in the total 
presentation.
2. Films can be shown on their own, independently, to give 
information or background instruction. If there is no discussion 
or pin-pointing of highlights, every viewer may go away with 
different ideas. If there is no discussion and no instructor, 
some other form of follow-up is desirable if the film is to 
achieve a definite result. In this case a reasonable amount of 
showmanship is justified, for the film is standing on its own.
3. Films can be shown as part of a programme. This usually means 
that there is no definite or measurable communication, unless the 
programme has a clear theme. These programmes have no foreseeable 
result - How can we say in advance which film, and what part of 
that film will interest the individual most? We need feed-back
to find out what is happening. Film prograimnes arouse interest 
among all ranks in industry; workers are often willing to attend 
a show in their spare time. Some of the points will go home to 
some of the audience. A few of the points may get through to all 
of the audience. But the proportion and the t>ype of information 
received is unpredictable.
The general opinion of people working in this field, is that mixed 
programmes are only useful in getting people together, but of little 
value in training or motivstion. This is why we distinguish between 
the single film shown with a goal in mind, and the film programme.
A case history of a bad use of film;
A tilm programme was shown to a group of engineering apprentices 
in Hamburg. They were shown a black and white film on safety in 
ship-building, then a black and white film on using tools, and 
finally a most interesting colour film on tropical fish. There 
was obvious mental indigestion. The picture left in their minds 
would probably be of a tropical fish in full colour with a bandage 
round his tail and a hammer in his mouth.
A very good use of a film programme in Germany in the Ruhr; a 
series of films on human relations were shown to a group of 
foremen and junior managers. They were used with the flannel board 
and a newsprint stand.
After each film, there was a discussion, and the leader wrote 
up the points which the proup made on newsprint. After a few 
minutes he summarized with prepared flannel board material, and 
led the group's thinking towards the important message contained 
in the film they had just seen, and led their thoughts towards 
the next film in the programme. The audience were therefore keyed 
up and receptive when the lights went out.



Previewing and appraising films is a job which needs training 
and self-discipline. One has the tendency to see the film from 
one's own point of view. If you are interested in the techniques 
of film production, you note camera angles, editing and sound 
quality; if the subject is your speciality you may query some of 
the facts. Yours duty is to find out its value and place in a 
particular communication task. It is hard to see a film once, 
and to be able to recapitulate what it will do, and how much 
it is capable of teaching.
Film as record
It is logical jlo want detailed records of important meetings, 
experiments, processes, exhibitions and demonstrations - and what 
could be more accurate and lively than film? Otherwise all the 
work, effort and expense disappear without trace. This is one 
side of the coin. Many films made at considerable expense, have 
been assembled, given a sound track and then forgotten, because 
they are too long and pointless to be shown.
Film is an economic medium, it can makp its point quickly, a shot 
lasting a few seconds can place the subject in space and time.  ̂
Reality dawdles along, very little happens fast, and that which 
does, often goes too fast to be seen. If the cameraman is merely 
told to photograph everything, he may have hours of repetitive 
footage, and be reloading when something dramatic happens. The 
only way to avoid wasteful shooting, and days of boring editing, 
is to know in advance, what and when you want to shoot. Script 
the film when you plan the sessions or the experiment.
There are film camera's which record sound either optically or 
magnetically at the same time as they take pictures. These are 
very useful, but if they are not available, use a tape recorder 
to record speeches and the casual remarks of participants.
Audience reactions can be got by getting people to remain after 
the meeting, or whatever it is, is over. Speakers can give shorter 
versions of their talk for the camera. There are all sorts of 
ways in which the record can be made into a real film which will 
fill needs in training, selling or informing if the time and 
thought is given in planning. Most often the cost will be less, 
for the saving in film stock, lighting and camera time will 
compensate.
There are times, however, when it is worthwhile to run the camera 
continuously, in which case more than one camera will be needed 
to allow for reloading. It is also a pity if the camera takes all 
the shots from the same angle, though it is possible with a zoom 
lens to go from longshot to close up.
lighting for these type of films must be adequate without 
embarrassing those involved. Very fast stock may help to solve 
this problem. A professional cameraman or your dealer will know 
the answer, or be able to find them out.
If fast film is used the result will no.t be very exciting or 
contrasty. For colour you must have enough light to make your



coloiir thermometer give a healthy reading. A cameraman friend 
of mine told me that he was engaged to make a colour film of a 
conference, and when he was set up to take an important key shot, 
he was told to kill his lights. The speaker, a big shot, and 
one or two of the audience found the lights annoying.The whole 
sequence was lost, and the very person who gave the order to 
extinguish was surprised that the scenes had not been shot.
Sometimes the background to a record film may be of great value. 
Shoot scenes of the background and preparations, so that other 
people doing similar jobs can see your methods, A large company 
ran a most successful conference in Paris, which they planned as 
the prototype of a series throughout the world, so they began 
their film-record months before. The first scene in the finished 
film showed the first plan being put on paper, and the camera 
shoyred every stage up to the follow-up after the meeting was over.
Here are some basic rules for record films:
1. Decide why you need a film, then script or plan the coverage, 
so that the film unit understand what is expected of them. Decide 
whether you need colour or black and whitr, and whether you need 
on-the-spot sound recording.
2. Do not waste film. A good plan will mean that lights and 
camera are ready when you need a shot. Reaction shots of people 
may be got with hand held lights on the spot or afterwards. Plan 
and organise camera positions, so that technicians do not have to 
push their way through participants during the action, whatever 
it may be.
This mental discipline, and pre-planning needed for selective 
shooting makes for a better film. For historical, or other good 
reasons, you may need a complete record, but that will come out 
in the preparatory stages.
3. Use skilled technicians. Even if you are the cameraman, do 
not be amateurish. Script, lighting, camera-work, editing and 
sound recording reflect the prestige of your firm or product. I 
have seen industrial films of a lower standard than holiday films 
from the Costa Brava.
4. Editing should produce a clear, logical and precise film. It 
should have a beginning, middle and end. Titles should be readable 
and to the point.
5. Beware of technical hazards. Many films shot at the silent 
speed of sixteen frames per second have later required a sound 
track. If there is any chance that you may need sound, shoot at 
twenty-four frames. Do not move your camera restlessly, many 
shoots are spoilt by the camera spraying like a hose from object 
to object. Study films and books on the subject, so that y o u - 
know what you are doing and why you are doing it.



We seldom see ourselves as others see us. The use of the film 
camera in training sessions is a worthwhile experiment. I have 
taken part in filmed courses over a number of years and checked 
on the results. Students have shown marked and continued 
performance improvement, after seeing themselves in action on 
the screen. The method I have used is to accustom participants 
in training, trainers or sales courses to the idea that they are 
going to be filmed while instructing, speaking, group leading or 
selling. Then the camera, one which records sound simultaneously, 
is set up with the minimum lights. The student begins his 
demonstration, and at intervals the cameraman takes shots of 
characteristic |mannerisnis. These have to be carefully chosen, 
so that the prdportion of good to bad is high enough to encourage 
improvement.
Experience has shown that to take long bursts or to recall the 
whole of an exercise is not so stimulating as filming short 
typical shots.
This type of recording has been done with video-tape, which can 
be played back and seen immediately. Generally a time-lag, such 
as that imposed by processing film, makes the student see himself 
more objectively, and with less emotion than if he sees himself 
immediately after his 'act*. Most people who have undergone this 
ordeal, say that they are not aware of the camera after the first 
few seconds, providing that the strain of dealing with problems 
makes them forget their physical environment.
Film loops, continuous pro.iectors and 8 mm. cassettes
In some forms of skill training, single-concept films are of value, 
especially if they can be repeated time and again. There are film 
loop modifications which can be fitted to most projectors, which 
allow one or two minute films to be shown continuously - the film 
being a loop recommences as soon as it is finished. These are 
invaluable when people want to study a process or a procedure.
One textile factory fitted old projectors with loop attachments 
and put them between machines. When newly-trained girls were 
unsure of what to do, they were trained to switch on the nearest 
projector, which was focussed on a light wall. They could 
reinforce the knowledge they had gained in training, using the 
projector as a teaching machine.
The Swedish army has used loop projectors to train artillery gun 
drill and vehicle maintenance. A woman's hairdresser filmed new 
hair styles and the way to set them on 8 mm. film in cassettes 
and used them to train hairdressers in their own saloons. They 
could set up the projectors and practice on models, glancing from 
time to time at the film which was left running.
Special applications
Reading matter has been filmed for quick reading training, and 
the potential use of high speed cinematography is unlimited in 
workstudy and the investigation of otherwise insoluble problems.
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One of the most unpleasant, but valuable films I have ever seen, 
was made by the forensic laboratory of the French police.
Bullets were fired at a corpse and filmed at ultra high speed - 
this showed exactly how a bullet enters the body, and its effect 
on the skin and the flesh. The same techniques have been used 
in the investigation of fires and explosions.
The Czechs have experimented with live actors synchronising 
their movements with film, and the potential technical development 
of photographed movement combined with other equipment is only 
just beginning to be explored. Cinematography by astronauts 
and space vehicles, using film, video-tape, or techniques not 
yet discovered make the moving picture still exciting. It cannot 
be divorced from television because from the spectator’s view
point, the effect is much the same. In circlorama we can see 
all round us - no one knows what future films will show.
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P.;iNCIi:-LES OF PHDIOGI<;>l>HY

A Photographic Camera basically consists of a light tight 
box# a lens, mcchnnisan for tmnsport 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 ftum the subject, fio 
imago will be produced. The convex Ions bends the rays from 
each single point so that they converge on the ”focus plane”. 
The image forraed is reversed right tx5-left and top to bottom,

*1110 distance moasurod from the lens plane to the focal 
plane v/hen ttie objoct is at a great distance is known as 
focal length of the lens. Lenses used in m o d e m  cameras (with 
the exception of the simploct box camoras) consist of several 
elements designed to allow maximum amount of light wittT the 
least t'lmount of distortion. These lenses alec hnve adjustments 
for v.irylng the focus nn̂ ? the amount of light,

ISie amount of liglit reaching filni. can be controlled 
either by varying tho shutter speed or timing or by varying the 
aperture or diaphragm. The dlaphrarpK^ (aperture) is similar to 
the iris of the human eye, Tho iris adjusts itself to the 
varying amounts of light; but in the ease c-£ the Camera lens it 
has to be adjusted to tJic sensitivity or tJie film and tiie 
shutter speed; tJiere are#of course,cameras which do this auto
matically once the lens I's sct“ tc>'the''stai^^tivity of the 
particular film u&ed. Ihe size of tJhc apcirf4re ia measured
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in *£‘ stops/ theso numbers arc derived by dividing 
the focal length of particulir lens by its “effective
aperture**. (

The result is a series of marobers whose relation
ship at first seems arbitrary*

f 1, f 1.4, f 2, f 2.8, £4, £5.6, f 8,
£ 11, f lb etc.

in a v?ay
These numbers are chosen/such/tliat each successive 

f nianbcr in the series will admit only half the amount 
of light of its predecessor* i.c, an f 4 aporture vd.ll 
admit only half as much light as an f 2,8 aperture or you 
might, say f 2,8 aperture will admit t^ice as much as an 
f4 aperturet

Ctianging the size of the diaphragm (aperture) or 
’f * number has -'nother consequcncc. It chartges the 
“depth of fi61d”,

Tlic phrase "doptli of field” is used to indicate the 
rtinge cf distances In front of the X m s  that will apjjoar 
in satisfnctnrv focust the depth of field for any parti
cular Ians increases as tiie lens is ^stqpped-down” (when 
the aperture is reduced or in other words the f nvrober 
is increastjd).

The other moans usad tc contx'ol the light is tiie 
•Shutter'* , This shutter rnochrinitim can be either between 
the lens elements or b o M n d  the lens# in fx'ont' of the 
film plane. The shutter in front of the film piano is 
called the ‘focal pline shutter*; most of the comer:is 
w M c h  have intcaahangcable lens facilities are equipped 
with focal plane shutters. Shutter speed is invariably 
linked with ‘aperture* size. If you want to freeze the 
action of a fast moving subject ̂ you will choose a fast 
shutter spec-d and will compensate for the short ujq^osure



tii iO by opening tlio op ̂ rfcure to a lower f stop. Shutter 
speeds arc calibrated tliusj (in scconds)

1000 500 ' 250 ' 125

~60 30“ “is"
Each suGCossivo shutter spoed doublos the ca<posur<2 time.

The fundanicntnl chanicil principle on which photogmphy 
is based is that some chanical substances are '*photo-*se2nsitivc”
i.o, they react to light and change chemically. The photo- 
scansitivG chumicals used in tc-day*s films arc knowi as 
Silver Halides; when light strikes the film there is a 
chcinical action produced to convert the 'Silver halides* to 
silver; the colourless silver lialidc is converted to black 
silvar; however tliis action of llgbt con be seen only when 
tile film is *davcioped' in a chariicai bath laiown as 'developer* 
and the chemical action is called ’development*, The develop
ment action converts the silver iPlide in,^llvcr, but only 
those silver halide particles v;hich h^ve been cjqposod to 
light; the amount o f  d;-rkcning caused in the process of dcvc~- 
lopment is proportional t„o th e  .araount of light received by 
the film. Thus# the film ojqposod and developed is called a 
‘negativo* because more light caiiscs more darkening » and 
where is there is no light that area is tran^arcnt or white;; 
in other words -the tones resented in the subject are 
reversed, -'̂ne duveloped imaqe is not pennanent# In tJiat, 
if it is e>qjosod b" light tlie entire film will get. darkcaiod 
unless tl'ie process of developrn^.t i3 stopped and ttic imago 
iii fixed, Tl*ie'process o f  fixing tn o  image consis^ts^of' 
removing ti'io unu^qposed silver halide fnjm the filtn so tliat 
light cannot have any action and the process of dwveloprrent 
is stopped, 'Fixing' is done in a bath known as 'fixer* or



hypo. The negative limgc thiis obfe'iiicd is printed/ 
oj^josyd^eitl^er by contact or by an enlargoncnt on another 
paper unulsion or film and this developed image is called 
a ‘positive* bcc^usc the tones represented in the positive 
image will be corresponding to the original oubjoct.
There arc films which will produce dircctlY poaltive 
images without -an intcrrnediatc negative im?3gcs. Those 
arc known as direct positives or positive tiran^aroncics.



AUDIO-VIBDAL jiIDS ’..OiillSHOP

PUItx^OSE Qg VIbUAL AIDS
Diroct cx;orionce is best toachor. Although, audio

visual aids aro only a suhstiiTute for direct Gxporionco, 
they jiiake use of the two main channols of luarning: sound
and vision. Alraost invariably a v/oll-concoivod visual or 
audio-visual aid will -provide the most satisfactory method 
of CO .i.aiinicatinb' a nov/ ̂ idea. Th;ro is little that is new 
in the use of visual Eijdia - the existence of paintings, 
drawings and v/all decorations readiini^ back into prehistory 
is testimony to this, \'7he:t is nev; is a knov/lodi^e of hovj 
effective visual and audio-visual neclia can. bo. V<e know that 
a largo percent of all the things 7/e learn are tho- direct 
result of visual and audio-visual .;xperionces, . It is for 
this reason alone that no one conc .rned v;ith the communica
tion of principles sjid ideas or i.ath tc-'chin^i and training 
in any form can afford to nc;_^lect tho use of audio-visual • 
methods.

Audio-visual aids aro no substitute for the cooperative 
training oificer. They \.;ill not do his woi'k for him nor will 
they make his task of proxoaration any easier, but c.ids cor
rectly used will arouse a now interest ~riohg his trainees 
and possibly influence, if not chcjigG, attitudes toward both 
instructor his Subject. They will certainly nolce his 
work more effective,
A^PLIG.ATIOK TO GQQjaRAglVB TRAIWIITG;

Trainees who are attracted by a suitable form of sub
ject presentation are likel;}̂  to be much more receptive to 
the works of th.ir instructor. The use of training aids will 
also indicate that the training officei. has taken seme care 
in the matter of preparation, that he is concerned for the- 
we 11-being of his audience-, and that he really wants them to 
understand. Those are not superficial matters, for attraction
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towards a topic is the very bogicning of its conprGhonsion, 
Audio-visual aids correctly usbd to have a real 8Jid signi
ficant pai't to play in the croation of an ideal training 
situation.

In nost spheres of adult dducation much bonefit coji be 
derivod frbia discussion. In this rosp.'.ct, aids may be used 
as soon as fornial contact has bo'en made with a gfoup of 
prospective cooperators, gjid tho use of audio-visual methods 
at an early stage will probably do much to help consolidate 
an informal gathorinij into , regular study group. Aids such 
as wallcharts, filmstrix^s, films -nd draiaatic interludes 
presented through the medium of a tape recorder may do much . 
to consolidate a group by providing material to stimulate' 
thought ajid discussion. Appropriate use may also be made 
of small pamphlets and publications. Onco contact hr.s boon 
established, more formal training aids may be used. It may ' 
be better at this stage to use the type 01 aid v/hich remaans 
rigidly under the control of the instructor. The magnetic 
board, the flannelgrp.ph, flimstrixjs slides, or a collection 
of charts or picture cards m;^de from a filmstrip sequence, 
may all be suitable for this purpose. With all these aids 
it is possible to vary the rate of presentation, and to 
recapitulate or re-present ma.tcriril should this prove 
necessary.

No technique of communication should be neglected or 
left untried.' Sometimes the laost unlikely aid may be the 
most effective, A whole range of different aids ought to 
be used during the course of a training program. Generally, 
the groat .r the v.arioty of aids,used, the better will, be the 
overall effect,

The place of publications and handouts in this process 
of cooperative education ought n o t ’to be neglected, and when 
properly distributed may serve to stimulate loyalty to the 
cooperative society. Posters may fulfill a similar function*.



I t  vj-ill bo n ec^ ,ssary  to  p r e s e n t  s t a t i s t i c s  .̂nd o th .;r  
d a t a  t o  coo^.cr ? to rs  frosd tirao to  t im e , and t h i s  may be
a c h ijv ^ d  by tho use ol oh r t s  i n  which, i n f o r a a t i o n  i si
prosGntod in  dia^'rainiiiatic f o r a .  C arj must bo t-alcon to  
oxpl.ain such diagram s c a r o f u l l y ,  f o r  they aro  n o t  always 
Gasy to. i n t e r p r e t , The typo o f  s t a t i s t i c a l  d ia g ra n  ivhich 
shov/s, f o r  cx.amplc, a h a l f - t r a c t o r ,  a h a l f -n a n  o r  h a l f  c o in  
should be avoided i f  th e  in tend ed viev7ors have had no t r a i n 
in g  in  tho i n t e r p r e t a t i o n  o f  such n a t o r i a l ,  f o r  th ey  nay 
croatv-- inoro d i f f i c u l t i e s  than they  s o l v e .

A u d io -v isu a l  a id s  nay thG rexoro bo used f o r :

1 .  Sproading th e  id e a  o f  c o o p e r a t iv e s  and h 'jlp ing  to  
c o n s o l id a te  s 'u d y  grou ps;

2, tho continuous process of education, both fornal and 
infonaal, within the cooperative iiovomont;

5. constcu:it follov;-up purposes, and lor promoting loyalty 
to tho iiiovenent.
If it' is possible for cooperative training officers 

to attend audio*-visual aids coursc, this is'to be recoiaiaen- 
ded. If not, those \vho produce thoir ovm- .aids should hot 
bo too concerned if their locally produced material is not 
of the highest standard. Relevance to the situation and 
clarity to the student aro much more .important thaxi high 
Standard of production - and are, indeed, two factors often 
lackrng in coimorcially produced visual-aid material.
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AUDIO-VISUAL AIDS WORKSHOP

ART OF ■b'B.lJSENTATIOH THROUGH AUDIQ-VISUiJj AIDS
All who naJco rogxilar lase of audio-visual aids '.Yill

from time to time Gxporionco the feeling that both their
aids and their prosontation have not i:aet wita the success
expected. There are of course a whole variety of possible 
causes for the lack of effectiveness of teaching.and train
ing aids, and not l>..ast :among these is the variable human 
factor. The follomng suggestions take into consideration, 
some of the more practical points of presentation, and may 
be used to form thqbasis of a sound individual audio-visual 
training method.

It is very important in training and extension work 
that nothing should be presented visually if it is subject 
to doubt. A method or system presented in visual terms 
which in practice is found to fail nay lead to the view 
that all forms.:of visual presentation arc suspect, and a 
most valuable channel of communication' .may be. lost. There.- 
is a common belief that visual experiences ejre true experi- 
onces. This belief must be upheld.

: Planning is the bes^t aid to good pro sent at ion. If an 
aid is inaccurate in its assessment of the local problem or 
if it is not correctly oriented to local conditions, it will 
be regarded by the observers as being of little value.. This 
means that a very careful study of: the local situation must 
be undertaken. Aids must appear strictly relevant; they 
must ring true.

Uinien using audio-visual materi;il, have a set aim to 
keep to it. Depart from it only when thure is a strong 
reason for doing so,. Malce a point of having an interesting 
or topical introduction to any coopcra.tive society meet
ing and make siire all ideas, are presented in a logical____̂  
sequence, '‘'■‘ork tCHvards a conclusion, even if the conclusion



is to be in the form of a pi“oblen posed to stimulate 
thouglit and discussion.

Be sincere in your approach. A lack of s in c e r ity  
shows much noro than la ck  of s k i l l ,  and a o s t audioncGS 
coji quickly dctoct a lack  of sympathy and understanding,
If your information is important to you, it will become 
important to your hearers. If you do not know the ansv/or 
to a problem, admit it - but be prupar^d to find out and 
provide a satisfactory ansv/er. This method of approach 
will do much to promote the good relations which of neces
sity must be established before satisfactory communication 
can tsike place.

All forms of presentation must la'ako allov/ance for a 
tv/o-way exchange bet?7oen the spci^ker ojid the audience. It 
is better to present less material through audio-visual 
techniques and leave some time for discussion than it is 
to use all the time av.ailable for presentation to the com
plete exclusion of discussion and informal exchange. It is 
necessary to strike this correct balance between the audio
visual presentation of the subject matter and the practical 
application of the material in the form of discussion and 
other activities, ITeither can stand alone,
PRESENTATION IN PRACCDICE .
E IVE BASIC STEPS

The following five steps represent in outline a. well- 
tried and proved technique. If the st^ps are carefully 
followed it will mean an end to "one-way" communication.
•1 , Prepare the audience ; Put them at ease and show your 
personal interest in them. Explain how they v;ill benefit 
from an understanding of the subject. Suggest specific 
points for attention and observation. It is always a 
great• help if the audience is propared and knows what to 
look for: this is of special importance when films are



u.sod as tho instructor xn.ll not normally be able to inter
rupt and explain or call attontion to any point .oncc tho 
screening has comi^Gncodi
2, Present the laatorial; It is,important to avoid a too , 
rapid prosontation of visual material, and the instructor, 
naturally already familiar with his natorials, laay find 
that for this reason alone ho is iiaking insufficient allow
ance for his students to assimilate natorial which is n.î ' 
to them. Care must therefore, bo talcen over the rate of 
presentation. Variation of pace vd.ll both stinula.te and 
add interest but, like the art of story telling, it v/ill
be best developed as a personal technique,
3, Application; It is at this stage thc/b the students 
should be encouraged to examine and apply their nov/ know
ledge, In tho sphere of formal education this could take 
tho fern of a v;ritten exorcise,' but in th<^ore relaxed ' 
atmosphere of cooperative education, a conversational app
roach would naturally be more acceptable. The aid will 
really have boon used to Create a t'^lking point and stimu- 
late thinking. It is of course under such conddtions that 
prospective coop'erators begin to find their ovm answers'- to 
thoir own problems. Tho skillful extension officer Yd.ll so 
guide them that they provide .him with the' solution he 
requires. Real knowledge and understanding frequently ,i 
follov7 from tho discussion and expression of ideas. All 
forms of presentation will bo more successful if active- 
participation rather than passive observance is the aim,
4, Test; A deliberate attempt should be made to assess 
the comprehension of the subject if this has not become 
apparent in the preceding stage. Assess your own effective
ness by moans of a tactful ,and informal use of question and, 
answer.



5* Beviow: Oncc v/oaJcnossos are dotermined, the sufeo&ct
uay be reviewed, and the visual aids used yet again where
appropriate. Sorae audio-visual aids may be subject to
revision, at this stage if this will nake then npro effective-.
lOINTS ypRTd EE.mmiiK£NG: '
1, Use ail aid V'/hich can bo seen by all neribors of your 

audionce. Be prepared to view it criticallj'' fron a 
distance, and niko sure th-t all words are readable.

2, Makg!, sure that all can hoar v/ithout difficulty, . :
3, BMce sure all present oan see both the siDoaker 'and 

the visual na.terial.
' ■4, - Do not prbsent too much material a.t once,
5. Leave the aid on vievir for an appropriate length of 

time. Remember that you may be familiar with ah aid 
because you devised it and are. constantly using it,
Othur are not. Give them time to assimilate the 
matori.al you present to them.

6. Do not leave a poster or chart on permajnent display 
for too long. It v/ill lose it:; effectiveness ojid' _ 
may even detract from the value of material disiDlayed 
at a later date,

7. , Make sure your ideas are presented in a logiccd sequence,
8. Ensure, by experiment and test, that the pictures are 

not subject to ,misintorpr.>^t3.tion. This is particularly 
important with pictures of ,a diagr,?j.amatic type depic
ting movement ajid action.

9. Face your audience, not your visual aid,
10. Do not continue tsJ.king to your trainees when you have 

turned away from them to change part of your visual 
presentation. They may not hear.



11. Nover apologize lor an aid. If it only approxinates 
to your oxact'roquironents, do not use it,

12, llGvar usG an aid which is likely to offend or annoy.- 
It is always useful to get a second opinion on your 
aid fron a person^ or persons v/ho v/ill not give .per
sonal praise.

A "Visual aid or audio-visu,ol old is only a tool in the 
hands of the cooperative training officer. To attempt to 
n,ake a training session nore interesting neroly by adding a 
few pictures is a technique which is inadequate and is 
almost bound' to fail. The training oxficer nust first 
analyze his problon. Only then .can ho dccide upon the 
best forn of aid to use under local conditions. It is hard 
to better the personal touch of a visual aid prepared to fit 
exactly the rcquirenents of the local situation-. It is also 
\7orth rerLie,nbering thn.t no aid will be of real value unless 
it is presented with ent.-husiagn.

144/4/79



3 t 0

d e s i g n i n g

a  >

T R A I N I N G

PACK

D a m a n  Prakash

INTERNATIONAL COOPERATIVE ALUANCE 
Regional Office and Education Centre for S-E Asia  ̂

Post Box 3312, 43 Friends* Colony, New Delhi 110-014



INTERNATIONAL CQfPEBATWE ALLIANCE
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Introduction

1. Essential ingredients of conmiuntcatlon process are (a) the Sender, 
(b) the message, (c) transmission, and (d) the audience. Another equally 
important factor is termed as ’’feedback*' which completes the two-way process 
of communication. How a message 
is cocranunicated, and how it 
travels from one end to the 
other can be explained better

r V ’ j?.,.
V

A Paclc
/ — V

> .f<,
A/ /' rr. .

Message
Encoding

Trans
mission

Sender
with the help Of this illustration.

f . f • •

Feedback helps the sender In determining the accuracy of the cusesage and 
in identifying the right type of audience, and, of course, the correct 
channels of communication (transmission) which have been made use <>f. In 
this case the sender is the teacher, or the trainer or the manager. The 
message originates from the teacher and gets consumed In the audience.

2. The tedctler makes use Of various methods of teaching and applies 
various teaching ikids in order to make his ideas clear* In this paper we 
will' discuss how a teacher catt make his work easier' by making use of a 
training package (or training pack). The techniques of constructing a 
training package will be discussed here. This Is a modern technique of 
imparting ins true tioî' and improving skills.

Audience
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3. The teacher, after identifying the subject of the message encodes
• ‘ 'f

it in such a fashion that it is easily understood by the audience for whom 
the message is intended. The identification of the subject or the topics 
is 3 very delicate task and the teacher has to devote a lot of time and 
energy in accurately determining the topic and its various aspects> After 
the identification of the topic the teacher then considers which aspects 
of the topic need what atoount of attention and stress and In which order. 
Naturally, the topic has to be further broken down into units or modules 
and each module has to be so placed that it relates with the other* The 
first module should relate with the second one and the second one with the 
third one and the third one with the fourth and vice-versa. Once the 
logical division of the topic Into nK>dules Is achieved, the teacher then 
decides how much and which type of material could be added further and 
which material could be discarded, or rearranged. He has then to hunt 
for authentic material by conaulting references, holding discussions with 
the relevant people, experts, subject specialists and by going around on
his own to collect visuals and other material. This material Is needed to

/j ^ • support the assumptions and statements which are to be made during the 
course of the lesson. After collection of this support material, the 
teacher then puts the facts in the form of mrdules duly supported by visual 
aids and other illustration material. Here he makes use of various media, 
say, audio*vlsual aids. Each npdule is thus complete with text, teacher’s 
notes, students' notes, audio-visual aide, and exercises etc. All other 
modules are constructed In the similar fashion. At a later stage, all the 
modules are kept In one large-slze container, or a box or fllehoHer 
that collection is termed as a "traln^g package”.



4. After the training package is ready, the teacher puts it to various 

tests to find out if the material maets the requi-rements ol; his audience, 
if the material needs any revision or adaptation. He collects the reactions 

of his friends, colleagues, experts, subject specialists and the audience.

He incorporates all these reactions into his training pack and revifiles it 

wherever needed. The teacher keeps the training pack with him arid uses It 

in its entirety or in parts whenever he is to undertake any teaching 
assignment on that subject. He can leave a little note in the training 
pack giving Instructions for those who might like tp use th^ training 
package in the absence of, the teacher. The designer of the training: i>«ckage, 

the teacher, thus creates a spectalist-assistant for himself while ccmmini- 
cating his ideas to his audience. When the training pack is used by any 

other person than the designer>teach^r himself, he is actually present in 
the training package but outside the classroom. The. training package 

almost replaces the teacher. This notion has been expressed over and over 

again and it is regarded absurd to think ot training a group oi people 
without the teacher himself. This is not actually the caee. ihu teacher 

is very much there and his presence is extremely impurtaut. He plans the 
subject, reduces the subject into modules, supports the nwdules with 
supporting material, authenticates the training package, and undertakes 

updating and revision of training pack as and when necessary. Without the 

teacher being there, this would not be possiblti. so the teacher is needed 

and is a MUST in a training situation. He is a friend, philosopher and 

guide of. students. The only major difference if? th«t he need not be present 
eve try t irae iio. the ,p,lassirooni when the same topic is diacussed. His training 
package can do the Job.



Concept of a Training Package

5. By a training package we mean a systennatic collection of educational 
material on a particular subject divided into cohesivc nwdules containing 

relevant audio-visual alds« exercises and evaluation devices aimed at 

imparting the most jsuthentic knowledge and skill to the learner. The train'
I

ing pack is based on the modular system under which the training material 

consists of Independent but inter-related units which can be put together 
to meet a variety of training requirecoents.

6. Hie training package is not produced by one persoti alone. It is a 

result or a product of a combined eff<^rt arui where several heads and hands 

work together in unison, the end-product is supposed to be perfect or near 

perfect and autiientlc. The teacher devices the mBthodology, and the team 

of subject specialists and resource persons chosen by him« help the teacher 
in constructing the training package.

i
7. To. understand the training pack better we can say that this technique 

is a part of self-instruction or progratmied instruction method of training. 
There can be two types of training packages e.g. 1) Trainer's Package, and

11) Learnars* Package. The trainer's package is used by the teachers to 

impart a certain knowledge or skill to the learners, while the learners' 

package^is aimed at putting the learner In a position where he acquires a 
certain knowledge or skill by using the pack himself.

0. Some other terms given to this instructional material are "training

manuals”, "training guide", "training kit", "progrananed boOl̂ ', etc. When
ever be the name, a trainer's package is the teacher's a*«latent while the 
learners' pack is the companion of the learner himself.



9. Training packages are today employed in raanagensent training,
vocational training and in improving the skills and knowledge of a variety 

of people. They avoid wastage of manpower, time and resources which can 
otherwise be usefully employed in improving the training programmea. They 

lay special emphasis On the principle of "active: î iv<3lv«raent" of the 
teacher himaalf and the learners. They tend to make the task of the

teacher much easier and allow more time to hlja to develop more material

for otti(i£ categories of people. Training packages assume the role «f the 
teacher to a great extent'.

■ •

Construction of a Training Package

10. l^t us now discuss the techniques of production of a training

package. Xt la an interesting ^erclse for^ the teachers to. undeirtake 

production of their Own training package. Provided the teachera have 

some Interest In undertaking the production of this device, there is 

nothing which would dlecdurage hi®. It ia, therefore, iraport^nt to take
note of the following rather carefully.

<1) Use of Project Format

11. Before deciding to take up the production of a training package, the

teacher h^s to give a shape to hla Ideas. This is done by making use of a 
Format (see Aat^e I & II)* The main purpose of using this format Is to 

determine the MAIN AIM of the training package and the Objectives that are 
sought to be achieved by using It. The format helps the teacher In 
consolidating hlo thoughts. The subject of the training package ia precisely



indicated and Other information is also included In the forroat. This 

becomes the guideline for the teacher and his team members to go ahead 
with the construction of the training pack.

12. After its completion the Project Format is studied carefully,by

the teacher fnd his team members and then discussed.with subject'specialists 
and with a fev membere of the target audience in order to determine the 
usefuffieas and relevance of the subject and the terminal objectives set 
forth therein. It is regarded proper to have discussions .on the subject 

fortnat several times which might also result into its rewriting.

(ii) Stages of Production

13. The' construction or designing of m training package passes through 
six principal stages (see Annexe III). These stages are;

Stage I Identification of Main Subject
Stage II A. Breakdown of the Main Subject into cohesive

and inter-related modules
B, Selection of Module/Modules on which

Instructional material is to be produced. 

Sub-modules are created at this sta;^.
Stage III Collection of material, sifting of material,

process of consultation and referencing

Stage IV A. Concretising the rtKidule. I'his included the

script writing, sequencing of tnaterlafi 

identification of cOBmmlcdtion toedia to be 
used.
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B. Production of matetlal on each module. This 
includes application of audio-visual aids, 

exercises, case studies and other material.
Stage V Putting the material relating to «ach snodule

Into separate covers with specific instructions 

as to how to use. This is the’stage'Of r 

completion of taodules.

Stage VI Putting all the modulae into a main cover and

called ’’Training Package on

14. Let Us now go «ver the stages of production of. a training package 
once again for a better understanditig.

StfttgJt.
Identification of >ub1ect. Each cotssaunlty has some problems.

f'

S*itne are cotitplicated problems and sotae are those which can be solved 

easily with some assistane^ or ins truce Some people have

problems which are created by their mental Weaknesses anid some have 
problems relating to ttie fikllls. Some have emotional, pro^blems and 
some have financial and other social difficulties*. Everybody likes 
to get over his probletfas’as feat as possible.

So ^he man naturally looks towards his teacher or friend to help 

him solve his probleois. Agricultural coranainity may have specific 

probletiis relaiting to the cultivation of a cer£«in type of qrop, 

cooperative teachers may be having problems as to. how.to teach 

Principles of Cooperation or how to produce a certain tOiechlng
.......... 8 /



aid e.g. flanaelgraph or the like. Tfie teacher classifies the 

problest v^lch is persisting an^ which needs soiae solution. These 
prolsleBiis can be (a) cognitive (b) affective, or (c) skill-oriented. 
By making use of the Project Format (see Annex® 1) the teacher is 

able to precisely determine what the problem Is an4 what sort of 
oaiterial As needed to find a reasonable solution to the problem.

S O ,  Stsga I of production involves the use of Project Format.

Sissoi
Modules. The subject Is now broken down into chapters, sections or 
xialts or to be sp«ciflc into MODULES. It .Is «lon<|̂ on the basis of 
m&ln factors which form part of thet toaln subject. ?l}@se main 

factors Or points are to be clearly Indicated. Breakdown of the 

subject Into convenient modules helps the teacher In explaining 
the subject to his audience step by step.

Kste Is a point of caution. The tMcher briefly dlscuasas the 
msln tsodules. It is obviously very difficult tp produce material 

on all the taodulee because this,^fsxercise involves a lot of efforts, 
msources and tooney* Also it is. not feasible to pnesent all the 
modules to the class at one tisMi> The t;eacher, therefore, selects 

one particular module and sub-divides it into units or sub'oodules. 
The form will be socoething like sub-chapters of the tnaln chapter.

^ a n  tha material on all the DOain laodulea is pro4uced, it can be 
presented over a period of tine, say, a training course spread over 
« week or a snonth or even aiore. Referring to Annexe J V  '•Farm



:,x tens ion**, for i^tdace, the teacher can i>roduce material on all 

he moduies (k-1, M-2, M-3, M-4 and M*5) but th« presentation of 
his material will have to spread over a period of time. In this 
case the teacher has selected only M'3 for presentation ' at one 

iession.

The teecher thus takes up one step, explains it, discusses it, 

siJiisaarises it, undertakes an evaluation, and then takes up the 

other sub-module. The second sub-^oodule begins from where the 
I irst sub-taodule ends. There is, therefore, an inter-relationship 

between the two sub-nodules {tad thus all sub-mpdules are related 

to each other.

This is- also the stage when the teacher and bis team oeinbers mtake 

asa of Sequence Sheet (see Annexe V & VI). The teacher now 
allocates the work aoiDng his team members. In fact, each hMtober 

ts given the task of taking care of one module. The teem member 

then makes a rough use of these Sequence Sheets. He makes a brief 

note on this sheet of the visual to be useid and against it writes 

what he would like to say at the time of presentation of that 
visual (See Annexe VI). The unit or the module is thus reduced on 
these sheets. These sheets are to be serially numbered.

Stage III

Collytlqn of material, sifting of material, process of consultation 

and referencing. Once the break-up of the subject into modules and 

aub-modules is done, it becomes necessary to support the modules



tascarial, e.g. photographs. Illustrations, eKercises, inter- 
views, discû e.lons,, case studies etc. The teacher makes a broad 
selection .of material which Ue coij^lders relevaiat to support each 

module Or 8ub>aK>dule. The material ia collected from resource 

centres, libraries, by holding interviews with conceroed people,, 

by taking photographs, by making rough notes etc.

Staita IV

Concrettslrig the modules and j^i^uctioh of taaterlal ’̂ After the 
completion of the irough wcJrk on sequence Sheets, all t*e team 

members get together and digcU^a their assignments aznong thesaselves 
to avoid duplication and to remove unnecessary parts and to 

consider ihcluslon of other material and Inforaation. At this 

gtage, the production work coraneQceg. The team raesabers get 

together and undertake the production of material. Sequence Sheets 
are now written in a fair form, and the visuals etc, are actually 
produced. These Sequence Sheets now serve the purpose of "notes for 
the teacher** to aooie eactent.

Stage V

Unit Packs or Modules. At this stage thfe Sequence Sheets, duly 

numbered and arranged in the correct or^er, are put tdgether with 

the visuals and other inforraation material, in separate modules or 

containers or envelopes. Each envelope is then given a little 

outside e.g. ’’Module I - Crop Protection: Training Package on Farm

Extension". The taodule will now contain the Sequence Sheets,

......11/



Teacher's Notes, and the supporting material like the audto-vlaual 

aids, proforma for exercises and evaluation sheets.

StaKe VI

Training Pyt^ge. When all the iao<|̂ ,le«, or unit packs are placed 

togethttr inte a bigger avelppe, it is, ,called a Training Package* 
The package now contain* a, number of modules or unit paclu , and
a complete text of the tnanuscript of the training pack, project

format, and evaluation sheets. It would fee worthwhile, it thia 

stage, to have a look at the “Steps tb Follow in the Construction 

of a Training Package” appearing as Annexe VII.

An Exuaple;. Training Package on Farm Extension

15. The chart (at Annwee IV) gives an idea of breakdown of the subject
•’Farm Bxtenalon" into modules. In this case the teacher has decided to
construct a training package an Farm Extension. He has broken down the 

subject in the following manner:

Module 1 Corn Growing 

idule 2 - Fertiliser, Pest^icides etc.

Farm Extension Module 3 - Rice Growing
Module 4 - Hog Raising 

Module 5 - Poultry Faming

16. The teacher kmjwa that it would be extremely difficult to.produce 

material On all the modules. It would be very laborioua and ex^nsive.

taka a lot of time to produce the material on all the modules.



He has therefore decided to breakdoim ene particular t»?dule ' in this 

case Module 3: Rice Growing - into sub-iaodules or units. He has thus
covered the subject In the following manner:

Sub-Modiile 3 .1  Prepariatlon of Soil and Seeds
Module 3
RICE GROWING

Sub-Module 3.2 Transplantation'Process
Sub-Module 3.3 Crop Protection

17. 'Shis is the most logical manner of presentation of a subject. Be

will now go ahead with the production of material to illustrate and 

support all the three unite of Module-3. After {mtting the material in 
order e.g. Project Format, Sequence Sheets, Teacher’s Notes and Audio- 

Visual Alda, into unit hi' Is able to produce a training package

on ''Farm Extension with speciai refereiim̂ e to Rice throwing**.

Teacher's Notes

18. At the time of presentation of the training package the teacher 

has to place in front of him a sheet containing the guidelines on which 

he is to present his subject, lliese need not be detailed notes. A note 

on the preparati6n Of Teacher's Notes is placed at Annexe VIll. These 
notes also should form part of the training package as wê ll. In the 

absence of the producing-teacher, other teachei^ can also make use of the 
training package with the hel^ of these notes.

19. l^e teacher presenta his training package to his audience ai^ uses 

the mateflal' that forms its patt^ IW may use group diacusslon method

or a ‘straight lecture method. After the presentation of the training

..... 13/



package, it so happens that the 'teacher packs up all his material arid 

disappears. No notes or handouts are distributed antong the members of the 
audience. During the course o£ the presentation of the training package, 

the students make some notes on their own» When they leave the class 

after the presentation they nearly leave the knowledge also in the class'* 
room, because the teacher was not able to distribute any handouts to them. 
In order to enable the students to refresh their tneraory on the subject, it 
would be very helpful if they were given some written notes,

20« In some cases, the teachers distribute the text or the copies of the 

Sequence Sheets which also contain some illustrations. It is advisable, 
however, to prepare brief notes for the students.

Evaluation

21. How effective has been the training pack can be the relevant question 
asked by the teacher and also by the audience. How to detenalne the 
effectiveness and usafulnese of the training package? How £ar has the 

training package been able to stand up to the main aim and objectlvesf 
Answers to these and many similar other questions can be found by under

taking some sort of an evaluation or assessment of the training package.

22. This can be done iji several ways e.g. (a) by distributing evaluation 

sheets and analysing them, (b) by sending the training package to a panel 

of experts or subject specialists for comments, (c) by demonstrating the 
training pack to sotae selected members of the target audience and obtaining 

their first-hand reaction, or (d) by having an Informal opinion of 

colleagues etc. Several other methods of evaluation can bd found by the 

teacher himself.



23. It iri, however, edaential that a training package must be pre-tested 

dfid duly revised before classifying it ae an authentic training package 

and by releasing it fssr use.

24. It might also need revision because of the change In policy, 

practice or (due to time factor. The producer therefore should ke«t> his 

ears and eyes open and undertake adaptation, revision and updating as 
and when necessary.

ConclusIon

25. A training package is that instructional material which is based 

on the modular system duly supported by visuals, audio-visual aids, 

exercises, case studies, etc. and which explains a subject stage by stage 

for an easier understanding by the audience. It is the companion of the 

teacher and cart, to some extent, replace the teacher himself. The 

importance of the teacher in the classroom cannot, be overemphasised

although, while making use of training package, the teacher can make his
'■ '..f ■:

task easy aritd devote his titae to create tsore instructional material* The 

training patkage contains project format, which contains the title of the 

subject and defines the main aim and 4:he objectives sought to be achieved.

26. There is a »yfltom of prqducti^n of a,training package and it involves 

the teacher and his team members. This obviously means that many heads and 

hands are involved irt its pro4uction. The contents are discussed with

^perts, subject specialists and metobers of audience before undertaking the
production so that the package î  standard and authentic. The teacher

makes use of teacher's notes jand prepares notps for the students which help

them in keeping their metsDry fresh.
... ......15/
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27. There is a consCant revision, adaptation and updating of the 
training package on the basis of a continuous evaluation and assessment.

28. It is an expensive! exercise and should therefore be taken up with 

great care. Although expensive yet its achievements and effects are 

spectacular and rewarding. It is a challenging exercise.



TRAINING PACKAGE / PROJECT FORMAT

1. Kama of the Project

2. Media
3. Language
4. Froducsro of the Package _____________Coordinator

3. target Population

6. Age group
7. Ability

8. Other relevant factors

9. MAIN AIM of the Package

10. Terminal Objectives a.
b.
c.
d.

11* Attached documents a. Script of the lessons
b. Teachers Notes
c. Students* notes
d.

12. Reasons for choice of the media

Sigflsture of tlw Coocdiantos



EXAMPUS OF A PROJECT FORMAT

P R O J E C T  F O R M A T
1. Naffle of the Project

2. Media

3. Langauage|
4. Producer^ of the 

Training Package

5. Target Population
6. Age group
7. Ability

8. Other relevant 
factors

9. MAIN AIM
10. Management Objectives

TRAINING OF COUNTER SALESHEN OF 
CONSUMER COOPERATWBS
■ Lecture Method 
Audio-Visual Alda
English
1. TT Thomas (Singapore) Coordinator
2. Hayati Salleh (ISalaysia)
3. W6UI Se Silva <Sri Lanka)
A, P. Phawaphutanond (Thailand)
SALESMEN 
20-30 years
Can read, write and converse fairly 
well in English
a. Goods have bean properly displayed
b. Pricing tea been done
c. There is a wide rang© of goods
d. Poor sales
e. Goods are available in plenty
f. SalesMn are properly paid
g. Salesmen are both males and females

TO INCREASE SALES
1. To Increase sales by 10% 

for this fiscal year
2. To increase the product 

knowledge of the salesmen
3. To maintain a high degree of 

custoner relationship
4. To increase £he efficiency of 

the sslestnen
11. Attached documents 1. Script of lessons

2. Teachers' notes
3. Photographs, charts, etc.

12. Reason for choice of the medlura of Training Package (briefly)
Since the target population has a fair knowledge of English, the 

lecture taathod la adopted. Since the activity of the persona concerned 
is mainly of a practical nature, audio and other visuals are used in the 
classroom.

Date: 15.2.1978 (sd) TT Thomas {Coordinator)



CONCEPT OF A TRAINING PACKAGE

I ANNEXE III
P R O B L E M  A R E A S
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STAGES OF CONSTRUCTION OF A TRAINING PACKAGE
> Example: FARM EXTENSION
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ANNEXE V

SEQUENCE SHEET FOR AUDIO-VISUAL MATERI/iL

Su b je c t Page Number
--- 1

1 Unit Number

Sr
No



EXAMPLE OF A SEQUENCE SHEEt

i •I
Subject: Channels of Marketing 

Presentation : 
Discussion :

Page No. 7
10 minutes 
. 5 minutes Unit No. Ill

Sr.
No.

Suggested visuals

SLIDE

showing the sho^ 
of a private trader

Verbal/Narration

The narrator has to give the private 
trader's characteristics as the 
following:
1. buys at lowest price
2. £am»r has to carry goods to him 

and waste his time and money
3. private trader does not pay cash 

price iimnediately
4. He only buys best quality goods

P0S1SR
Exchanging 
expensive farm 
produce with cheap 
consumer conanodity
(plastic bucket)

Secondly, the barcer system should 
be explained.
Points to be stressed;
1. Low price for farm produce
2. Wastage of time and money 

for transport

SLIDE
showing a 
Governinent 
Collection Centre

Thirdly, the extension worker OKplains 
the functioning of the Government. 
Marketing Department and gives Its
defccts
1. Corruption and indiffereace
2, ^ e y  scmotitaes buy frpm-,raiddleraen
3» Fanners have to carry their 

produce to collection centre
4. Low and fixed price for farm 

produce



STEi»S TO FOLUW IN THE CONSTRUCTION OF A 
mi N I N G  PACKAGE

By making use of a training package in your education and training 
prograinraes you are going to make your own task ae well as the task of the 
learners easy> With the help of the training package you are going to 
diminish the disturbances in the process of coimnunicstijon. In order to 
make the training package a trusted companion, you should follow these 
steps in its construction.

1. Select the subject - it can be a broad subject, not necessarily 
a precise one.

2. Identify the target population for which you are going to design the 
training package* All training packa cannot be effectively ttpplied 
to all types of people.

3* Set the MtilN AIM of the training package, this has to be defined as
consisely as possible. Tliere should not be too many of ideas and 
themes in the M M H  AIM*

4. Define the OBJECTIVES that you wish to achieve after the application 
of the training package, liiese should be your Terminal Objectives.

5. Be aware of the availability of material.
6. Select the right type of media and take into consideration its 

availability. The media should be related to the general level of 
understanding of your Target Population* Do not make It too 
sophisticated.

7. Collect suitable Infonaatlon from various sources* It would be 
necessary for you to make trips to farmers, their fields, meetings 
with experts, consulting of standard documents and obtaining of 
information from well-established resource centres.

8. Plan or organise the instructional material* Make use of a lesson 
plan and prepare your teaching notes* The instructional material 
should be in a sequence*

9* Produce the rough visuals on the Sequonce Sheet.
10* Synchronise the audio part with visual Images (If sllde-cum-tape

synchronisation is to be used.)
11* Prepare teachers notes and student* notes*
12* Prepare Evaluation Sheets and keep enough copies ready,
13. Pre-test the training package with limited audience.
14. Incorporate changes aad standardise the training pack for use.



GUIDELINES'Of! THE PREPABATION OF 
XiiACHER'S NOTES TO BE USED IN CONNECTION 
u r m  A TRAINING PACKAGE

Following are some of the guidelines which a teacher should keep in 
mind while preparing hla notes to be used in connocClon with the 
Training Package* These notes> if prepared carefully, will keep the 
teacher on right lines while in the clase. "Kiis will also help him 
in making the right use of the Training Package.
Section I General lattoduction (to the subject)

Brief details of the Training Package 
(The teacher should mention why he cbo«e to use the 
training package and what it actually contained and how 
It v^uld be relevant to the subject and the audience.)

Section 2 Objectives (of the lesson)
Section 3 Target Population
Section 4 How to use a package? (These will be the guidelines

for the teacher as to when to make use of a certain
portion of the training package and with what etsphasls)
a. General details of necessary equipment, classroom 

situation, preparation* introduction etc.
b. Detailed Instructions on how t* use this package 

taost effectively:
I. contents, duration and number of

slides and other visuals,
II. necessary prc-knowledge for instructor

and students,
III. knowledge/experience level required to use 

this package effectively.
(Here a Lesson Format can be included)

iv. follow-up and evaluation suggestion,
e.g. verbal, written, drawing, practical, 
discussion.

Section 5 Students' Handouts. A suttsnary of the text (where
suitable). After the lesson. It is necessary for the 
students to receive something In a written form which 
could help them in recollecting the main points of the 
lesson. If the Teacher's Notes are Important, then 
equally important are the Notes for the Studcntf?.



©

HAND OUTS

A) Hand-outs, are to reinforce and support the learning.
Process, they are intended j

1) to foster retention by enabling the learner to revieuj the 
lecture individually.

2) To prouide the learner with a summary of the essential information.
3) To giue the individual learner visual help in understanding 

a process, a sequence of actions, a technical problem,

B) The hand-out is not a substitute for literature, books and other 
instructional material. It is one of the media besides others intended 
to reinforce the learning process.

N.B, The handout is not a substitute for lack of cooperation and attention 
during organised learning activities,

C) There are four kinds of hand outs ;
1) Hand outs distributed before the session starts,
2) Hand outs distributed after finishing subject,
3) Learner's notes,
4) Tests,

C,l) Gives' the learner the chance to recognize the sequence of the
learning steps and to be able to make notes accordingly,

C,2) Gives the learner a brief summary of the learning process dealt
with during the training.

Any additional information like reference literature, related 
fields of knoujledge, forms for individual assignments whether 
practical U/'ork or research-, shouldbe 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 ujriting down notes, to guarantee the proper sequence 
of notes and to save time.

C.4) Tests. Should be arranged in such a luay that the learner has
to solve a problem of perform a task not to demonstrate his
ability to merely memorise the text.



HAND OUT^

TEST
I

l) Please prepare :

Hand out to be distributed before the lesson starts,

Hand outs after the lesson finished.

Learners notes.

Test,

For the follou/ing subject s

2) What objectives do you intend to achieve ujith your hand-out.



C) (continuation) 

Reasons for : 

Cl

C2

C3

C4



HAND OUTS

A) Why ;

B) Hand out is no substitute for ;

C) What hand outs are given to learners?

1.

2 .

3..
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AUDIO-VISUAI AIDS WOEKSHOP

THE USB OF CHAIgBOARD
The chalkboard (or blackboard) is perhaps the most 

conmon visual aid, and can be one of the most useful. As it 
is so readily available, it is essential for all training 
personnel to be in possession of a good basic technique. The 
size, position in the hall or neeting |)lace, the ease with 
v/hich it can be nade to command attention and its flexibility 
in use are factors which contribute to the possible effective
ness of this aid. It is economical, long lasting and requires 
only a minimum of maintenance and ease. It may be used to 
ipresent drav/ings, sketches, naps, diagraus, graphs and 
statistics for the summarizing of discussions, and for 
general v/ritten work. Capable of such versatile use, it-is a 
natural supplement to, all other forms of aid. The coopera
tive education and training officer will find the chalkboard 
a particularly useful working aid vjhen it is necessary to 
present facts for study, and to explain cooperative princi
ples and procedures. The chalkboard may be of special value 
for;
1 . ir'lanning group projects;
2. Explaining cooperative Principles hy means of simple 

diagrams;
3, V/orking out daily, ¥/eekly and monthly plans ?/ith a 

study group;
4, Explaining the functions of cooi)era.tive officers, and 

rules and policies for cooperatives;
5. Showing in diagrammatic form relative costs and statis

tics;
6, Presentation of drawings to introduce topics for 

discussion;
7. IIi.lustration of points in progress reports to coopera

tors;
Although the specific application of the chalkboard is 

naturally in the hands of the extension officer, the board



itself must be correctly sited and the seating in the room 
conveniently, arranged for the biest overall result, A board 
measuring 120 x 180 centimeters ( 4 x 6  feet ) will give a 
good working area, and two boards of this size may be used 
with advantage. It must also be reneiibered that a good 
technique is really v/orth cultivating, and that practice is 
rewarding. I

If a large board is used, care must be taken not to 
place it so high that the top is out of reach. The bottom 
edge of the board should be from 75 to 90 centimeters 
( 2 feet 6 inches to 3 feet above the floor level ) .
LAYOIjTl AITD llLMNING;

It is always best to plan chalkboard work and to note 
down exactly what is needed on the board. This does not 
mean that a plan must be rigidly followed but, if such a 
scheme is worked out, it is ofcourse easier to adapt and 
change when necessary, A plan is essential for work summary, 
and it takes only a short time to arrange ideas in a sequence 
for visual presentation. As with any type of visual aid, 
the work must be presented in a logical order, and a sketch 
of the intended layout of items on the board can form a most 
useful working guide.

Neat work on the board is an aid to attention, and ?/ill 
help toward a <iuicker understanding of the material. Chalk
board arrangements should be :

( a ) Legible
( b ) Simple
( c ) C^iear
( d ) Interesting
All drawings and illustrations, simple and bold, should 

be assessed from the back' of the room to see if they are 
clear enough to be readily understood without undue effort.



It is sometimes useful to write pencil notes on the 
board at eye level. They can be seen only by the user and 
nay be prepared before a formal talk begins. They may act 
as an aid to the memory, and save constant reference to 
prepare notes and plans.

Planning is an aid to better presentation, and is most 
important v/hen using the chalkboard,
PRINTING AITO m i T i m :

Slanting ?\o:'iting is not easy to read, and writing 
which starts high on one side of the board-and slopes down 
at the other is irritating to the observer. Moving across 
the board when writing helps to eliminate this error. To 
be easily readable chalkboard, wiring should be between 5 to 
6 centimeters (2 to 2̂/z inches) in height. Fnen ?rards need 
to be underlined for emphasis, this must be done noat.Ty and 
unwanted material should alv/ays be erased.
USE Qg COLOUR;

Coloured chalks vary in quality and colour density. 
Pale colours are more effective than deep ones, and some 
colours are easier to see than others, especially against 
a matt (non-shining) black background. Generally colours 
should, be selected for their clarity. This is a .useful . 
guide:
White
Yellov/
Red

Good contrast with green & black backgrounds.

Valuable for adding interest to a board, for 
Light Blue adding coloior to drawings or for underlining

key words or phrases.

Not so effective: in some cases very diffi
cult to see,

Green
Brown
Purple
Darkblue

An olive green chalkboard surface is restful to the 
eye, and yellow chalk gives a good level of contrast against 
this surface colour, •



•wi.

TQOLS & TECEITIQ.UES ;
CHALK - ;

Always select the best quality available. Better 
quality chalk can be used ?d.th. a lighter pressure, and is 
free of impurities which can cause unpleasant squeaks when 
writing and may even damage the surface of the board. Some 
v/hite chalkj is coated with lacquer to render it dust-free 
in the hand, The so-called "dustless" chalk is a heavier 
substaiice and is more expensive, but is longer lasting, and 
will produce fine, clear lines. '•
EEASERS; -

Felt block erasers are the best andbleanest in use, 
but the chalk dust needs to be beaten out of then frequently. 
For best results, always finish cleaning a chalkboard with 
vertical strokes of the eraser.
D R Y I N G  CIRCLES -

In the absence of a chalkboard compass, this need 
present a i^roblem, A string loop stretched between a finger 
held in contact with the board and the chalk \?ill prove quite 
an effective substitute, or a strip of card in vfhich the 
axapropriate holes have been made may be used.
R UI-ING LI FES -

A flat piece of wood about 75 centijiieters-(30 inches) 
long will make a satisfactory ruler, anc a small handle 

may be attached to make it easier to hold, A cardboard ■ 
roller may also be useful. It can be rolled across the board 
and used to draw parallel lines.

Faint but straight lines can be "snapped" onto a board 
with a string covered in chalk. The string should be stre
tched tightly from one side of the board to the other and 
then "Plucked" like thetetring of a musical instrument, t?hen 
it will leave a line of chalk dust, A string eoald be kept



in the chalk box and then v/ould reraain penaanently inipreg- 
nated v;ith chalk dust. Lines so produced, form a useful 
lettering guide.
TEMPLATES -

Teiiiplatos can bo a nost useful aid when it is necessary 
to produce a series of siiaple outline drav/in^s. They can 
save much time, and vs/ould prove specially useful to coopera
tive training officers v/ho have to prepare statistical dia
grams. Such templates nay be cut out of thick card on thin 
plywood or hardboard and provided with a small v/ooden handle. 
The template is held against the surface of the chalkboard 
while a chalk line is drawn round it. The technique nay also 
be used for the i:>roduction of outline maps, human figures- 
and so on.
PRESiNTATI^:

One. of the problems associated with fixed chalkboards 
is that material cannot be prepared in advance and cocealed. 
If all visual material is on view at the beginning of a 
training session, those taking part will soon tire of it, 
and the freshness of approach and even the point of the 
lecture itself nay be lost. The stimulus given each time 
new material is presented vrould be absent, and the atten
tion of the audience hard to retain. There are however, 
several ways of overcoming tliis difficulty and three are 
given below :
1. A ligliiveight black curtoin may be suspended from a

wire and arranged to fall directly across the front of 
the chalkboard. The curtain can be drawn back stage 
by stage to reveal material already prepared. The 
kno?;ledge that more material is yet to be presented 
always helps to maintain interest in the subject 
matter.



Illustrations drav-m and lightly erased v\/ith. a folt 
chalkboard eraser are not, visible froia a distance nor 
can be seen quite, easily by any one standing close to 
the board. Matorial i^repared in this way can be lined 
in when needed and thus be raade visible to the group 
as a whole,

3. The "dot-dusting" techni(^ue is vory useful and effec
tive and requires only a little time and no expense.
It is particularly useful if the sane basic material 
has to be repeatedly presented. It can save hours of 
preparation and can give a really spontaneous look 
to ch.alkboard work.

P5E..-ARING A DOT-DUSTING QUTLIFE;
1 , A full-yize drawing of the material to be presented

is prepared on a sheet of brown paper oo^acking paper. 
As this does not have to be shown, used but otherwise 
undaLiaged natorial will prove quite satisfactory,

2, A series of perforations at close intervals are aade
along the linos of the prepared drawing using a conpass 
point, the sharp point of a pair of scissors, or of a 
large .needle. Alternati-gely a sewing machine with
the thread renoved and with a large stitch setting 
could be used. The air is to uake a perforated outline 

of the final work required on the chalkboard,
3. The icompleted perforated outline should then be firmly

held against the surface of the chalkboard and' the
lines patted gently with a ch,^lkdust-filled board,
eraser, when this is done and the perforated outline 
is removed, a faint series of chalkdust dots'will be 
seen on the board. They will be visible only to the 
instructor.



The dots so produced may then he used as a guide to 
the production of the required illustrative matGrial during 
the course of the lecture. It is of course only necessary 
to complete those items needed at any point in the progran, 
and dot-dusting outline can be used for the preparation of 
the saiAc material on another occasion.
HUIilM gIG U RSS :

It is not necessary to have artistic' talent to portray 
hunan figures on the chalkboard, Matchstick-type figures 
raay be used to supplement a storytelling technique. These 
axe quite easy to draw; expression and character can bo 
shoTO in the face of the figure and an impression of action 
readily conveyed.
TWO-BOARD SYSTEM :

The two-hoard system is a most effective way ox using 
chalkboards without the addition of charts or any other 
visual media. It may be of special value for less formal 
. sessions and discussion groups v/hich form an essential iJart 
of cooperative training and education. The technique 
involves summarizing points one board, while the othex’ board 
(viThich may be an- easel type if the main board is fixed) is 
used for less permanent work - incidental explanations, 
group thinking, the illustration of points to stimulate 
discussion etc. The main theme ;ind its apiropriatc summary 
remain visible on the main board,
CONSTRUCTION AND CARE IN  RURiiL OONDlTIONS :

A sheet of hardboard of plywood makes a. good chalk
board, It may be’ attached to the wall by screws driven into 
holes filled v/ith a wall-plugged compounO.. Screw cups or 
washers should be fitted under the screw heads to provide 
a better fw'm of anchorag-e. If a thin wooden surround is 
used, both hard board and wooden surround may be secured by



steel masonry nails. In both eases it is laore convenient 
if the boards are painted before they are finally fixed in 
position, :•

Cement-surfaced boards are conmon., but unless they
i'- 'are prepared correctly they are inclined to use up a large 

ajuount of chalk. The final skimning of cement plaster should 
be finished m t h  a good quality plaster's steel trowel. The 
plaster must not be overworked nor must it be too rich in 
cement, or jcrazing and cracking of the sur.face m i l  result. 
The ceiient must also be well cured by keeping it wot for 
about two days after the initial set has taken place, and 
sufficient time must be allowed for the mixture to dry out 
thoroughly before paint is applied,

A freshly painted board will need to be "broken in" 
when the paint is dry. This may be achieved by lightly 
covering the whole surface of the board with a layer of 
chalk dust, and th.,n carefully removing as much as<i)Ossible 
Other^^ise, the surface will be badly marked at the first 
erasure.
M A I N M A N C E  GAliE :

Periodically chalkboards should be thoroughly washed 
to remove any accimulation of chalk dust. A thin type of 
chalk-board paint or renovator x/ill restore a not too badly 
worn board to its original condition.
GLARE :

Look for light refelctod from the board surface. If 
the board cannot be moved the problem must be tackled at 
source, and a curtain or other suitable material bo used to 
obscure light from the offending \?indow. Special care is 
also needed under artificial lighting conditions, and it may 
be necessary to chaagc the position of either lights or 
seats before satisfactory results are obtained. Always check 
for glare, but ila^lt -from a seated position. \Vhen standing, 
the effect may be quite different.
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jUJDIQ-VISuAL A1D& mmSHOi- 
THE USE ug jPLMIlBLGRAirg. i.IAGN^TIG BOARS M D  ALfa-u;SlVjj AIDS:

FLMHiilLGaiU-H'
- The flanneli^raph is a liiost adaptable and flexible 

teaching aid. The user is able to present material to his 
students at the requisite moment, and is thus able to build 
up a composite picture step by step. Drawings, titles, illus
trations and headings-may be added at will, and associations 
clearly demonstrated. Material can be re-arran^ed, developed 
and simplified at will. The principle is so closely allied 
to the learning process that its effectiveness depends solely 
on,the careful choice of material, and the care and skill of 
the user.
^RIKCI±^LE Qg Anvi2:SI0H

Pictures, illustrations, captions and other symbols 
pi‘e])ared on li-^ht card or stiff paper are backed v/ith a light 
flui/fy material. ViTien these iteins are placed on a..board 
covered v/ith a similar matsri?,l, the fibers of the two inter
locked on contact, and a li^ht temporaary adhesion takes place. 
If the flannel board is lightl7/ brushed before use, this 
adhesion is improved.
FLAITl^L lDASJj

This aay be quickly, imj^^rovised by stretching a material 
over a portable chalkboard and securin;,^ it v/ith large spring 
clip.s. A permanent' board nay be :-,iad3 by lightly gluing cloth 
to a hardboard or plywood. surf ace. (i-Tote that the should
onl:f be brushed evenly over the surface of’,the board. It 
must not be periiiitted to penetrate the cloth or it \/ill s;ooil 
the appearance of the working- surface, and the adhesive 
quality of the aboard wou.ld be impaired) .

in use, flannel boards are more efficient if they 
are set at a slight angle to the vertical. If the flannel 
board is suspended against the surface of a wall, then small

0
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blocks should be fitte.cL behind the lower edge in order to 
create this an^le.

The colo-ur of the flannelgraph background is of 
importance. A plain background should always be of a

colour selected to give a t^ood Qontrast v?ith the 
teaching material placed upon it. Black, d.ark blue, dark, 
green or grey material could be used, and any plain cloth 
v/ith the fiuffy surface may be selected. The follovd.ng 
have been found suitable for this purpose :

a) felt and feltette;
b) winceyette;
c) Dorset drape;
d) flannelette.
In many instances it may be beater to-purchase locally 

made materials possessing similar characteristics.
With pictorial backgrounds, keep'the horizon fairly 

high in order not to restrict the area on which symbols may 
be placed. Do not produce a background which lays too much 
emphasis on perspective or dej)th, or items vvill look wrong 
when moved from one place to another. A two-colour back-' 
ground rexjresenting only the eaith and the sky may occasionally 
prove quite adequate, Tliis can be made from two pieces of 
coloured felt carefully joined together,
POxt.TA.bX/.i:j

A portable stand may be made of plywood and hinged.
This simple stand v/ill support a board measuring 90 x 120 
centimeters ( 3 x 4  feet). Note that any reduction in the ■ 
dimensions of the stand will effect its stability. The 
board may also be made with a cloth or adhesive tape hinge 
down the centre.
± T\.iJ SYi'iBOLS

ilaterial for backing the symbols need not be expensive, 
tiedical lint and winceyette are quite suitable, even glass



paper ma:/ be used. Special flannel graph paper (sometimes 
called flock paper) usually possesses the best adhesive 
qualities. Blotting paper v/ill adhere to a flannelgraph 
background, and drawings may be made directly on to it vdth 
wax crayons or coloured pencils. This may not be very durable, 
but it is most useful for quickly prepared aids, as no gluing 
process is necessary. The adhesive qualities of the blotting 
paper may be slightly improved by brushing the reverse side 
and blowin^ a?/ay the dust.

when mounting car’d or paper symbols on cloth, do not 
cut closely,round the outline, and use the adhesive sparingly. 
PVA plastic, latex and rubber-based adhesives are the most 
suitable for this p .rpose and the final- cutting out should 
be done only when the adhesive is dry, scissors being used 
to cut simultaneously through cloth and paper.

Spread the adhesive on the yaper and'not the'cloth
and work from the centre outward toward the edge of the 
symbol, using wastepaper or'nevjsprint underneath. This is 
the only satisfactory way of obtaining an even coating of 
adhesive.
■fclCiTORIAL 3ACKGE01MD

A T3icture may be projected onto a piece of white 
flannelette or similar material. The picture can then be 
copied. The follo?/ing process has been found to giv;e good 
results :
1. Drat; a li^jht outline of the projected picture using a 

soft pencil and light pressure.
2. Sv/itch off the projector, and in daylight conditions

drav; a bold outline following the pencil, lines, and
using a felt-tip pen or black crayon.

3. Add colour very lightly, using a v/ax crayon with
a worn point and holding a pad made of a few folds 

of a cloth underneath the work to prevent any hard marks
appearing, and to obtain an even spread of colour.

. Use the crayon in one direction only.



MAGNETIC BOARD
This aid is :}articul‘arly suitable for use by the 

cooperative training officer v/ho finds it necessary to con
duct training -nd educational pifbgramiaes in the open air.
It possesses all the flexibility of the flannele^raph, and 
even moderate gusts ox vi/ind cannot move the symbols kept in 
place by magnetic attraction. Thev»'orking surface of the 
magnetic board is usually coated with chalkboard paint which 
not only gives it the requisite uiatt background, but also 
facilitates the use- of both chalk and magnetic symbol on 
the same surface.
PREx ARATI.., N OF M4TE.RIAL

The preparation ox material for the magnetic board 
involves little more than the preparation of flannelgraph 
material. Lettering and drawing methods are employed in 
the usual way, and the prepared work is mounted on card.
Sm.all magnets are then secured to the 'oack ox the pxepared 
material ?^ith a strip of sellotape. A plastic magnetic strip 
which may be cut into convenient lengtlus is cuxi-ently avail
able, and is less expensive ,th n individual metal magnets.
In either case the magnets mo.y bo glued, to .the back of theteaching mat.;xial, bur there are wjo advantagesgained xrom the use of sellotape. .a film of ta.pe covering
the magnet will reduce the possibility ox damage to the pain
ted surface of the board. Iiajiets so secured may be quickly 
removed and mounted on another aid, thereby reducing the 
overall cost.
CONSTRUCTION

A sheet of tinolate or galvanized iron ( i t; must be'a 
ferrous metal) glued to a dece of wood or hardboard will 
malce an excellent magnetic board. Both wood and metal sur
faces should be well scratched x^ith an old hacksaw blade 
before ac'hesive is applied, as this provides a better "key". 
Adhesive ox the contact type (that used for fixing .lastic 
table-tops OX’ working sui'faces is adxiirable) should be



spread evenly over both surfaces and allowed .to dry before 
they are brought tojiether. As this ty^e of adhesive acts
instantly and there is no possibility of correction if the
two surfaces are raisaligned., results are best if the metal
surface is bent slightly, brought into contact at one end and
then rolled onto the timber or hardboard,

A hand-size board could, be made from an old paraffin 
can of a piece of tinplate measuring approximately 60 x 45 
centimeters (24 x 18 inches). This need, not be mounted 
provided that two parallel ed^es are folded over for rigidi
ty. It vd.ll shoViT how such a fold might be made over the 
sharp ed̂ _,e ox a table. Care should be taken to bond the metal 
evenly, only a'little at a time, and a wooden mallet or leather 
hammer should, be used if available. Do not be in a hurry,
If the fold, is left partly,open, a prepared thin card. and, -, 
special purpose background could be introduced. It will not 
reduce the efficiency of the magnets if i.t is .not too thick. 
Alternatively, a prepared card or paper background may be 
secured to anĵ  magnetic board by means of spring clips or 
additional magnets,

A sheet of metal may also be fastened to a board with 
strong adhesive tape, A magnetic board should also be carried, 
in a cloth cover or cardboard case to prevent accidental 
damage to either the corners or the surface of the board.

The La-:'gnetic boat'd is particularly suited to the shov/- 
ing of sxaall rapid movements, and many technical applications 
are possible.
JrLASTIC ADHESIVE AIDS

Many peaple are familiar with the method of securing 
a license to a car wind.screen with a smooth soft i>lastic 
disk., This is the same principle as thp^t of the plastigraph . 
adhesive aid., A smooth surf:..ced jjlastic material of the 
poly-viny 1-chloride (i’VC) t:;pe vvall adhere to a similar sur
face simply by the total exclusion of air. Employing this
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technique, it is possible to buil’d up coloured shapes layer 
upon layer.. For the cooperative training officer this may 
have oiseful applications for showing statistically the 
benefits of cooperative action.

There are however, two difficulties. Firstly, dust 
is the enemy, and a sli£:,ht build-up of static electricity in 
the-plastic attracts dust. Dust prevents the necessary 
close contact beti/een the plastic surfaces, and adhesion is 
lost. This may quickly be restored if the plastic is washise. 
and carefully dried. Secondly, lii^ht is reflected from the 
smooth plastic surface, and careful placement of the aid is 
necessary if all are to see clearly. _ -

Libhtv/ei^ht paper symbols may be backed with strips 
of sollotape v/hen they c n  be ..lace to adhere to a shoet of 
rYG, The paper must be thin, flexible and perfectly flat.

U5/4/79



AUDIQ-VIouAL AIDS wOHKSHQP 
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■irOSTEaS -
Posters havG r.iany foaturos in coj;.iiuon vdth charts,, but 

also possess distrinctive dij. for cnee s . A good post^jr can 
stand on its oi;in and c^raaunicatG its uossogo Gff..ctively 
without ausistnnce froia any external sonrco.

It is for this reason that nearly all posters are 
dG3i{vcnd. to conniunicate one idea only. Acijvortisenent hoard
ings placed by the roadside or near a railroad track■demon- 
strate this principle in action. The traveller may only have 
a norjent in ’'/hicii to observe' a poster presonted in competi
tion.with oth:;r distractions. If the poster is not attrac
tive or the u G s s a g e  neither ncv-iorable nor ca^>able or quick 
assirailation, the i^oint is lo:.t'.

Occasions nay a.rise when it is advantageous to present 
a series of posters with a conr.ion theno. Jr'osters presented 
in this -̂ ray sho;ild also possess a con:,;on feature, a visual 
point instantly rocognizablo, to connect v/ith material pre
viously ,>rosent.;d. This could talce the f c m  of a synboj. or 
slo^:m representing the canpalgn, the initial letters of 
the canpai(i,n title, a consistent colour scheue or even a 
recurring cartoon-type character. Under'rural conditions, 
posters ncy act o.s frequent reaindors and persuaders.

In coLWion witii other for.as ox visual aid, posters 
should not be loft on display for too!'.long a period. An old 
poster is not the best vipj to coiraunicato a new i;"ea,
1 PINTS ON xOSElRS “
1 . Posters must nake a positive approach - for exai'iple,

"Shop Co-op,"
2. The content of a poster raust be limited: it must

achieve a lot in a short time; one x)oint only should 
be clearly made.



5. The inossagc nay bo 'convoyed, in bold,Ic-ttorins, with, an 
illust-i'ation to reinforce eaid : iake the idea laenorable, 
especially I'or illiterates or noolitorates,

^ , 1 :.;hurt c atchy phraSv.- r.i;.y lielp: ■aighf he laade of
■alliteration or rhyne.

5 • • . Messafe^e and illustration uust be clear enough, to be
reac. at the required dist^iincc: style and size of both

\lettering and illustration are inportant,
TEACHIIIG c h a r t s  -

Cooperative training officers working under adverse 
rural conditions will find that charts .are one of the nost 
xiseful forn of visual aid. They are light in wi^ight, easy 
'to pi’osent, and nay still be utilized v^hen conditions do not 
pornit the use of noro sophisticated n(;dia*

A teaching chart is essentially an aid to fornal 
ed-ucation, altaough it may also be used to create talking 
points and stinulate discussion in cooperative meetings.

I’or the prosontation of soi.ie types of nateria.1 it is 
clearer and nore colourfiil than tae chalkboard, and can be 
used in place of chalkboard d.iagraris, thus saving tirio and 
preparation before each session, Lettviring nay b.;). incorpo- 
j?ated, but gcner-ally only a nininun is required. Too nuch 
printed natter :

a) Detracts fron the spontaneous presentation of 
.new itons;

b) adds confusing detail.
The best answer nay be found b,/ using the chart in 

conjunction with a v/ritten. chalkboard smmary, cenpleted 
point bĵ  xDoint,

Teaching charts have nore content than a postei’, less 
than’ a wall-chart, when preparing teaching charts, it is



best to ain to create a clc-ar ovorall iuprossion of the 
subjoct :iatter, carvofuxly avoiding s/iall work .and superfluous 
detail. It is d.oubtful if a teaching chart neasurinb less 

' thgjri 55 x 38 centineters ( 22 x 15 inches ) would bo oi nuch 
value except for very snail audiences. All dia^raas nust be - 
clearly visible fron the back of the aeetinb room,

Tho size ol ony lettering, usod is inportant. Cursive 
or freehand V7ritin:_i on a chalkboard needs to be • betv/eeh 5
and 6 centiiieters ( 2 and 21̂  inches ) in height, but block
lettering of smaller dinensions nay bo equally effective.
As this is lar^^oly a question of stylo, experinents nust be 
tried, tho clarity of such work assessed under actual work
ing conditions, and the nany nodifications nade.
TEACHING charts QaE ; '
1, Se.ve tine spent on preparing eleborate and repetitive 

chalkboard v/ork.
2. IvLalce better use of colour raid contre.st than is possible

with the chalkboard.
5. i'orn an aid to the accurate prc.-sentation of naterial.
4. ±-'ornit the. use of nountcd pictures cut fron nagazinos

or newspapers.
5. Be used in conjunction with tho chalkboard.

A teaching chart should not' be designed to stand, on 
its o?m. i-̂ oints aro presented, and sumiarized by the instruc
tor, not by the chart.
FLIx- c h a r t s :

Turnover of flip charts are to special Vcolue v;hen 
sequence presentation is requirod in situations where a 
flinstrip or .sli'de projector cannot be used. ^ collection 
of charts is arrang. d in a predetemined order and fastened 
together at tho top edge. Thus \.;hon one point has been 
presentod, the first chart is turned i-ip and over to reveal
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tho sccond, »/ith this nqthod a coraposito visual. imaG,o .can;., 
'bo built up. sta^c by stage, and* a wrltton suEiuary included 
if 'the points aro' ;.uade in a pi^ctorial forri.. The tochniquo 
roprosonts an advancc on the pr.isontatio-n of a single teach
ing chart.

Charts arr;xngod in sequon.co for turnover presentation 
naj' be clanped between two strips or wood jinds'ecurcd with
screws or srnall nuts and bolts, or alternatively/ the charts 
nay bo laced together through holes punched on the top.
Any method of securing the charts should allow'for a change 
of order or the insertion of 'new laaterial.

*
Soi'ie consideration must be given to the selection 

of the basic' naterial. The paper used should be of good 
quality, capable of withstrmding' a considorablo aiiount of 
flexing. Charts jiade up ou.t of i.iountod cutouts and c:.ptions 
are best avoided for this tyjje of presentation.

Turnover charts ere a good Jiearis of maintaining interest 
during thv) course of a tra.ining period. The kno’./ledge that 
more r.iatorial is yet to be presented :

a) acts as a stimulus to thought;
b) helps to retain attention;
c) encourag }S the viewers to saiticipate the next 

step, thus stimulating and encoura^ng audience 
pcrticipation.

It should bo reme^'iberod th.:t aids which create ■ audience 
anticipation help people find their own answers, ojid contri
bute to the best possible teaching technique.
ir̂ IGTUIl̂  C-ARDS :

vThen workinj^ with a suall group of cooperators, the 
training o/.ficers nay find a good altern.ative to the turn
over chart in a series o:̂  picture cards, Thjse can be used 
in exactly the same way and, being of a convenient size, 
nay bo held in the hand when in use, or even placed on a
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s ia a ll  s ta n d  on o r  a t a b l e .  Thoy r e t a i n  a l l  tlio advanta^aOS 
o f  a seq-uenco p r e s e n ta t io n , and aro  easy  to  c a r r y  fru n  
p la c e  to  p l a c e .  A co n v en ien t bu t nininuid s iz 5  would bo 
3 0  X 25, co n ti::ie tc“3?s ( 12 x  10 in clio s ) .

Sbiietiiies tyriied flas’a cards, they aro only suitable 
for use when viovving di^t^mces are not very, groat.
WALL GHAETS : . , -

Wall charts have soue sx^ecial evavsjataties, but, as , 
they are essentially for follow-up use in infoxrial sessions, 
they cannot be really effoctively used outside those liuits..

In conposition a v^all claoxt nay- be likened to a wall 
newspaper. The content is very uuch greater than tho.t of 
either poster or teachini^ chart. It nay present aore pic
tures on a :,iuch saallcr scale, and snail o r . text requiring 
closer study.

The i n f o m 3-1 use of wall charts . should naturally 
follow foriird sessions. Thus they can be used to supply 
iniornation additional to tho- iectur or for purposes of 
consolidation of the nateriai alrqady presented. The V/all 
chart c.annot be, used as a toachin^^ diaoraii; the spread of 
infornation is too great- and the det-'il too" fine. ' ¥all 
charts nay however- serve a useful purpose as o. g,encral 
infornation broadsheet, .?.nd be displayed in a public ‘place 
other thon the lecture roon.
DESIRABLE i;̂ ATUR-j:S - 
A TTRACTION

A wallchart needs a feature to at track the ' eye,, to 
draw the attention of the viev/er toward it. This result ■ 
nay bo obtained by :

a) using a striking title;
b) .using a bold illustration, Ŝv:.n,.;what larger than 

the other illustrations;
c) careful use of a striking colour.
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SOLUTION
' : - J" ■ "A.vjallchart Should have. aii,. aim and a conclusioaa::.';,' If

those are absent, it cannot teach anything. Althaugh a '
chart nay be intondod. solely for use as a follov;-up after
a noeting or training session, it v/ill be raoro effective
if it is capable of convoying infornation to the casual
observer in a logical nanner.
t y ^jS o f  'JALLCHART 
F low Chart;'

Such a chart will start ?/ith a. known concept and v/ill 
progress through a series of logicoJ. steps until the final 
result is reached. In the exaidple given the direction of 
flow in indie at..d by iiie;ans of airows.
Storytelling chart;

This nay employ a nethod closely allied,to the flow 
chart, but a slightly dilfei'ent approach is nade. Local 
colour, nay bo added .and fi Gtri^^ cartoon nethod enployed.
It is useful to renenber the^t people always tend to i'denti- 
fy then selves with the hero, and a story telling of the 
adventures of Mr. ¥ise and Mr. Foolish can often be used 
to good effect. .
Eactual Chart ;

This type of chart presents facts in a visual form. 
Charts presenting statistics are not always easy to inter
pret, and nay not capable of standing on their ov̂ m, often 
needing careful explajiation,
Conparative Chart :

This is. one in which direct comparisons are nade andt 
associations shown. ' In a "before rjad after" version, the 
extension officer night find this Icind of material helpful 
when the initial introduction is bein;,, aade to a new



cooperative schOLie, 
irRESENTATION :
1. Do not leave Wallch-arts ( or posters ) on display

> for too long a period. They quickly lose thoir
o'rfoctiveness.

2. Limit tlie aiaount of Eiatorial on a chart, and do not 
present too much at once. naxinun of seven distinct 
ibe .is is a useful rule to follow^.

3. Eliminate unnecessary detail. Observation is best 
when the effort involvod in conpreiiension is least.

A3SES3IiEHT :
Wall charts should bo striking , strictly relevant to 

the situation, with, their salient points ee-sy to rericnbcr.
The Eioro infornation presented at one tine, the* less 
liking is it to bo nenorable. It is of value to pose some 
questions as an a.id to the assessnent of wallcharts.
1. Does the chart attract attention?
_2. Is the Liossa&o clear?

_ Is the uessatjC presented in a persuasive & stinula-
ting ri.anner?

4. Is the iiossage within the coiaprehension of the viewers?
'5. Is the sequence of presentation logical?
6, If the chart is to be used for teaching purposes, is

it visible from the raaxinuEi viewing distance?
Making Posters and Chrts ;

Individual preferences for equipnent and nethods can 
only be deternincd by practical exr:orionce and the a.vail- 
ability of material,. The follor.dng list is given as a , 
guide to the selection of sdne'basic equipnent ;
1. .Drawing board and T square, if possible, save tine

in layout work. • ,
2. Soft grade of pencil
3'. Ruler



•4, iirasor.
5. Stoel pens or felt-tip j^Gns,
6. Coloured inks for use v/ith pens.
7. ■ ■ Lettering guides and stencils of various sizes.
8. Poster colour and brushes.
9. Variety of coloured pa.per, plain bold colours.
10. Suj.' iy of \;hite cartridge ,;aper, available in nany

weights or qualities.
11. J:̂ lain brown pa.por or grey suga.r paper for use as the 

base naterial for pasted-up charts.
12. Rubber-or lat ;x-bascd adhosivo.
13. Tube of quick-drying adhesive,
PASTZD-UP MSTHDD :

The pasted—up nethod' is a siuplc way of producing, .a 
v?allchart. A selection of prepared illustrative and text
ual natter is systenatically arrang-d on a. contrasting 
inexpensive background paper. The individual' it eras ax‘0 

then nountod v?ith adhesive. The nain advantage of this 
systen is that lettering, illustrations and captions can 
be produced independently, trinned if necessary, and a -trial 
layout nade to detOrnine the best axrangeuent. Ptubber-or 
latex-based adhesives are clean in , use and any surplus nay 
easily bo reuoved. Itens nay also be "spotted" on at each 
corner ¥;ith snail dots of quick-drying tube glue. They nay 
be quickly and accurately positioned if light pencil loca
tion narks have first been nade on the background paper.

Charts proparod. in this way should never be rolled, 
and all charts are best stored flat. ^ chart with a per- 
aanent curl is difficult to use, and rolling a pasted-up 
chart v;ill quickly ruin it.
LAYOUT : '

’v/hoii planning, work to a schen^, the word ceji forn 
useful rouinder.  ̂ '



Ain ' ; Deternine the concepts and ideas to be
tausht.

Choice :• Select tho reference naterial.
Trial ; Sketch or arrange a trial layout.
RELATIONSHIPS. : ^

Iteras which are related nust be shown to hv related. 
Association may be indicated by grouping (figure 8).
Shape and colour nay indicate relationships.
Lines and arrows nay also be used.
A coloured background may lay eriphasis on one picture, 
i’ornal and informal layouts nay suit different topics.
Colour S'eloction -

It is best to use colours which will contrast and 
conpleaent. Black, white and one of the primary colours 
will have e. striking effect. Do not introduce vjithout 
careful, consideration more areas of x̂ lan colour than are 
necessary to show" associations and relationships, ^
LETT.^aiITG M D  DRÂ ÎIIG METHODS ;

Drawing and lettering need present no problems= Many 
instructors have refrained from i-r;..aliing visual aids because 
they have qxiestioned their o\m ability to prod.uce satis
factory illusti 8,tions and diagr,'i!:is. -i^'ortunately a lack 
of artistic training or ability need be no obstacle, and 
practice with some of the methods described in this chapter 
will do much to help the cultivation of a simple style.
LSTTERim :
Freehand: Lettering -

There are many good mechanical lettering methods which^ 
are both quick and efficient, but there are occasions whan 
such equipment is not available and w h e n  it is necessary 
to produce an aid with the utmost speed. This alone,is



is sufficient justificatibn for a little tine being spend 
on the developnent of an individual technique.

The tools available for freehand lettering may range 
fron sinple pens nade from strijps of bamboo cut- ' to a 
wedge point, to round and broad-tip lettering pens, and 
the felt-tip variety.

The teclhnique for using each type of pen is similar, 
but the felt-tip pen permits the fastest work, A felt-tip 
pen with a wed^^e-shaped tip is the best type for lettering, 
and should be used with the cut angle of the tip uppermost. 
The sharp edge of the tip is presented to the paper, and 
this will ppbduce the neatest lino. The pen should be held 
with the point at an angle of approximately 45 clogrees to 
the gTiidelines.

Light pendil horizontal and verticil guidelines 
should bo drawn for all form oi freehand lettering 
(i'igure 15). Although the vortical lines -..ay not be in 
the exact place required for any particular letter, it is 
in practice much easier to d;. aw a truly vertical line i f  
there is another vertic-vl line nearby, -yherever possible, 
letters should be xoriiied from a series of do\7nstrokes.
The letter " S " for exaiijle could be drawn by nailing 
three downstrokes as-indiea.tod in Figure 15. Holding the 
pen at the an,jle described will help to give the letter 
character and style.
CAPITAL AHD GLIALL L-j]TTERS :

';7e tend to recognize words by their general shape as 
Liuch as by the order of the individual letters. It is 
ior this reason that a rov/ of capital letters is more 
difficult to read than vrords composed of small (lower case) 
letters like those used in this pa.ragraph. If extensive 
and continuous use is made of capitals (upper case), read
ing can become tedious. In visual-aid work, capitals are



more appropriate to captions and main titles than to long 
pharases*

The practice of lettering with a felt pen need not be 
expensive. Newspaper is ideal for this work and, if an 
old newspaper is turned so that the columns of print are 
horizontal instead of vertical, the edges of the columns 
and line of print may serve as horizsontal and veritical 
guidelines. 'These may be supplemented by pencil lines to 
give a measure of control over the size of lettering, A 
little time s^^ent in practice is rewarding, both in terms 
of speed and neatness. For the best results ;
1. Use lightly penciled horizontal and vertical guidelines,
2. Choose a wedge-shaped felt tip.
3. Hold the 'n with the tip at an angle of 45 degrees.
4. I'orm all letters v/ith a combination of downstrokes,

Flo-master felt-tip pens are admirable suited for this 
purpose and a re,available in both disposable and refillable 
form in many parts of the world.
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PROM THE CHALKBOARD TO THE OVMHEAD HlOJfeCTION SYSTEM

I - HISTORICAL BACKGROUND

- Advantages
- Disadvantages
- Future of the Chalkboard

5iti;2£2E2-i2E23-£-E£2ii££^2E2
The ancestor of the overhead projector
- Advantages
•> Disadvantages
- Future

II - THE OVERHEAD PROJECTlon SYSTEM

» Presentation :
1) overhead projector
2) transparencies (from opaque to transparent 

materials)
3) transparency makers

- Advantages
- Disadvantages
- Future
- Types of transparencies and witing materials
- Advice on :

a) making hand drawn transparencies
b) making masters for the production of 

transparencies



A B V A M T A G E 3 D I S A D V A N T A G  E S

1. FRE^OM.TO PREPARE WHEN 
AND TO WHAT EXTENT 
DESIRED

2. CAN BE BUILT UP IN SIGHT
OF clAss

3. SPONTANEOUS ACTION 
POSSIBLE

4. REPEAT^ ERASE, REDRAW 
POSSIBLE

5. FAMILIARITY TO LECTURER 
AND STUDENTS

6. UNLIKELY TO BECOME 
STEREOTYPED

7. NO AbDITIONAL HELP 
NEEDED

8. CHEAP MATERIAL

1. NEED TO BE ABLE TO DkAW

2. CANNOT BE TOO COMPLICATED

3. DIRTY

4. VISUAL CONTRAST SOMETIMES 
POOR

5. NEED LARGE AREAS OP BOARD

6. LIMITED COLOUR RANGE

7. LIMITED VARIATION IN LINE 
THICKNESS AND TEXTURE

8. EPH^ERAL

9. REQUIRES LECTURER»S TIME



E P I S  C O  P E ( OPA(»JE HIOJECTOR )

A D V A N T  A G E S

1. CAN TAKE ANY OPAQUE 
DOCUMENT 30 x 3° cm " 
(ARTICLES FROM NEWS-^ 
PAPERS OR MAGAZINES, 
BLACK AND WHITE AND/OR 
COLOUR PHOTOGRAPHS, 
POSTCARDS, ETC,,,.,...)

2, VERY LITTLE PREPARATION
r e q u i r e d

3, COST OF SOFTWARE 
INSIGNIFICANT

4. SMALL PICTURES ARE 
ENLARGED

5. mOJECTOR OPERATION IS 
SIMPLE

D I S A D  V A N T  A G  € S

1. VERY HEAVY AND 
CUMBERSOME

2, COMPLETE DARKNESS IS 
REQUIRED

THE LIGirr NECESSARY IS 
SO POWERFUL (2000 W) 
THAT THIS CAN RESULT IN 
SCORCHING AND/OR BURNING 
OF DOCUMENT UNLESS IT IS 
WELL HELD DOWN

4. DIFFICULT TO MOVE THE 
PLATEN TO CHANGE THE 
PICTURE

5. THE LUM^S PLACED ON THE 
SCREEN IS ONLY l/l5 THE 
BRILLIANCE OF THE OVER
HEAD PROJECTOR
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FUTURE OF THE BtACKBOARD

The blackboard is and will remain one of the 
fundamental tools used by the teacher, specially 
in remote villages where there is no electricity.

We must teach the student the various possibilities 
of the use of the chalkboard.

There is even still room for improvement and 
imagination on its use.;

In the case where an overhead projector is available 
on a full time basis, the chalkboard remains a useful 
piece of equipment in the classroom; the possibility 
of spontaneous action, repeat, erase, redraw ...,. 
makes the chalkboard a natural tool for the student.

FUTURE OF THE EPISCOPE

There is no future for the Episcope. The advantages 
cannot compensate for the disadvantages. Moreover, 
all the advantages of the Episcope are or will be 
equalled by the overhead projection system (it will be 
possible to have any material on transparencies in 
black and white, and even in colour, at low cost in 
the near future).
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0 V E R H E A D  P R  0 J E C T 0 R

A D V A N T A G  E S D I S A D V A N T A G E S

1. LARGE IMAGE (CLEAN AND 
NEAT)

1. RESTRICTED MOVEMENT 
POSSIBLE

2. CAN BE USED IN WELL 
Lrr ROOM

2, COSTLY

3. LECTURER FACES THE 
AUDIENCE

3. NEW TECHNIQUE HAS TO BE 
LEARNED

4. SPONTANEITY YET 
REPARATION POSSIBLE

4. GLARE CAN BE TR0UBLESf»4E

S. SIMPLE MATERIALS NEEDED

6. PERSONALIZED
PRESENTATION

7. IDENTITY WITH THE USER

8. PERMANENT RECORD KEPT

9. POSSIBILITIES OF USE 
UNLIMITED (FUTURE EVEN 
BRIGHTER)



Important points to consider before making a transparency :

1) . I s  your visual worth making ?
. I s  it essential to the understanding of your lesson 7 
, Is it aimed at your audience ? *
, Dops it deserve the emphasis which a visual gives ?
, Have you clearly defined your objective 7

2) Will words alone describe your point 7 If words are 
sufficient, don»t make a visual,

3) Does the visual complement the verbal commentary ?
Your visual should complement the verbal medium rather 
than replace it,

4) • Are your symbols acceptable 7
, Have you considered your audience 7
. Are your symbols meaningful to your audience 7

5) , Is it visually fluent 7
. Is the art functional or ornate 7
, Is it really one visual or several 7
. Are complex subjects presented in comprehensible 
units (overlays) 7

6) , Does it utilize all available techniques which will
improve its efficiency 7

, is colour used effectively ?
, Have you considered sequential disclosure or build-up 7

7) . I s  your visual completely readable by the entire
audience 7

, Will there be an unobstructed view of the screen 7 
. Is the printing large enough 7
, If you can't read it from the back row, don’t use it 

(5«nm letters, as a minimum size, are recommended for 
transparencies),



8} . How much effort did you put into the visual 7
. Is it as sood as you can make it 7
, Have you sought criticism from others 7 
, Have you tested the visual 7

9) , Has it achieved your objectives 7
. Has your audience understood it 7
, Has it changed attitudes and/or behaviour 7

Writing and Dravdng on Transparencies or on Masters

Simple drawings or notes may be easily prepared directly on 
transparencies. All that is required is a transparent film 
base and marking devices designed to work on this type of 
surface. They may be prepared spontaneously, during class, 
or well in advance of class. The base materials are made of 
cellophane, acetate or polyester film. With these simple 
techniques transparencies are prepared quickly but they are 
not durable. For repeated use, a neater and more permanent 
method is 'advisable : the preparation of an original or
master from which as many copies as required can be reproduced 
on transparencies or on paper for distribution to the students.

Notes on special problems in thfe making of transparencies and/or masters ' '.. ."""... . ' ' - . . . t

1) Once the transparency is framed, the surface available is
20 X 24 cm. A strip of approximately 2 cm wide should
be left blank along the frame. (See attached document A),

2) Lettering the transparency or the master :
a) Writing materials (see page 7 of this docviment)
b) Size - the first consideration In transparency lettering 

Is size, A great many ’’rules’* can be found for deter
mining minimum letter height and weight (line thickness), 
and some are so complicated as to require an englneeMng 
or mathematics degree just to understand them. You*11 
probably make letters of the ’’right” size if you consider 
this • Minimum letter size must be determined by the 
maximum distance at which the projected image will be 
viewed, and the overall size of the projected image. For 
example, if a projected 24 x 20 cm transparency fills a 
1,20 x 1,20 m, screen, and is viewed from a distance of
12 meters, 5mm letter height is adequate.



Press Letters - The easiest method of hand lettering, 
and one that gives the most professional results, is 
the use of press-on letters. These letters are 
printed on a carrier sheet and then transferred to 
transparency or artwork by burnishing the carrier 
sheet over the desired letter. Press letters have 
one major disadvantage; ‘ they will not withstand 
severe handling.
Lettering Guides and Templates are also an important 
aid to lettering.
When liising typewritten texts, keep in mind that Pica 
character (3«nni) is a minimum for size. Speech or 
Primer characters are best.
When using hand lettering, one important thing to 
remember is that a 2mm space should be left between 
each letter.
Remember that for the preparation of originals or 
masters, pencils, not too hard nor too soft. No,2 or 
HB, are recommended. For a good reusable master,
Indian ink should be used.

3) Colour can be very efficient when used at the right time.
It can be used :
• to underline an important point
. to separate a part of the information from the whole 
. to “change the rhythm" in order to draw attention

4) Frame your transparencies.
How ? . Centre the transparency on the wrong side of the 

frame
.Secure the edges with adhesive tape on the four 
sides

Why ? , This facilitates the handling and storage
, It allows writing on the frames (for filing or 
numbering)

, Your transparency will always stay flat
, It allows the: use of overlays

5) Making and mounting of overlays.
The overlay technique is the most difficult to master but 
it is also the most interesting in the overhead projection.
It offers a wide range of possibilities,

* each information must be prepared on a separate 
*’ transparency or master. In the case of the 

master, the drawings or graph must always be 
done with Indian ink or pencil as mentioned above.
The colour is provided by using different types of films.



b) Mounting - If the transparency consists of a base and 
overlays, tape the base to the underside of 
the mount as usual, and the overlays to the 
face. Be sure the overlays register with 
the base and with each other. Then fasten 
each overlay with a tape or plastic hinge 
along one edge of the cardboard frame. Over
lays for successive or cumulative use can be 
mounted on the left or right sides of the 
cardboard frame, also if necessary on the 
bottom and top (the top edge should be the 
last one used). Trim any excess acetate from 
the edges of overlays so opposite or adjacent 
ones fit easily into place. After mounting 
ouverlays, fold and attach small tabs of 
masking tape or adhesive-back labels on the 
loose upper corner of each overlay. Number 
them to indicate the order of use. These 
tabs are easy to grasp when overlays are to 
be set in place over the base transparency. 
Apart from the base, I recommend that no more 
than three overlays be added.

Suggestions for buildin/g up collections of transparencies
In collaboration with the A,V. Coordinator, the Instructors 
teaching the same subject can form working teams in order to 
split the work of transparency making. When special skills are 
needed, the Instructors can apply to the A,V, Centre,
The students can and should be involved in this type of work which 
is very formative. To prepare, make and present a good graph for 
the overhead projector is an excellent way of checking the ability 
of a student to teach, and they can participate in the building up 
of transparency collections.

TYPES OF TRAMS PAR EKCIES Al̂ D WRITING MATERIALS

Any acetate sheets, films (negative or positive) can be placed 
on the stage of the projector. Moreover, the machine is 
capable of projecting solid objects in silhouette on the 
screen as well as transparent objects such as perspex rulers 
or protractors, and it can also be used for polarizing light 
techniques.



Acetate transparencies are most commonly used because 
they can be prepared and stored easily. Two main types 
exist :

“ Models 45C - 578)
This method is the most vddely used in education for 
the following reasons :
a) the making of transparencies is very easy
b) printing time is very short (10 seconds)
c) apart from black on a clear background, many 

colours are available
d) the cost is low compared to other processes
To produce such a transparency a thin sheet of transparent 
plastic is placed on top of the original and the two are 
enclosed in a transparent folder before feeding through 
the copier. After correct adjustment of the exposure has 
been made^ the machine will copy any image made in ink 
containing carbon or metallic substances, e.g. newsprint, 
pencil drawings, Indian ink, but will not respond to 
colour. Photocopies and stencil duplicator copies are 
also acceptable.

2,a) Transparencies^-_Dr^_flhotoco£ier process (3M Models 107 -

This type of Dry Photocopier exists in many offices and 
is usually used only for photocopies, but it can produce 
transparencies. Ask your dealer to provide you with 
transparencies for the Dry Photocopier you have. You 
can produce transparencies from a book the same way as 
you will for a photocopy. This will be black on a clear 
or coloured background. It is also possible to get 
halftones, which means you can reproduce photographs (the 
quantity, of course, will depend upon the sharpness of 
the original). During the first stage, light sensitive 
paper covered by the original is exposed by the normal 
reflex method. The paper is then placed face to face on 
a coated film and fed iTito rollers in the body of the 
copier where the two are pressed together and heated.
This causes a chemical change rather like diffusion 
transfer to produce an image on the film.



b) Transgarencies - Electrostatic Process (Xerograph)
Xerography is mentioned because many organisations 
also use this equipment. Transparencies can be 
obtained from any original including books; the 
quality will be about the same as vrith a dry 
photocopiero The photo-surface in xerography is 
an electrostatically charged plate; where light 
falls on it, the surface is discharged^ Consequently, 
when the plate is exposed in a camera, a negative 
consisting of lines of static charge is formed. This 
plate is powdered, and the powder sticks to the lines 
of charge just as it would to the surface of a rubbed 
fountain pen, A charged sheet of acetate film is 
now placed over the negative; this pulls the powder 
off the plate and a positive image is formed^ The 
image is fixed in a vapour box, or if special 
transparent films are used it can be fixed by the 
heat process.

Photographic : reasonable results can be obtained with the
aid of a 35»»ni reflex camera to copy the original and by 
using an enlarger to project the negative onto a sheet of 
slow sensitive film, such as Kodaline Standard KS5, treating 
it in the same way as a sheet of enlarging paper.
Reflex ; this method provides a reproduction of an original 
by using photographic contact materials without the use of a 
camera,
Diazochrome Transparencies : Diazo materials are best known
to architects, engineers and draftsmen, for it is the material 
most often used to duplicate their original "tracings" or 
"masters". The reproduced copies are called "whiteprints" 
and sometimes, inaccurately, "blueprints". In all cases, 
however, they are from the family of Diazo materials which 
number in the hundreds. One of these materials is called 
Diazochrome, When processed, it produces a brilliant 
coloured dye image on a transparent film base.

Acetate rolls
It is advisable to have a scroll attachment for the projectors. 
This consists of two rollers carrying a roll of acetate sheet 
either 25 feet or 5® feet in length \4iich serves as a writing 
surface. Writing can be made on the acetate as the lecture 
proceeds or be prepared beforehapd and "rolled" into view when 
required. Care has to be taken to avoid scratching the 
surface. It is perhaps advisable to arrange the rollers so 
that the full roll is at the bottom and the scroll is rolled from 
the top. A clean surface is then made available and the 
previous information on the sheet is stored on the top roller.

See Appendix I
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II - WRITING MATERIAL

Grease.^Pencils| - this is the most frequently used implement 
Eecause*“oF”“rC5 low cost. They are available in colours 
although white is the most popular because it is clean to 
handle and projects a jet black line (because of its 
capacity to block light). The best type is Mars Omnichrom 
by Staedler.
^rking__Pens_^(non-£ermanent) - they are better than grease 
pencxXs For tracrng”’Frine"'rrnes and for colouring surfaces. 
It can be removed with a slightly dampened cloth. Marking 
pens are fast replacing grease pencils in popularity (two 
types can be recommended : 3M and Staedler),
Marking_^Pens^(germanent) - an ordinary straight pen and 
ace€’ate’"rnIc'“inay”Be~use3"to write on film. Inks are 
available in colours, the most popular being black, blue, 
red and green. The ink can be erased with a damp cloth 
if done immediately, but it becomes permanent with age 
(Two types can be recommended : 3M and Staedler),

*

For colouring large sufaces, I recommend the use of 3 M 
Colour adhesive film.



APPENDIX A

TRANSPARENCY REPRODUCTION METHODS

5

Various Procesaes 
for obtaining 

fi Iras
Processing

time Drying Colour Degree of 
Simplicity Cost

Wet Photocopy

Therraocopy (3M)

Dry Photocopier ([ 3M)

Diazocopy (Ammoniac)

Electrostatic (Rank 
Xerox)

Photography (Polaroid)

Dupli cation

5 minutes

10 seconds

1 minute

5 minutes

10 seconds

1 minute

5 minutes

Yes

No

No

No

Yes

Yes

Ko

Yes

No

Yes

No

No

No

Good

Very Good

Good

Average

Good

Good

laod

Average

Average

Average

High

Average

High

Average
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M ounting Traisp afu n cies

La y the frame on its underside aind tape on the four sides

M ountinfl O ve rla ys

transparency on the right side
(Mount overlays and tape them 

on one side of the frame
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AUDIO-VISUAL WORKSHOP 

FACTORS TO CONSIDER.IN THE SELECTION METHODS

HUMAN FACTOR
The Teacher: The teacher has to have a clear and sig

nificant message to pass, and his personality has to he 
acceptable to the students or trainees so. that effective 
communication links can be established quickly and easily.
If these conditions are fulfilled, a well charmed and pro
perly used method is likely to ease and stimulate the learn
ing method and end in itself,
THE PARTICIPANTS AND THE E M l R O m m i T  FROM WHICH THEY'̂  G O m  
Methods of teaching must respect ;

a) The intellectual level and educational background 
of the participants.

b) The participant's age and practical experience; and
c) The social and cultural environment.

E m i R o m L z m

Training programmes: Supervisors, middle manager or
small entrepreneurs whose basic education, far away from 
school lectures should be replaced by short talk, using 
visual aids, extensively concrete examples should be given, 
simple programmed book than text books..
Participants: No or little experience - In this case it is
difficult to link the teaching process with any previous 
experience. V/ith little experienc-e may take the attitude of 
knowing better in advance. They need to learn to do their 
job better.

1st Group: Simple case study and practical assignment.
2nd Group; Discussions, group working parties, 

syndicates, practical projects.
Educator are now av^are of this problem. Any partici

pative method may be used in any environment provided that 
it is instilled gradually with fore knowledge of - the envi
ronment making the necessary modifications of the method,
OBJECTIVES OP TEACHING AND TRAINING

A ruled training programme in management is defined in 
terms of changes to be effected in knowledge, attitudes and 
skills.

Various training situations will be concerned with 
various types and level of knowledge, attitude and skills.

A preliminary analysis of needs will help to identify 
what objectives a particular programme ought to have.



Methods will then be selected v/ith regard to their 
ability to impart new knowledge, influence, attitudes and 
develop practical skills.

Knowledge, attitude, influence and skills are inter
related and this must not be at all over looked when setting 
the objectives of training and choosing teaching methods.
Subject Area j

Various subject areas (finance, presonnel, operations, 
research, general management etc.) have their own specific 
features.

From the management point of view not only techniques 
are important but also to know when and how it can be used.

On the management aspects in communication leadership 
and motivation, training methods’are important. This can be 
done through case study, role playing, lectures, discussions, 
etc,

A business problem/multiple, angles and arousing the /has 
participants interest in specific subject areas, methods 
and techniques which if properly integrated will help them 
to take the right action in a complex situation.
TII^ MID MATERIAL FACTOR

Time: The length of course predetermines the kind of
methods which can be used; Long Course: - Complex cases, 
and practical project; Short Coiirse: - Participative method.
FINAUGE

Affects the cost of the teaching material as well as 
varies for the different teaching methods. Complex case 
study and business games require long and costly preparation.
THE TEACHING FACILITIES

Factors such as number of rooms available, availability 
of audio-visual aids and methods altered in advance.

These are the important factors in teaching-learning 
process. A teacher should have the understanding ^bbut all 
this so that he can be proved a successful teacher.



tmERNmONAL COCPERuTI\rE ̂ .LELJIICE 
Regional Office & Education Centre
For South-East Asia
"Bonow House", 43, Friends Colony,
New Delhi- 110065 (INDIA)._______

IGA GOQPERa.TIVE ED[JGa.TIQN MTERIAIS 
advisory service (CEMAS)

- Dr. Dharm Vir
Joint Director (Education),

1. In response to a widely-felt need to improve the supply 
and quality of materials used in cooperative education awi 
training in ths developing countries, the Cooperative 
Education Techniques Project was launched in 1973 'by tha 
International Cooperative Alliance (IGA) with the assistance 
received from the Cooperative League of the USA.

2. The initial task with which the Project was charged was 
to carry out a survey into educational materials and 
techniques used in the developing countries with a view to 
identifying the main areas of action required to inq?rove
the existing provision. As a result of this survey, a 
report was made, recommending Interalia^ the establishment 
within the framework of liie ICA and its Regional Offices, 
a Cooperative Education Materials Advisoiy Service (CEMAS), 
the functions of which are:

i) to collect materials, and information on materials
available to and/ or used by cooperative Institutions



in the developing cotintries, for the purpose of 
Compiling an inventory of such materials,

ii) to provide ad-vice and information regarding the 
use and availability of suitable materials to 
potential users in the developing countries and, 
whei^. possible, to facilitate the exchange of 
such materials,

iii) to produce proto-type materials wara special need 
for such was identified.

3. The round work for the CEMAS operation has been laid in 
the London office and work on the inventory of materials is 
well underway. Materials used in connection with cooperative 
education and training in more than 30 countries have been 
collected, evaluated and classified according to quality and 
the areas of cooperative study to which they are mostly 
suited. This aspect of the service will continue as an 
on-going oparationj dotaî i? of c items being added to 
the inventoĵ r as they becoma available. Information on 
materials already listed is roadily available to cooperative
training institutions in developing countries on request.

■ ., i -
How Does cEMfS operate; Please see CEM^ CYCiE (Jinnexe-C)

4- A similar service on a inodest scale has also been 
initiated by the ICA Regional Office & Education Cantars for 
South-East Asia, in 1976 through CEM&S UNIT at New Delhi.
Another GEMfiS UNIT has been established at the ICA Regional 
Office for the Central and East Africa at Moshi(Tanzania).
Ths CEMAS UNITS in the Region Collaborate with the CEM4S,
Lo^on, but work id.thin the framework of their respective 
Regional Offices.
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5. Aii iB^ortant function of the CEMAS ope«ition is the 
production of prototype educational materials on particular 
subjacts where there appears to be specific need for these 
for cooperative education and training purposes in the 
developing countr̂ ies. The production of such proto-type has 
been commended. A list of educational ani training materials 
produced by the CEMAS/London is enclosed as Annexe-A and 
these can be procured by actual users by making a specific 
request. In this connection, one can malca initial contact 
with CEM4S Liaison Officers in thsir respective countries,
and also the ICA RO & EC New Delhi. A list of Liaison Officere in 
the Region is enclosed as Annexe -B.

6. As matter of Regional Priority it has been decided to 
produce management cases, role plays, case books on 
Cooperative Management, training packa^s and sotoe 
audio-visual aids, to provide support to cooperative trialners 
and management training programmes in South-East Asia.
The following priced publications of th=̂ ICA' RO EC and 
other educational materials are available from the CSMAS 
New Delhi ̂ nit:

i) Manual for Study Circle Leaders
ii) Communication and the Gooparative Teachers
iii) Farming Guidance in the Cooperative Moven^nt in Japan
iv) Economics of Consumar Cooperation
v) Key to Household Econongr
vi) Balanced Diet
vii) The Aims and Pidnciples of Cooperation and

their Application In the Developing Countries
viii) Cooperative Member Education & Communipatipn

(along with case studies on two agl.coops.in Japan)
ix) Book keeping for Fisheries Cooperatives
x) A series of speeches on cooperation



in addition, the ICA BD& EC had produced some study 
material and study circle kits as an aid to Cooperative 
Member Education programmes undaii»ken by it on a pilot basis 
in Delhi, and jither parts of India, Some useful material 
was also produced by the ICA/NCUI Field Project in Cooperative 
Education, Indore, The I.C.A. R'.O. & E.G. also plans to 
produce some training packages which would be useful for 
■Uie field workers & organisations in the field of Coop.
Member Education, extension & farm guidance.

7. A special feature of the CEMAS New Delhi unit is the 
ICA Film Library Service. The service, which has been 
started on an experimental basis for lijdia, will be expanded 
to other countries of the Region. To meet the widely need 
of training in: the preparation and use of audio-visual aids 
the Unit has been assisting tha member movements in coxiductixig 
workshops on audio-visual axKi other modem techniques of 
education. It also assist in the follow up teacher 
participants and other educational activities of tte ICA
RO & EC in South East Asia.

8. The main priority before the ICA, CEMAS London is to 
produce material which would help in inprovirig cooperative 
member relations and member education programmes in the 
developing regions of the world. It hag therefore decided 
to produce a model member education p]An and a manual on 
techniques of preparation, of national cooperative education 
plans.



9. For additional Information and assistance from the 
CEMAS New Delhi Unit, please write;

The Joint Director (Education) 
International Cooperative Alliance 
RO & EC, Bonow House, 43, Friends Colony 
New Delhi- 110065 (India).

The addresses of the CEMiS Offices are:

1. The Education Officer (CEMAS) 
International Cooperative Alliance 
Besional Office for East & Central 
Post Box 946,
Moshi, Tanzania

2. The Project Officer (CEMAS) 
International Cooperative Alliance
11, Upper Grosvenor Street 
London WIX 9PA England U.K.

10. CLMAS New Delhi Unit worko within the frame work of the 
ICA RO & Education Centres aid its activities in the region are 
guided by tha South East Asian specialist group on Cooperative 
Training, SEISPECT and the ICA Council for South East Asia, 
which meet at regular intervals and give th=?ir valuable advice.

11- A report on the CEMAS activities in the Region has been 
issued separately.



Itk - GEMS. LONDON. PUBLICATIONS LIST

Febrtiary 1979.

PUBLICATIONS ON METHODS IN CO-OPEMTIVE EDUCATION; Price par copy
General £

1. Participative Teachtog Methods
A guide with specimen for Cooperative
teachers, 119 pages. A, A. 3rd impression. 1978... 1.50

2. Explaijoing Annual Reports
A guide on the use of annual reports and 
accoiMits as an aid to education, 96 pages A.4-,
Presented in a ring-binder, 1978....'....  6.00

SPECIAL
3- Co-operative Education Radio Programmes

A general guide wiih specimen scripts.
123 pages, A. 4, 3rd impression, 1978...... 1.50

4. Case Writing Workshop Pack
Including teacher's guide,'The Pack contains
material for a two-week course in writing
of case studies on co-operative management,
by Dr. Malcolm Harpor, Crc.afield School of
Management, 1977.......... . 12.00

5. Gorrespoodance Education
A guide for planners, course writers and tutors,
with 6 specimen lessons. Guide; 32 pages, 
specimen, 98 pages, A. 4, Basic teixt compiled 
by the International Extension College,
Cambridge, 1977............ . 10.00



PUBUCATIQNS ON ilGCQUNTING 4KD FOR COCPERiJlVES

Prlc0 per copy
6. Co-oPerditive Book-keeping - four manuals

(1) Marketing Cooperatives 52 pages 1.50
(9) Consumsr Cooperatives AO pages 1.50
(3) Savings & Credit Co-ops. 26 pages 1.50
(4) Industrial Co-operatives 38 pages 1.50

7. Society Qperating Manual;
A guide with specimen on the preparation of
operating manuals for agricultural and con-
siimer co-operatives. 145 pages. A.4 Presented
in a ring-binder. 1977.............. .. 7.00

MISGELLaNEOUS PUBLICATIONS;
8. A Co-operator'*s Dictionary

Explanations of co-ops. and coimiercial terms
by A. Lamming, 55 pages , A. 5, *1977...... 1.00

9. Sources of Co-operative Information
Including a list of co-operative contacts in most 
Countries of ths world. A. 5. 1979......  1-25

FOHFHCCMING PUBLICATIONS;
The following mannuals 'are exp-3 ctad to be published 
in 1979;-

10. Control of Assets for ths Prevention of Losses.
A guide on how losses can be avoided through tĥ
application of suitable control measures.

11. Member Education Plan
A model plan for membar education with comments. 
Especially covering pre-formation stages of a 
Cooperative. This will be supplemented by a Teachers ' 
Guide.

12. National Co-operative Education Plans
A manual on the techniques of preparation of a 
national long -term co-operative education plan.
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RJBUGATIONS PUBLISHED IN ASSOCIATION WITH
INTERMEDIATE TECHNOLOGY PUBIlCATlQHSt Price per cnpv

£

(i) Tropical Agriculture for the Staff of Cooperatives 
A programmed text, by P. Yeo. 54 pages.
A. 5, 1977.............. ....... 1.95

(ii) Business Arithmetic for Cooperative and other 
Small Businesses
For use by Cooperative Society managers and staff,
by T.N. Bottomley, 87 pages, A.5, 1978........ 1.95

(ill) Co-operative Organisation - An Introduction
by B.A. Youngjohns, 34 pages, A.5, 1977........  1.25

(Iv) The work of a Co-operative Committee
A Programmed text by P. Yeo, 87 pages. 1978......  2.25

CONDITIONS FOR DISTRIBUTION

Co-operative colleges and other training institutions, education 
departments of co-operative organisation, etc., are 
entitled to one free copy. Quotations for quantities can 
be obtained on request.

Note
The distribution of the special publications, such as 

Co-operative Education Radio Programme, Case Writing Workshop and 
Correspondence Education, is restricted to training institutions 
stating a firm intention to carry out such activities.



LIST OF LIAISON OFFICERS

1. Mr. A. Fattah 
Director
Department of Coop. Development 
Badsrai Bagh, C/o P.O. Box 5 
Kabul (Ifghandbtan)
Mr. P.S. Parmar 
Lecturer
National Centre for Co-op. Bduciation
A-7, Kailash Colony
New Delhi- 11004B (Inaia)

3. Mr. V.N. Pandya 
Principal
National Centre for Co-op. Education
A-7, Kailash Colony
New Delhi -110048 (India)

4. Gew. J. Sassani 
Managing Director
Sepah Consumers' Cooperative 
Amirabad Shomali
Iran Novin Corner, Teheratt ̂ Iran)

5. Mr. A. Siva Perumal 
Secretary Education and Research 
Cooperative Union of Malaysia ’ 
P.O. Box 817
Kuala Lumpur (Malaysia)

6. Mr. Supah Noh
Cooperative College of Malaysia
Peti Surat 60
Jalan Templer
Pataling Jaya (Malaysia)

7. Mr. Florencio S. Corral 
Assistant Genaral Manager 
Co-operative Insurance System 
of the Philippines, Inc.
West Avenue, Quezon City 
(Philippines)

8. Farid Ahmad
■' Genaral̂ ^^'cretary 
Bangla(3^h Jatiya Samabaya Union 
,9/D ,Motijljftsl Commercial Area 
PacQS, ,j(' g;̂ t̂ gladesh)

'9.";̂ . Mehta 
"Profe§f o r , . , ,
\fjal;ktTnt.Jĵ National
■Instiiute' of Cooperative 
Ma^agement- 
•Ganeshkhjjrid î Road,
PWQ - :4il -16 (Iĵ iia)

10.Mr.- -Baehaki
Departemen perdagangan Dan Koperasi 
Director^t;J3nderal Koperasi 
Ji^an ;0|en» Catot Subroto 
Jakarta (Indonesia)

11.Mr.., Takaah’i; J’urukaW 
Institute 'the Development 
of Agricultural Cooperation in
A s i a , , . ^ , * j . . . ' ' ! . .

24-9, 6-chnma, Funabashi 
Setag»ya-ku, Tokyo 156 (Japan)

J2>Mr.. C,*5-.Sivalingam
Cooperat3.y©̂ Central Bank Ltd.
, 29, LebohJtopang 
P.O. Bctx 685

- - Ktiala Lmpur (Malays ia)
13.Mr. Suifys' Ratna Shakya 

Instructor
Cooperative 'Training Centre 
Arniko Rai llargh, Banashwor 
Kathmandgj (Nepal)

14.Miss Lolita C. Gonzales 
Training Associate 
Agricultural Credit and 
Coops. Institute 
University of the Philippines 
at Los Banos, College, Laguna 
(Philippines)



15. Mr. Alonso I. PiJilac
Chief of Educ. & Training Division 
Jureau of Cooperatives Ijvelopmant 
(Ministry of Local Government &
I Community Development)
<^ezon City (Philippines).

16. Mr. M.D.K. Goonaratne 
Documentation Officer
Coop. Management Services Centre, 
Cooperative Sqioare 
127, Grandpass Road,
Colombo - 14 (Sri Lanka)

17. Miss Somjit 'Ehongdoung 
Department of Coop. Promotion 
Ministry of Agriculture & Coops. 
Bangkok (Thailani)

18. Ch. Jamil As lam 
Principal
Cooperative Training College 
N.W.F.P. Kohat Road 
Peshawar (Pakistan)

19. Mr. Prayong, Phawaphutanong 
Chief of Training Section 
Cooperative Leagua Section
; Pi chai Road, Dus it 

Ba«g:kok (Thailand)
90. ’'Ir. E.R.’Mudiyanse

Head Education Seetlon 
National Cooperative Council of 

Sri Lanka (N.C.C.)
455* Galle Road' '
Colombo - 3 (Sri L^ka)



Annexe - G
(OEMS GYGIE)

1. HOW DOES (EhAS QtERAIE
AS A cj;£Ataic; house for

GOOEEilATIVE EDUGATIOM I>iETHODS AND I-iAlERlALS?

YOU FUT IM 
by sending CEMAS

Samples of Information
your material about your needs

GEMAS inventoiy and collection of 
education methods and materials
CEJyiAS production of mateiial to 
fill gaps in tiie range
New Delhi London Moshi

/  YOU TAKE OUT X
by asking GEMAS

Information Samples of
about existing material
material

2» Vyho are our clients?
Answer: All organisations and institutions

concerned with cooperative education, 
training and infoiiflation.



Training Package i Project Format

1 • Naxue of the 
Project t

2. Media s

3, Language
4, ProdBOW® of the

package

5• Target population
6, Age group 
7* Ability

8, Other relevant 
factors

9• Main aim of 
the package

10, Terminal 
objectives

Trainiixs in preparation of Bank 
Reconciliation statement.
a) Lecture cum discussion method
b) Visual aids
Snglisih
1, Mr SN Mishra
2. Mr MM Vagganava 
3 . Mr VB Singh
4. Mr BjD Stiarma
5. Mr SN SBiXi
Accounts* personnel 
30 to 40 years
a
b
) well vorseti/Ln english laiiguage
0 acquainted with preparation of 
” cash book
c) knowledge of bank pass book
a) Transactions of a particular

period are entered in cash book 
with cash and bank columns

hj transaction in the same period 
are entered in bank pass book

c) the balance ./as same in the cash 
book and in the pass book at the 
beginning of the period,

d ) it differs in end
To impart skill in prepaiation of
bank reconciliation statement,
a ) to equip them the skill of compar 

ingand ticking the cash book and 
pass book

b) to locate the reasons for diffe
rence in balances

c) to train in ttee technique of 
preparation of bank reconcilia
tion statement.

d) to make them understand the 
utility of the bank reconciliation 
statement

e) to feed back with practical 
exercise.



11. Attached 
doctiments

12. Reasons for 
clioice of the 
media

a^ script,or sequence chart of 
lesson

b) teacher's notes
c) proforma of the bank reconcx 

liation statement.
d) visuals
a) a,s the population is well 

irereed, in english, 
lecture cum discussion 
method is used.

h) toi««iienforce the knowledge 
vi sual s are u sed

i} as the pages of cash book and 
pass book are to be used again 
and again flip over chart i s 
used for them

ii) the reasons of difference are 
to be shown one by one hence 
aid of the magnetic cut out 
is taken

iii) the utility and method of
preparation are to be shown 
int<».talily hence treuisparent 
sheet*are used through over
head projector.

VB Singh 
Coordinator

ilN Siu 
Reportier
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SE«̂ UENCE SHEET FOR AUDIO-VISQAL MATERIAL |

Subject
t Technique of Preparing 11 Page Number j

1 Unit Number 
--- — ---------- - ■

Sr
No

I

Recapiluatlon of the knowledge--6f
^  bank column wherein transactions 

i9JL3, .sp e c j ^ c ^ x 4  ad, jbLaYe...feeg^
recorded and the cash beok ha® 
been balanced.

Transactions recorded by a
banker in the pass book for tpx*
specific period given
with balances

a) Empha«<M! c’l'the pass book and)̂  

beginning was the sam^.

b) At the end of the period the
— -..balanQe-a^jdiffaa^-^the^djLi-feegenee 

occurs due to •rr«re f 
-ar-<fl«̂ cafle»x?t]ner>̂ .T:eaa,stQ,a.« .To.. knew 

this bank reconciaiition state
ment is prepared.

Definition of a bank reconcilia- 
tion statement :________ ._____
1) It is a statement
2T 'Prepared as on a particular dai^e

^in the pass joook and cash b o ^
4) to ascertain whether the a i %

agreement of balanc«« is due
*to reasons/enors



j n

SE-iUENCE SHEET FOR AUDIO-VISUAL MATFillAL

Subject Page Number 2
Unit Number 2

Sr
No

Verbal narration
aX.JjLf»Jsi.ng. ui;l conrnfn. j.t^gIng in the cash and pass b«ok
■b). UntlcKefll. wkltlreasons mf disagreement

- a) ■Untic}&ea...itaffiSL.sat̂ ceî  J-a.sa.̂ h
ly'ek but not in pass b»«k &r» i- 

-11 ■ cheques issued^,. n»t presented 
or dishonoured
V not collected or dishonoured 

 ̂i -i ) f<hP>qnt»R entered In casl;i book 
n«t sent f#r collection

h) TTn-t- jnVed items entered.^n pass 
book but not in cash book ar««-

— l4~-cgedit.f£c»r itat-exiRfit,,. /an... accounts^ 
collection of interest on 

---— sgĉ AritjLftift* dlvidenci. etc-..
J J L ju ^ l r e c t . .  d ep o M fc>J3>X.

parties

in the cash book 
— iir) (̂ P»blt for. bank. charges/inte~ 

rest on over draft/payment 
__ ___o£... .gtgi---

dlshonouge._ of discounted 
bills

3SS/T&



[ S&4UENC& SHBBT FQA AUQKLVISUA]:. MAffiRIAL }
Subject Page Hyber ---  i

Unit Number 3 1
......... —  ■*■̂ ■9..\

Sr
No VtUity Of Bank ReconciliationSfcatement

Ix^lps in locating the^

XI liexps in ascertaining tli©
, P,|, ...

i t itransactions
3) TO iielps in(ji^t-Tng tfap 

I f  a n y

It helps the management to 
  ; nPftTO tAan o

5) It ’nelps the audit^staff
verifi cat ion^.„_feanls-toi aaces
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SE-iUliNCE SHEET FOA AUDIOJJISaAL MATERIAL

Subject Page Number jj ]
Unit Number

-  - -  4

Sr
No TKex^' axe~Toiix'̂ 6 T ' pgepajatl&n

•f bank reconcifcLatxon statement
t» start with t

1
2

Baxserss
Balance

as p w
as per

ea en booK
jpass book

3> Credit D&ianpe
as per cash book 
Debit balance (overdraft) as 
per pass 13004!:

I M e t h o d « i -
Balaiice as per c a ^  book
Adel t cdieques issiaed but not
l) presented or dishonoured
2) Interests, etc, credii;^ by "a 

banker
3')' i)if eot oTepo sx r ~By" "thTga-----
4 ) ̂ iequgs collected, but not 

recorded in casii book.

Less s

"CEeques sent" Tor coxiectibn 
but not collected or dis- 
honovired ”

i~) ’ Saixik c.h»»feo c ' paymeni s o f  
standijig orders etc. debited 
by a liaiilcer*
Dishonoure' of discounted bills 
Cheques not sent for collec
tion but recorded in the cash
book
TialSn'ces ""a s" 'TTgCg'
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SEUiUENGE SHEET FOR AU0IO.VISaAL HATERUL

Subject Page Number .J
Unit Number ^ 
-------------- k---

Sr
No — "Bnaiifti'*B •p w

A d d  I
"  i ; ' O h»qU »i 1 SHT’“r q i g f lH lB t lb n

b u t n o t o o ll* o t«d  o r dlahono*  
‘ ‘ iir «d

2 ) datdc •faMTC** paym «n»s o t
etw odlng o rd » rs , Ate* d «b lt «d  
by » baakT

3 ) O ls h o ^ u r  o f  d lsooun tvd  ~CXll0  
k) Oiaauee n o t sent f o r  c o l l « o «

t io K i»  ^ t  r e m r d a d  i n  t h e
■ Qfttft..te9ClL

Less

1 )  C h e q u e s  I s s u e d *  b u t  n o t  p r « »  
s e a t e d  o r  d is h o n o u r e d

2 J1 In ta rflfitB i .fltCi g f t t U W  ^ 7  
a  b a n k e r

3 )  D i r e o t  d e p o s i t s  b y  a  t h i r d  
pfitf*ty

4 )  C h e q u e s  c o l l e c t e d  I b u t  n o t  
r e c o r d e d  i n  i ^ e  c a s h  b o A

■■iBajLaiiee a».pe»>-Mi sh hnnV .

I l l  M e th o d

C re d it  balance (o v e r d ta f t ;  as
a a S h  b o o k _________________________ _

The ite m s added and su b stracted  
a re  the  leiae. vhi>ch^we jpLyen
i n  X I  m e th o d  

- 3CV-« e tliiud

D e b it balance (o v e rd ta f t )  as  
p e r pass book
The item s added and su b s ira cte d  

l̂ ha wftiiia ^ 6 h  a re  g iv e n  in  
X method

ZSS/T9



SEv^UMCE SHEET FOA AaDIO-.VISaAL. material |

Sub.iect Page Number - ^  ^
Unit Number

Sr
No -grae flea I'appii cat Ida or tUB ’

•tracrtfc • TTB coiit5lia.Kirtcm ..sliatBmc g t

■ir±±±—bu doiiHT la.fee" pJofuxima
ft) im’i' -mmgi -±miiw ay u uaad'try
the institutions, t%m-- preparing 
.tb»..,stat.am»nit an^-tha— eacogoAee
will also be followed in the 
same prorormi, '

-w-

3S5/r5>



SUMMARY OF THE LESSON

1 , There are differences in balances of cash
book as well as pass book due to various 
recognised reasons,

2, To reconcile this^ Bank Reconciliation Statement 
le prepared on a specific date, to aseertain 
the acci^racy of bank account,

3, The differences are generally due to the 
following reasons,
i ) items recorded in the cash book but not in 

pass book
i i ) items recorded in the pass book but not in 

the cash book.
4, Preparation of bank reconciliation statement 

start with s
a) Cash book balance
±) Add transactions which have reduced the

balance and substract which have increased 
the same;

i i ) Add items which have laised the balance of
the pass book and substract items which have
reduced the balance of pass book.

b) Pass book balance
i ) Add items which have reduced the balance

and substract which have increased the same;
i i ) Add items which have raised the balance of

the cash book and siibstract items which
have reduced the balance of the cash book.



84 (g)

FOBI-IAT

1• Name of the 
Projoct

2• Media

3. Language
4, Producers of th© 

tra3.ning package

5, Target population
6, Age g'roup
7, Ability

89 Main aim

9. iit  teiclaed 
docui:icnts

l̂̂ ;?enefits of cooperation

1. Lecture method
2, Audio visual aids
Engli sh
1, Sbri SB SLngh
2, £hri SD Chopra
3, Siri KD Tepan
4, Siri ML Prajapati
5 , ^ r i  K.S Siinbyal
Coop, Supervisors

25 - 25 years
Can read, write and converse 
fairly well in E ngli^
To create awareness about the 
advantages of cooperation
1, Script of lesson
2. Posters, charts, cutouts etc.

10, Roasons for choice o£ the mediuni of training package
Since the target population has a fair knowledge 

ot English, the lecture method is adopted and to 
make the conuaunication more effective, audio and 
otb3r visuals are used.

SB SLngh 
Group Chainaan

SD Chopra 
Group Heporter
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Benefits of Cooperatives 3
Cooperation has the advantages of 

and socialism. The benefits of cooperatives could be 
classified in to 3 groups ;

In this sessions, we shall take up the economic benefits 
of the cooperatives.

The economic benefit of cooperatives are as under :
1) Equitable distribution of wealth# 2) uplift of .weaker 
section, 3) capital foration. 4) Increase in National
incOTie, 5) Elimination of middlemen, 6) / exploitation.
(The above benefits may be shown on the overhead projector)

prevention



SEQUENCE SHEET FOR AUDIO-VISOAL MATERIAL

Sub.iect * Equitable distribution of wealth
-Unit Number

Sr
No a) there ai‘e_4-Aqpiâ i-,a.r».£.-----

production which claim
... ....S g ta m s  on, -JLaaad

iabotuTy capital & enter** 
prenuer . ..

^J...t,hr.ftlieb ftaaooaiatAftn it i.o—  
possible to regiilate or to 
affect the distribution of 

...ge.tUBM.O ....  ...... — *■— -~
■ r. j , ..,r.ant, ■'papqif

create a disparity in the 
--- di.staw.bwtiion~<ftF rc-fam ’Us \>»*
-iU

wealth
»j,oining togotjaey-thB % ^ g ,xti3a' 
ing power increases. Ss 
competitive rent could be 
'faiKod-at l<»»r leveg:; .■». ■ ■■—

&..) rolfi ftf,.cafii ta jL-.m iiaa-  ----------------------------------------Hay-
limiting the rote of interest

__f  )  Qg  BU!E>plug"i 8—-------
returned to the members so

—...-i.il. .,dne.s..Mat .g o . tc  ̂a gi iag dte-'-.
man

Economic benefits of Goop.Up
--lift of-BCtnlfBaJref’ abctib'ng;--

•a-j-Tho oe ■ Tdio"“rio-uu t "have — ----------
sufficient means to earn 

-M . 'thoAr liyeli'lanypvi ' ..........
- N - b?- ■pooj-lAngs*' 'de w i' ■̂th-ei.y Mgagrfr 

resources, they can e£im 
their livelihood



SEQUENCE SHEET FOR AUDIO-VISUAL MATERIAL

r  SuWeot Page Number ^
C l ' - ....: ... -

Unit Number

Sr
No

a) capital formation is possible
—  ■ if±tlx" Irelp ■or sitvaKis---------

b) sinoe unproductive unit ,5
—  .oy-non-viabla uultis become

viable unit* s savings 
-- inogoaoea —-- ^ -

“jBbonomic benefits increases in N&tion&l Inconi©*

a^ National income of the 
----comitry-ls-tisr^diai produ^'tion expressed in terms of ----ra±xr®“—  ------ ---   —

h )  Cooperation belps in increas- 
W^tiolnSi 'income by way of

-ZSSI7&

1 • Reducing imemployment,
2. Providing various ec<momio

aw viioog ifhlefa l e a d ‘to 'inVigegEein productivity and higher
"^’Oewne*'"'’..— ... -.... ....
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SEQUENCE SHEET FOR AUDIO-VISUAL MATERIAL

Economic benefits elimination ofSubject ^ 4Page Number 1■---- ------ un\/aat6a niauiaman— ----------------- Unit Number |

Sr
No

a, all those who handle the-■T-rndiint from pyoduper to 
consumer are middlemen

b. variation in the prises paidreoeivgd
by the producer

o. The coop, organisation in the
--- £oawa.(af-.fl mar'kating ttOPP^a"

tive so ci et y •
1,-eliminate the middleman 
--- hy..di xant

the members and selling 
„ * n . . , th,ft.MmtaiiOin,a3r«...............

2, this ensures higher prices
---±'nr the producers. --- - -
ECONOMIC b e n e f i t s  OF COOP. 
■PIU!)V-BNq? S^PliOlTAaaQN . n  î... --

a, how a : armer is exploited in
— -■Wae jacajds mnn fly-1 flttCt.gT?.

b) exploitation on account of
■  .. ma.l»upraa.tloea, ,Qf
c) through credit cooperative

----- sat, a. loan at a reasonable
rate

d) through marketing society;
-- - ffl-pmftr get rid of

these malpractices.



Stimmarv Na +̂  (Group N. . 5)

For making a rational choice out «f the three main 
types of economic system (capitalism, socialism and resultant 
system of economy i.e. ccoperation) one will have to go into the 
relative benefits of these systems. The benefits of cooperation 
may be classified into three main groups :

1. Social benefits
2. Economic benefits
3. Educatisnal benefits.

Ennnomic Benefits : GooperatL»n has been defined as organization 
in which persons join voluntarily for the promotion of their 
common economic interests. The economic benefits *f cooperation 
may be again grouped into six
i) equitable distribution of wealth, ii) uplift of weaker section
iii) capital fjrm^tion, iv) increase in National Income , 
v) elimination of middle man, vi) prevention of exploitation.



PROJECT FOBMAT

1) Name of the Processing of Loan Application
Project t for composite loan - well cum

ptimp set*
2) Media t i) Lecture-cum-discusslon method

il) Audio-visual Aids
3) Langua^ * i^gli sh
^) = of ^shrl

'TrumAfm
Package i) H.N. Dubey $ Chairman

5 ) TsrgBir
Population

6)
7 )

8)

Age
iLbility

Other reXe- 
vant factor s

9 )

10 )

Main Aim

Termii^J.
obje<s1;lves

Attached
docixaents

11) A,K. Dey 
111) B.l/, Srlvastava 
Iv) C. S, Mlsra 
v) N.K, Yadav

Sscretary
Member
Member
Member

Branch Managers of C.L.D.B,/ 
Managers of P,L»:1).B,
30 years to 40 years
Can read, write and converse
fairly well in English
i) Minimum qualification graduate 

with 3 years experience euid 
post graduate with 6 months 
experience

11) Preliminary knowledge of the 
supervising •£ the igxKi 
Land Development Banks

To IncixLcate skill and expertise
of loan application - s«rutin|^
After this training the trainees
shall be able to do <
i ) Table scrutiny

11) Inspection and studies
a) % o t  Xnsection
b) Appraisal of loan cases - 

valuation of hypotheca
a) Script of the lesson
b) Teaching notes.



12) “Reasons of the 1) Target population is well
clioice of media  ̂ .. .cbnVersent with the working of

the Land banks and have in. fair
knowledge in Einglish, lecture-
cum discussion method is
adopted, ■

2 ) The activities of the personnel 
are of practical natxirey audio
visual s are u sed in the class 
room.

Chairman 
Group I



SEQUENCE SHEET FOR AUDIO-VISUAL MATERIAL

"^©cessing of lean application foi
Sub^6ct

.. " .. .......  I’-',
Unit Number *

Sr
No

'....

'3^tT9

Pujpo se s 
i.̂  Minor Irrigation - well-mim

pump aq t y  tutog.tWHrl’t "T T(Sm
channels etc.

11} Land reclamation, levelling, 
»»■,. ..ife-tindAneT’ ‘tauutuai’va tiSn <

111) Puurchase of* agrlciiltural
i mp.l iflBiaa t g,.awfcĝ  t g a e <ie g | ■ -e t o .

iv) Plantation In dueling hortl- 
-w l 4 m awiir

v) Construction of houses and 
'godow

vl) Allied activities such as
■ ■ — .anABial hi*ebandry f daiyyT—

sheep rearing, poultry, 
fishery etc,

Agricultural Projects - 
'gpecial fe'attaitJ'H""? " ....

a} self income generating

ability to meet out the 
Increased farm expnses

Action before sanctioning of 
-^ e h t T t  -jLo a n  ■ «»■ - s t u d jT ’a f ....—

*s economic viability 
■#»<ri!aaLiieal feaaibaLlA^

* financial analysis of the 
project

■» processing of loan application



SB4UEBOE SHEEI FOR AUDIO-VISIWI. MAIEalal
3

Subject '
Unit Number

Sr
No

m m

What is processing of loan appln,?
1 ex^'Inaiion'o'^ the

required papers to be submi'fcted 
alOTg vith ioari application.

ii j ^rification of facts inclviding
____ S.g,g.wr4-tydociuaents.

------------Qb3flO,tA.v:a,fi............. — ............ ..i) Investment in tlie project is
ii) cxiltivatacrjiwill be in a

------j?.g,gj.U9a ,t9.yi;gE.ay,.,fh$^.i£B£Land to meet out the increased
farm expenses

Stages of processing of loan 
'“■""■sippil'caOl'c m '" '   " "' '—

i) Table scrutiny (by accountant/
, iRg,a,l. fuigiatani-, and wanager/
branch raanager}

ii) Field in spection/study (by 
, inspecting officer, L.V.O* 
and manager/branch manager/

Table scrutiny mesuas s
K ensuring the attachmen'fc o^ 

yeaviired papers/do cument s 
as verification of the correct- 

rt^^s of doctiments.



SHEET FOR AUDIO-VISUAL MATERIAL

Sub.iect Pai?e Number
Unit Number

Sr
No

;aegfa5»a* u M « Ti Hj'-ymi.:

Papers required to be atta^ed 
with prescribed loan application

i) records of* rights & possession
— oir-±ai3dr-~’'’'‘--~— ..........
ii) Sstimate of the project
ixi*;)-'*>̂ y 'blJPx oa'te-s— .....   "' ■—

a) D.G,¥.& availability
--------■■■sna-fcalTili fey 'watnx*y“tli s

tence» criteria
b) Crovt. cooperative socioties

------- '-^asnsraiar 5aiiKfe ~-Fgg Êgd 
±ng no dues.

“1.V7 title ------ ----------

v) photo copies 
"Vi -̂"gHcumbreaaey~ fx-om s afarqgx sfeT'ar 
vii) affidavit (in soiae states)

Field inspectioii & studies
■ |>oAia>tHB-rjeig- eo n AoiWr—
i ) location of field 

''■aA-“)-HyypiM-''“g‘g'-”7!i;c>il ±t’'g"'"aniit'atb±lity 
for the crops 

•AAar eotmd3a?eo-s**»pf-’* proJget ■
a^ cost Ratio )
b J repaying capaci ty
c) valuation of hypotheea

iv)--technical appraisal of the 
-----v5XT^' q gFttr;"'Taaiirs^ ‘ drstanog

CO st «
Vi.

a v m i iatiî jLity bt"'saŝ ‘ew
creditvojbthS^ess of the

— ~ *nppi l̂rieaxt̂ '«“' ----------------
vii) verification of the posse

ssion of the land*

Willingness of iiie cultivator
.jirft JB.rtmmm.



SEQUENCE SHEET FOR AUDIO-VISUAL MATERIAL

Subject
IfflfiortaQce of t: 

loan applica
of . .

Sr
No

A) Banleer's
'g-“3ajrglTr'T>^Pgngy""..... . ■"
« knowledge of net mirplus

with the cultivators
..the loan & period of loan 

? justifioajfcli^n of invaatment
B) Ctiltivator* s  poi33:t of v i ^

» expectation of net surplus 
g possibility of stabilization 

of his consumption lioiit 
« investmeitt is justified &

________f ^ i i a j i c i a i l v  f f la a - ib lc .
adoption

SuQHuary
1 ) purpo se>s of loan — pernuuient
.iiBPxovem.en.t of land . ______

2) processing of loan application 
does not aean delay in sane* 
...tiQaai.ng iftha Inaft irath»eg ohock 
ing and examination of

P ^ - B . g . i T t h i s i
3) Stages of processing of loan

-.....table scrutiny & field 
..... " '■iira^<?t;tia«r'''''iwid' 'V'stTtdy *^^
4) objectives of loan mpplioation

a) justified investment
Jb. JL jpjgQ Afltfilfe. ■ i. a ..ftffiimjanii ioa.lly

tochxiically f easible and c^omcierscially 
rPemuneirativfl

5 } 3jnportanoe *

a,) Bankers po±nii of* yjgw t 
safety of money, estimation 
of net surplus with culti
vators, fixation cf perio^l

— M  ,9£ .xQmmaia^ 
Ai Qultivajy^r g point jn f,. view 

estimation of net surplus*
l iiait , justification o f 

-- -^ngestmflnt, . . .



Script
Processing of Loan Applicfc-tion for
composite loan - vell~cvmi--ptunp set
The Land Development Banks advance the Long Term 

credit to the Agriculturists for permanent improvement 
of their lands - which means and includes minor irriga
tion, land reclamation, plajjitation, construction of 
godowns and houses and other allied activities - purposes. 
The investment of this long term credit in permanent 
improvement of land purposes, after economical and 
financial analysis form the agricultural projects - 
The main characteristic of these projects are that (i) 
These are self income generating and self liquidating
(2) The stxrplus of these pftrojects is enough to meet out 
(i) repayment of the loans - Principal and Interest (ii) 
meet out the increased expenses of the farm expenditure' 
and a part of the increased expenditure of the farmers. 
Since tliis involves the advancement fi»f huge amount for a 
longer period on the basis of landed property as a 
security primarily new shifted on production of the 
benefited area of tk,e project and he valuation of 
hypothica requires a legal and technical knowledge, hence 
the bank has to take precaution in advancing thio_ type 
of loan as such the bank carefxilly processes the loan 
application. ,

The processing of loan application does not mean 
delay in sanctioning the loan. It means checking and 
examination of the i*equired papers, and their scrutiny 
to ensure that the loan demanded is within the objective 
of the bank and is justified. It has certain aims and 
objectives e.g, project is technically feasible to take 
up, economically feasible and commercially remunarative 
resulting an increase in the farmers income.

In the processing of loein application one has 
to do the followings :



1, Table scrutiny
2, Field inspection and study
A table scrutiny is the fiinction of ensioring (i) 

of the submission of all the papers reqtiired to be submi
tted along with loan application under the bylaw/manual of 
the bank and (ii) checking their correctness. The papers 
require^ to be submitted are |

i) prescribed loan application available from the 
ban^ on cash payment including membership form,

i i ) records of rights of land to be mortgaged as a 
security with the bank, survey number, area, 
type, rent, facility of irrigation available» 
if any

iii) estimate of the project along with quotation 
of pump set

iv) certificate f j ^ .
A Ground water department
i) availability of water in that area 

ii} water’s stiitability for irrigation purposes 
iii^ distance criteria from well to another, one 

tube well to another.
B No dues certificate frfta
i ) Grovernment

ii) Cooperative society
iii) Commercial banks and other leading banks within the 

area
i v ) Title deed iji original in case acquired by 

p.) sale then sale deed
b) w^ll then registered will
c) inheritance then records of rights from 

Talathi (Patwani)
v) records of possessing the land

vi) photo of loanee
vii) E.G. certificate form Registrar’s office - 

land t<i be mortgaged as a security is free 
from encumbrances - title is good.



2, The field inspection and study means going on
the spot where the project actually will be taken up 
physically after informing the applicant so that 
applicant may help him in conducting inspection and 
study. This involves the verification of the facts 
submitted by the applicant along with loan application 
and study of the soundness of the project, its tech
nical, economical and financial feasibility,

'The following points are taken into considera
tion at the time of spot inspection s
1) location of the field where the project will bas 

set up - taken up - its distance from the 
village

2) type of the soil - its suitability for the 
recommended crops - cropping pattern

3} soundness of the project - A economical - By
an appraisal of the project - predevelopment 
income - post development income - surplus - 
thus the loancP.igibility c? the ciiltivatot’ is 
taken out,

4) calculation of repaying capacity of the applic
ant verification of the yearly farm and off 
farm income of the cultivator - expenses - 
(including consumption of all the family) 
then taking out surplus,

B Technical appraisal - depth, radius, distance, cost
4) availability of inputs - to cope with the

cropping pattern - he will adopt after develop
ment,

5* creditworthyness of the applicant
6, verification of the land - whether actually

possessed lay and cultivated by the applicant
or not.



7. willingness of the cultivator - wiietlier he is
actually interested in the taking up of the project 
or not ?
The importance of the processine of the loan 

application can be seen from two sides - bankers and cuiti- 
vator’s —
B a ^ e r  • a point of view -
1) Safety of the bank's money - advancement is oa

sound linos " legS'l complication in recovering 
the loan

2) knowledge of the surplus with the cultivator,
1) bank has an assess of tbhe yearly net surplus

with the loanee - so that repayment instalment and p®ri©d| 
can be fixed

a ) in case of big cultivator -• period of repayment 
' can be decreased - instalment can be increased 

B) in case of small cultivator - period of repay
ment can be increased - instalment can be decreased

3) Saundness of the project - investment is justifiediri&bl®economically/and technically feasible.
S'armer's point of view.
1 ) Expectation of net surplus income - to repay the 

loan - to meet the increased input of the project 
and increased expenditure of their own

2 ) in case of income (net incomesj arequires to be 
diverted towards the repayment of the loan in a 
major portion s
a ) the ctiltivator can establish his own consump

tion at his present consumption level or
B) increase his consumption level in case net

sxarplus is more and raqtiiras to come up on th« need . base lovol.Investment is justified and financially feasible
to take up.



auguaax*y
1, Purpose cf loan s permanent improvement

of land,
2, Meaning of processdUig of loan application — 

does not mean the delay in sanctioning the loan but 
enstiring ‘ all the required papers and documents for 
loan igivc been submitted - verification of the correct
ness of the facts and figures submitted in the paper

3, Fxmctions of processing of loan application-
1) table scrutiny, 2) field inspection and study

3) object of processing of loan application,
1) project is economically feasible» commer

cially remiinerative
Z) investment is justified,
5. Importance - bank's point of view - culti

vator 's point of view - safety of money - knowledge of 
net surplus with cultivator - keeping in fixation of 
loan instalment - diversion of major portion towards 
repayment of loan in case more net surplus is available 
thereby decreasing the period of repayment and vise- 
versa,

investment is justified - consumer can 
establi^ his consumption in case wants to divert a 
major portion towards repayment.



Traini.iL^ Package 
Backgrouiid - Problem area 

Processing of* loan application for

Lesson plan over head projector 
transparent papers - flip charts 
black boards.

3S7/7.9



1.
PROJECT FOEMAT 

Name of the Project t
.GRO.V^ II

2. Media

3, JLanguBge
4, Producers ojf 

Training Pack

5* T a j ^ t  Population
6, ilge group

Training of Counter ^lesmen 
of* Weavers Cooperative Society
Lecture Method 
Audio-Visual Aids
Bngli sh
1. ari A.K. & h
2» Sri K. Chellappan
3, ari A. Rataakrishnan
4, Sri P. BaaAa
5, Sri G.A, Dar.
I^iosmea (20 in each batch)
25 years to 35 years

8, Relevant factors

9,. Msxin aixa
10, Terminal objective

11, Attached document

Can ready write and converse 
fairly in Engli da
1, Goods are properly dig?layed 
2* Pricing has been done 
3* Poor sales 
k. Goods are in plenty
5, Poor treatment to customers
To increase sales
1, To acquaint ,the art of 

salesmanship
2, To maintain high degree of 

customer relationship
3, To increase sales
k» To increase the efficiency 

of salesmen.
Sequence ^eet cum script of 
lessons.
Teachers note
char t , t-ran sparenci e s ot c ,



JL’ Training Paok&ge on Salesaanahip in ¥fcavei!*i
CooparatiVe Society,

/■ TSales Personality Product knowledge jSnowledge 
of customers

5 I I
Training Pack 1 Training pack 2 Trg.Pack 3



SEQUENCE SHEET FOR AUDIO-VISLJAL MATERIAL

Subject Introdufsiiifi’ th« sub.lant Unit Number

Sr
No .jCbfta g t ' eaA»8niiaiifcghii.y..awiBf>iiis

the same Izxespective of types 
o f  ■■touaaia.aeg'. egflganiA gatAcag- ■■■»
private, public and cooperative 
JT.ext.iJ.eI ,ggooi<Msar-i— aqvapient etc

. gmaa.a«t.a-»iij ...a t>idi.dge” bet»
ween producers &. customers 

3« i^lesmanship is aji art to
--------hoaadike" -blare peop le etiid a o lw

tlieir problems upto their
- ...I. wi^̂i■a£â et■i■etlf "'fai- pê ei-ttkya B̂iRigier 

1• concentrate on fundamentals 
— ■ aaleeiiMiM!etoa.p»"fAr a-b ■ jtep

2, A good salesman*s career 
M— »«.̂ T̂aige-e -Amp3M>viimen)*fe-i-a-
'three dimensions s
i, pleasant sales personality

......Ai"»' adequftto lmeifl'Bt*'gg 'Of
product

______ i . i i , a d R a i i a . t f t . . V . n n w 1.<idgft...n,f
customers,

4. cialooM«nohfl.p "cn v elopB^
seven arec.s of laaowledg^e

..-a.g' 'jg%aidaaoit'taafo of BaaiO'fimansihip
ii, prospecting 

iii• preapproaching 
iv» approach 

~  presentation ̂  demonstrationV .
vi. meeting objections

vii. closing the sales.

■ZSStrg



SEQUENCE SHEET FOR AUDIO-VISa^ MATERIAL

S^les Personality
Subject

T'..Paee Number 1
Unit Number

Sr
No

1, Personality is the sxan total of
— gLll -tx a i.ts  a, man Ba,as9ggi

these qualities he maJces 
, -imprft fifixoa.jan>.Q.iaiay.g«.........

2, The qualities are of two types
,j>Q aitive. I (iua3iaitr3Lea. jUlBEU~..loyalty, honesty, coopera- 

f k.-i ndn <aaa a ff -
ii) negative qualities like dis 

hone sty, ingratit ude, di
■ oewgtciOiHe.. .............    -

3, Hiese qualities may be inherent
■a.nri -hVi a y  /%art , a y f l d  1 SO
by association and development.

1 • Personality traits may be 
yT»niipftd in fmi-r haadlngs.
i, physical traits

ii, mental traits 
4 -ii , a n  ri-ial -hra.i t s
iv, chara ter traits
Physical traits includes 
ryir^:a-t?ng1 a p p o a - n a T i  nft s  n  f* a. m a n
i. sound health 

■a.î .,,.snqd.
iix, sweet voice 
iv, attractive posture

--- K^- -̂ ma-Tt . appearance.
2, Mental traits - internal

— -------------------------------------- --------------■
i, accuracy, ii, alertness

■ i v . . .  in4Ua,ttye
±v, memory, vi. zest-observation

confidence__________
viii, fiim determination 
ix , chee rf uln es s

-5§SfT&



SEQUENCE SHEET FOR AUDIO-VISUAL MATERIAL

Subject Unit Number i

Sr
No 3»_a:)cia;L traits i

Public contact 
submission. tar>.t,

d) refinement, e) tolerance 
f )„ cooperation.^ )

manners, h.) dominance, 
.fiJjijL., >1.) apprnjprati4

k.) patience, l) laelpfulness

lione sty,
■loyal,t<y.»...d4-,ig,

it a,.
b) reliability,I) reJ
I4",ig,iaat.ii.fcmaa.yi-...

e) industrious, t) sincerity

■S8S/T&



SEQUENCE SHEET FOR AUDIO-VIsaAL MATERIAL

Subiect Adequate Product knowledge Pass Number 4
Unit Number 2

Sr
No Adequate product fcaowledge is 

a' fillip to loidwiedge aid 
pysonality gap s

iiispi-re s coni‘x<ience
b) meeting consxmer* a ob-tft«tif»n
c
d creation of interest in job 

bright er fut ure. pro sp « ftii.-■ U' 11 ou .-i I >11.
e; development of skill and

expertise
f) pro le.c.t,î a_

2, ^lesmati are r e g m  know
following a^ects of a product 

Q-) .tâ ĵ-.ble ax̂ i,tieiS. of. .prod-uot 
like physical features and
make___________ .

t>"J intangible qualities of 
product like relative

______feature_s latest stylo.,—
fai^ionable colour, etc.

c) the be’ aviour of goods in
Xike'^duraSili%y, easy to use 

d } mi scellaneou s knowledga ahn ut 
organisation and its people*

can acqvdre product 
knowled^ through following 
sources s 

&) experience, b) adverijisement
c) consultation with fellow 

worker
visiting the site 
trade .louraals a  i 
trade meeting & exhibition 
specialised education aryj 
training institutions.

h) manufacturers literatures 
and assltance. 

A L , 9HstjBmar.j§.,,xaiaari£a.......... .



SEQUENCE SHEET FOR AUDIO-VISdiL MATERIAL

Page Number ^
Unit Number ^

Sr
No 4"»—gga-e' <bibd:y^̂ -ag ea  ■ e f  ■ ■f»mH.dai

o f  salesman ship x s  to  
■ ii'd'oai't i f  y ttie"'" t 'ype'O*o£-

read and 
•eswstnrrecc s

2 » unatua?o .and "poyohology
man are different to each

twf
■■■'»'fejae-35»-i H> depemdg” 0n apci’tra-  
e conomi o background j educa tion  
environment I sex e tc .
idyiiti"fiiBidifiojn‘‘m  naturs aig"
psychology of each customers 

■t 'b'" B'ssgritl â lT  'tSuuna Jfl'gar-cmT- tie 
formed by follow ing process 

-a ̂  -Tffaiaigr S' oT"«<?gsf ngrgp g” i n ' ITHeTnmarB'r'b'*'! 
shop
ulo ltnrs~ 
conver sation

appoaru'JlÔ ‘~' 
d ) action.

..Pracbieally cubiamtfx’b’ 
pa±dL put in  four categories. 

------—OiPgang oatioiaally ' ....................

B.
t5T

Sex
members 

Haon ■ me mb e g  o -
i) females I

egi r i trf s n y
iii) old.

ii ) males
n - ^-aaait

wafui'e-" ’ "p sy ei'iOTô iTssdr
set up

’friend'i'y  typTj'i... ... —
talkative type

tKacjeKHUt'*"awr'.LU ufB type**"
impulsive type,
'̂aftgL'ieKffe'" ̂ »ypei ' .... ...
aggre s sLve type » 
argumentative type 
assertive type 

"'Iimxdlca-pjpod*''‘fcypg' *'
nervous type 

"~liM u&'5±Tter‘“ f ....*..
snob type 
TEtrtgu iiicm- ■ typg-,' * 
time waster type 
“I3r a Kurry '' tyj|Jt> 
sarcastic type



s

1. felesman should try to know tr^te & 
tendencies of ■orustomers to apply pin 
pointed treatment 1»6 them to close 
sales successfully,

2. Sbme traits and tendencies of various 
tiipes of customers and the way of their 
treatment are as follows. It is just a 
guidelines and rests can be done 
depending on salesman's knowledge} 
intelligence, tact and wisdom,

3. Gtiidelines tmder three headings t
Types of customers Traits and 

tendencies
Treatment

1. Member customers

2, Friendly type

4, Sarious type

Ssnse of owner- 
sliip, mastery 
movement, asking 
welfare, pro
blems etc. 
cooperative 
mentality
pleasant in 
c onv er sation 
cooperative

Talking as 
habit,talking 
on various 
subjects

Serious look, 
talk less, 
purpo sive talk

Be courteous 
reply in gentle 
tone, iSxow goods 
confidently, 
give him due 
care, import
ance in dealing
Be friendly and 
lead him skill 
fully to the 
product.
Allow him to 
talk, patiently 
and slowly 
bring to the 
product
aaow re spect & 
courtesy, 
ApproacSri with 
smiling sales 
talk

5. Impulsive type

6, Silent type

Actions are 
quick, jerky 
& impatient

calm, silence 
looking here 
and th ere, 
waiting

Be active and 
prompt, give 
facts quickly 
and briefly
find out why he 
is silent, open 
his silence, 
pre serve him & 
be friendly, 
arouse interest 
through demons 
tration, may cut 
intelligent 
jokes.



7• 'digressive or 
illmonnered type

8, Assertive OX’ 
decissive type^

9» Indecissive type 
or nervous type

10, Argumentative 
type

11. Handicapped type

Aggressive and illo
gical in talks, 
stiri cal remark s, 
critic of every 
issue

confident in 
talk and action, 
logical approach.

Quick and nervous 
actions, instable 
talk, hanging iii 
one goods to 
anotlier.

Logical but dis 
pute every issue 
hard to consive®

Physically
handicapped

Be patient, 
polite, and 
good nature 
let him talk 
and calm down 
to subject

Allow him to 
talk, you listen 
feed his ego 
tactfully ask 
his opinions
Be positive, 
friendly, and 
inspire confi
dence to take 
decision, Saow 
less goods aad 
consive him by- 
demonstration.
Be polite and 
patient, con
sive wi t h pro o f s
treat him as 
normal with 
required 
concessions

12, aiob type Boasting nature, 
high talks

Feed his ego, 
use subtle 
flattery, ask 
his advice.

13, Untruthful type

14, S&rcastic type

clever talk and 
movement

very annoying & 
makes wounding 
remarks

14, Time waster type to pass his times

Have knowl ed ge 
of products & 
competitor. Be 
careful in talk
ignore the 
remaxks, tact 
fully deal him
Let him look & 
have favourable 
attitude,Reply 
his querries



15. Hiirry type

16. Children

17, Adxilt type

19c Old people

20, Women

Impatient, looking 
at watch., hurry

Naxaghty, childish 
action, easy to 
recogni se
having some 
variety

Proudy, wise 
feeling, supe
riority complex

easy to recognise 
having keen senses 
desires change, 
superior feelings 
may be irritable, 
needs variety etc.

Be prompt, brief 
in sales talk, 
attend and give 
goods quickly
be good nature 
and keep him in 
good humour

Use respectful 
words, attend with 
courtesy, satisfy 
his variety and deal 
smiling,
satisfy his proud, 
give weightage to 
hi s talk, a ̂  
advice, give him 
importance,
treat her like a 
queen, appreciate 
her talks, allow 
her to loofa, lift, 
feel, foudle and 
smell the article, 
satisfy her whims 
in talk by putting 
the product, Appre
ciate the kids if 
accompanied.



SiajttLiJ
Teacher's guide for using the training package on 
!Eralnlng Counter Salesman In Weavers Cooperatives

1. A'frm nf the Lesson : The bread aim of the lesson is to expose
the counter salesmen In weavers cooperatives to the fundamentals of 
salesmanship vdth special reference to their personality traits, how 
to treat the varied types of customers and the fieed for p«)duct 
knowledge while selling their products.
2, The End-results of the Lesson : The terminal objectives offt
the lesson (i.e. at the end *f the lesion) the participants should 
have developed adequate knowledge and skills in the areas of

i) his position and role as a vital organ in the salesforce 
of his •rge^isationj ^

li) the characteristic features of a successful salesman;
ill) read the minds of the prospects, diagiese them exactly 

and prepare himself to meet their behaviourj ■# ■
Iv) develop -Uie degree of human behaviour ^ d  relationship

that he has to cultivate with the varied types of customers
v) know wherefrom he can acquire the product knowledge and 

the need for using the same in his sales talkj and
vi) present himself properly before the prospects and thereby 

effect increase in sale of the goods.
Target Populatlcn ; The training package is designed to impart

knowledge and skills to the following target population.
a) Age ; 25 t* 35 years
b) Experience ; Directly recruited salesmen in weavSirs 

cooperatives who have not completed more than 2 to 5 years of service 
in their position - s^esman and Sales Supervisors can be admitted who 
can converse (read and write ) in English,



Out of the 7 axeas of the Art of Salesmanship, "Uie fundamentals
of salesmanahip occupies the foremost place in the order of im,portanoe
to be taught -jo the salesmen before entering to the other areas.

: , I ■ ■ ■ "
Tools apd Tenhnlnufifl i To make the les^n more effective the following
teaching techniques should be employed.

a) Role Plav s Before the lesson is imparted a few partici
pants will be allowed td act as s^esmen and a few will be required to 
act as customers. ‘Ihe treatment of^the salesmen will be observed and 
notes taken by the teacher for amplifying them iî the course of his talk.

b) jPractioal Visit ; The s^esmen will be grouped int# 4
groups of 5 each and sent to various big and important-private shops
in the city and they also should be sent to few weavers cooperative
societies {braches of the ^»ciety^where counter sales is made) and they 
have to attempt a comparative picture on various aspects of salesman- 
ship covered in the class room sesson.

c) Oases : Typical cases of the confrontation *f salesmen with
\the customers can be prepared in different situations and the same 

could be discussed in the 4 groups. This will cross fertilise their 
ideas and serve as think tank exercise. This will in a way bring the 
field situation in the class room. Case studies of Apex societies, if 
any may be prepared and discussed to enable the participants to under
stand the various problems of marketing of̂  handlooms goods produced by 
the weavers cooperatives.
fhvaical arrangements of the class room : The maximum number of the
participants would be 20. They would be seated in the round/square 
shape leaving space for the lecturer's table and the teaching aids 
on one side.



Teaching aids required : Black board and chalk, magnatic board/
flemnel board, flip chart board and over head projector. 
Presentation : With the introduction by lecture, each module can
be presented in seriatum. At the end of iach module, questions and 
discussions can be held before proceeding to the next modules. 
Before using the teaching aids, questions can be put and answers 
elicited and written on the black board and relate 'ttiem to the 
modules prepared for imparting the subject by the teacher.



MAIIQHAli WOaKSHOP ON/aJDIO VISJAL 
”l.5Vl979 to 3^.5.1979

MiLtJAlIOA'f FC»M-----^ -------

A, 1. Coverage i (strike out which is not 
C'applicablejp '

a) Ifour opinion,on tJa© coverage Adequate/inadequate/
of the subject matter in the Sxcess,
syllabi

b) If you consider the coverage of the 
subject matter in -toe syllabi as to 
be Inadequ&te what new topics you 
would like to be added s

a)
b)

c) If you consider the coverage of the 
subject matter excessive in relation 
to your requirements which topics 
you would like to be dropped

h)

c)
A. 2, What is your opinion about the

allocation of sessions to the following 
topics I
a) Adult psychology Mequate/inadequate/exceasive

If inadequate, suggest number of sessions :
to be increase*̂  No*of sessions ■
If excessive, suggest number of sessions
to be ̂ ^pped ' No,of sessions

hjj Communioatlon, syBten- Adequate/inadsquate/axcessiv©
If inadequate, - numler of sessions to be increased No
If excessive - number of sessions to be dropped N6



c) Te*etoi3a&vjô ^̂ fŷ fli)preciatiogf' Aieqoate/inadequate/excessive
If inadequate suggest No.of sessions to be increased : No.______
IT excessive suggest. No,of sessions to "be dropped No.______

d) Jse and. effectijreness of Audio visual aids t Meqviate/iaadequate/
excesiSiTe

- If inadequate. No. of sessions to be increased No,_______
- If excessive. No. of sessions to be dropped No, '

e) Practical training in the operation and
maintenance of Projectâ y.ds : Mequate/inadequate/

excessive
- If inadequate. No,of sessions to be increased No. __________

(with name of the i?roject Aid)
- If excessive. No, of sessions to be dropped No, ________
(with name of the project aid)

f) Technique and demonstration of preparing , Adequate/inadequate/
training package excessive
- If inadequate. No. of sessions to be added No. _________
- If excessive, No, of sessions to be dropped No. ________

B. Treatment and handling ̂ f sub^iect (teak  Bark)

Subjects
1) Psychology of adult learning Excellent/very good/

satisfactory/poor
2) Communication sydteia and teaeMag -j Excellent/very good/

4ecfeniaues satisfactory/poor
3) Salient features of projected aids: Excellent/very good/

satisfactory/poor
4) -Sal^ient features of non—projected Eoccelleht/very good/

aids satisfactqr‘y/poor
5) Role of audio visual aids in modern Sxcellent/very good/

teaching satisfactory/poor
6) tJoncept of training package j Sxcellent/very good/

satisfactory/poor



7) p^onstration o f  tvaiairig 
package

3) Px'actical se^sloiis on operation 
and maintenance o f projected aids

9) Demonstration session on prepa
ration o f non projected aids

Have you ^cquire^ the sk ills  ia 'iiie  
, operation and laaintenance o f the 

follow ing machiness '

1) Bell oc Hoxirell 18 mm projector

2) BOA'- -d o-

3) Overhead Projector'
4) Slide Projector

5) FJJUi F!T,rip px'o jectsSr

( I f  the ;J ^ l3 ,,in  ■ the' .opeasatieti '(Jf"--aii3r -of 
acquired giye reasons-.fpr that)

:^yeilent/very good/ 
satisfactory/poor
Sxcellent/very good/ 
satisfactory/poor
Excellent/very good/ 
satisfactory/poor

FuUy/partly/not acquired 
Fully/partly/hot apquired 
Fully/partly/not acquired 
Fully/partly/not acquired 
Fully/partly/nof adquired 

tiie: jnachone jis not

G-2. Have yoa,'a'?qu:lred tne sk ills  in the 
preparation end hg^idling o f  'iiie 
folloxjing non^projected aids J

1) E13,p over chart

2) Overhead |3rangparancies

3) Flannel cut outs/raagaetic 
' cut outs

( I f  tha s k il ls  ^  the above ,t©Ghr4.; î .̂ *±ŝ -̂ Qit,
acquired, give reason^-for the same) '

FuUy/partly/not acquired 
Fully/partly/not acquired 
Fully/partly/not acquired



G-3 Have you learnt the technique of 
preparing a training package 

(If not, give reasons for the same)
Fully/partly/not acquired

skills (visuals)G-4 Have you acquired they
of preparing the training package 

(If not give reasons for the same)
Fully/partly/not acquired

D, Effectiveness of Training package
i) What is your opinion about the 

effectiveness of the technique 
of training package in teaching 
(delete which is not applicable)

ii) Do you fe^l that you could use the 
technique in your training situation

iii) If ‘No* what are the prohlejps that 
you visualise in its use :

E > 1.
l) Do you feel that the objectives of 

the workshop has been

Highly effective/very effective/ 
more rately effective/not 
effective

Yes/^o
a)
b)
c)

Fully achieved/partly 
achieved/not achieved

2) Do you consider that tho knowledge
skills acquired by you during workshop Highly effective/effective/ 
will help you in kaking the training: not effective

3) What is your opinion about the 
overall treatment and hfindl ing 
of the worksloop

Excellent/very good/ 
satisfactory/poor



l l x i

4) What is your opinion about the followijnig physical facilities 
during the course.
a) Lodging
b) Boarding
c) Sports
d) Secretarial„4§si.3tance

Eixoellen t/very good/sati sfactory/poor 
SKoellent/very good/satisfactory/poor 
Sxcellent/very good/satisfactory/poor 
Excellent/very good/satisfactory/poor

e) Supply of materials for EKcellent/very good/satisfactoiy/poor 
uso during the workshop

E - 2. aenoral remarks and specific suggestions, if any


