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Adult Psychology and thce lcarning situation

1) Tc¢aching is a conscious proccss of passing of knov=
ledge, knovw-how, skills, information from onc pirson
to another., Learning is the process of adoptation
and understanding of the knovledge, skills, informa-—
tion, as wcll as sign, symbols, and actions performcd
in a porson’s surroundings by others or by himself,

2) All teaching involves two partics, the teacher/
instructor and the students/trainces.

3) All tcaching is a matter of coumunication-preferably
tvo~wvay communication in ‘hich the students/trainces
benefit from the teacher’s specific knovledge of a
certain topic and the teach:ur bencefits from the
expcerience, practice, and gcneral knouwledge of the
students, :

4) The aim of all tcaching is to cover the knowlecdge/
information in such a way that it is - as far as
possible = understandable and apolicable by the

students/trainecs,

5) The pre-conditions for all tcaching arc:

- that thc teacher has somcthing to teach, has a
nessage, has & Specific knOE,‘]le_\:Cr’c.

= that the teacher has the knowlcdge of the tech-
niques, tocls, and mcthods to pass on his knowledpe.

<  _that the tecacher is awarc of the group of trainccs/
students their minds, cxpectations, levcl of
knowlcdge, to enable him to direct his messagc to
that specific group.

= that the teacher is avarc of and understands the
learning situation and is able to make the students
aviarc of their learning situation.r

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

7) Your teaching is not just for thé personal benefit of
the students (i.e. for their recrcation/entertainment
or for their enrichmcnt intellectually) but also for
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a dircctly social and cconomic benefit is so far as
the students/trainces are supposcd to improve their
vork, their performances, to function better as a
result of your teaching, Not for your -owm pcrfor-
nance as tecachers,

The tcacher$ know-how,his toechniques,tools and methods
are not dealt hcre and the discussion is limited to

learning situation in the classroom or course-~hall where

a tcacher is prescent -nd where a number of traineecs/
students=—adults will have to lcarn. Herc it will be
interesting to know as how do wc learn and how lcarn=—
ing is rectained by the students/traineccs.

Howr vwe Learn

1% through taste
1%% through touch
35% through smell
11% through hearing
83% through sight

Lecarners Retain

10% of vhat they read

20% of “hat thcy hear

30%. of what they sce

50% of what they sco and hear

70% of what they say as thcey talk

90% of what thcy say as they do a thing.

The Adult Studont

PHYSICALLY DETERLINED FACTORS CHARACT:RISING ADULT STUDENTS

1. liost adults have a low luvel of natural curiosity
and ior exploration and lcerning.

It is narked fcature among =1l normal children and
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and youngsters to bc curious, kxcen on e¢xploring,
expericencing and lcarning. All this is a part of
the proccss of growing up to become a full mcmber
of the society, ablc to care [or oncsclf and one’s
family. Once grown up, the lewcl of "natural"
curiosity and feccling for lcarning decreascs, This
has to do with the fact that adylts have less time
for lcarning, involved as thiey are in time-consuning
responsibilities in their houscs, wvorking places and
political/social life. Oncc grown up and qualificd
for a work adults tcnd to think that lcarning is o
sccondary activity to which they arc presarcd tc pay
lcss attention, cxcept vhen lcarning is dircctly and
uatprlally re lated to improve status or incrcase
incomc.,

The conscquence is that aduits will have to be nmoti-
vated properly, their level of curiosity will have to
be stiaulated.

Adults, do lecarn slower thmn children, (more repcti=-
tions are thcercfore nccded, espccially rcpetitions
posed in differcnt weoys).

4dults do not so casily scc and perceive details as
children do. Concentrate on inmportant details, and
avoid too wany details). :

Adults do not so easily rcmgeaber as childrocn do,
(again requircé repetition).

adults arc mostly not used to sit for longer pcriods
at a tablc listening to talks. (make usc of break
when ocople can move around, change position).

Adults have lcss enerygy thhn children, mainly becausc
mnajor part of thoir time is uscd on cneryy consuning
actiwities lcaving less onur.y for larning., (Don’t
push adults too lonb, have time for small rests -mnd
breks). :

CULTURALLY DuTERUMIN.D FACTORS:

7.

Adults are not used to systecmatic reading and lcarn-
ing. Mostly adults rceceive information through dis-
cussions, cxchange of e¢xpericnce and ideas, through
gossip, through filams, and in many cases through
reading ncwspapers/books, (Dccroaso the timc uscd
for onc way communication and lecturing - increase -
the teaching through discussion).
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8. .. Adults think that they cannot 1earn or that-they are

- less capable to learn., (Proper motivation is neecded
"and assistance to start learning at the proper level
of 1nformat10n, not too low).

9. ﬂMany adults are not used to read and many are unable to
rcad, (Illltoracy is not corelated with intelligence
and eXerlenCG Do not undercstimate the illiterate
persons”ability to learn and gather knowledge and -
gnow-how. Do not cxpect too nuch to be read during

he course)

10. 'Adulﬁs have less time for’lbqrnlng - (See to it
that the content of your tecaching is relevant for
the use of the group or you Jjust waste their tlme)

11. . Adulds have many more biases than children, Adults

arc more influenced by thc social surrounding, by the

- opinion of their relatives, frlonds, colleagues, by
the reactions of their surroundings to their partici-
pation in learning activitivs, - (The landlord nay
not like to see his tcnants participate in adult
cducation, the fathcr may not find education of his
-daughter worthwhlle, etc, The adult may not be will-
ing to learn from a younger pcrson, or from a person
of a lower castc, from a person of the opposite party.
All such biases are social bindings for a full lcarn-
ing, They arc lcsas developed among children, yet
adults do all they can, consciously or unmonsciously
to develop such biases in the ‘children).

124 Because adubts arc more influcenced by cultural norns,
by ideas about what the surroundings expect from then,
by social status, they are less suitcd to accepts
information to learn. = (Try to mnderstand thc 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).

1%. Adults have their practical p0351b11t1es for learning.
This is due to the fact that emphasis in on education
of children and youth, - (Thc lower the social rank-
ing of your students the fecwer are their poussiblities
for learning, Do not waste the time of your students
‘by being un-preparcd,by giving information which is -
irrelevant and unrelatcd to the neods of your students/

tnalnees)

14, Adults do often have some or out~dated basic formal
knowledge. = (.lake surc that you don’t take know=-
ledge for granted which is not achieved by .your
students) .
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PSYCHOLOGICALLY DETERMINED FACTORS

5.

- Adults arc often scarzd of‘showing 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 aware of thls
observe of the studentvs, 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 ycs or no., +ut questions which will
show as if the students understand the information.
You are nottcaching just to show of and impress, you
are teaching to communicate a mcssage for the sakc
of the students/trainecs).

THE LsARNING SITUATION

1)

For all learning the "climate" of the learning

situation is very important. Thc lcarning situation
is influenccd by cxternal factors, as well as by the
tecacher, and the students., The ideal 1s to crcate
the bust possible learning situation. This necessi-
tates an awarcness of the factors promotlng or dis-

“turbing the situation.,

External'facﬁurs influencing the learning situation:

A) . The sctting for the teaching that is the size of
the room in relation to the number of students,
the light, the furniturc, the arrangement of the
furniturc, the temperature, the availability of
the teaching aids, ‘

- Example - if it is too cold students/trainces
use¢ too much energy to keep warm and if it is
"too hot students get sleepy or uncasy. A proper
teuaperature or proper facilities promote a good
"learning situation.

- If a room is very dark, studcents cannot sce the
demonstrated material or read the black board.,
They will get slcepy and rclax and learn less,

- If a room is too. samll, stucdents will disturb
one another by their closencss. If the room
is too big, the sound may bc bad so people can-
not hear properly.

- If the furniturc is uncouforable, . students will
fecl tired and pain in thc body and will not be
ablc to concertrate on learning. -



B)’

C)

11 the furnlture is set in lines, authofltarlan

‘learning sitwation is creatod, lefcrences in

level of knowl»dgc will be domonstrated as the

‘best and most -motivated will sit in front the

poorcst and least,.motivated in the back, trying

‘to hide themselves, The centre for communication
"will be between the tcacher and the first rows,

- Their lcarning situation will be 1mprovod at tho
~expense of the back rows.

If the furniture is in a 01rclb, a non-authori-

~tarian lcarning situation is promoted in which

communication betwecn all 1nvolved takes place,
The teacher can more casily observe that the
students arec able to follow his idecas as hc can s
see all faces. He can then morc easily repeatb
when he sces it is necessary; The 1earn1ng situa-
tlon is 1mprovcd., . :

The 1ntroduct10n of the coursc:

The way a course 1s introduced determincs to a
large cxtent the expectaticns of the students/
trﬁlnees as to what they can galn from part101~l
pation. _

If thoere is a discrepancy between the promised
aims and content of tho course and the actual
contents, students will be ‘disappointed or frus-
trated or upset all -influcncing the learning
situation. $So make surc you know the needs of
the students for whom you arrange a course and
keep to the announcced contents.,

The motivation of th: students:

It islgenorally'known that thc more motivated,
the more open and responsive are the students

‘and the better is the lcarning situation.

Motivation can be achicved in several ways:

The need of the studentS'can-bevclearly repeated
in the contént so that students sce that tho
course is an answer to their needs.

Economic structure can by used as motivation=
increasc in salary/stipend etc..

' Social structure can be used as motivation=-pro-
- métion, elipyibilit. to group membership, honour

of having passed a coursc.



2)

Expected achievements may be motivation for
participation,

Internal factors influehcing the learning situation

A)

B)

The size of the groupﬁ

A number of experiments have shown that the
smaller the group themore can be given to the
students and the better learning situation.

Also- the smaller the group, the fewer "new faces"
one has to become familiarized with, and sooner
prepared for learning. The insccurity which
human beings feel among "now faces" has a nega-
tive effcct to one’s ablllty to llstpn and lchn.
One has to know enough about on¢’s group. g
Energy and time is consuncd just to cover to know
one another in a course, .Oftcn 2-3 days are
spent on this until learning situation beconmes
positive, ' '

- Other financial and time-constraints decide the
"'size of a group. Thec teacher can compensate the

negative effects of too big a group on the learn-
ing situation by arrangcucnts which speed up the
process of knowing cach othcer and by spliting

up the big group into smaller groups for pur-.
posc of discussions andpractical excercises.

The composition of the group:

Not:all participants have the same level of
information, the same degree of motivation, the
same background, Some students/trainces turn
up very motivated, well prcpared, othors may be
motivated tut tired fron hcavy manual work ete.

The more hetrogeneous the group, themore diffi-

cult is the teaching. Thosc who know less may

want more detailed explanations, which may irri-
tatc those who alrcady know. It may disturb the
lcarning situation, as some students nay abstain

- from putting forward their claims for better

explanations; once out frow active involveucent,
their lcarning situation will be negatively
affceteda

Yor the teachers it is important to bc awarec of
such differcnces, to be carcful in selecting '
teaching method to try to equalize the lcvel of

‘knowledge :=nd to pay attention to the tired part
of the gruup, ctc. ,
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Tho teacher s ch01ee of tcachlng methods-;

Durlng the ycars, scriecs of teachlng methods
and toechniques hwve becn developed and tested

‘with the aim of improving the lcarning situa~

tion for students/trainees. Since this will
7

form a scparate tOle only gecneral: remarks are

given here: -

The length of iecturéﬁi The " 1onger a lecturc the
less chance that the students will remember and
lcarn., ZIExperiments have shown.that the man’s

‘brain can only 1ntcns;ly concentrate for 4 sec-

onds at a time on a certain topic/idea. Thore-
fore repetitions and sitall breaks are needed.

The rcading from a manuscript makes students

'sleepy and less rcceptive, The lcarning is
heavily attached ncgatively.

'The lcast fruitful for learning is continuous.

scrics of lecctures, Students just cannot con-

ecentrate and remember one from another an do

"~ learn very little from Jjust passive listoning.

The most frultful 1s a mly*ure of lccturo dis=-

-cussions and exerciscs vhere tho students/trﬂln-

ees under the guidance oi a teacher hava a chancc
to. practice and utilise the knowledge passcd on
to thea. It gives the tcacher a feed back on
his teaching and thc students a change to clainm
rcpoetition of what they did not fully grasn, and
to test their own inprovement, Of course, the
latter technigue demands nmuch more preparation
by the tceacher. It is nuch ecasicr to stand up
and lscture without opening discussions and pre-
paring meaningful excrciscs to tost studcnts
inproveumcnts snd own tcaching methods. Too nany

teachcers choose the "easy “Jy" In sclecting
‘a vroper teaching technique, ‘Learning Pyramid’

given at thoe snd of thisnotc,WLWl be ﬂblprl

D) Effcct of tho group PCIrSSUrae :
The rolcs we play as tcacher and students and the
expectations we have to . the performance of thocse
rolps, are also important. chh of us is perfor-
ming a number of roles: = ’

Father/other & Sportsman

Comnittec Man _ Landlord
‘Husband/Wife Farmer

IDTMSUOY IOHI O



Bach onc of thesc roles arises from the position
person occupics in the social structure, din the
socicty, as hce interacts with others, We have in
some way. to anticipate thcbehaviour of othors when
we have to interact with them. That is why we
have to -familiarisc oursclves with "new faces" by
asking wherc they cone from, what they do, what
they arc called, if they ard marricd, if thvy have
children, ete. We know that to each role (father,
husband, tcuchbr player) is a certain bohaviour.
Also we Lnow thnt there is a certain room for per-

sonal interpretations of the bchaviour of certain
I‘le,. . . . ) .

If we now teke th  two rolcs: tecachor/student
there are’a set of cexpectations which nust be
fulfilled if the two shall bs able to communicate:

i1 pefcoption of his own rolc : S pefcepﬁioﬁ of his own rolc
ik pcereeption of s® role ;uSS perception of ™ role

s pberception of T° rolc as . g° perception of s® role
‘scen by the 87, f : as secn by the T. '
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COMMUNICATION SYSTEM AND TEACHING CxETIQUES
IN COOPERATIVE EDUCATION & TRALIIIIG

by
Dr. G. Ojha

Education Officer(CEMAS), :
ICA RO & EC, New Delhi.’

Teaching is a process of commnication for transfering
- xnowledge/ ideas/facts from teachers end to students. end. In:
modern s0phisticated terms of management it is __,he process of
transfer of certain knowledge/ ideas/facts from trainers end to
traineé’s end., The process through which this is achieved is
called communication system, and the method or aid through
which the system J.S regulated is called the cmmunication

media/ aid.

o ‘Human communication to be ef:_iectiv.e-,is a two wvay
sharing process. The process could be divided into three stages
as indicated in the diagram below.
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Sender or communicator
Message and
Receiver or audience
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For effective communication the process- should be two
way. ' The commnicator/teacher therefore, must bu careful abaut
the receiver/trainee and also about the messace.



&4

Message must have clearity and the rccciver be in a
relaxed situation.

The third important factor in ‘human caxmnication is
the backgrcund of the receiver/ trainee._ This background may
take ‘into c$nsideratim the educational level, past experience,
social and professional status and other psychological aspects
of the receiver also affects the process of cowmnication.
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The effectiveness of comrmnlcation,. apart from the
factors explained above, depe'xds 1arge1y on “the. media of
commun:lcation. : : : R

. In .the selection of conmmication media the conmmicator
should take into consideration the composition ¢¥ + 3 ydomaivars.
The receiver may compose of an- individual or a group of
individuals or a mass of individuals. The carmnz.cation systam
could be classified into individual méthod, group method and
mass method. The containts of message decides its suitability
for adoption of either of the system of message.

For example if the purpose of commnication is just to
provide knowledge/awareness about a particula: seced or fertilizer
variety, the group or mass method could be: suitable. . In this
case the commnicator may not be interested in knowing the
result of such message.

. However, in trainmg process, the commnication to be -
effective must have a system of feed back. §



The following are the main contents of the three
methods s '

1. Individual method : The message is direct between the
expert and the receiver., But this type is not suitable for
programmes - involving the commnity. It is also time takihg.
However, there is perfect feed back. o

2. - Group method : The group approach to caxmunication and
feed back is suitable for such programmes which require. .group
action., It is less time consuming and less costly. Though feed
back is possible but it is not sufficient. It also faces
operational problams.

3. Mass communication system : Here ocne could transmit
message to a large population but can not get a foed back. This
is onc of the limitations of Radio programmes, "The commnicator
does not know theireaction\of'feceivers. -

In training situation one deals with individuals in
groups in a class room situation and ﬁherefore, the indiV1dua1
commnication method and group communication 2 thods are adopted.

As pointed outvearlie:, for,effective;ccmmunicaticn in
training the followings are required :

i. training situation,.

ii. clearity of message,
iii. background of the trainees,
iv. image of the trainer, :

v. relationship between teainer and traince etc.

Once the trainer has identified his targetvgrcup, the
training situation and the background and other relevant factors
it would be possible for him to select varicus_medias of training/
teaching, There is no hard and fast criterion o the basis of
wvhich cne could Judge the suitability of a particular teaching
technique as the best communicaticn,media. The point to remember

is that selection of teaching tedhniques Should ba made on the



basis of the objectives tc be achieveqd, ti.e size of the graip,
the level of the group, the typeé of message tc be commnicated
and the resources and time at the command of the teacher.

Teaching techniques :

"'Ifhe purpose of teaching is to promotc learning. The
role of the teacher is to help the student to uaderstand and
not merely to make him listen or copy. The main function of .
a teacher is to organise and provide the setting within which
learning can take place" -

The teaching technique that is being used today can’

broadly be divided into two groups -

i. Partlcipativ* teaching methods ane
- 11, Non participative methods.

" (i) Participative Teaching Methodss

The participative 4teaching methods aim at involving

the students in the learning process. It is learning
by doing. It encourages the students to discover
things for themsclves and to learn by bringing their

own experiences, ideas and skills into active participa-
tion in the process of 1earn1ng. _ :

It helps in developing. the verbal, mental and soc1a1
skills of the students and hence it has greater impact
in imparting knowledge/skills to the student. 1In this
connection it is worﬂm:rher&iming the old proverb:

What we hear we Forget.
What we See we Ramember.
What we do we Understand.

One of the greatest advantage of this mcthod is that =
the teacher gets a feed back which helps in 1mprov.1ng
the teaching/learning process.

(ii)Non-participative Teaching Methodss: |
Non~participative teaching method is dufined as a one




way communication system in which the teachers job is
limited towards communicating the knowlodge to the
students. 1In this method while the tcacher is active

' the students are passive. There is no immediate feed
back and hence the effectiveness of tzaching is
difficult to be objectively assessed gin-c the ptuduats
are not very active in the learning proecess, it creats
‘a ‘Agll situation.. "

The various methods of teachlng techniqaes today could
broadly be classified in these two groups and sub-groups.

Teachjng Techniqués

Participative Method o L Non—particip‘ative Method
, \ ;

1. Use of lesson notes 1. Lecture method =

2. Group .discussions technigques . 2. Radio talk & programme

‘a. Ranking exercise. 3. Film or.T.Vo shows
b. Case study

c. In tray exercise
. d. Role play

e. Debating

f. Business management games

gd. Syndicate method

h. Symposium method

3. Project study
4. Seminars/Workshops

‘ The lectur_e method which is essentially a non-participa-
tive method of tcaching could partially be uscd as participative
technique by combining the elements of discussion.

Participative methods H

1. -Use of lesson notes If used correctly, duplicated

lesson notes could be a valuable support to partlcipative
teaching.' They provide basic study and discussicn materials
which can be developed in participative teaching scssions.



The contents of the lesson notes should be a summary
or outline of the teacher’s own .comments and not the copy of
the text boock. It should raise such questions to which the
teacher wants the students attention.

Lesson notes in .outline :should allow sufficimt space
for the student to add to his own notes. ‘

- When to give Lesson Notes? It depends on the subject
to be treated and the extent to which the teacher mants to -
involve the students. If the subject is complicated or deals
with concepts, defination then it is better to give it in
advance. However, lesson notes for the entirc v;«rograme/ course
should not ¢ given at the begining of the course.

2. Group_discussion techniques: As indicated earlier the
group discussion technique could take various forms as a e
participative method of teaching, {i.e. R

a) Ranking exercises: ,
This is one of the simple but effecivec uarticipative |

method in which the students work either in groups or ,indiv.iduallj
The students are given a list of items and arc asked to rank

them in order of priority and degree of importance. I-‘or

example a number of items could be prescribed for the eligibllity
for the post of Manager of a marketing society. Students may

be asked in groups or individually to rank the cligibility
criterion in order of priority/degrce of importance. In the
second step the ranking of groups or individuals are compared
and then the concerned groups or individuals arc asked to

explain the choice. '

b) Case study: ,
A case study is a written descriptlon of a given

situation/incident or series of situations or iacidents. The
main purpose is to help the trainees to develoy their X111 in



identifying problems analy zng them in the given,situation andi
then find out solutions. It basically aims at ocvelqping the.
decision making skill of the learner.

Thus case studies could broadly be divided into three
groups: (i) Those case studies where the trainees are required
to find out the causes of the problem; (il) Thosc case studies
where the problems are apparent and the trainecs are required
to work out solution; and (iii) Those case studies where the
trainees'ére required to identify as well as find out solution
of the problem. | o

.The case study method is generally usod as - a grcup'
discussion exercise but it could also be profitably used to“"'“
illustrate a particular lesson. ;

(c) In tray exercise: o , o -
It is another form of a case study method,prepared

from office papers.v : .

_ Before setting out the task the students are. given the ;;
description of the situation and the necessary background - v
information which he/she may - reqplre, to’ decide thie course of
action. Each student is then given to understand to: .assume
themselves to hold a particular executive positicn. Bach student
is then given a set of letters which such executive might xpecc‘
to find in his table. tray awaiting his attentin.n° The studenrs
have to decidc wvhat action they would take in ibspect of eadh"
praper. N .
This technique is simple to use and it arcuses greaﬁ
interest on the part of the students. It helps in develoPing
the sense of judgement and improves ability to take decision o
the basis of available informations. '

/

(d) Role playings R .
There is a distinct difference betwecn a role play and.
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a case study exercise. In a case study léxercise students are
asked to give their decision on the basis of given information.

In role play they are asked to im.ag"i,_ne and actually act as a
decision maker and to work out their Vrésponse‘s to the situation
as it develops. As in case of the case studies, the situation
contained in the role play should be from the rcal life situa‘_lon,
The role pla{r technique is most suitable when & teacher wants '
to commnicate about human relations aspects of co-operatives. -

(e) Debating :

It is one of the oldest method of partzcipatlve
teaching technique. The subject matter for discussion is given.
One side/group argues for a case in support of a given opgnion
the other side/group seeks to refute it. The students listening
to the debate are given a form and are asked to cvaluate the
performancs 6f each speaker. A chairman is aj;;pointed to reqgulate
the dcbate: Debating method helps” the si:udents in researching,
organising and presenting the facts of a case. It helps the
learner to develop the habit to listen to others arguments
apart from developing his own skill of speech making.

(£) Business Management games:

"A managcment game uses a "Model’ of z 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 compressed and often
simplified 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 objective of the trainer.

(g) syndicate method:
Sybdicate method is a group technique c¢f participative
teaching. A real situation/problem is given to a group for



finding out a common agreeable solution. It’s cscence is that
each member of the group contributes his own experience/opinion
and also learns from the experience/opinion fro: others.
Knowledge, ideas and opinions on a particular subkject are
freely exchanged.

(h) symposium method:

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 coald also be invited. The method helps
in bringing together different pegple and helps the students
in knowing the opinion of others. 1In this methcd the teachers
job, however, gets confined to the tasks of a ragporteur.

3. Project study: In this method the studcnts are assigned
a particular job to be carried out under real ficld situation.
According to the training needs and cobjectives cf training, the
area of study is assigned to the participants. They are then
asked to visit a given organisation for study cof the situation
and prepare their own study repcrts. Such reports are then
discussed in groups. The method helps in developing the
analytical and decision making process of the students.

4, Seminar & Workshops: This is a highly sunilisticated
type of teaching technique suitable for working ocut a common
concensus on a ¢iven problen/problems. For this, the subject

| matter is decided acéording to training objectivcs and needs.
The subject matter is then devided into several sub-groups.
Background papers are pregpared by the trainer as well as by the

participants on various aspects of the subject :matter for
discussion., These background papers form real kase for dis-
cussion leading to general concensus on various issues.
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Non—Participative Techn gg S |

1. Lecture method: Lecture method is the most common .

~ type. of teaching. "It does not generally involves participation
or di.scussion unless the lecturer is interested in doing "so.
The result is that in this method there is ho feed back.

2. /Radio Talk & Prograjmmes: It is mass tezaching method

" in which there is only one way communication. It takes into
consideration mostly the educational dbjectives of the trainer.
No feed back. It does not creat much interest 1n the learning
process of student. _ R ‘ v
3, Film and T.V. shaw : It is most effective media for
mass conmmnication and teaching. Receptively of the message is
highest if the film is well produced and edited according to
the level of understanding of the audience..- The use of films
in the class roam however, should be-to supplemant w‘hat the
:teacher has said.

1. Participative Teaching Methods, I.C.4., London.
2. Trainizy Package on Farm Guldance, “G. Ojha, ICA ROEC.

3. A Hand Book of Communication and Cocperative
Teacher, Daman Prakash, I.C.A. ROEC.

4, Indian Journal of Training & Development.
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Extracts from:

"Managemenl Communication
Through
Audio-Visual Aids"

by
Langton Gould-Marks

Befinitions -

To give a working vocabulary here are some definitions. Audio-
visual aids have come to have a narrow meaning. Many people
think only of progected material, It is important to define our
ferms.

if we consider all forms of communication tcols 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.

Woe 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 additienal divisions
could be made, the following three classifications can 1nc1ude
all normal and many abnormal uses of aids.

First: AUDTO~VTSUAL AND OTHER SENSORY AIDS Have little or no value
or signitficance if shown or heard on their own. The teacher or
speaker uses them to illustratc, make more (omprahenalb}e or
supplement in other way s what he says.

In many cases the image needs a spoken caption, or the spoken

word necds 'n image to clarify ts meaning. Ge« graphy, be it

sazles or nav1gatianal would be impossible without maps. Engineers
cannot talk without draw;ngs. mathematicians need formulae to
resglve their problems,

In the.same way the auvdioc-visual aids and the teacher are
complementary (o one anotiner. According to this reasoning most
eids will be meagningless it put up before a tzlk. They will often
fnave only doubtful value as reminders if left up afler they have
bheen used.

If used without an introduction, &4 summing up and discussion
films may be misleading. Aids are an additicn to the teacher's
pergonal fluency in putting over his subject. They are seldom
vandom pieces of information designed to give general background
knowiedge; if they are, they come under the scecond category.
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ds are the means we use to reinforce verbal explanations
messages, s0 that they become clear, simple and

g. They are only effective if well used and adapted

an. They can be anytling from a gestire or a natural

to a computerized flight stimuiator.

2 4
-]

E AND EAR-TEACHERS contain a complete message within
. A student seeing them, can get all the information
LP them without the help of an instructor.

bggory, are learning packages, notice and bulletin boards,
nanuals of instructions, letters, exhibitions, working
films used without introduction or discussion, radio
sion broadcasts, recordlngs used on their own and many
and posters,

o

»

cs contain small detail and long, small captions which
s3le, even in the second row. The speaker can see them

‘4 they help him, but mainly they give little or on help

38, Most of us want to sce those points we cannot

1. If a single picture contains all the details of a

2 look at the right hand bottom corner while the speaker
about the top left hand side. When he reaches the right
ve are wondering what he said at the beginning. On the
if charts of this kind are put up in exhibition rooms,
>r common rooms, and the groups encouraged to look at
will study them and learn from them.

ically if cach item is an aid or an eye teacher. Use them
which will achieve the most complete communication.
igrams and masses of written information may be worse

38 1f used to illustrate a talk, but if individuals have
1dy them they may be the ideal way of putting over the

ivolved form of eye - and ear-teachers are the teaching
1 language laboratories. With these and books designed
-he same function, students can cover a syllabus at
speed. By pressing buttons to give yes-no answers to
shown . on a screen, the machine moves another image into
, They are shown further information and questions

et misapprehensions or reinforce the correct answers
lditional facts. This system needs supervision and

it very little direct classroom teaching.

fULATORS, besides aids used by the speaker and communication
:ft around to bhrowse on, there is often a need to awaken
i interest. Stimulators do this
1is need when he tells a story. Stimulators should be
y the subject if they are to be useful.

* amusing flip-over charts and flannel board presentations
the subject, startling 'noises off', like the sound of a
Safety Meeting, are ways of waking up a somnolent
id changing tempo. You constantly need to re-animatie
enthusiazm and alertness in your group.

a

job. The after-dinner speal
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Stimulators are needed at the beginning to get things going, at
intervals when interest tlags, and particularly at the end., For

the last few moments are the most important in any session., If

they are forceful and dramatic { e group disper es with a stimulius
for thought and action. If they ure on a falling interest pattern,
attention fizzles out., Studies in Ttaly have shown that it usually
takes 5-10 minutes Tor & group to settle down and become 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 are 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 which 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 will be political and not
on the theme you want to discuss.

Ey. 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 distracinrs thai asre part of the back-
groud o find out whether they help or hinder, :

Composition, symbols and colour

Just as language has its grammar, syntax, prose and poetry, visuval
material sheald have a similar « ‘de which allow . it to be used

in the same functional wav as words. You can transform a dull
article or speech intoc a forceful and interesting communication
by altering ils structure, by using other words, good punctuation
or calculated pauses. You can play on the emotions, make people
iaugh or cry - even make them angry.

1f the work is done by a competent graphic artist, the presentation
will be professional, but it may miss the goal. Terachers and
trainers have seldom studied picture-making techaigues sufficiently
to be able to convey abstractions, moods or movement. We must have
vlose liaison batween the skilied artist, who can make the aids,
and the communicator, who knows precisely what message must be’
conveyed.

Only too often the arcist wants {o show his creative ability acd
craftsmanship, rather than convey an exact message. Trainers, on
the other hand, are convinced that the expert knows best. The
result dis often visaally atiractive, but Tactually inaccurate, or

nsychologically 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 fram~. 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 éomposition, 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 feel1ng 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
is arranged in a careless curve, the display may suggest despair.

3. Arrange the elements in a circle and there is a sense of
continuity. It the key image is in the centre, with the other
symbols arranged round it, the feeling is of a complete, integrated

story.

4. 1If 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. Slmplé drawings, and on
no account clutter anything that you want to show. Remember, both
words and images should be simple, concise and clear.
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We must realize that words are, by their very nature, the nmost
abstract symbols. Look at the words 'SEA' and 'CARf', They bear

not resemblance to the objects they describe., Yet we immediately
create a mental image of water surfaced with waves, or 4 vehicle
with four wheels. Primitive people and young children sometimes
find it difficult to recognize the simplified artistic conventions
with which the civilized world shows things.

Sometimes we can represent people by dots, st olLhers 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 ahstract, Let us list ihcm"

1. Words. These must be chosen teo suit the andience. Technical
phrases and jargon must be tempered to meet their needs, Analogies
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 tarn the photograph of a
real object into an abstract image. Photographs must be carefully
chosen and possibly retouched to eliminate thp unnecessary, and

emphasize theé important.

3. Realistic Drawings. These at t.imes may be clearer than photo-
praphs, for they are alwavs 'filtered! through 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 avtwork much realistic
detail is dispensed with in order to gel a code which is '
acceptable and understandable to the viewer, Tt is most important
that human figures, machines or other obiects should be designed,
so that when they are spoken aboul they provide a complete idea
through the integration of hearing and sight.,

5. Cartoens and 'Emntive Artwork!'. Humour and heart-writing
drawings have their place in our battery of svmbols., It may be
of great value to peke fun at some pavt of the estabiishment,
But in communication we should use lavghier purposefully, not
Just for fun. It is good to release tensions and chiange the
rhythm, but quite often the real message is hidden by the joke.

6. Diagrams, These can be defined as !lgraphic designs which
explain rather than represent!, There are an infinite number of
types of diagrams. They can show how machines work, show electric
circuit= or lubrication systems. They can show organigrams,

which explain the chain of autheority in industry. Chemical
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reactions, time, {lowcharts, psychological preblems and economics
can all be explained diagrammatically. 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 complicates 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, éxperience 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 tubercunlosis. 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
bilatantly with any form of statistical presentation.

to lie

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 cof Italy six
principal cities. Many displaced Rome and other cities including
the islands of Sardinia and Sicily by over a hundred miles!

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 wh1ch 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
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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,
When 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 décor is pleasantly neutral,lif
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 dynamism,

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. Firec 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.

Tt 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
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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 recalise. Usually these
people do not tell us of their disability, so we may believe that
the colour code 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 ef the group. They said
indignaptly ‘We may have to learn new jobs, but wefre 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 CF LETTERS AND THEIR VISIBILITY

Visible at distance Height of letters Thickness of stroke

in metres _ in millimetres in millimetres
10 m. 20 mm. ‘ 'v 3 mm.
15 m. 30 mm. . 5 mm.,
20 m. 40 mm. 6 mm.
25 m. 50 mm., 8 mm.
30 m. 60 mm. 10 mm.
35 m. 70 mm. 12 mm.
40 m. 80 mm. 15 mm.
45 m. 90 mm. 18 mm.,

50 m. 100 mm. 20 mm.
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Using film

When a good instructor wants to teach, he uses his tongue, his

pen, his black-board and his gestures 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 Aas been made for an exact purpose - and this is rare -
it is unlikely that you will find exactly what you want. In alnmost
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 projector 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 everyvone 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 perfebt
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

tfact most of them can be fitted into the rule.
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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-beoard. The frilms

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 programmes 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 type 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,
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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 subgeot is your speciality you may query some of
the facts. Yours duty is to find olt 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 Lo 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 1ong and pointless to be shown. \

Film is an economic medium, it can makge 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 cameras 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 madeé into a real film which will
fill needs in training, selling or informing if the time and
thought is glven in planning. Most often the cost will be less,
for the saving 1n 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 not be very exciting or
contrasty. For colour you must have enough light to make your
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colour 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 fiim 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
showed 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 white, 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, 1ogical 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 you-
‘know what you are doing and why you are doing it.
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We seldom see ourselves as others see us. The use of the film
camera in tralnlng 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 seelng 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 mannerisms. 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 prolectors and 8 mm, cassettes

In some fornis 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 appliéations

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.

Notes for: TRAINING MEDIA TECHNOLOGY PROGRAMME
by

Langton Gould-Marks

35A St. Albans Road,
London, NW5 1RG,
England, ‘

Tel. No. 01-485 9104
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PRINCIPLES OF PHOTOGit . HY

- & Photographic Camera basically consists of a light tight
box, a lens, mochanism for tmnsport of £ilm and a shutter, .

The lens used in a Chmera is a eonvex lensy if there is
no lens to focus the rays of light coming from the subject, ho
image will be produced, The convex lens bends the rays from
~euach single point so that they converge on the "focus planc",
The image fomed is revcersed right tc;-i'eft and top to -bottem,

The distance measurcd from the lens plane to the focal
plane when t‘hc‘ob_‘icct is at a great dlstance is'known as the
focal length of the lens, Lenscs used: in modern camerns {with
the exéuption‘ of the simplect box cameras) consist of severnl
clements dcsigned to allow maximum amount of light wii—h_ the
lenst amount of distortion. These lenses alse have adjustments |

foxr varyving the focu and tho amount of light,

The =mount of light renching the £1ilm can be coﬁtrol}ud
cither by virving the shutter specd or timing or by varying the
aperture or diaphragm, The diaphragm (aperturce) is similar to
the iris of the hu:n-:mm eyc, - Tha irds adiusts itself to the
varying amounts of light; but in the casc of the Camexo lens it
" has to be adjusted to the sensitivity of the f£film and - the
shutter speedyp there are,of course,cameras which do this auto-
matically onge the 1éns 15 scf €6 the sansitdvity of the
parﬁmlé.r film used, The sizc of thu apcrtitre 18 measured
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in '#' stops; these numbers arc derived by dividing

the focal length of a particul-r lens by its "effective
aperture?, | ' *
A The rest'slt is a series of numbers whese relatione
ship at first seams arbitrary: ‘
£1, £1,4, £2, £2.8, £ 4, £5,6, £ 8,
£ 11, £ 1b ete,

o in a wvay
These numbers are chosen/such/sthat each succoswivo

£f number in the sceries will admit only half the amount
of iight of its predecessor, i,c. 2an £ 4 aporture will
admit only half 2s much light 23 An £ 2.8 aperture or you
might.say £ 2,8 aperturc will admit twigg as much as an
£4 Aperturct | .

Changing the size of the diaphragm (aperture) or
'£! number has ~nother Cc)nscqucncc. It changes the |
“depth of £ieid”,

The phrasce "depth of field" is used to indicate the
range cf dlsmnf*cs in front of the lens thot will Appear
in W; the depth of field for any parti-

cular lens increases as the lens is "stepped=-down" (when
the aperturc is reduced or in other words‘ the £ number
is increased). | o |

_ The other means used to contoiol the light is the

' Ishutter!, . This shuttgr rnochaniem cun bhe oi thoer butwm,n :
the lene cloments cor behind the lens, in fron® of the
film plane, The shutter in front of the f£ilm plane is
ealled the 'focal plane shutter'; most of the cameras
which have interchingcable lens facilities arc cgquippcd
with focal planc shutters, Shutter specd is invariably .
linked with 'aperturc'! size, If you want to frecze the
acticn of 2 fast moving subject you will cheosc a fast
shutter spocd and will compensate for the short uxposure



tiric by opening the op :rture to @ lower £ stop, Shutter
speeds 2rc calibrated thus: (in scconds) |

-—-—L—S.\ -—-&l-——-s —-—i‘— 3 -—-—-l-—-— (
1000 9%t TBoo 0% Tzsg e Sec,

eto,

-QL (‘..‘ .-L -~ —J—— s
6 Sce, 3 ghc, 15 Sexc

Each successive shutter speed doubles the exposurce tine.

The fundamentnl chamicnl principle on wiich photography
is based is that some chemical substances are "photoe~sansitdve"
i.cs they react to light and change chemically, The photo-
sensitive chumicals used in to-day's films arc known as
Silver Halidesy when light strikes the film there is n
chemical acticn producced te convert the 'Silver halides' to
silvery the colourless silver halide is converted to black
silver; however this action of light can be scen only when
the film is ‘developed! in 2 chawical bath known as ‘develeper
and the chemicnl action is colled ’davelcg&gnt*. The dovelop=
ment action converts the silver hnlide dngilver, but cnly
those silver halide particles which hove becen expescd to
light; the amount of Jurkening causgced in the process of dovVos.
lopment is proportionnl toe the amount of 1ight recelved by
the film, Thus, the £film cwposced "nd develeoped is aalled a
fnegat vel becnuse more light chuses morco dﬂrkening uband
where is thore is né 1ight thit arel is transparcat or whites

>in other words the tones ropresented in tho subjoct are
reversed,  The developed image i not permanent, in that,
if it is oxposed Lo light the ontire £iln will get darkened

unluess the process of development 15 stopped and the image

S

iz fixed,. Thc‘pxncéss of fixing tno iﬁagu aonsié?ﬁfggf

ranoving the unwxposced silver halide frow  the film so that
1ight eonnot have any Acticon and the process of developrent
is stopped; IPixing' is donc in 2 bath known as ‘fixer' or
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hypo. The ncgn tive image thus cbtrined is printed/
exposed ~el ther by contact or by an enlargoment on another
pape:ﬁunul,saj.on or £ilm and this developed image is called
a ‘positive! becruse the tones represonted in the positive
imdge will be corresponding to the originnl subject, |
There arce films which will prmoduce di‘mctiy posi'tivé
images without an intermedinte negntive images, These
arc known as direct positives or positive transpnrencics,

L NN
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AUDIO-VISUAL ATDS LURKSHOX

PURCOSE OF VISUAL ATIDS

Direcct cx-cricnece is -thwe best tcacher, Although audio-
visual aids arc only a substitute for dir.ct cxpericnce,
they neke use of the two main channclé of learning: sound
and vision. Almost invaricbly a well-concoived visual or
audio=visual 2id will provide the most satisfactory method
of coraunicating a nOW'}idca. Th:re is 1littlc that is ncw
in the usc of visunl mudia - the cxistence of paintings,
drawings and wall dccorations reaching back into prchistory
is testimony to this, What is now is a knowlecdge of how
cffective visual and ~udio=-visual nedia can be, we know that
a large percont of all the thingss we learn are the direct
result of visual and sudio-visu-2l .xpcricnces,. 1t is for
this rc¢ason clonc that no onc conc.rncd with the communica-
tion of principlcs and idcas or with teoching and training
in any fern can afford to ncylect the use ol audio-visual -
ncthods, )

Avdio=visual aids arc no substitutc for the coopcrative
training oiriicer, They will not do his work for him nor will
they make his task of preparation any casicr, but aids cor-
rcetly usced -.ill arousc a nov interest ~mohg his trailncces
and possibly influcnce, if not chonge, attitudes toward both
instructor and his Bubject, They will cortoinly mske his
work more ciffective,

AcPLICATION TG COOrmRATIVE TRATNING:

Y

Trainccs who arc attract:id by = suitable form of sub-

Jjuct prescentation are likely to be much more receptive to

the works of th.ir imstructor, The use of training ailds will
also indicate that the training offices. has taken scne care
in the metter of proparation, that he is concerncd for the
well=being of his audience, onad that he really wants thewm to

understand., These are not suporificinl natters, for attraction
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towards a topic is thc very begirning of its comprchension.
Audio-visual aids correctly uskd to have a real and signi=-
ficant part +to play in the creation of an ideal training
situation. - | | '

In most SPhcrps of adult cducation much b neflt can be
dGPqud frﬁm discussion, In this rcspoct, aids may be used
as soon as formal contact has been madc with a group. of
prospuctlve cooperators, and the usc of audio=-visual mocthods
at an carly stage will probably do much to help consolidate
‘an informal gathering into regular study group. Aids such
as wallcharts, filmstrips, films -nd dramatic intorludes
presented;fhxough the mediunm of a tape recorder may do much .
to consolideatc a group by providing material to stinulate
thought and discussion. Appropriate use may also. be made
of small panphlets and publications. Oncc contact has boen
¢stablished, morc formal training aids nay be uéﬁd. It may -
be better at this Stagé to usc the type oi aid which rcmains
rigidly undcer the control of the instructor. The magnetic
boord, the flannclgrpph, fliunstrips slidcs or n collection
of charts or plcturo cords mnde frem a filustrip scquence,
nay all be SUIE;blC for this purposec., With all thuse aids
it is possible to vary the rate of presentation, and to
recapitulate or ré;prcsent naterial should this prove
NCCeSSary . ‘ -

No technique of communicatidn should be neglected or
left un%ried.‘ Somectinmes the nost unlikely aid mey be the
nost effective, A wholc range of differcnt aids ought to
be ﬁsud during the course of 2 training provrnm."Gcnerally,‘
the great.r the varicty of aids used, th: botter will be the

verall cifcct, ‘
_ The place of publicaticns and handouts in this process
of cooperativc education ought not to bé neglected, and when
properly distributcd may scrve to stimulate loyalty to the
coopcrative socicty. FPosters mey fulfill a sizilar function.
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It will be necussary to proscnt statistics and oth.r
data to coopcr:tors frow tine to time, and this may be
-achi.ved by the usc of ch rts in which infornation is
precscented in diagramwatic form, Cng must be token o
cxplain such diagraas carcfully, for thiy arc not always
‘casy to intoerpruot., The type of statistical diagrem which'
shows, for oxamplc, a half—tractor, a half-man or half coin
should be avoided if the intended vivwers have had no train-
ing in tho interproetation of such material, for‘thcy nay
crcate more difficulties than they solve, '

+  Audio-visual aids nay thereforc be uscd for:

1 spreading the idea of cooperativaes and helping to
consolidate s udy groups;

2.  tho continuous process of cducatbion, both formal and

informal, within thc cooperative wovonont;

3. constemt follow=up purposcs, ~umd Lor promoting loyalty

to theo mwovenent.

If it is possiblce for coopordtive training officers
to attend audio=visual aids coursc, this is to be recoumen-
ded. If not,
bc too concurned if their locally produced material is not
of the highcst standard., =Relivance to the situation and
clarity to the student arc much morc important than high
standard of preoduction = and are, indecd, two factors often

thosc vwho produce their own aids should hot

laching in coamercially produccd visual=aid maturial.
[
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AUDIO~VISUAL AIDS WORKSHOP

ART OF PRUSENTATION THROUGH AUDIO-VISU4L AIDS

All who makg rigular use of audio~visual aids will
from time to time expericnce the feeling that both their
aids and th01r presuntation have not met with the success
expected There are of - course a whole varicty of possible
causes for the lack of effectiveness of teaching and train-
ing aids, and not 1vastfamong these is the variable husan
factor., The following suggcstions take into consideration.
sonc of the morc practlcwl points of prescntation, and may -
be used to form thqba51s of a sound individual audio-visual-
training method. - ’ ' '

It is very important in training and oxtension work
that nothing should be prcscented visually,if it is subjecct
to doubt. A method or systcm presentcd in visual terms
which in practice is found to fail may lead to the #iew
that all forms of visual presentation arc suspecet, and a
mno st valuable channel of communication may be lost. There.
is a comaon belief that visual expericnces arc truc CXpPeTi-
ences, This belief aust be uphcld, |

Planning is the bust aid to good preséntation, If an
aid is inaccuratc in its asscssment of the local problcm or -
if it is not correctly oricented to local conditioms, it will
be regarded by the observers as being of little value. This
mcans that a very careful_studytof tho'locgl'situééién'must
bc undertaken. Aids must appear strictly rclcyaﬁt; they
nust ring true1» '

When u81qg 1ud10-V1SUQl material, have a set ain to
kecp to it, Do pa“t from it only when thore 1s a strong
reason for d01nb SO .. Makc a golnt of having an intcre stlng
or toplcal 1ntroductlon 1¢19) any coopce rative  society meet-
1ng and make sure all 1deqs are prescnted in a logical .
scquence, wor? tuwgrps,a concluSLon, bvenrlf the conclus1on‘



is to be in the form of a problem posod to stlmulate
"thought and dlscuss1on.- ; ‘ '

Be sincere in your approach; A lack of 81ncyr1ty
shows much morc than lack of skiil, and most 1ulenCOo'
can quickly deteect a lack of sympathy and undorstandlng.
If your information is important to you, it will becone
important to bour hearers. If you do not know thé ~nswor
to a problem, .admit it - but be preparsd to find out and
prov1de a satisfactory answer. This mcthod of approach
will do much to prouote the good relations which of neces- |
sity must bc cstablished before satisfactory cogmunlcat;on”

can take plac

All forms of pro scntation must xak; allowance for a
two-way cxchange betwecen the spoiker and the nudience. It
is better to present less material through audio—visualv
techniques and lcave some time for diScussioh‘than‘it'is
to use all the tinme available for presentation to the com-
plete exclusion of discussion and informal cxchange. It is
necessary to strike this corrcct balance bétween the audio-
visual prescntation of the subject matter ~nd the practical
application of the material in the form of discussion and
other activitics. Neither can stand alone.

PRESENTATION IN PRACTICE
FIVE BASIC STLPS

The following five steps represcnt in outlince a well-
tried and proved tochnique. If the stups are carcfully
followed it will mean an end to "ong—wdy" communication.

4.  Prepare the audience: Put thom at easc and show your
personal interest in them. £xplain how they will benefit
from an undcrstanding of the subject. Suggest specific
points for attention and obscrvatiovn., It is always a L'
great - help if thce audicnce is prgpared and knows what to
look for: this is of special importancc when filns are
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used as the instructor will not normally be ablc to inter-
.rupt and pxplﬂln or c~ll attention to any p01nt -once thu
scruonlnu has coumpenceds

12. Present the material: It is important to avoid a too
rapid presentation of visual matorial, and the instructor,

naturally alrcady familiar Jltﬂ his natceriels, may find
that for this reason alone he is ﬂﬂklnﬁ insufficicnt allow-
ancec for his students to assimilate nmaterial which is now
to them. Care aust therefore, be taken over the rate of
prescntation., Variabtion of pace will both stinulatce and
add interest‘but, like the art of story telling, it will
be bust developed as a personal technique.

3. Application: It is ab this sbtage that thc students

should bc encouraged to cxamine and apply thoir noW_kn6wb
ledge. In the sphere of formal cducation this could takc
the form of a written cxercisc, but in thofiore relaxed -

atmosphcre of coopcecrative cducation, a conversational app-
roach‘would naturally be nore acceptoble. The aid Wili
really have becon used to create a talking point and stinu-
latc thinking. - It is of coursc undcr such conditions that
prospective cooperqtors begin to find the ir own answers: to
their own problems, The skillful uxtcn51on offlcbr will 80
guide then that they provide him w1th the solutlon he
requires, Real knowledge and unaerstandlng frecquently
follow from the discussion and cxpression of idecas, A1l
forms of prescntation Wiil be more successful if active:
participation rather than passive dbsurvance is thec ain,

4,  Test: A deliberate atteupt should be made to asscss
the comprchension of the subject if this has not becone
-appqreht in the prcccding stage. Asscss your own egffective-
‘ness by mpans of a tdctiul qnd 1n¢ornql use of qupstlon and

'wnswcr



5. Review: Oncc woakncsses are dcetermined, the subjeet
nay be roviewed  and the visunl aids used yet again where
appropriate, Somc audio-visusl aids nmay be-subject to

revision at this stage if this will make them morc offcetive.:

ELOINTS wéRTﬁ R, 1l BERING «

1. TUse an aid which can bo scen by all moubers of your
audicncc, Be prepared to view it critically from a
distancc, and mekc sure thnt all words arc readablc.,

2.  Make surc that all can hcar without difficulty. o

3. Makec surc all present csn sce both the spoeker and
the visual naterial, '

4, - Do not present too nuch material at oncc.

5. Leave the aid on view for an appropriate longth of
timc, Reulember that you mey be familiar with an aid
because¢ you deviscd it and are constantly using it,
Other arce not. Give them tine to assinilate the
wmaterial you present to thesm,

6. Do not lcave a poster or chart onm permancnt display
for too long. It will losc itz cifectiveness and .
nay cven detract fron the value of material displayed
at a later date,

7. Make surc your idcas arc presented in a logical scéquence.

8. ‘Ensurc, by cxperiucnt and tcst, that the pictures arc
not subjecct to nisintcrprotation, This is particularly
importont with picturcs of a diagrammatic type depic—

ting novcnent and action.
9. Facc your audiencc, not your visual aid.

10. Do not continue talking to your trainccs when you. have
“turncd away from them to change part of your visual

presentation. They nay ndt hear,
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11. Never apolugize for an aid. If it only approximates
| to your oxact-requirements, do not use it.

12. Never use an aid which is likely to offend or annoy..
; It is always usofulkto‘get a2 sccond opinion on your
2id from a person or porsons who will not give per-
sonal praisc. ‘

‘ A visual aid or audio-visual 2id is only a tool in the
hands of the cooperative training officer, To attcipt to
nake a training session morc interesting uercly by adding a
few picturcs is a technique which is inadequate and is
almost bound to fail, The training oificcr nust first
analyze his prdbldn. Only then .can he dccide-upon  the

best form of aid to usc under local conditions. It is hard
.to better the personal touch of a visual aid‘prepared to fit
exactly the rcquirements of the local situation. It is also
worth remembering thnt no aid will be of rcal value unless

it is present:d with enthusiasn,

L44/4/79



c%!z

designing -
a  F
 TRAINING N
PACK

~ Daman Prakash

INTERNATIONAL COOPERATIVE ALLIANGE | |
Regional Office and Education Centre for S~E Asia
Post Box 3312, 43 P_riends' Colony, New Delhi 110-014




£
oo

INTERNATIONAL COSPERATIVE ALLIANCE |
Regional Office & Education Centre for S-E Asia e BT
43 Friends Colony, New Delhi 110065/India .
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Iutroduction

1. Essentgal ingredients of commnication process are (a) the Sehder,
(b) the message, (c) transmission, and (d) the audience. Another édually

important factor is termed as “feedback" which completes the two-way process

of communication. Hcw a message ‘ A
v TRG
1s communicated, and how it ) \\\\ > -
8 FmmAteat q g, TR et T Reaq
travels from one end to the N Paci ‘:7::::X; 1\1\‘1‘511‘
other can be explained better Sender Message Trans- " Audience
' Encoding mission

wit? the help'Qf thislillustration.
Fgedbgck helps'the sendér in determining the accuracy of the meééage and
in idéntifying the right type of audieﬁce, and, of course, the corrééﬁ
channe}s‘pf communiégtion (transmission) which have been made use .¢f. In
thia case the sender is the teachéf; or the trainer or the mﬁnager.> The

message originagtes from the teacher and gets consumed in the audience.

2, ° 'The teacler makes use of various methods of teaching and. applies
various teaching aids in order to make his ideas,clear.-ulh this paper we
will discuss how a teacher can make his work easier by making use of a
tralning paciage (or training pack). The techniques of constructing a
training package will be discussed here. This is a modern technique of

imparting instruction and improving skills. 3
‘ v ' ¢ seN 2/
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3. The teacher, after identifying the subject of chgjmeSsage encodes
it in such a fashion that it is easily un&érstocd by tgé audieﬁce for whom
the message is intended. The identifiéation of the subject or the topics
is a very delicate task and the teacher has to devote a lot of time and
energy in accurately determining fhe topic énd its various aspects. After
the identificakion of the topic the teacher then considers which aapects
of the topic need what amount of attention and stress and in which order.
ﬁaturélly, the topic has to be further broken down into units or modules
énd each module has to be so placed that it relates with the other. The
>firs§ module should relate with the second one and the second ome with the
third one and the third one with the fourth and vice-versa. Once the
logical division of the topic 1nt5 modules is achieved, the teacher then
Vdecide; hoﬁvmuch and which type of material could be adde& further and
which material could be discarded, or rearranged. He has then to hunt
fér auéhentic materiai by consulting references, holding discussions with
‘the relévant:beople, experts, subject specialists and by going around on
his own to collect visuals and other material. This material is needed to
su‘p;;:)r‘t the assumptiong and statements which are to be made during the
ﬁourue'of the lesson. After collection of this support material, tlie
teacher then puts the facts in the form of mcdules duly supported by visual
aids and other 111ustrat;on mateyial. Here he makeé use pf various media,
say, audio-visuql aids. Each mcduie is thus complete wigh text, te@cher's
notes, stu@ents' notes, audio~visua1 ai&q, and gxercises etc. All other
modules are congtructed in the similar fashion., At a 1atgr stage, all the
~modules are kept in one large-size container, or a box or fiiehglder and
that collection is termed as a ?tréig%ng package".

veeeed3/



4, After the training package is ready, the teacher puts it to various
tests to find out if the material meets the requirements ol .his audience,
if the material needs any revision or adaptation. He collects the reactions
of his friends, colleagues, experts, subject specialists and the sudieuce.
He incorporates all these reactions into his training pack and revides it
wherever needed. The teacher keeps the training pack with him and uses it
in its entire;y 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 imstructions for thoge wha might like to use this trgining
package in the abgence of. the teacher. The designer of the training package,
the teacher, thus creates a specialist-assistant for himself while communi-
cating his ideas to his audience. When the training pack 1s used by any
-other -person than the designer-teacher himself, he is actually present in
the training package but outside the classroom. -The,traihing package
almogt replaces the teacher. This notion has been ekpressed over and over
again and it ié ragatded»absurd to think of :raining a group of people
.without the teacher himgelf. This is not actually the case. The teacher
is very much there and his presence is extremely Lopurtaut, He plans the
subject, reduces the subject into mcdules, supports the modulés with
supporting material, authenticates the training package, and undertakes
updating and revision of trailning pack as and when necespary. Without the
teacher being there, this would not be possibie. S0 the teacher is needed
and is 8 MUST in a training situation. He is a friend, philosopher and
guide of students. The only mafor difference is that he naed not be present
everytime in the plassroom when the same toplc is discusged. H@g,training
package can do the job.

«..‘.‘4/



Concept ong Training Package

5. By a training package we mean a systematic collection of educational
matarial on a particular gubject divided into cohesive modules containing
relevant. audio-visual aide, exercises and,evaluation‘deviées aime& at.
imparting the most aputhentic knowlgdge and gkill to the learner. The tfein-
ing pack is b;sed on thghmodulgr_system under which the training material
consists of independent but inter-related units whi;h can be éut togather

tc meet a variety of training requirements.

6. The training packaga is not produced by one persotfi alone. It is a
result or a product of & combined effort and where several heads and hands
work tégaﬁher in dn160n; the end-product is supposed to be perfect or near
perfect and ahthenﬁié. The teacher devices the mathodology, and the team
of subject spacialists and resource persons chosen by him, help the teacher

in conétructing the training package.

7. To,undetptand:thq_;raining pack better we caﬁ_séy that ﬁhia technique
is a part of self-inatruction or prog;ammad instrdction_mo;hod of ttaiﬁing.
There can be two types of traiging packages e.g. 1) Trainéf's Package, and
11) Learners' Package. The trainer!s package ig‘uagd by the geacherg to
impart a certain knowledge or.ski}l ;o‘the learnprs, while thg‘laarners‘
package,is aimed at putting the learner 1n'a position wha;e he apquirgs ?

certain knowledge or skill by using the pack himself.

8. SOhe other terms givéd to this instructional material are "training
manuals", "ttdining guide®, "tféiﬁing kit', "programﬁed book", etc. When-
ever be the name, a tralner's package is the teacher's asslstant while the
learners' pack is the companion of the learner himself,

.l....s/



9. ?raining packages are today emplcyed in management training,
vocational training and in 1mpfov1ng the skills and knowledge of a variety
of people. fhey avoid wastage of manpower, time and resources which can
otherwige be usefully employed in improving the training programmes. Tﬁé&
lay spécial emphasis on the principle of "active: involvement" of the
teacher himsdlf and the learners. They tend to make the task of the
teacher much easier and allow more time to him to develop more material
for othier categories of people. -Training packages assume the role ef the

teacher to a great extent., '

Construction of s Training Package

10, Let us now discuss the techniques of production of a traianing
package. It is an interesting exercise for.the teachers to undertake
production of their own training package. Provided the teachers have
some interest in undeértaking the production of this davice, there is
nothing which would digcourage him. It is, therefore, important to take

note of the following rather carefuily.

(1) Use of Project Format

it. Befora deciding to.taks up the production of a training package, the
teacher has to g;va a shape to his idgas. This is done by making use of a
Format (see. Aannexe I & IT). The main purpose of nging this format is to
determine the MAIN AIM of the traiving package and the Objectives that are
sought to be achieved by using it. The format heips the teacher‘in
consolidating his thoughts. The subject of the training package is precisely

:09-0-6!
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indicated and other information is also included in the format, This
hecomes the guideline for the teacher and his team membefs é0>go ahead

with the construction of the training pack.

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

the teacher ¢nd his team membefa and then discussed with subject-specialiats
and with a few members of the target audisnce in order to determine the
usefufMess and relevance of the subject and the torminal objactives set
forth therein. It is regarded proper to have digcugsions on the subject

format several times which might also result into ites rewriting.

(1i) gtages of Production

i3, The~éonstruCtion or designing of a training package passes through
six principal-?tagas (Bee Annexe 1II1). Théae ﬂtagééyare:
‘Stage I . Jdentificaticn of Main Subject
Stage II A, Breakdowﬁ_cf,che Main Subject into cohesive
—and inter-related modules
.B. Selection of Mbdula/MOdﬁies on which
ingtructional @aﬁerial is to be Qroduced;
'sub-modules are created at this stage.
| Stage III Ccllectiéﬁ of ﬁatﬁtial, gifting of material,
pfocéég of canaultatian and referencing -
Sﬁagé‘iv | A. Codcéétisidg Eﬁe module., ‘This includes the
script éflting,‘sequencing of material,
identification of communication media to be

used,

000067/
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B. Production of material on each module. This
includes application of audio-visual aids,
exercises, case studies and other material.

Staga V Putting the material relating to each module
into separate covers with specific ‘instructions
h*ék to how to use. This is the’ stage of
completion of modules.
Stage VI Putting all the modules into a main cover and

‘called "Training Package on ......"

14, Let lis now go ever the stages of production of a training package

once again for a better understanding.

State I
Identification of aabjgcg. Each community has some problems.

R

Seme are complicated problema and s0We are'those which can be solved

easily with some sssistance or instruction.. Some people have

bﬁroﬁlemb‘whfch are created by their mental weaknesses and some have
pfdbiema relating Yo the skills. Some have emotional problems and
some hgve financidl and other social difficultigs. Everybody likas

" to get over his problehs-as fest as pogsible.

8o the man natura;ly 1ooka toﬁarda his teacher or friend to help.
him solve his probiema. Agricultural community may have specific
problems relating to the cultivation of a certain type of crop,
cooparative teachers may be having problems as to how.to teach
Principles of Cooperation or how to produce a certain teeching

6.007008/
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eid e.g. flannelgraph or the ;lik\e. v The teacher classifies the
problem which is persisting and which needs aomé‘aolution. These
problems -can be (a) cognitive (b).affgctiye, or (c) skill-oriented.
By ma?ing use of the Project Format (see Annexe I) the tep;her ie
able to precisely determine what thg prcblem is and what gort of
m&teritlwm;vnaeded to find a reagonable solution to the problem.

So, Stage I of production. involves the use of Project Format.

Stage

Modules. The subject is now brokan down into chapters, sections or
Cunits or-te be specific into MODULES. It is dong on the basis of
meln factors which form part of the main subject. These main
factors or ?cints are to be clearly indicated. Breakdcun of the
subjact into convenient modules halps the teacher in explaining

‘the subject to his audience step by step.

Hete is a point of cgution. The tsacher briefly discusses the
zsin wodules. . It is obviously very difficult to produce material
on ell the modules because this, exercise involves s lot of efforts,
resources and money, ' Also it is not feasible to present all the
modules to the class at one .time, - The teacher, therefore,Haelacta
ona pa:ticular module and’agb'divides it into units or sub-modules.

The form will be something like sub-chapters of the main'éﬁapter.

Whan the material on all the main modules is produced, it can be
presented Over a pariod of time, say, e tralning course spread over

a waek or a month or even more. Referring to Annexe IV "Farm

i
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~xtension*, for instiénce, the teachér can produce material on all
che moddiek (ﬁ?l;:M-ZQHM-B, M-4 and M<+5) but® the presentation of
‘his material will have to spread over a period of time. In this

ﬁasé‘£§§“féé¢her ﬁdk'sélactad only M-3 for presentation ' at oOne

zesaion,’

e temcher thus takes up one step, explains it, discusses it,
sumnarises it, undertakes an evaluation, and then tskes up thg
ather sub-module. - The second sub-wodulg begins from where the
first sub-mndule ends. There is, therefore, an inter-re1g§§9ﬁgh;p
botween the two. sub-modules gad thus all sub-mgdules are rg{gégﬁ

ta each other.

Thig‘ls-alsoAthé stage when the teacher and his team membérs make
usae of Squence Shoet. (See A;;éig é &'Vi). The teacher now
1110cata; the wo;; ;mong his team members. In fact, each member
ia given the taak of taking care of one module. The team member
then makes & rough use of theae SQquence Sheets. He makes a brief
note on this sheet of the visual to be used 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 thua reduced on

these sheets. These sheets are to be serially numbared.

Stage IIT

Collection of material, sifting__f mnteriall_g;oceau of consultation

- W o ———

&nd raferencigg Once the break-up of the subject {ato modules and

aubnmodulen ia doue, it becomes necaasary to support tha modulas

.:ooo-lOi
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with material, e.g. photograbhz, 111ua;ration5§Aexerciqeg,?%gggr-
visws, discugelions, case studies etc, The teacher makgg»a_bgoeﬁ.
salaection of material which he considers relevant to support each
module or sub-module., The material is gollectad from resource
centres, }ibratiea, by holding interviaws with conceraned ?eqple%

by taking'photOSraphs, by making rough noteg etc.

Staze IV

Concretising the modulés and Production of material.’ “After the

‘completiOn of the rough wdrk~oﬁ Sequence Shests, all the team
membera get togethar and discuss their assignments. among themselves
to avoid duplication and t0 remove unnecessary parts and to
,awpider ihclnal&n of orher material and information. At thia
atage,ltha production wﬁrk coﬁméncé;. The taaﬁ Q;mbers get
together and undertake tha production of material Sequence Sheets
are GoW written 1n a fair,form, nnd tha viauals atc are actually

_produced. tThese Sequence Shests now serve the purpoae of "notes for

‘the tag;he:"_to some extent,

”ngé P; ks or M&dqlgg. ‘At this stage thé Sequence Sheets, duly
aumbered and artanged in the correct order, sre put together with
the viauals and other informatien material, in separate modules or
contaiﬂérs or envelopaa Each envelope is then given a little

autside e.g. "Module 1 - Crop Protection' Ttaining Packaga on Farm

Extension™. The mndule will now contain the Sequeﬁee Sheets,

evn 11/
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Teacher'q Notes, and the supporting material like the audio-visual

lﬂgtdg, proforma for exercises and evaluation sheets.:

Stage VI

Training Package. When all the modules or unit packs are placed
together. into a bigger evelope, it is called a Training Packago.4'
The package now containsg a number. of modules or unit paeksé and

a complete text of the manuscript of the training pack, project
férmat, and evaluation sheefa.-nllt would be worthwhile, st this

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

of e Training Package" appearing as Annexe VII.

An Exgmple:. Training Package on Farm Extengion

The chart (at Annexe IV) gives an idea of breakdown of the subject

Farm Extension” into modules. 1In this case the teacher has decided to

construct a training package ea Farm Extension, He has broken down the

gubjact in the following ﬁannar:'

Module 1 - Corn Growing

16.

ule 2 - Fertiliser, Pesticides etc,
Farm Extension Module 3 - Rice Growing
Module 4 - Hog-Rsgising
Modula 5 - Poultry Farming.

-The teacher knows that it would be extremely difficult to produce

material on‘all the modules. It would be very laboricus and expensive.

It would take a lot of time to produce the material on all the modules.
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He has therefore decided to breakdown ene particulur module - in this
cagse Module 3: Rice Growing - into Qub-modules or units. He has thus

covered the subject in the following manner:

Sub-Modtile 3.1 Preparation of Soil and Seeds

Module .3 :
RIGE GROWING

sub-Module 3.2 ‘Transplantation Process

Sub-Module 3.3 Crop Protection

17. This ia;thg most logical manner of presentation of a subject. He
will]qogugg_ahggd with the produc;ippdpf material to illustrate and
support all the three units of Module-3. After putting the material in
order e.g. Project Format, Sequence sheats,»Teacher’a NOtés and Audio~-
Visual Aids, into unit packs, hé Ls able to produce a training package

-on “Farm Extension with special reference to Rice Growing..

18, At the time of presentation of the t:ain{ng packggglthe ceqcher
has to place in front of him a sheet containing the guidelines on which
he is to present his subjact., These need not be detailed notes. A note
on the preparatiém of Teacher's Notes fs placed at Annaxe VIII. These
notes also should form part of the training package as well. In the

absence of the producing-teacher, othetr teacher can also make use of the

training package with the hely of these notes.

19, - The teacher presents his training package to his audience and uges
the matet'lal that forms its part. He may use group discusafon method
or a'straight lecture method. After the presentation of ‘the training

00090013/
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package, it go happens that the 'teacher packs up all his material and
di&éppé&ra. ' No notes or handouts are distributed among the memberas of the
audien;er During the course of the presentation 6f the training package,
the students.makgrsome notes on their own. When they leave the class
after the presentation they nearly leave the knowledge also in the claaé-
room, because the teacher was not able to di'.stributa any handouts to.ﬁf;em.

In order to enable the students to refresh their memory on the subject, it

would be very helpful L{f they were given some written notes.

20, 1In some cases, the teachers distribute the text or the copies of the
Sequence Sheats which also contain some illustrations. 1t is adviaable;

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 end also by the audience. How to determine the
effectiveness and ugsefulnesa of the :raining package? How far has the
training package been able to stand up to the msin aim and objectives?
Angwers to thase 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 in several ways e.g. (a) by dietributing evaluation
sheets and anaiysing them, (b) by sending the training package to a panel
of experts or subject specialists for comments, (c) by demonstrating the
‘training pack to zome selected members of the target audience and obtaining
their first-hand reaction, or (d) by having an informal opinion of
colleagues ete. Several other methods of evaluation can be found by the

teacher himseif.

........

PR TY
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23. It is, however, essential that a training package must be pre-tested
dnd duly revised before classifying it as an authentic training package

and by releasing it for use. -

24, It might also need revieion'becauée.of the change in policy, -
practice or due to time factor. The piodudéf’thekéfore should keep his
ears and eyes open and undertake adapéatioﬁ, revision and updating ‘as

and when necessary.

Conclpaion
25. A training package is that instructional material thch is based

i

on the modular system duly supportedvby viggéié, Qudio-§isudi'a1dé,
exercises, case studies, etc. and wﬁich e#pi;;na é‘éubjebé'éiagé‘byrétage
for an easiexr understanding by the audience. It is the companiqn ofhshe‘
‘teacher and can, to gsome extent, raplace the teacher himself. Tge
importance of the-teacher in .the clasaroom cannot, be overgmﬁhagiaed
although, while making use of training package, the teacher cgn.@éyeiﬁis
task easy and devote his time to create more 1ns:ruccigna1‘mater1ai.‘ The
training patkage contains project format, which contains_che‘ltitlé of ﬁhe

subject and defines the main aim and the obqutivga sought to be achieved.

26.- There is a system of production of a training package\and it 1nv0;ves
the teacher and his team members. This obviously means that many'heaé; and
‘hands are involved in its production. The contents are disquss;é witgl
experts, subject specialists and members of audience before gn&éfﬁakiug the
production so that the package is standard and au;bentic. The’teacher’

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

them in keeping their memory fresh.
: A L g"o;oalSL
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27, There is a congtant revision, adaptation and updating of the

training package on the basis of a continuous evaluation and assessment.

28, It 18 an expensive exercise and should therefors be taken up with
great care. Although expensive yet its achlevewents and cffects ars

spectacular and rewarding. It is a challenglng exercise.
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TRAINING PACKAGE / PROJECT FORMAT

1, Nama of the Project

2. Media

3. lLanguage

4, Producers of the Package | Coordinator

5. Targat Population

6. Age group

7. ability

[a ]
-

Other relevant factors

9. MAIN AIM of the Package

10. Terminal Objectives ae
b,
Co.
d.
11, Attached documents a, Script of the lesgons

b. Teachers Notes
c, Students' notas
d.

12, Reagons for choice of the medis

Date Signnture of the Coordinator
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ANNEXE II

EXAMPLE OF A PROJECT FORMAT

|

2.

4,

S
6.

7.

9.
10,

PRO

Name of the Project
Media

Langauagq

Producaers of the
Training Package

Target Population
Age group
Ability

Other relevant
factors

t

MAIN AIM
Management Objectives

11. Attached documents

12,

lecture mathod is adoptad.

ECT FORMAT

TRAINING OF COUNTER SALESMEN OF
CONSUMER COOPERATIVES

- Lecture Method
Audio-Vigual Alda

English

1. TT Thomas (Singapore) Coordinator
2. Hayati Salleh (Malaysia)

3, WGUI 2e $ilva (Sri Lanka)

4, P, Phawaphutanond (Thalland)

SALESMEN
20-30 yaars

Can read, write and converse falrly
well in Engligh

a. Goods have been properly digplayed
b. Pricing has bgen done

¢. There iz a wide range of goods

d. Poor sales

e. Goods are avallable in plenty

f. Salesmen are proparly paid

g. Salesmen are both males and females

TO INCREASE SALES

1. To increase saleg by 10%
for this fiscal year

2. To increase the product
knowledge of the gglesmen

3. To maintain a high degree of
customer relationship

4, To increage tha efficiency of
tha galesmen

1. Script of lassons
2. Teachers' notas
3. Phetographe, charts, etc.

Reason for choice of the medium of Training Package (briefly)
Since the target pcpulation has a falr knowledge of English, the

Since the activity of the persons concerned

is mainly of a practical nature, sudio and other visuals are used in the
classroom.

Data: 15. 2. 1978

{ed) TT Thomas (Coordim tor)
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TRAINING PACKAGE
ON FARM EXTENSION
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SEQUENCE SHEET FOR AUDIO-VISUAL MATERIAL

1
Subject ~ Page Number 1
Unit Number !
Sr - .
No i
‘ i -
s’
( - ]
!
! I
: -
z .
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ANNEXE VI .
EXAMPLE OF A SEQUENCE SHEET »
' Subjoct: Channels of Marketing ; Page No, 7
- Presentation - : 10 minutes
‘ Discussion : -+ -5 minutes Unit No. III
sr. - Suggested visuals Verbal/Narration
No.
-1 The narrator has to give the private
. trader’'s characteristics as the
) , .
P ‘ ‘ - following:
; SLIDE " 1. buys at lowest price v
S . . 2. farmer has to carry goods to him
i showing the shop - and waste his time and money
{  of a private trader 3. private trader does not pay cash
6 ! » , price immediately
- 4. He only buys best quality goods
POSTER ‘ o ‘Secondly, the barcer system should
. Exchanging pe gxplained.
expensive farm : . Points to be stressed:
produce with chea , . ‘ .
congumer commodit; 1, Low price for farm produce
(plastic bucket) 2. Wastage of time_gnd money
] for transport

Thirdly, the extengion workar explaing

SLIDE: the functioning of the Government .

) Marketing Department and gives its
showing a - defocts
Government, 1. Corruption and indifference

Collection Centre
. o -2+ They scmetimes buy from-middlemen

3, Farmers have to carry their
produce to collection centre

B 4, Low and fixed price for farm
ST produce
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ANNEXE VI1

STEPS TO FOLLOW IN THE CONSTRUCTION OF A
TRAINING PACKAGE

By making ugse of a training package in your education and training
programmes you are going to make your own task as well as the task of the
learners easy. With the help of the training package you are going to
diminigh the disturbances in the process of communication. In order to
make the training package a truasted companion, you should follow these
steps in its congtruction. ’ ‘

1. Select the subject - it can be a broad subject, not necessgarily
a precige one.

2. Identify the target population for which you are going to design the
training package. All training packs camnot be effectively upplied
to all types of people.

3. Set the MAIN AIM of the training package. This has to be defined as
consisely as possible., Thexre should not be too many of ideas and
thames in the MAIN AIM.

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

5, Be awarce of the aveilability of material.

6. Select the right type of media and take into congideration 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 information from variocus sources. It would be
necegsary 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 instructionsl material
should be in a sequence. '

9. Produce the rough visuals on the Sequence Sheet.

10. sSynchronise the audio part with visual images (if slide-cum-tape
synchronisaticn is to be uged.)

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 and standardise the training pack for use.
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ANNEXE VIII

GUIDELINES 'OY THE PREPARATION OF
TE,CHER'S NOTES TO BE USED IN CONNECTION
WITH A TRAINING PACKAGE

Following are some of the guidelines which a teacher should keep in
mind while preparing his notes to be used in connection with the -
Training Package. These notes, 1f prepared carefully, will keep the
teacher on jight lines while in the class. This will also help him
ia making the right use of the Training Package. ,

Section 1 ' General Introduction (to the subject)

: Brief details of the Training Package -
(The teacher should mention why he choee to use the
training package and what it actually contained and how
it would 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 ugse of a certain
portion of the training package and with what emphasig)

a, General detalls of necessary equipment, classroom
situation, preparation, introduction etc.

b, Detailed instructions on how ts use thia package
mogt effectively:

i. contents, duration and number of
slides and other visuals,

ii. necessary pre-knowledge for instructor
and gtudents,

111. knowledge /experience level required to use
this package effectively.
(Here a Lesson Format can be anluded)

iv. follow-up and evaluation suggestion,
2.8+« verbal, writ»en, drawing, ptaﬁtical,
discussgion, -
Section 5 Students' Handouta. A summary of the text (where

suitable). After the lesson, it is necessary for the
students to recelve something in a written form which
could help them in recalleccing the main points of the
- lesson, 1If the Teacher's Notes are important, then
equelly important are the Notes for the Students.

f?é/q( 79



HAND (QUTS

Hand~outs, are to reinfarce and support the learning.
Process, they are intended :

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

2) To provide the learner with a stmary of the essential information.
3) To give the individual learner visual help in understanding
a process, a sequence of actions, a technical problem,
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,
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 seguence 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 knowledge, forms for individual assignments whether
practical work 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 writing down notes, to guarantee the proper seguence
of notes and to save time,

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

ability to merely memorise the text,



HAND QUTS .

TEST

st m—

%

1) Please preere H

Hand out to be distributed before the lesson starts.
Hand outs after the lesson finished,
-~ Learpners notes,

Test,.

For the following subject 3
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2) What objectives do you intend to achieve with your hande-out,
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c)

(continuation)

Reasons for :

Cl

C2

C3

Ca4



STUDENTS NOTES

HAND 0OUTS

A) Why :

B) Hand out is no substitute for :

C) What hand outs are given to learnevs?

1.
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AUDIO~-VISUAL AIDS WORKSHOP

THE USE OF CHALKBOARD

The chalkboard (or blackbozrd) is perhaps the most
common 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 meeting place, the ease with
which it can be nade to command atténtion and its flexibility
in use are factors which contribute to the possible effectiVe—
ness of thls aid, It is econoLical, long lasting and requires
only a mininun of maintenance and case. It nay be used to
present drawings, sketches, :aps, diagraus, graphs and -
statistics -for the summarizing of discussidns; and for
general written 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 when it is necessary to
present facts for study, and to explain cooperative princi-
ples and procedures. The chalkboard may be of special value
for:

1e rlanning group projectsy _
2. Zxplaining cooperative Brinciples by means of simple
diagrans;

5 Working out daily, weekly and monthly »nlans w1th a
study group;

4, Explaining the functions of cooperative officers, and

rules and policies for cooperatives; v
5. Showing in diagrammatic form relative costs and statis-
: tics;
©. Presentation of drawings to introduce topics for
discussion;
7. Illustration of poinmts 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 nust be correctly sited and the seéting in the roon -
conveniently arranged for the best overall result. A board
neasuring 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 remembered that a good
technique is really worth cultivating, and that practice is
'rewarding. f '

If a large board is used, care must be taken not to
pléce 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 ).

LAYOUT AND +LANNING:

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 itens on the board can form a most

useful working guide.

Neat work on the board is an aid to attention, and will
help voward a yuicker understonding of the material. Chalk-
" board arrangenents should be :

( a) Legible

( b ) Sinmple
(c) Clear

(a) Interesting

A1l draﬁings and illustrations, sinple 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,
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It is sometimes useful to write pencil notes on the
board at eye level., They can be seen only by the user and
nmay be prepared before a formal talk begins, They nay act
as an aid to the menory, and save constant reference to
prepare notes and plans.,

Planning is an aid to better presentation, and is most
important when using the chalkboard, |

FRINTING AND WRITING:

Slanting writing 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 24 inches) in height. When words need
to be underlined for emphasis, this must be done ncatly and
unwant«d material should always be erased, ’

USE OF COLOUR:

Coloured chalks vary in Quality and colour density.
Pale colours are mo:e effective than deep ones, and some
colours are easier to see than chers,‘eépecially against
a natt (non-shining) black background. Generally colours
should be selected for their clarity. This is a useful

guide:

White 3 s a s e A e )
Yellow % Good contrast with green & black backgrounds.
Red Valuable for alding interest to a board, for
Light Blue adding colour to drawings or for underlining
Green key words or phrases,

%Eggﬁe : 3 Not so effective: in some cases very diffi-
‘Darkblue | cult to see.

An olive green‘chaikboard surface is restful to the
eye, and yellow chalk gives a good level of contrast against

this surface colour,
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TOOLS & TECHNIQUES:
CHAIK -

AMlways select the best quality available, Better
quality chalk can be used with. 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
whi te chalﬁ is coated with lacquer to render it dust=-free
in the hand, The so-called "dustless" chalk is a heavier
substarice and is more expensive, but is longer lasting, and
will produce fine, clear lines.’

ERASERS: -

) Felt block erasers are the“bsst andcleanest in use,
but the chalk dust nceds to be beaten out of then freguently.
For best results, always finish cleaning a chalkboard with

vertical strokes of the eraser.

DRAVING CIRCLES =

In the absence of a chalkboard compass, this need
present a problem., 4 string loop stretched between a finger
held in contact with the board and the chalk will prove quite
an ceffective substitute, or abstrip of card in which the
appropriate holes have been made may be used.

RULING LINES =

A flat piece of wood about 75 centimeters.(30 inches)
long will mgke a satisfactory ruler, and a small handle
nay be attached to nske it easier to hold. A cardboard
roller may also be useful. It can be rolled across the board
and used to draw parallél lines.

- Faint but straight lines can be "snapped" onto a b@ard
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 tthtring of a nusical instrument, when
it will leave a line of chalk dust. A string ecozld be kept
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in the chalk box and then would remain permanently inpreg-—
nated with chalk dust, Lines so produced. form a useful
lettering guidec,

TEMPLATES =

Tenplates can be a nost useful aid when it is necessary
to produce a series of simple outline drawings. They can
save nmuch time, and would prove specially uscful to coopera=-
tive training officers who have to preparc statistical dia-
grazis, Such templates may be cut out of thick card on thin
plywood or hardboard and provicded with a small wooden handle.,
The tenplate is held against the surface of the chalkboard
while a chalk line is drawn round it. The technique may also
be uscd for the production of outline meps, human figures

and so on.

PRESoNTATTION @

One of thc problems associated with fixed chalkboards
is that material cannot be preparcd in advance and cocealed.
If all visual material is on view at the beginning of a
training session, thosc taking part will soon tire of it,
and the freshness of approach and even the point of the
lecture itself may be lost. The stinulus given cach time
- new material is presented would be absent,'and the atten-
tion of the audience hard to rctain, There are however,
several ways of overcoming this difficulty and thrce are

given below

Te A lighweight black curtoin may be suspended from a ‘
| wire and arrangcd to fall dircctly across the front of
the chalkboard, The curtain can be drawn back stage
by stage to roveal material already prepared. The
knowiedge that more material is yet to be presented
‘always helps to naintain interest in the subjcct

natter.
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Tllustrations drawn and lightly crased with a felt
chalkboard eraser aré'nothvisible from a distancé nor
can be secn quite.easily by any one standing close to
the board. Material prepared in this way can be lined
in when nceded and thus be made visible to the“group

as a whole.

The "iotedusting" technique is very useful and effec~

" tive and requires only a little time and no expense.

It is particularly useful if thce same basic naterial

~has to be repeatedly prescntcd, It can save hours of

preparation and can give a really spontaneous look
to chalkboard work.

FRECARING A DOT-DUSTING OUTLINE:

Te

5.

A full-gize drawing of the naterial to be presented
is preparcd on a sheet of brown paper opbacking paper.
As this does not have to be: shown, uscd but otherwise
undanaged material will prove quite satisfactory.

A serics of perforations at close intervals are nade
along the lines of the prepared drawing using a conpass
point, the sharp point of a pair of scissors, or of a

“large necdle. Alternatively a sewing machine with

the thread removed and with a large stitch setting
could be used, The zir is to umake a perforated outiine
of the final work roguired on the chnalkboard,

The :conpleted perforated outline should then be firmly
held against the surfacc of the chalkboard and’ the
lines patted gently with a chalkdust-filled board
erascr., when this is doné and the perforated outline
is removed, a faint series of chalkdust dots will be
scen on the board., They will be visible only to the
instructor. '
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The -dots so produced may then be used as a guide to
the production of the required illustrative material during
the course of the lecture, It is of course only necessary
to completc those items nced=d at any point in the program,
and dot-dusting outline can be used for the preparation of
the saue natcrial on another occasion,

HUMAN FIGURES

It is not necessary to have artistic talent tc¢ portray
hunan figures on the chalkboard., Matchstick-type figures
may be used to supplement a storytelling technique, These
a.¢ quite easy to draw; expression and character can be
shovn in the face of the figure and an impression cf action
readlly conveyed.

TWO=BOARD SYSTEM

. The two=hoard syst-m is a most c¢ffective way of using
chalkboards without the addition of charts or any other
visual media. It may be of special value for less formal
.8essions and discussion groups which form an essential part
of cooperative training and education. The technique
involves suwnarizing points on¢ board, while the other board
(which may be an easel type if the main board is fixed) is
used for less permanent work - incidental explanﬁtlons,
group thinking, the illustration of points to stinulate
discussion etc, The main theue and its ap;ropriatc summary

recmain visible on the wain board.

CONSTRUCTION AWND CARE IN RURAL CONDITIONS :

A sheet of hardboard of plywood nakes a good chalk-
board., It may be attached to the wall by screws driven into
holes filled with a wall-plugged compoun&, Screw cups or
washers should be fittedl undcer the screw heads to provide
a better fism of anchorage., If a thin wooden surround is
used, both hard board and wooden surround may be secured by
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steel masonry nails., In both cascs it is uore convenient
if the boards are painted before they are finally fixed in
position., ' ' '

Cement-surfaced boards a;o,commOn, but unless they
are preparcd correctly they aré inclined to use up a large
anount of chalk, The final skimning of cenent plaster should
be finished with a good quality plaster’s stecl trowel., The
plaster must not be overworked hor must it be too rich in
cenent, or/crazing and cracking of tho'sunface will rcsult.
The cenent must also be well cured by keeping it wet for
aBout two days after the initial set has taken place, and
sufficient time must be 2llowed 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 nay be achieved by lightly
covering the whole surface of the board with a layer of
chalk dust, and th.n carcfully rcmoving as muchbas@ossible
Other_ wise, the surface will be badly marked at the rirst

grasure,

MAINTENANCE AND CAKE

Yeriodically chalkboards should be thoroughly washed
to renove any accunulation of chalk dust. A thin type of
chalk-board paint or r¢novator vill restore a not too badly
worn board to its original condition.

Look for light refelctnd frou the board surface. If
the board cennot be moved the problem must be tackled at
source, and a curtain or othcr suitable nmaterial be uscd to
obscure light from thc offending window, Special care is
also necded under artificial lighting conditions, and it may
be nccessary to chango the position of either lights or
seats before satiéfactory results are obtained, Always check
for glare, but do.it from a scated position, When standing,
the effect may be quite different. -

o usium
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AUDIO=-VISUAL AIDS ‘WORKSHOL

THE USE CF FLANNELGRACH, ﬂAGﬁéEIC BOARD AND ADnh.sSIVi ATDS:

FLANNSLGRAVH -

. The flannelgraph is a most 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. DIrawings, titles, illus-
trations and headings may be added at will, and associations
clearly demonstrated. laterial can be re-arran.,ed, developed
and simplified at will., The principle is so closely allied
tc the learning procesé that its eff=ctiveness depends solely
on the careful choiceé of material, and the care and skill of

the user,

FRIVNCIPLE OF ADHuSION

Fictures, illustraticns, captions and other symbols
prepared on light card or stifi paper are backed with a light
fluify material. When these items are placed on a board
covered with a similar material, the fibers of the two inter-
locked on contact, and a 1li ht temporary adhesion takes’place,
If the flannel board is lightly brushed before use, this

alhesion 1s improved.

FLANNSL POARD

his nay be quickly.imgrdvised by stretching a material
over a portable chalkboard and securin, it with large spring
clins., A permanent board nay be :iade by ligntly luing cloth
to a hardboard or plywood surface, Hote that the _lue should
onl¥ be brushed eVenly over the suriace oi' the board. It
nust not be permitted to penetrate the cloth or it vwill swoil
the appedrancé of the working surface, and the adhegsive
‘quality of the board would be impaired).

\ o
In use, flannel boards are more efficient if they
are set at a slight angle to the verticel, If the flannel

board is suspended against the surface of a wall, then small
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blocks should be fitted behind the lowsr edge in order to
create this angle. : : ‘

The colour of the flannelgraph backgfound is of
importance, A plain béckground should always be of a
' colour selected to give a wood contrast with the
teaching material placed upon it. Black, dark blué,‘dark,
green or grey material could be used, and any plain cloth
with the fhuffy suriace may be selected., The following
have been fcound suitable for this purpose

a) felt and feltette;
b) winceyette;
c) Dorset drape;

da) flannelette,

In wany instances it mav be bester to purchase locall
NG 3 LY

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
émphasis on perspective or depth, or items will look wrong
when moved from one place to another, A two-colour back-—
sround representing only the sarth and the sky iway occasionally
»rove quite adequate., This can be made from two pieces of
coloured felt carefully Joined tosether. '

FOuTABLE ST.iloS

A portable stand may be made of plywood and hinged. -
This simple stand will support a board wmeasuring 90 x 120
centimeters}(B 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.

£ AP aRING T'.s_STHBOLS

ilatsrial for backing the svabols need not be expensive,

liedical lint and winceyette are quite suitable, even glass
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paper may be used., Special flannelgraph paper (sometimes
called flock paper) usually possecses the best adhesive
qualities, Blotulng Paper will adhere to a flannelbrgph
background, and drawings may be made directly on to it with
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 slizhtly improved by brushing the reverse side
and blowin, away the dust.

Jhen mounting card or paper symbols on clotia, do not
cut closely round the outline, and use the adhesive sparingly.
FVA 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 papef.

Spread the acdhesive on the aper and not the cloth
and work from the'cen+re outward btoward the edge of the
symboi, using wastepaper or newsprint underneath. This is
the only satisfactory way of obtaining an even coating of
adhesive,

'””PIAL DACKGROUKD

A picture may be pfojected onto a piece of white
flénnelette or similar material. The picture can then be:
copied. The following process has been found to give good

results A ’
1. Draw a light outline of the projected picture using a
soft pencil and light pressure.

2. Switch off the projector, and in daylight conditions
draw a bold outline follow:.nb the penc1l lines, and
| using a felt-tip pen or black crayon.
5. Add colour very lightly, using a wax crayon with
a worn point and holding a pad made of a few folds
cf 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.
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MAGN=TIC BOARD

This aid is garticuiarly suitable for use by‘the

coogerative training of.icer who finds it_necessary to con-
 du¢t training -nd educational prosrammes in the open air.

It possesses all the flexibility of the flannel;raph, and
even moderate gusts of'wind cannot move the symbols kept in
place by magnetic attraction. Theworking surface of the '_
magnetic boaprd is usually coated with chalkboard paint which
not only gives it the fequisite nabt background, but also
facilitates the use of both chalk and magnetic symbol on

the same surface.

YRE:ARATT. ¥ OF MATERIAT

The pfeparation of material for the magnetic board
involves little more than the preparation of flannclgraph
material. Lettering and drawin;; methods are employed in
the usual way, and the prepared work is mounted on card,

Small magnets are then secured to the back oi the p#epared
material with a strip of sellotape. A plastic magnetic strip
which may be cut into convenient lengtTis is currently avail-
able, and is less exoensive,th n individual wmetal magnets.
In either case the mnag nets may bz glued to tho back of the
tozohlnp matsiial, but there are %0 advantaues . )
gained from the use of sellotape., 4 film of tape covering
the magnet will reduce the possibility oi damage to the pain-
ted surface of the board. lia pets so secured may be gquickly
removed and mounted on another aid, thereby reducing the

overall cost.

CONSTRUCTION
‘A sheet of tin,late or galvanized iron ( i tiuust be‘a

- ferrous netal) glued to a icce of wood or hardboard will
make an excellent magnetic board. Both wood and metal sur-
faces should be well scratched with an old hscksaw blade
before achesive is applied, as this provides a better "key",
Adhesive of the contect type (that used ifor Iixing .lastic
table-tops or working surfaces is admirable) should be
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spread evenly over both surfaces and allowed to dry before
they are brought togpether. As this type of adhesive acts

instantly and. there is no possibility of correction if the
two surfaces are misaligned, results are best if the me tal
surface is bent slightly, broupht into contact at one end and
then rolled onto the timber or hardboard,

A hand-size board could be made from an .0ld paraffin
can of a piece oi tinplate measuring approximately 60 x 45
centimeters (24 x 18 inches). This need not be mounted
provided that two parallel ecdses are folded over for rigidi-
ty. It will show how such a fold might be made over the
sharp ed_e of a table. Care should be baken to bond the metal
evenly, only a little at a time, and a wooden mallet or leather
hemmer should be used if available. Do not be in a hurry,
If the fold is left partly,opén, a presared thin card and -
special purpose background cculd be introduced. It will not
reduce the efficiency of the uma ncts if it is not too thick.
Alternatively, a prepared card or paper background may be
secured to any mnagnetic board by mcans of spring élips 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 wagnetic board is purticularly suited to the show-
ing of small rapid movements, and wany vechnical aysplications

are possible,

FLASTIC ADH«SIVE AIDS

Many peaple are familiar with the method of securing
a license to a car windscreen with a smooth soft plastic
disk. This is the saue principle as that of the plastigraph
adhesive aid. 4 smooth suri.ced plastic materisl of the
poly-vinyl-chloride (YVC) typc will adhere to a similar sur-
face simply by the total exclusion of air, Emgloying'thiéw i



technique, it is possible to build up coloured shapes layer
upon layer. For the cooperative training officer this may
have -useful applications for showing statistically the

benefits of ceooperative action.

There |lare however, two difficulbies. Firstly, dust
~1s the enemy, and a slight.build—up of static electricity in
the ‘plastic attracts dust. Dust prevents the necessary
close contact between the plastic surfaces, and adhesion is
lost. This may'quickly be restored if the plastic is washeg
and carefully dried, ©&econdly, light is reflected from the
smooth plasti¢c surface, and careful placement of the aid is

necessary if all are to sce clearly.

Liphtweight paper syibols may be backed with strips
of scllotape vhen they ¢ n be uale to adhere to a shcet of
rVC. The peper must be thin, flexible and porfectly flat.

145/4/79



AUDIO-VISUAL ATDS ORKSHOE

T UsSy OF +OSTeRS D CHARTS

FOSTERS -

. Postaors have many featurcs in common with charts,- but
also possess distrinctive diifercnces. 4 good postir can |
stand on its own and coanunicate its ucssaoge off.ctively
without ausistance from any cxternal sourcc.

It is for this reason that nearly all posters arc
desigend to communicate one idea only. Advertiscemcnt hoard-
ings placoé by the roadsidc or near a railroad track-demon- 
strate this principle in action., The traveller uay only have
a nonent in whicih to observe a postor presented in competi-
tion with othor distiactions., If the poster is not attrac-—
tive or the nessage neither mcaorable nor caable br quick
‘assimilation, the point is loww,

Occasions may arisc when it is advantageous tc present
a scrics of posters with a comion theuac, rostors presented
-in this way should also posscss o coiv:on featurc, a visuval
point instantly rccognizable, tuv connect with material pre-
viously psresented, This could take the foru of a synbol or
slo,an represcenting the compeign, the initial letters of
the canpaign title, a consistent colour scheue or cven a
recurring cartooh—type character. _Under:rural conditions,

postuers ney act os Irequent reminders and porsuaders,

In cowson with other forus of visual aid, posters
should not be 1luit on display for tool.long a period, An old
poster is not the best wry to cowinunicrts a new idea,

L OINTS ON cOSTalkS -

1 rosters nust nake a positive approach - for cexanple,
"Shon Co-op." ‘

2.  The content of a poster nust be limited: it aust
v achieve a lot in a short time; onc point only should
be clearly n-~de,
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3. The nossage nay be Eony@yed in bold lcttering, with an

illustration to reinforce and :iake the idea menorable,

. o . . i1 o .
gspecially ifor illiterates or ncoliterates.,

4, i short catehy rhwrass muy help: ude alght be ade of
alliteration or rhyme.
5. - Hessage and illustrotion uust be clear cnough to be
re¢ac jat the required distance: style and size of both
\

lettering and illustration arc inportant.

TEACAING CHARTS =~
4 Cooperdtive training officers working under adverse

rural conditions will find that charts arc onc of thc most
useful forn of visual aid. They are light in weight, casy
'to present, and may still:b@ utilized when conditions do not
perﬁit the usc of nore sophisticated ncdia, |

A tcaching chart is essontially an aid to forma
cducation, altiough it may also be uscd to create talking
points and stinulate discussion in cooperative moetings;

For the prescntation of soiule types of material it is
clecarcr and nore colourful than tho chalkboard, and can be
usad invplace of chalkboard diggrans, thus saving tifie and
preparaticn before cach seSsion. cttering nny be incorpo-
rated, but generally .only = pmininun is required. Too nuch

printed natter :
a) Detracts from the spontancous prescntation of
cnew itonsg
b) adds confusing dctail,
The best answer nay be found b,y using the chart in
conjunction with a writton chalkboard sumnary, couplceted
point by point.

Teaching charts have morce content than a poster, less

diln

than a wall=chart. ‘hen preparing tecching charts, it is
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best to ainm te create a clcar overall iupression of the
vsubjoct natter,‘carofuily avoiding snall work and supcriluous
detail, It is doubtful if a teaching chart ncasuring less
than 55 x 38 centimeters ( 22 x 15 inchces ) would be ovi much
value except for very saall audiénces. All diagraus must bo -
clcarly visible from the back of the nceting room.,

The size of ony lettering uscd is inportant. Cursive
or Ircchand writing on a chalkboard nceds to be - between 5
and 6 centimeters ( 2 and 2% inches ) in height, but block
leticering of snmaller dinensions nay be cqually cifoctive.
As this is larioely a question of style, experiments nust be

ing ccenditions, =znd the nany aodifications nade.

ToACHING CHarTH CAN ¢

1. Save time spent on preparing cleborate and ropetitive

chalkboard work.

2. - Make better usc of colour ~nd contrast than is nossible

with the chalkboard,

3. For an aid to the sccurate proscntation of naterial,
4, rernitv the usc of unountced pictures cut frou wmagazincs

O NCwWsS H aAntIS.
5. Be used in conjunction with tho chalkboard.

A tcaching chart should not’ be designed to stand on
its own. roints are »rescnted. and suiuiarized by the instruc-

tor, not by the chart,

FLTi- CHARWS :

Turnover of flip charts arc t6 speceial valuc vhcn

t be uscd, a collection

0of charts is arrasn; d in a prodeternined order and fastoened

flinstrip or .slidce projcctor canno

scquence prescntation is rogquired in situations wherc a

together at the top cdge. Thus when one soint has been

prcsentoed, the first chart is turncd up and over to roveal



. ‘ ' : ! :
the sccond, With this nmgthod a composite visual inase can .
be built up stage by stago, and- a Writtén sunnary included
if ‘the points arc hadevin:d pictorial formt., The tochnique
rcprescnts an advance on the prsscntatiOn of a single’téach—'
ing chart. | .

Charts arrdngcd in sequonce ior turnover prescntation
nay be clanped betwsen two strins or wood andsecurcd with
screws oraimall nuts and bolts, or alternativ:ly the charts
nay be laced together through‘holos punched on the top.
Ahy’method of sccuring the charts should allow for a change

of order or the insertion of mew wmatorial.

-

_ Sone consideration must bo given to the selcction
of the basic material. The paper used sheuld be of good
quality, capablc of withstonding: a considerable anount of
flexing. Charts :iade up out of wounted cutouts znd coptions
are best aveided for this typec of prescntation.
Turnovcr charts are a good nicans of waintaining interest
during the coursc of a training period. The khowlolge that

more material is yet Tto be prescnted

a) ncts as a stimlus to thought;

b) holps to retain attention;

c) oncourag ;S the vicwers to snticipate the next
step, thus stimulatiﬁg and cncouraging audience
participationﬂ

v It should-bc‘remembercd th-t aids which creatc.audicnce
anticipati?n help people find their own answers, and contri-
buts to the boest possible teaching tochnique.

PICIURSE CARUS

- Whon working, with a s.uall zroup of cooperators, the
traihing o.ficers nay find a good alternative to the turn-
ovor chart in a serics o: picture cards, These can be uscd
in cxactly the saie way and, being of a convenient sige,
nay be held in the hand when in usc, or cven placed on a



snall stand on or a table. They retain all the advantascs
of a scquence prescntation, and are T=cA-1sy to carry from
1plésf to nlaco A convenicnt but ninimua s1zc would be
30 x 25 CCntliULOTS (- 12 x 10 inches ).

Sonctines tarmed ilash onrfo, thay arc only suitable
for uge when viewing dleTnCuS arw not very. grcat

WALL CHARTS :

_ CWall charts have ‘souc special qu1nt apes. bub as
they are csscentially for follow—-up use in 1nfo¢uul scssions,
they caunot be really effictively used outside these 1iaits,.

In conposition a vall chart nay. be likenod to a wall
nowspapér. The content is very :wuch greator than that of
cither woster or teachini, chart, It ma& prescnt'nore'pic—‘
tures on a auch saaller scole, ond gnaller text requiring
closcr study. |

The - infornmal use of wall charts should naturally
follow foiial scssions, Thus they can be usod to'supgly'
infornagion additional to %he leuctur ., or for purposcs of
consolidation of the naverial already presented, The Wall
chart cannot be uscd as a tcaching diagram; the spread of
infornation is too great ~ad the dot-il too fine. Wall
charts nay howeveor: serve a useiul purposc as a general
infornation broaishcet, 2and be displayed in a public ‘place

othcecr than the lecture roon,

DESIRABIE JEATURZS L
ATTRAGTION

A wallchart necds a feabure to abttrack the eye, to
draw the attention of tho viewer toward it. ‘This result -
Jay b obtalnﬂﬂ by :

~a) using a striling title;

b) | using a bold illustration, sinowhat larger than
“the othor 1Llustr1tluns~

c) carciul use of a st;lAlnu bolour



 RESOLUTION
an aim and a conclusion.  If

A.walléhart‘should have
these are absent, it_cannot teach anything. Althqugh,a*
chart may be intendod solely for usc as a follow-up after
a neeting or training sSession, it will be more efféétivc,
if it is cppablc of conveying infofnation to the casual.

observer in a logical nanner,

TY:E OF TALLCHART
Elow_ggggﬁp—

Such a chart will start with a known céncept and will
progress through a scrics of logical steps until the finel
result is rcached., In the exanplc given the dircction of

flow in indicat.d by weans of arrows,

Storytelling chart:

This nmay cmploy a nethod closely allied.tc the flow
chart, but a slightly diifecrent epsroach is made. Local
colour, jiay te added and a strip cartoon'mothod eaployed,
It is uscful to rcuacmber that people always tend to identi-
fy then selves with the hero, and a story tclling of the
adventurds of Mr. Wisec and Hr, Foolish can often be -usecd

to good eiffcct,
Factual Chart

This typc of chart presents facts in a visual fora.
Charts prisenting statistics arc not always easy to inteér—
pret, and nay not capable of standing on their own, often
neceding careful e¢xplanation.

Couparative Chart :

This is on¢ in which dircct comparisons arc nade and
associations shown, In a "beforc and after" version, the
cxtension officer night find this kind of naterial helpful
when thce initial introduction is beins made to a new ‘
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cooperative scheue,
FRESENTATION
1. Do not lbqvw wallcharts ¢ or postprs ) on display-

+ for too lonb a period., They gquickly lose their
elffectiveness, '

2. Limit the amount of 1 atvrlal on a chart, and do not
prosvnt too much at once, A naxinum of seven distinct
‘itens is a useful rule to follow, '

3. Eliminatc unncecessary detail, Observation is best
when the effort involvazd in counprchension is least.

fes

7all charts should be striking , strictly relcvant to
the 31tuqtlon with. their salient points easy to remcmber,
The more infornation presentod at one tine, the less

liking is it to be nenorable.' It is of value to pose SOﬂb‘
~questions a8 an aid to thco assessne nt ol wwllcharts. ‘

1. Does the chart attract attentlon?

~2; Is the uessage clear? o )

‘5.f Is the uessage presentcd in a persuasive & stinula-
ting rianner? ‘

4, Is the :cssage within the comprchension of the VieWers?

5. Is thc sequence of presentation logical? SR

6. If the chart is to bc uscd for teaching Durposqﬁ' is

- it visible from the naxinum viewing distancce?

Making Postecrs and Chats

Tndividual preferences for equipacnt and'methoés can
only be detcrnincd by practical expcericnce and the avull—
dbility«of naterial,. The folloving 1ist is given as ‘a |
guide to thc selection of scue ‘basic cquipnent.

1. Drawing board and T squarc, if possible, save tine
‘ in lnyovt work., : . - T
2. Soft qufe of pch1l

3, Ruler
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4, Lrascr,
5. Steel pens or felt- tlp fens,
6. Coloured inks for use with pens.
7. Lettering guides and stencils of. various sizes,
8. rFoster colour and brushes, '
9. V1¢1 >ty OL colourcd peper, plain bold colours,
10,' Ey of vhite cartridge saper, available in many

w‘eights or qualitics.

41. ~ Plain brovm papoer or grey sugar paper for usc 2s tho
base material for pastced=up charts.

'12. Rubber-or lat x-bascd adbosive,
13.  Tubc of quick—drying achesive,

~

PASTHD-UP E THOD :

The pasted-up qcthoﬁ is a siuplc way of producing .a

wxllchart A selection of preéepared illustrative ond text-

al nmatter is systematically arrang.d on a contrasting
incxpensive background paper. - The individual iteus are
then mounted with adhesive., The main advantaj e of this
systenn is that lettering, illustrations and captions can
“be produccd indepencdently, trimmed if necessary, and a -trial
layout nade to deternine tho best arrangeaent, Rubber-or
latex-based adhesives arc clean in use and any surplus nay
casily be renoved. Itens nay olso be "spotted" onm at cach
corncr with snall dots of quick-drying tube gluc. They unay
be quickly and accurately positioned if light pencil loca=
tion narks have first becen made on tho-background papcr.,

”

Charts gr;parud in this way should never be rolled,
and all charts arc best stored flat., =« chart with a por-
nanent curl is difficult to use, and rolling a pastod=up
chart will quidkly ruin it.

LAYOUT :
Whei planning, work to a schemc, the word can form

uscful rcuinder, . ' .
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Ain - : Deternine the concepts and ideas to be
tausht. '
Choice + Select tho rcierence material.
Trial :  Sketch or airange a trial layout.

RELATIONSHIZS :

Ttens which are related nust be shown to be velated.
Association may be indicated by grouping (figure 8).
‘Shape and colour uay indicate rclatiounships.

Lincs and arrows nmay also be used,

A coloured-backgroﬁnd nay lay enphasis on one piéture;
Fornal and informal layouts nay suit different topics,

"Colour Selection -

It is best to use colours which will contrast and.
couplenent, Black, white and one of the primary colours
will have a striking cffect. Do not introduce without
carcful consideration nore areas of plan colour than are
ncdessary°to show associations and rclationships. .

LoTTLiIG AITD DRAWIEG METHODS

Drawing and lettering necd present no problens. Many
instructors have refrsincd fron waking visual aids because
they have questioned their own ability to produce satis~—
factory illustiations and diagramns. Lortunately a lack
of artistic training or ability necd be no obstacle, and
practice with some of the nethods described in this chapter
will do nuch to help the cultivation of a simple style. |

LETTERING :
‘Frcehand Lettering -

There are nany good mechanical lettering methods Which» 
are both quick and cfficient, but there arc occasions when

such equipment is not available and when it is necessary
to produce an aid with the utmost speced, fThis»alonejiS-7
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is suff1c1ent Justlflcatlbn for a llttlo tine being spend

on the development of an 1nd1v1dual technlquo.
KR

The tools available for frcehand lettering may range -
fron simple pens uade from strlas of bamboo cut " to a |
wedge point, tc round and broad-tip lettering pens, and
the felt—tip varicty. -

The teJhnique for using each type of pen is sinilar,
but the felt-tip pen pernits the fastest work., A4 felt-tip
pen with a wedge-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 bresented to the paper, and
this will produce the neatest linc. The pen should be held
with the point at an angle of 1poLOX1matvly 45 degrees to
the pguidclines,

_ Light pendil horizontal and vertical guidelincs
should be drawn for all form of frechand lettering
(¥igure 15). Although the vortical lines w.ay not be in
the cxact place required for any pdrticulur letter, it is
in practice nwuch casier to diaw a truly vertical line if
there is another vertic=1l line nearby. wherever possible,
letiors should be rormed irom a series of downstrokes,
The letter " 8 " for exan.lc could be drawn by neking

;. three downstrokes as indicatzsd in Flguru 16, Holding the
pcn at the anole described will help to give the letter

character and style.

- CAFITAL AND GIIATL LITTERS @

Wwe tend to ffﬂognlzc words by their genorql shzpec as
nuch as by the order of the individual. letteru. It is.
ior this reason that a row of capitol letters is nore.
difficult tc read than words couposed of smell (lower caso)
letters like those used in this paragraph. If oxtcn51ve ‘
and continuous use is made of capitals (upper case), read-
ing can beconc todiouvs, In visual-aid work, capitals are
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more appropriéte to captions and main titles than to long
pharases. ' |

The'practice ol lettering with a felt pen need not be
expensive, Newspaper is ideal for this work and, if an
0ld 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 horizontal -and veritical
guidelines., Thece may be supplemented by pencil lines to
- give a measure ol control over the size of lettering., A4
little time spent in practice is rewarding, both in terms
of specd and neatness. For the best results :

« Use lightly penciled horizontal and vertical guidelines.
« Choose a wedge—shaped felt tip. -
. Hold the v with the tip at an angle of 45 deyrees,

B o

. IYorm all letters with a combination of downstrokes.,

‘Flo-master felt-tip pens are admirable suited for this
purpose and are available in both disposable and refillable
form in many parts of the world, '

146/4/19



FROM THE CHALKBOARD TO THE OVERHEAD PROJECTION SYSTEM

I -~ HISTORICAL BACKGROUND

IT -

A)

B)

The Chalkboard

- Advantages

- Disadvantages

- Future of the Chalkboard

Episcope (opaque proiector)
The ancestor of the overhead projector

-~ Advantages
-~ Disadvantages
- Future

IHE OVERHEAD PROJECTION SYSTEM

-

Presentation :

1) overhead projector

2) transparencies (from opaque to trénsparent
: materials)

3) transparency makers

Advantages

Disadvantages

Futu#e

Types of transparencies and writing materials -
Advice on : fﬁ

a) making hand drawn transparencies

b) making masters for the production of
transparencies '




THE CHALKBOARD

¥

1.

2,

3.

5.

6.

7

ADVANTAGES
FREEDOM TO PREPARE WHEN | 1.
AND TO WHAT EXTENT .
DESIRED ' | 2
CAN BE BUILT UP IN SIGHT |
OF CLASS |
SPONTANEOUS ACTION
POSSIBLE !

5.
REPEAT, ERASE, REDRAW - |~
POSSIBLE
. ' 6.
FAMILIARITY TO LECTURER |
AND STUDENTS | 7.
UNLIKELY TO BECOME .
STEREOTY PED | 8.
NO ADDITIONAL HELP 9.
NEEDED
CHEAP MATERIAL

' NEED TO BE ABLE TO DRAW

CANNOT BE TOO COMPLI CATED

DIRTY

VISUAL CONTRAST SOMETIMES
POOR

NEED LARGE AREAS OF BOARD

'LIMITED COLOUR RANGE

LIMITED VARIATION IN LINE
THICKNESS AND TEXTURE

" EPHEMERAL

REQUIRES LECTURER'S TIME




" EPISCOPE

__(_OPAQUE PROJECTOR )

ADVANTAGES

DISADVANTAGES

n

.1.

2,

3e

4.

5.

CAN TAKE ANY OPAQUE
DOCUMENT 30 x 30 cm °
(ARTICLES FROM NEWS~ |
PAPERS OR MAGAZINES,
BLACK AND WHITE AND/OR
COLOUR PHOTOGRAPHS,
POSTCARDS, ETC,coseces)

VERY LITTLE PRBPARATION '

REQUIRED

COST OF SOFTWARE
"INSIGNIFICANT

SMALL PICTURES ARE
ENLARG ED

PROJECTOR OPERATION IS
'SIMPLE |

1 1.

I 2.
- REQUIRED -

13

5.

' VERY HEAVY AND
" CUMBERSOME

4

COMPLETE. DARKNESS 1S

' THE LIGHT NECESSARY 18
‘SO POWERFUL (2000 W)
' THAT THIS CAN RESULT IN

SCORCHING AND/OR BURNING
OF DOCUMENT UNLESS IT IS
WELL HELD DOWN

DIFFICULT TO MOVE THE
PLATEN TO CHANGE THE

'PICTURE

THE LUMENS PLACED ON THE
SCREEN IS ONLY 1/15 THE
BRILLIANCE OF THE OVER-

" HEAD PROJECTOR °
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FUTURE OF THE BLACKBOARD

I

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 sppntaneoué action, repeat, erase, redraw oseooo
makes the chalkboard a natural tool.fof 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).



OVERMHEAD
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PROJECTOR

ADVANTAGES

DISADVANTAGES

1.

2.

3'

4.

5.

9.

LARGE IMAGE (CLEAN AND
NEAT) ’

' CAN BE USED IN WELL

LIT ROOM

LECTURER FACES THE
AUDIENCE

SPONTANEITY YET
PREPARATION POSSIBLE

SIMPLE MATERIALS NEEDED

PERSONALIZED
PRESENTATION

IDENTITY WITH THE USER
PERMANENT RECORD KEPT

POSSIBILITIES OF USE
UNLIMITED (FUTURE EVEN
BRIGHTER)

1.

.2'

,3.

4.

RESTRICTED MOVEMENT
POSSIBLE

COSTLY

NEW TECHNIQUE HAS TO BE

. LEARNED

GLARE CAN BE TROUBLESOME
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ADVICE ON MAKING HAND DRAWN TRANSPARENCIES AND MASTERS

Important points to consider before making a transparency @

1) . Ié your visual wbrth_méking ?
. Is it essential to the understanding of youf lesson ?
o« Is it aimed at your audience ? | ‘ | ,
Doés it deserve the emphasis which a visual gives ?
Have you clearly defined your objective ?

2) Will words aldne;describe your point ? 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 ? ‘
Have you considered ybur audience 7
« Are your symbols meaningful to your audience ?
5) R Ié it visually fluent ?
. Is the art functional or ornate ?
Is it really one visual or several ?

« Are complex subiects presented in comprehensible
‘units (overlays) ?

6) . Does it utilize all available techniques which will
improve its efficiency ? _

. Is colour used effectively ?
Have you considered sequential disclosure or build-up ?

7) « Is your visual cdmpletély'feadable by the entire
audience 7 ‘

Will there be an unobstructed view of the screen ?
. Is the printing large enough ?

If you can't read it from the back row, don't use it
(5mm letters, as a minimum size, are recommended for
transparencies),



8) . How much effort did you put into the visual ?
. Is it aé good as you can make it ?
. Have you sought criticism from others ?
. Have you tested the visual 7

9) . Has it achieved your objectives ?

. Has your audience understood it 7
Has it changed attitudes and/or behaviour ?

Writing and Drawing 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 the making of transparencies and/or

masters

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 document)

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 engineeting
-or mathematics degree just to understand them, Youtll
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,



3)

4)

5)

9

Press Letters - The easiest method of hand létterlng,
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. : _ _ AR
Lettering Guides and Templates are also an 1mportant
aid to lettering, .
When sing typewrltten texts, keep in mind that Pica ' -
character (3mm) is a minimum for size,  Speech or

. Pprimer 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,

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 attantion

Frame your transparencies.,

How 7 ., Centre the transparency on the wrong slde of the
frame

- Secure the edges with adhesive tape on the four
sides
Why ? . This facilitates the héhdling and storage

It allows writing on the frames (for filing or
- numbering)
. Yogr transparency will always stay flat

« It allows the use of\overlays

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,

a) Making : 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,
ghi colour JS provided by usxng dlfferent types of

ilms,



b) Mounting - If the transparency consists of a base and
et 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 building up collections of transparencies

In collaboration with the A.,V, Coordinator, the Instructors
teaching the same subject ocan 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,

IYPES OF TRANSPARENCIES' AND WRITING MATERIALS

I - TRANSPARENCIES
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, ‘
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Acetate transparencies are most commonly used because

they

exist

| 38

can be prepared and stored easily. Two main types

Thermo Transparencies (Thegmofax - Models 45C -~ 578)

This method is the most widely used in education for
the following reasons 3

a) the making of transparencies is very easy
b) printing time is very short (10 secqnds)

c) apart from black on a clear background, many
colours are available

- d) the cost is low compared to other processes

2.3,

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

alse acceptable,

Transparencies - Dry Photocopier process (3M Models 107 -

3B1-="209°=-"7%8)

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 into 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,
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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 with a dry
photocopier, 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 35mm 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 KS§, 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 rolils.

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 50 feet in length which serves as a writing

surface, Writing can be made on the acetate as the lecture
proceeds or be prepared beforehand 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,

evo See Appendix I
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I1I ~ WRITING MATERIAL

Grease Pencild -~ this is the most frequently used implement
because ot its 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, ,

Marking Pens (non—germanent) - they are better than grease
pencils Tor tracing Tine Iines 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 (permanent) - an ordinary straight pen and
acetate ink may be used 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

Various Processes . \
S Processing . . Degree of o
for ??tdlﬂlng time Drying | Colour Simplicity DSt

films
Wet Photocopy 5 minutes Yes No Good Average
- Thermocopy (3M) 10 seconds No Yes Very Good | Average
Dry Photocopier g3M) 1 minute No No Good Average
Diazocopy (Ammoniac) 5 minutes No Yes Average High
Elcctrostatic (Rank ‘ ) ~ .
Xerox ) 10 seconds No No Good Average
Phot ography (Polaroidﬂ 1 minute Yes No Good High
Duplication 5 minutes Yes No Good

Average
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Lay the frame on its underside and'tape on the four sides |

- Mounti hg_ﬂverlays

Turn your framed | Mount overlays and tape them
transparency on the right side 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 be
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 PARTICIFPANTS AND THE BNVIRONMUNT FROM WHICH THEY CONMI

Methods of teaching must respect

a) The intellectual level and educatlonal backoround
of the participants,

b) The participant’s age and practical expérience; and

¢) The social and cultural environment.

ENVIRONMsSNT

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 glven
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, Vith little experience may take the attitude of
knowing better in advance., They need to learn to do their
Jjob better, '

1st Group: Simple case study and practicalfassignment.

2nd Group; Discussions, group working parties,
syndicates, practical projects.

BEducator are now aware 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 OF TEACHING AND TRAINING

A ruled training programme in management is defined in
terms of changes to be effected in knowledge, attitudes and
Skillso ' e

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

A prellmlnary analy81s of needs will help to identify
what objectives a particular programme ought to have.



Methods will then be selected with regard to their
ability to impart new knowledge, influence, attitudes and
develop practlcal skills. _ o

~ Knowledge, attitude, influence and skills are 1nter~
related and thls must not be at all over looked when setting
the objectives of training and choosing teaching methods.

Subject Area f

Various subject areas (finance, presonnel, operations,
research .genergl management etc,) have their own spe01flc
features.

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

- On the management aspects in communication leadership
and motlvatlon training methods are important., This can be
done through Case study, role playing, lectures, discussions,
etc., v _

A business problem/multlple angles and arousing the /has
participants interest in specific subject areas, methods
and techniques which if properly integrated w1ll ‘help them
to take the right action in a complex situation.

TIkis AND MATERTATL, FACTOR

Time: The length of course predeterminés the kind of

methods which can be used; Long Course: - Complex cases,
and practical project; Short Coursc: = Par@icipative method.
FINANCE "

Affects the cost of the teaching material as well as
varies for the different teaching methods. Complex case
study and bu81ness games require long and costly prcparation.

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 about all
this so that he can be proved a successful teacher,

143/4/9



INTERNATIONAL COCPER.TIVE . .LLI.NCE
Reginmal 0Office & Educatinn Centre
For Soutn-East Asia

"Banow House", 43, Friends Colony,
New Délhi- 110065 (INDIA),

ICA COOPERATIVE EDUCATION MATERIALS
" ADVISORY SERVICE (CEMAS)

- Dr. Dharm Vir
Joint Director (Educatinn).

1. In response to a widely-felt need to improve the supply
and quality of materials used in conperative education and -
training in the develnping countries, the Cooperative
Education Techniques Project was launched in 1973 by ths
Internatinnal Coopesative Alliance (ICL) with the assistancs
received from the Cooperative League of the USA.

2. The initial tesk with which the Project was charged was
to carry eut a survey into educational materials and
techniques used in ths developing countries with a visw to
identifying the main areas of action required to improve
the existing provision. 4s a result of this survey, a
report was made, recommending inte a, the establishment
within the fremework of the ICA and its Regional Offices,
a Cooperative Education Materials Advisory Service (CEMAS),
the functions of which are: :

1)  to collect materials, and information nn mterials '

available to and/ or used by conperative institutions



in the developing cnuntries, for the purpese of
copiling an inventory of such materials,

ii)  to provide advice and information regarding the
use and availability of suitabls materials to
potential users in the developing countrises and,
where_pbssible;'to facilitate the exchange nf
such matervials,

iii) to produce proto-type materials werz speclal nesd
~ for such was identified.

3.  The rowd work for ths CEMAS operation has bsen lsid in
the London office and work on ths inventory of matsrials is
well wdsrvay, Materials used in comnection with cooperative
education and training in more than 30 countries have been
collscted, evaluvated and classsified according to quality and
the areas of cooperative study to which they are mosily A
suited. This aspect of the service will continue as an
on-going operation, dotails of =-t:r items being added to

_ the inventory as thsy bscoms available. Informatinn an
materials already listed is roedily available to cooperative.
training institutions in developing cauntriss on request.

-

How Does CEMAS operate: Please see CEM4S CYCIE ( Annexe-C)
4. A similar service on a mndest scale has also been
initiated by the ICL Regicnal 0ffice & Education Contre for
Snuth-Eest Asia, in 1976 through CEMAS UNIT at New Delhi.
Anather CEMAS UNIT has been establishaed at the ICA Regional
Office for the Central and East Africe at Moshi(Tanzania).
The CEMAS UNITS in the Region Collaborats with tha CEMAS,
London, but work‘within the framswork of thair respactive
Regional Offices.
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5. Ly impartant function of the CEMAS operation is the
production of prototype educatinnal materials on particular
subjacts where thers appears tn be specific nased for these

for cooperative education and training purposes in the

develnpihg countries. The production of such proto~type has

been commended. A list of educational a.nd training materials
produced by the CEMAS/Londnn is enclosed as Amnexe-h and

these can be procured by actual users by making a specific
requsst. In this' comnection, ons can make initial contact

with CEMAS Liaisnon Officers in thair respective countries, v
and also the ICA RO & EC New Delhi A 1ist of Liaison Officers in
the Reginn is snclosed as Annexe -B. T ’

6. As matter nf Regional Priority it has bsen decided to
producé management cases, role plays, case bnoks on ‘
Cooperative Management, training pa.ckages and some’
audio-visual aids. to provide support to Cooperative ’orainers
and management training programmes in Snuth-East Asia.

.Thé £nllowing priced publications of the ICA RO EC-and
other educaticnal materials are available from the CEMAS

New Delhi Unit:

1)  Manual for Study Circle Leaders ,
ii) Communication and the Canparative Teachers
i11)  Ferming Cuidance in the Cooperative Movement in Japan
iv)  Econamics of Consumer Cooperation
v)  Key to -Household Economy 'k
vi). Belanced Diet

vil) The Aims and Principles of Canperatinn and
their Application in the Develnping Countries

viii) Cooperative Member Education & Communigcation
(along with casa studies on two agl.conps.in Japan)

ix) Bank keeping for Fisheries Cnoperatives
x) 4 series of speechss on Cooparation B
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in addition, the ICA RO& EC had produced soms study
material and study circle kits as an aid to Cooperative -
Member Education programmes undertaken by it on a pilot basis
in Delhi, and pther parts of India. Soms useful material
was also prnduced by the ICA/NGUI Field Praject in Conperative
Education, Indore, The I.C.A. RLO. & E.C. also plans to
produce some training packagés which would be useful for
the field workers & organisations in the field of Coap.
' Member Education, extension & farm guidance.

7. A special feature of th'é'cms New Delhi unit is the
ICA Film Library Service. The service, which has béen |
started on an experimental basis f.‘or India, will be expanded
to other countries of the Region. To meet ths widely need
of training in the preparation and ‘use of avdio-visual aids
‘the Unit has been assisting th: member movements in Conducting ,
workshops on audio-visial and other mndern technigues of |
education. It also assist in the follow up teacher
participants and other educationalv_activities of ths ICA
RO & EC in South Eest Asia, | |

g. The main priority before the ICA, CEMAS London is to
produce material which wruld help in improving coaparative
member relations and member educatinn progremmes in the
developing regions of the world, It has therefore decided
to producs a model member aducatinn pla.n and a manual on
“technigues of preparation_ of national conoperative ,educatlon

plans,
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9.  For edditional information and assistence from the
CEMAS New Delhi Unit, pleese write:

The Joint Director (Educatinn)
International Conperative Alliance

RO & EC, Bonow House, 43, Friends Colony
New Delhi- 110065 (India).

The addresses of the CEMAS Offices are:

1. The Education Officer (CEMAS)
Internatinnal Cooperative Alliance
Regional Office for Fast & Central
Post Box 946,

Moshi, Tanzania

2. The Project Officer (CEMAS)
International Cnoperative Alliance
11, Upper Grasvenor Street
London WIX 9PA England U.X,

10. CLMAS New Delhi Unit works within the frame wnrk of the
ICA RO & Education Centres ard its activitiss in thes reginn are
guided by the South Fast Asian specialist group ean Cooperative
Training, SEASPECT and the ICA Council for South Fast Asia,
which meet at reguiar intervals and give thair valuabls

advice, o

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

®sss0000000000
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ANNEXE _4
" ICA - CEMAS, T.ONDON, PUBLICATIONS LIST
February 1979.
PUBLICATIONS ON METHODS IN CO-OPERATIVE EDUCATION: = _Price per._copy
General . , ,v £
1, Participative Teachiqg Methads
A guide with specimsn for cooperative

teachers, 119 pages, &, 4. 3rd impression. 1978... 1.50

2. Fxplaining dnnual Reports
A guide on the use of annual reports and

accounts as an aid tn education, 96 pages A 4,

Presented in a ring-binder, 1978.......... | 6.00
SPECIAL
3. Co-operative Education Radin'Proggggmes

& general guide with specimen scripts,

123 pages, &. 4, 3rd impressinn, 1978...... 1.50

4o Qggg_ﬂ;;ﬁ;ggﬁWQrkshop Pack
. Including teacher’s guide, The Pack contains
material for a -twn-week cours:s in writing
of case studies on co-operative management,
by Dr. Malcolm Harpar, Crinfield Schonl of
Management, 1977...cicenececnncan 12.00

5 Correspondance Education
& guide for plannmers, course writers and tutors,
with 6 specimen lessons, Guide: 32 pages,
specimen, 98 pages, L. 4, Basic text compilsd
by the Internatinnal Extension Cnllege, )
Cambridge, 1977...cc0vvveeoans . _ ) 10.00




10.

11.

12,

'7

PUBLICATIONS ON LCCOUNTING AND MINIGPMENT  FOR COCPERATIVES

Price pe
£

Co—ngegitive Baok-keeping - four manuals
(1) Marketing Coanperatives 52 pages 1.50

(2) Consumsr Cooperatives 40 pages . 1.50

(3) Savings & Credit Co-ops. 26 pages 1.50
(4) Industrial Co-operatives 38 pages 1.50

Snciety Qperating Manual:
L guide with specimen on ths preparation af

operating manuals for agricultural and con-
sumer cn~operatives. 145 pages. A.4 Presented

iﬂ a rillg-bi’ﬂder. 1977¢¢-.“0¢no--oaa..c-an 7.00

MISCELIANEQUS PUBLICATIONS:

4 Cn-aperator’s Dictionary
Explanations of cn-ops. and commercial terms

by &. Lamming, 55 pages, A. 5, 4977 cecens - 1.00

Sources of Co-aperative Information
Including a 1ist of con-operativs contacts in mnst

countries of the world. 4. 5. 1979........ 1.25

FORTHCOMING PUBLICATIONS:

fThe fnllowing mannuvals ‘are sxpacted to be published
in 1979:-

Control of Assets for the Prevention of Losses.
4 guide on how lossss can be avoided through th=
application nf gsuitable control meaguras.

Member Fducation Plax -

A model plan for member education with comments.
Espscially cavering pra-formation stages nf a
cooperative. This will be supplemented by a Teachers ’
Guide.

National Co-operative Fducation Plans

A manual on the techniques of preparation nof a
national long -term co-nperative education plan,

co



(1)

(11)

(ii1)

(iv)

Nnte
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8
PUBLICATIONS PUBLTISHED IN ASSQCIATION WITH
INTERMEDIATE TECHNQLQOGY PUBIICATIONS: Price per cnpy
- <

Tropicel Agriculture for the Staff aof Cooperatives
A programmed text. by P. Yea. 54 pages.
Ao 5,1 1977..--0o.-ccouoo.o.‘..-nno- 1095

Businegs Arithmetic for Cooperative and other

Small Buginegses

For use by Cnoperative Socliety managers and staff,

by T.N. Bottomley, 87 pages, A.5, 1978.ce.cuens. 1.95

Ca-operative Qrganisation - An Introduction
by B.A. Youngjohns, 34 pages, 8.5, 1977 ceecracens 1.25

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

CONDITIQNS FOR DISTRIBUTION

Co-operative conlleges and other training institutions, sducatiaon
departments nf cn-aperative organisation, etc,, are
entitled to one free copy. Quotatioms for quantities can

 be obtained on request.

The distribution of the special publications, such as

Co-operative Education Redin Prngramme, Case Writing Warkshop and
Correspondence Educatinn, is restricted to training institutions
stating a firm intention to carry out such activities,
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ANNEXE - B_

LIST OF LIATSON OFFIGERS

Mr. A, Fattah

Director :
Department of Cnap, Develnpment
Badam Bagh, C/n P.Q. Box'5

Kabul (Afghanistan)

Mr. P.S. Parmer
Lectursr

Natinnal Centre for Cn-op. Education

A~7, Kailash Colnny
New Delhi- 110048 (Endia)

Mr. V.N, Pandya

Principal

Natinnal Ceéntre for Co-op. Educatlon
A~7, Kailash Cnlony

New Delhi -110048 (Indla.)

Gen. J. Sassani

Managing Director
Sepah Cnnsumers ”
Amirabad Shemali _
Iran Novin Cnrner, Teheran (Iren)"

Conperative

Mr, A, Siva Perumal

Secretary Fducation and Research -
Cooperative Union of Malaysia '
P.0. Bax 817

Kuala Lumpur (Malaysia)

Mr, Supah Noh

Conperative Cnllege nf Malaysia
Peti Surat 60

Jalan Templer

Petaling Jaya (Malaysia)

Mr, Flarencin S. Corral
Assistant General Manager
Cn-nperative Insurance System
of ths Philippines, Inc,

West Avsnus, Quezon City
(Philippines )

8, ‘Mr. Quazi Farid Ahmad
”‘Genere.l Secretary
'Bangladesh Jatiya Samabaya Union
-9/D Matijheel Commarcial Area
D Dacca { ;Bangladesh)

Dr. S C Mehta

‘ Prnfessr)r

Vaikunth Mehta Natinnal
Institute’ nf Cooperativs
Management

_Ganeshkhind Road, :
Pune = 411 216 (Ind:.a)

.10 Mr. Baehaki
Departemen perdagangan Dan Kgperasi
Directorat Janderal Koperasi
Jalan Jam,.. Cratot Subrnto
Jakarta (Indnnesia)

ll Mr. Takashl, Furukawa
Im.titute £or the Development
of Ag_ricultural Cooparation in
As ia .

24-9, 6—chome, Funabashi
: batagaya—-ku, Tokya 156 (Japan)

12 Mr. G Slvalmgam
Cooperatzwe Central Bank Ltd
.29, Lebnh ’.Ampang
" P.0. Box 685
Kuala Lumpur (Malaysia)

13 Mr. v Su:qy" Ratna Shakya
Instructor
C«noparative Training Centre
Arnikn Rai Margh, Bansshwor
Kathmandn (Wepal)

14 Miss Lolita C. Gongeles
Training :Assaciats
Agricultural Credit and

. Conps. Institute
University of the Philippines
at Los Banns, Callege, Laguna
(Philippines)



15.

16,

17.

18.

19.

20,

i
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Mr. Alonso I. Pinlac

Chief »f Educ, & Training Division
3ureau nf Cooperatives I :velapment
(Ministry of Local Gnaveramént &

| Community Dsvelepment)

Queznn City (Philippinss).

_ Mr. M.D.K. Gonnaratne

Dacumentation Qfficer

- Coop. Managemsnt Services Centre,

Conperative Square
127, Grandpass Roed,
Colombo - 14 (Sri Lanksa)

. Miss Semjit Thongdoung

Department of Coop. Promotinn
Ministry of igriculture & Coops.
Bangkok (Thailand)

Ch, Jamil Aslam

Principsal

Conparative Training Cellege
N.W.F,P. Kohat Road .
Peshawar (Pakistan)

Mr, Prayohg_Phawaphutanong
Chief nf Training 3sction

Conperative Leaguz Section
4,-Pichai Road, Dusit

Bangknk (Ihaaland)

My, E.R. Mudiyense :

Head Educatlon Szetinn

Natinnal Cooperative Cauncil of
Sri Lanka (N.C. C. )

455, Galle Road

Calnmbs - 3 (Sri Lanka)
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1. HOW DOES (EinAS OFERATE

AS A CIEARING HOUSE FOR

e T8

Annexe - G

COOPERATIVE EDUCATION METHODS AND MATERIALS?

YOU PUT IN

by sending (EMAS

Samples of

your material

\

T~

Informgtion
about your needs

/

CEMAS inventory and collection of
education methods and mgterials

CEMAS producticn of material to
fill gaps in the range

New Delhi London Moshi
, YOU TAKE OUT
by asking CEMAS

Information

about ex:.stlng

mgterial

206/ &/ e

2. Who are our clients?

Samples of
naterial

Answer: All organisations and institutions
concerned with cooperative education,
training and information.
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8.

Training Package 3 Project Format

Name of the
Project s

Media ¢

Language

Produgexys of the

package

Target population
Age group
Ability

Cther relevant
factors

9, Main aim of

10.

the package

Terminal
objectives

Training in preparation of Bank
Reconclllatlon statement.'

o

Lecture cum dlscussion method
Visual aids

English

1,

.2.
© G

b,
5.

Mr &N Mdishra

‘Mr MM Vagganave
‘Mr VB S8ingh

Mr RC Sharme
Mr RN Sau

Accounts! personnel

d)

To

it dlffers in end

to 4O yoars

well verseiAn english language
acquainted with preparation of
cash book

knowledge of bank pass book

Transactions of a particular
period are entered in cash book

“with cash and bank columns

transaction in the same period
are entered in bank pass book
the balance sas same in the cash
book and in the pass book at the
beginning of the period,

1mpart skill in preparatlon of

bank reconciliation statement.

,a)

b)
c)

a)
e)

to equip them the skill of compar
ingand ticking the cash book and
pass book

to locate the reasons for diffe-~
rence in balances

to train in the technique of
preparation of bank reconcilia-
tion statement,

to make them understand the

-statement

to feed back with practlcal
exercise.



L
2.
11, Attached ; D ‘2 ) -script or sequence chart of
documents = -+ -lesson
: - 'b) teacher'!s notes
¢) proforma of the bank reconci
~. liation statement.
d) visuals
12. Reasons for - &) as the population is well
choice of the Versed in engli sh,
media . lecture cum discussion
"method is used,
:b) tore~wenforce the knowledge
visuals are used
i) as the pages of cash book aml
- pass book are to be used again
and again flip over chart is
used for them :

ii) the reasons of difference are
to be shown one by omne hence
aid of the magnetic ocut out
.is taken ‘

iii) the utility and method of
. Preparation are to be shown
intetalily hence transparent
sheetgare used through over~
head projector.
VB singh RN Swu
Reportier

Coordinator:

38¢/79
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SEJUENCE SHEET FOR AUDIOVISUAL MATERIAL "‘
1 Technlque of Preparing i 7 .
Subject . go.-v R 134 atd S i___l?g.ge Number
] ' : b Unit Number -
Sy Recapiluation °§ the know],edge.of
Yo of_the colums

R frasi £ B
sy o e

~-bank column wherein transactions
for a specific peri»d haye been
recorded and the cash beek has -

been balanced.,

{

!
l

banker in the pass book fer tfhe

Transactions recorded by a

specific period given tgb‘vgw.

Y

with bal ances

i

B et

Lttt o -k mdi
4

a) Empheeos cn'the pass beek and

..—w-the_cash.book balance-in-the

beginning was the samd.

-~

‘D) At the end of the peried the
——-Dalances..differ ghe.-diffexrence

occurs due to errers @nd fi2avée

Lr-fom.sape.other reasens. To kpnow
this bank reconciatition state~
ment 15 prepared.

De.finit:l.on of a bank recencilia-
_tion statement :

1) It is a statement

2] Prepared as on a particular date

3) ToTcemicllc the Dalances Bhowh
An the pass 030k and cash boek

4) to ascertain whether the dia.

agreement of balances is due

to 'reasons/errors

"




SEGUENCE SHEET FOR AUDIO_VISUAL MATERIAL

Subject ﬁ Page Number 2
» Unit Number 2 ¢
s Verbal narration
I
No cawrs”
ing in the cash and pass beok
: the
3 ‘reasons ef disagreement
% ’
E
" sh

bmek but not in pass beek are 3=
ed, net presented
or dishonoured
ent r collection
\not cellected or dishenoured
1ii) o

j AAAAAA AR I i e
3 31
] )E
3
e E
. " gy =
gt e _”?
F
3 1.
E 2 ¥
1 i
E s ]
.

385/79

net sent fer cellection

- ed._ ss

book but net in cash boek ares-
S T inte:est_on_acc-nnts

collection of interest en .
~.mnm*sacuni;&as*wdiuidand_atc.___,

- —ii).direct deposit.by the third

parties

_“ii;lmghgggg§ ggl;egted,not entered

in the cash book
s/inte~
rest on ever draft/payment
S -

—v)_dishonoure:
bllls :

of discounted
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SEJUENCE SHEET FOR AUDIO_VISUAL MATERIAL

Aovorrd

o

Subject

Unit Number

Statement 3

OTIIITY of Henk Ro conciliation

reasons for di
balances

TPITESITE In idcating the
1oxr disagrecueni—o

— 2 TITESIpE 1o ascertaining th
accuracy of i
——tramsatiTon s e

)T HeIPs IndToating the

it any

Srrors, fraud, mistakes.ede,

control the

)] It helps the management to

S It HeIr s the audit-staff ig
- Vverification of bapnk bhalances

=35/79
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SELUENCE SHEET FOR AUDIO.VISUAL MATERIAL

Subject 4 Page Number 4
| Unit Number
Sr
No THeT 8 &Fe T oUr WayE oY proparotion

Pt i

B85ty

. of bank reconcidiation statement:e

te start with 3
1) BRI¥Iice B8 pPor GAEN DOOK
2 ) Balance as per pass book
3 ) Credit balaince ':%b"mﬂ‘—ve "
&s per cash book ‘

4) Debit balance (overdraft) as
per pass book

I Methods :=-

Palance as per caih bBook

add s cheques issued but not
1) . presented or dishonoured

2)'Interests, etc, credited by a
. banker
‘) Divéc 15 depo sTE By TeETST

L) % qugs ¢ollected, but not
regorded in cash book,

+

Less 3

T ) Cheques sent foxr collectiom
but not collected orxr dis-
Thonoured '

2 ) bank c“haago., payments OF
standing orders etc, debited
by a banker

33 Dishonoure ~ of discounted bills
Cheques not sent for collec-

tion but recorded in the cash

book

Balatices &5 DPer DESE DOOE
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SEUENCE SHEET FOR AUDIO.VISUAL MATERIAL

’ Subjeot _Page Number
Unit Number k4
W
Sr ' L Methed
No ——BXTENT NS PPNy Dok ——
Add 3 '
i V) Uheques SeHt Yda¥ UBOIIgttIon
but not colleoted or dishono=
ureda :

T 2) Bank eberges piymonia ot
atanding ordora, eto. dobitod‘

3 D:l.shonour o:t' disoounted bilis
t for colleo=-

tion, but reoco

Less j=

1) Cheques issued, but not pre-
sented or dishonoured

by
& banker
3) Direot deposits by & third
party

[ ) Chegues collected, but not
recorded in the oash book

———-Bma—a.lh'_hnnk__
III Method

Credit balance (overdtaft) as

—per. oash book
; . The items added and substracted
5 are the same, which are given
in II method

i S —— My thod- .
Debit balanos (overdtaft) ia
per pass book

14 The items added and subatractod
ch arxe ven in

I method

32338/r9
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SEJUENCE SHEET FOR AUDIO.VISUAL MATERIAL

Subject } Page Number. . o
- Unit Number
;:v».
Sr N !
No i ”W
i § ~—wiit—be—dore—imthe—pfoforme
» v y the institutions, fem  preparing
. b2 ssieimaitoprr 56
will also be followed in the
T same pxoiorma,
e
F 3
}y
]
4
2
e
i ¥ |
i !

385)19




2.

3.

L.

390/79

UMMLRY OF THE LE SON

6

There are differences in balances of cash

book as well as pass book due to wvarious

recogni sed reasons,

To reconcile this,Bank Reconciliation S8Statement

de

prepared on a specific date, to aseertain

the accuracy of bank account,

The differences are generally due to the

following reasons,

i)

ii)

items recorded in the oash book but not in
pass book

items recorded in the pass book but not in
the cash book.

Preparation of bank reconciliation statement
start. with 3

a)
i)

ii)

b)

"

ii)

Cash book balance

4dd transactions which have reduced the
balance and substract which have increased
the same;

&add items which have 1aised the balance of
the pass book and substract items which have

reduced the balance of pass boak.
Pass book balance

4dd items which have reduced the balance
and substract which have increased the samej;
Add items which have raised the balance of
the cash book and substract items which
have reduced the balance of the cash book.
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10,

Neme of the
Projoct

Media

Language”

Producers of the
training package

Target population

Age group

Lbility
Hain aim

Sttached
docunents

" 10y R4

FORMAT

@pcnefits of cooperation

1. Lecture method
2. Audio visual aids

Engli sh
1, &hri S5 Singh
2, &hri S Chopra

3. Shri KD Tepan
4, Sari ML Prajapati
5. &ri KS Sambyal .
;Cbop. Supervisors

25 - 25 years

Can read, write and converse
fairly well in English

To create awareness about the
advantages of cooperation

1. Script of lesson
2. Posters, charts, cutouts etc.

Reasons for choice of the mediuwm of training package

Since the target population has a fair knowledge
the lecture method is adopted and to

of English,

make the communication more effective,

audio and

other visuals are used,

8B Singh
Group Chairman

S Chopra
Group Reporter
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Benefits of Cooperatives ' 3

Cooperation has the advantages of

and socialism. The benefits of cooperatives could be
classified in t> 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
income, 5) Elimination of middlemen, 6) [/ exploitation..

(The above benefits may be shown on the overhead projector)
. / prevention
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i SEJUENGE SHEET FOR AUDIO.VISUAL MATERIAL

; 3 Bquitable distribution of wealth | Page Number
Subject ' - T.Unit Number 1
Sr a)
No ’*‘J—'W% .

Production which claim
——Xeturns on wealih i, e, dand
labour, capital & enter-

prenuer

possible to regulate or te

affect the distribution of
- oo AEINL: srmimsts ot umme :

) rant, intesoeb-end-prosid

create a disparity in the

] wealth
o ' 'ing power increases.
competitive rent could be

____—£axeé—a$—iﬂw—ievsl.

limiting the rete of interest

returned to the members so

P o ol

man

Economic benefits of Coop.Up
3 0 Gtions,

{ : sufficient means to earn

PR
LARNKE e

Tresources, they can earn
their livelihood

. 388/ro
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SEJUENCE SHEET FOR AUDIO.VISUAL MATERIAL

Economic benefits helps in capital

_ Page Number >
5 formation ’
¢ Subject Lon

Unit Number

Sr

F' a) capitel formation is possible
No

—withrhelp-or SaVIngs

i b) sinoe unproductive unit.s

1 \ écome -

] viable unit/ s savings
—di e oatew—— .

.

e i ’ Ecdnomic benefits increases in
National Income,,

§ a) National income of the :
b 4 T Teowmtry IS the total produc—
it tion expressed in terms of

. ————palue

b) Cooperation helps in increa s-
- 1 income by way of

N S ST 1. Reducing unemployment,

jf;‘ 2+ Providing various economic
‘ 68 5e

_ - dn productivity and higher
. —dnooite

‘ » v

Lo UL N G U0 U G N

3835/79
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SELUENGE SHEET FOR AUDIO_VISUAL MATERIAL

a0 an

Subi Eoconomic benefits elimination of T 6

ubject o Page Number
VRS LU B { Unit Number

Sr. - - a. all those who handle tne”

No . rodueer to

- i
¥
%
¥
i i
4 ¥
389/r9f |
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consumer are middlemen

b. variation in the prises paid
' and received

by the producer

c. The coop. organisation in the
—fom—ofamavkating gooperas
tive society.

1. eliminate the middlieman
bax-dix 2 from

the members and selling
~bo—the.cuskomans

2, this ensures higher prices
for. the producerss .

ZCONOMIC BENEFITS OF COOP,
—PREV-ENG—EXRLOLTATION o

a. how a : armer is exploited in
= s

b) exploitation on account of
he traders

c) through credit cooperative

———got B loan at 8 reasonable

rate

d) through marketing society;
, t_rid of
these melpractices.




Summary Note (Gpoup N., 3)

For making a rational cholce out ef the three main
types of economic system (capltalism, socialism and resultant
system of economy i.e, ccoperation) ~ne will have to go into the
relative benefits of these gystems. The benefits of cooperation
may be classified into three main groups :

1. Social benefits

2, Economic benefitg

3. Bducatisnal benefits.
Economic Benefitg : Cooperatisn has been defined as organization
in which persons join voluntarily for the promotion of their
common economic interests. The economic benefits 2f cooperation
may be again grouped into six
i) equitable distribution >f wealth, ii) uplift of weaker section
i111) capital formgtion, iv) increase in National Income ,

v) elimination of middle man, vi) prevention of exploitation.
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PROJECT FORMAT Group I

1) Neme of the
Project s
2) Media H

3) Laﬁguagsw:

k) )’tﬂlooct of

Pac age

5) Targot -
Population

6) 4ige
7) &bility

8) Other rele-
vant factors

9) Main aim

10). Terminal
objectives

11) Attached
documents

Processing of Loan Applicetion
for composite loan ~ well cum
puup set, _

i) Lecture~cum=-discussion method
ii) audio-visual Aids

English

§/ shri

i) H.N, Dubey $ Chairmen
ii) 4K, Dey‘ Sscretary
iii) B.L, Srivastava Member
iv) C.S, Misra Member

v) N.K, Yadav Member

Branch Managers of G.L.D.B./
Managers of P.L.D. BO

30 yéars to 4O years
Can read, write and converse
fairly well in English

i) Minimum qualification graduate
with 3 years experience and
post graduate with 6 months
experience :

ii) Preliminary knowledge of the
supervising ¢f the Xpumkx
Land Development Banks

To inculcate skill and expertise
of loan application = sérutinx
After this training the trainees
shall be able t do

i) Table scrutiny
ii) Inspection and studies

a) Spot Inspection

b) Appraisal of loan cases =

valuation of hypotheca
a) Script of the lesson
b) Teaching notes.



12) -Reasons of -the
choice of media

1) Targetfpopﬁlationfis:WQii-”'

conversent. with the working of

‘the Land banks and have in. fair

knowlédge in Eng;ish, lecture-
cum discussion method is

e

adopted, “«.}&‘9 8oy
The activities of the personnel

are of practical nature, audio=-

 visuals are used in the class

room,

Chairmen
Group I
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1"' SEJUENCE SHEET FOR AUDIO.VISUAL MATRRIAL ¥
. . . m e - A‘_——r 5 : .
Subject Frocessing of lean applicatien fogf p .o wupe
e ~ e + Unit Number
Purposes
Sr i) Minor irrigation = wellecum
" No -

channels etc.ﬁ

ii) Land reclamation, levelling,

[

iii) Purchase of agricultural

SUNNSTISUEE. ¥ 1 ¥ -5 T -5 - W5 N - WE P8 o

; ‘ iv) Plantation including borti-
3 e ARGy

v) Construction of houses and
i vi) Allied activities such as
N N .+ 2 ,

sheep rearing, poultry,
fivshery etc,

Agricultural Projects -

——gpeciat-fextares—7r—

a) self income generating

i | { SIT A quidating
- c) ability to meet out the

increased farm expunses

Action before sanctioning of

1 1
’ E W‘"
[ 4

» | ' = economic viability

T — ‘ = financial analysis of the
‘ Pro ject
= processing of loan application

388/79 I
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SEJUENCE SHEET FOR AUDIO-VISUAL MATERIAL

Subject {-Page Numbor _
- I Unit Number
Sr v What is processing of loan appln.?

1) cheoking m¥ & examination oF the
yired papers to be submitted
along with loan application.

ii) Verification of facts incliuding

security as mgntioned in the

i documents,

3 i) Investment in the project is

ii) cultivatamy will be in a

2 to gepay the loan
F and to meet out the increased
farm _expenses

Stages of processing of loan

ap_pli e o

i) Table scrutiny (by accountant/

=

branch manager)

ii) Field inspection/study (by

. dinspecting officer, L.V.0.

" : and manager/branch manager/

Table scrutiny means 3

3 .

1 = ensuring the attachment of
jired papers d ent s

= verification of the correct-

—rdBSE. 0f documents.

3383/79
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-SRGUENCE SHEET FOR AUDIO-VISUAL MATERIAL

Subject } Page Number
Unit Number
Papers required to be attached
- with prescribed loan applicaticn’
Sr ‘

No

i) records of rights & possession

—~gf-tand—
ii) Estimate of the pro.ject
ieerbes

ids:
a) D.G.W. S, availab:.l:.ty

——————-guitabiiityof-water;dis

tance, criteria
A i b) Govt., cooperative socicties

= .
! TomfeYcitl Dallks — regard-

ing no dues.
iV, 5]

il
s

v) photo copies

ar

vii) affidavit (in some states)

3 Field 1nspectn.oiz & studies

for the crop 8

o a) oSt pomotit Ratio (CuBuR.)

repaying ocapacity .
c$ valuation of hypotheca

; iv) technical appraisal of the
4 Well, Uopti, radius, arstance

3 coste

{ vi| ‘ereditwotthynés-s of the
ot o tappiteanty

vii) verification of the po sse-

e o ssion of the land,

W:.J.l:.ng;ness of the cul tivator

235/79




SEUENCE SHEET FOR AUDIO-VISUAL MATERIAL

Subject

Importance of th ‘prOﬁesm'xng of

loan applica

‘ A) Banker's ppiaith y!i‘“@iew

= knowledge of net surplus
with the gultivators

Sr
No

= ixe

the loan & period of loan

—Z justification of jnvesiment
B) Cultivator'!s point of view
- expectation of net surplus

possibility of stabilization
of his consumption limit

®u

inve stmant is ju st:.fiad &

{ adoption

Smmary
——tiodt ae
1) purposes of loan - permsnent

~Amprovexent of land. .

2} processing of loan application
does not nean delay in sance

tinning;_th.e._Lna.n_Mck

ing and examination of
2N __._._,_..SB};&......ed P2polelorreciness the
3) Stages of. _processing of loan

- table serutiny & field

trspeoctiomrand—stody-—

L) objectives of loan application
a, Just:l.:th. ed investment

tochnically geas:l.ble and commercially
enunerative _
5) Importance 3

a) Bankers point of view 3

safety of money, estimation
of net surplus with culti-

SRR e T ST vators, fixation of period

4 limit, Ju stifmcat ion of
] dnxe sw‘ | ’

235/t9
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Script _
Processing of Loan Applicection for
cqmposite loan - well=-cum-pump set

The Land Development Banks advance the Long Term
cfedit to the 4griculturists for permanent improvement
of their lands - which means and includes minor irriga-
tion, land reclamation, plahtation; 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 surplus of these pfbjects is emough 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 this involves the adVﬁnéemenf ¢f huge amount for a
longer period on the basis of ianded property as a
security primarily new shifted on production of the
benefited area of the project and “he valuation of
hypothica requires a legal and technical knowledge, hence
the bank has to take precaution in advancing thgs type
of loan as such the‘bgnk carefully processes the loan

application, : L

The processing of ldan‘application does not meen
delay ih éénctioning the 1oan; It means checking and
examination of the required 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 loan applicetion one has

to do .the followings



1, Table scrutiny.
2, Field inspection and study

. 4 table scrutiny is the function of ensuring (1)
of the submission of all the papers required to be submi-
tted along with loan application under the bylaw/manual of
the bank and (ii) $f checking their correctness. The papers

requireg to be submitted are . §

i) prescrlbed loan appllcatlon available from the
bank on cash payment including membership form.
ii) 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 quofation
' of pump set
iv) certificate fg gn.

& Gfound'ﬁater department

i) availability of water in that area
ii ) water's suitability for irrigation purposes
iii) distance criteria from well to'another, one

"tube well to another.
B No dues certificate frem

i) Government
ii ) Gooperative society

iii ) Commercial banks and other leading banks within the
area

iv) Title deed in original in case acquired by
g) sale then sale deed
b) will then registered will
c) inheritance then records of rights from
A Telathi (Patwani)
v)'rééords of possessing the land
vi) photo of loanee -

vii) E.C. certificate form Registrar's office -
land td be mortgaged as & security is free
from encumbrances - title is good,
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3

Re The field inspection and study means going on
‘the spot'whefe the project actually will be taken up
physically after informing the applicant so that
applicant meay help him in conducting inspection and
study, This involvew the verification of the facts
submitted Sy the applicant along with loan application
and study of the soundness of the project, its tech-
n;cal, economlcal and flnancial feasibllity.

’The follow1ng points are taken into con81dera-
tlon at the time of spot inspection s

1) location of the field where the project will be
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 lcanaligibility ¢ 7 the cultivator is
taken out. | .

4)1 calculation of repaying capacity of the applic-
ant verification of the yearly farm and off
farm income of the cultivator - expenses -~
(1nclud1ng consumption of all the famlly)
.then taking out surplus,

B Technical eppraisal - depth, radius, distance, cost

h)v availability of inputs - to cope with the
cropping pattern - he will adopt after develop-
ment, ¥ ‘ o

>5. creditworthyness of the applicant

6. verification of the land - whether actually

-possessed k¥ and cultivated by the appliéant

or not.
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willingness-of the cultivator - whether he is
actually interested in the taking up of the project

~ or mot ?

-The importance of the processing of the loan

application can be seen from two sides - bankers and culti-

vator!s =

.;ngggaﬁfmpoint of view =

1)

_2)3

3)

" Safety of the bank! s money = advancement is on

sound ‘1ings ~ no légal complication in recovering
the loan ' o ’
knowledge of the surplus with the cultivator.
1) bank has an assess of fthe yearly net surplus
with the lqaneé ; so that repayment instelment and peried]
can be fixed a _
L) in case of big cultivator - period of repayment
+ can be decreased - instalment can be increzased
B) in case of small cultivator ~ period of repay-
ment can be increased ~ instalment can be decreased
Ebundness of tgé g?oaect - investment is justifi ed
economlcally/and technically feasible.

Farmer's point of view.

1)

2)

3

Expectation of net surplus income - to repay the
loan - to meet the increased input of the project
and increased expenditure of their own

in case of income {net incomes) requires to be

diverted towards the repayment of the loan in a

major portion : L
&) the cultivator can establish his own consump-
~tion at his present consumption level or
B) dincrease his consumption level in case net
surplus is more and requires to come up on the need

base level,
Investment is. Justlfled and financially feasible

‘to take up.



Summa.ry

1, Purpose of loan 3 permaneht improvement
of land, /

2. Meaning of processing of loan application =
does not mean the delay in sanctioning the loan but

thate.ll the required papers and documents for

ensuring
loan mve been submitted - verification of the correct-
ness of the facts and figures submitted in the paper.s,

3. Functions of processihg of loan appiicationp

1) table scrutiny, 2) field inspeetion and study
3) obJect of processmng of loan appllcation.

1) project is economlcally feasible, commer-

clally remunerative

2 ) investment is justified,

5 Impoftance - bank's point of view -~ eculti-~
vator'!s point of view - safet§j of money ~ knowledge of
net strplus with cultivator - keeping in fixation of
loan instalment - diversion of major portion towards
repayﬁent'of(loan in case more net surplus is available
thereby decreasing the period of repayment and vise~
versa,

investment is justified - consumer can
establish his consumption in case wants to divert a

major portion towards repayment,

o080 00
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Treining Package =
Backgroulfid - Froblem area

Processing of loan application for
compo site lan(- well cum pump set

N

Field inspection

Table
and study

scrutiny

Consulting with land Dev. Bank's
‘menual, byelaws, visit to sub .
Registrar's office, visit of the spot
of the project - enquiry and study -
valuation of hypothica - verification
of facts given in loan application =
creditworthyness of applicant, sound-
ness of the project.

Training Training Training
Package Package Package
No. 1 . No« 2+ |} No. 3

‘Training package on processing
of loan application for compo-
sit loan - well cum pump set.

Lesson plan - over head projeétor -
transparent papers - flip charts -
black boards.



1.

2.

8,

.9'1.
10,

1.

_PROJECT FORMAT .  _GROUP II

" Name of the Project

Media _

Langusge .

‘Producers of
Training Pack

_Tamet»?opul_étipn :

ige group .

4bility

Relevant facto rs . )

Mein aim

Terminal objective

Attached document

of

¢ Training -of Cognter &lesmen

Weavers Cooperative &cie ty

Lecture Method
Adudio-Visual fAids

_English

1., Sri AK. &h

2,. 8ri K. Chellappan
3. &ri A, Ramakrishnan
4, 'Si P. Barlla

5, &i G.A., Dar,

&lesmen {20 in each batch)

5

'}?éars to 35 years

Can‘read, write and conver se
feirly in English

1'.
2
3.
k4,

Js

Gocds are properly displayed

Pricing has been done -

Poor sales '
Goods are in plenty

Poor treatment to customers
increase sales

‘To acquaint the art of
_ salesmanship

To maintain high degree of
customer relationship

To increase sales

To increase the efficiency
of salesmen,

Sequence sheet cum script of
lessons, '

Teachers note.

chart, transparencies etc,
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A Tré.inj.ng Packege on Salesmanship in Weavers
Cooperative Socig_ty.,

YAk of &19_,5.*3?“51‘1;3

| Fundeuentals of : Slesuenship |&
m—— — 7

Prospécting To mzke customer
a -potential- buyer :

" Preapproaching Planning
the szle

L' v Lpproach salesmen neeting 1
, : between customers

Presentation andc vemon stratlon

é’"’?"“{Meetmg Cbjections ~ J
/

Clo sing the &les __j

Sales Personality Product knowleuge Knowledge

H z of customers
3 3 H
Training Pack 1 Tredining Peack 2 Trg.Pack 3

4

Treining Packegel}
orn S&lesmanship.




SELUENCE SHEET FOR AUDIO_VISUAL MATERIAL t

Subject

T Unit Number

285/79

Sr
No

‘ gl B BB e o B BRSSP -Rem il n 8

the same 1rrespect1ve of types

private, public and cooperatlve
Textile Gggggay,—‘quipﬂﬁnt etc

;42';éhLoﬂmum—aeta—aaqa—hriégenbet-
' ween producers & customers
3. Shlesmanship is an art to .‘
——irendie—tire—peopie—end—svive
their problems upte their
e imf aret e R Po-eibie-Rann o r
1, concentrate en fundamentals
B ° p
2+ A good salesman?s career
et e B D YA PGB PR O IR ORI
: ‘three dimensions 3
i. pleasant sales personality
——*—MW
- product

s 2.
1l

customers,
- aatmoﬁ—fa&Ofnanehtp—unvelopsj
seven are:cs of knowledge
--~nrr~£undaaen$a&fho£—ealeﬁnanship
ii. prospecting
iii, preapproaching
iv._approach -
Ve presentation & aemonstration
vi, meetlng objections

vii, closlng the sales,
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1 SELUENCE SHEET FOR AUDIO-VISUAL MATERIAL

e Sales Personality . -]

Subject

T Unit Number

1, Personality is the sum total of
—all_traiis a man ROSSQSS. By,

these qualities he makes

Sr
Yo

—dmpression.on.othel e ——.
2, The qualities are of two types

loyalty, honesty, coopera—
'-I-'in-n: kindnass. elc.
ii ) negative gualities like dis
honesty, ingratitude, dis-
L T
3+ These qualities may be inhexrent

by association and development.

- " Ao e
t 1. Personality traits may be
i, physical traits .
ii, mental traits
—ddeosocial txadils
iv. chara ter traits

1. Phy'sicél traits includes
1 © i. sound health
. - iii, sweet voice.
ive. attract}ve posture

M S L ADDCATARCS e
2. Mental traits -~ intermnal

qualities .

Ji i. accuracy, ii., alertness

i

__ 3 %v, memory, vi. zest-observation
1. _ , ‘ —xvii. salf confidence
' ' viii, firmm determination
ix, cheerfulness

385/79
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1 SEUENCE SHEET FOR AUDIO.VISUAL MATERIAL

} Page Number

§Subject { Unit Number 1

Sr
No

refinement, e) tolerance
cooperati

‘manners, h) dominance,

¥ i) spee
k) patience, 1) helpfulness

o

F

’ a) bonesty, b) reliability,
‘ e) industrious, f) sincerity

.

283/79




SEUENGE SHEET FOR AUDIO.VISUAL MATERIAL

.

Subijeet

Adequate Product knowledge }_Page Number 4

[ Unit Number 2

Sr
No

1, Adequate product knowledge is

gy i o
b
i
o
¥
[
]
‘ i
¥
; f
EJ
)
) %
| i
1

335/79

8 Til11ip to knowledge and
per sonality gap :
inspires confidence

b) meeting consumer's objaction

c3~ creation of interest in job

d) brighter future prospack-
e} development of skill and

expertise

£) pro jection of gaod image. -

2. Salesman are reguired to know

following aspects of a product

a) tangible iti uct
like physical features and
make

b) intangible qualities of
Product like relatiwve
features = 1

fashionable colour, et ce

c) the be’aviour of goods in use

1like durability, easy to use

d) miscellaneous lmowledge about

OTganisation and its People.
3¢ Salesman can acguire eroduct

k.nowledge through following
sources 3
a) experience, b) a.dvert:.sement

c) consultation with fellorw
worker

d; visiting the site

e) trade jourmals &. litaratuxes

:'t? trade meeting & exhibition
&) specialised education agnd .

training institutions,

h) menufacturers literatures
and assitance,
Customer
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{ SEJUENCE SHEET FOR AUDIO-VISUAL MATRRIAL

. ‘ § Page Number :
Subject _ Adeguate knowledge of customers .. _ ] » - %
_ | Unit Number 3 ’

Sr
No

ettt oy et L
P
E 4
5 1?
| $
winsios

235/79

. 3 8
of salesmanship is to read and

———tcchorrbif y-ire—typeo-of-custorers

man are different to each'
‘ economic background, educa;ion
environment, sex etc. '
) psychology of each customers
formgd'by foilowing process °
shop_ °
conv;rsation, d) action.
rExd put in four categoriés.
————de—Opgani-satieonadiy

i ) members

a2

"
]
L

B, Sex : i) females, ii ) males
‘ . S ‘ ] [ ) t
iii ) old,
— B Nature— - psycho ot eaT
set up

I ’
ii; talkative type

iv) impulsive type,

L
aggressive type,
argumentative type
assertive type

X ) nervous type

snob typé

XY WLPHW‘ .

xiv) time waster type

xv5 1n~aﬁnurry~typc“~—*-~*~

xvi ) sarcastic type




19
5

1. Salesman should try to know traits &
tendencies of wustomers to apply pin
pointed treatment t6 them to close
sales successfully,

R. Sme traits and temdencies of various
t¥pes 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. Guidelines under three headings t

Types of customers

Traits and
tendencies

1. Member customers

2, Friendiy type

3. Talkative type

4, Seriocus type

5. Impulsive type

6. 8ilent type

Sense of owner-
ship, mastery
movement, asking
welfare, pro-
blems etc.
cooperative
mentality

pleasant in
conversation

_cooperative

Talking as
habit, talkiag
on various
subjects

Serious look,
tallk less,
purposive talk

Actions are
qulick, Jjerky
& impatient

calm, silence
looking here
and there,

weiting

Treatment

Be courteous
reply in gentle
tone, show goods
confidently,
g8ive him due
care, import-
ance in dealing

Be friemndly and
lead him skill
fully to the
pProduct,

illow him to
talk, patiently

- and slowly

bring to the
product

Show respect &
courtesy,
Approach with
smiling sales
talk

Be active and
prompt, give

facts quickly
-and briefly

find out why he
is silent, open
his silence,
preserve him &
be friendly,
arouse interest
through demons
tration, may cut
intelligent
Jjokes,

\



7
Type of customers

7. Aggressive or
‘ illmannered type

8, Assertive or
decissive type:

9, Indecissive type
- or nervous type

10, Argumentative
: type

11, Héndicépped type

12. Swob type

13, Untruthful typéJ

14, S_ai‘ce.sfi_c type

lih..Time'waéter type

Traits & tendencies

sigeressive and illo~

" gical in talks,

stirical remarks,
critic of every
issue

confident in
talk and action,
logical approach

Quick and nexrvous
actions, instable
talk, hanging in’
one goods to ;
ano ther,

Logical but dis
pute every issue.
hard to consive.

Physically
handicapped

Boasting nature,
high talks ‘

clever talk and
novenment

-veri»annoying &

make s wounding
remarks

to "‘pass his times

Treatment

Be patient,
polite, and
good nature
let him talk
and calm down
to subject

é#llow 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 and
consive him by
demonstration,

Be polite and
petient, con-
sive with proofs

treat him as
nermal with

‘rejuired

concessions

Feed his ego,
use subtle
flattery, ask
his advice.

Have knowledge
of products &
competitor. Be
careful in talk

ignore the
remarks, tact

fully deal him

Let him look &
have favourable
attitude.Reply
his querries



379

15.

16.

17.

19.

20.

Hurry type

Children

Adult type

0l1ld people

Women

Impatient, looking
at watch, hurry

Naughty, 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.

195

8

Be prompt, brief
in sales talk,
attend and give
goods qudickly

be good nature
and keep him in
good humour

Use respectful
words, attend with
courtesy, satisfy
his variety and deal
sniling,

satisfy his proud,
give weightage to
his talk, a sk
advice, give him
importance.

treat her like a
queen, appreciate
her talks, allow
her to look, 1lift,
feel, foudle and
smell the article.
Stisfy her whims
in talk by putting
the product., 4ppreo-
ciate the kids if
accompanied,



Teacher's guide for using the training package on

Irgining Counter Salesman in Wegverg Coepergtiveg
1. Atg_gi_tgg_gggggn ¢+ The brcad aim of the lesson is to expose
the counter salesmen in weavers cooperatives to the fundamentals of
salesmanehip w1th special reference to their personality traits, how
to treat the varied types of customers and the heed for product
A::knowledge while gelling their produots.
2. b =res s Legson ¢ The terminal objectives of
_the lesson (i e, at the end ef the lesson) the - participants should
'have developed adequate knowledge and gkills in the areas of.

i) his position and role as a vital organ in the salesforce
of his erganisation;

... N
ii) the characterlstlc features of a successful salesman,
iii) read the minds of the prospects, dlagnose them exactly
and prepare himself to meet their behaviour;

*
1v) develep the degree of human behaviour and relationship
that he has to cultivate with the varied types of customers

v) lInow wherefrom he can acquire the product knowledge and
the need for using the same in his sales talk; and

vi) present hlmself properly before the prospects and thereby
effect increase in sale of the goods.

3. ZTarget Populaticn : The training package is designed to impart
knowledge and skills to the following target population.

a) Age : 25 te 35 years 7’ |

b) Experience :. Directly recruited salesmen in weavers
- cooperativeS'who have not completed more than 2 to 3 years of gervice
in their position - salesman and Sales Supervisors'oan be'adnitted who

can converse (read and write ) in English,



Out of the 7 areas of the Art of Salesmanship, the fundamentals
of salesmansh¥p cccubies‘the forembst‘piace'in the order of importance
to be taught o the sale-~men before entering to the other areas.

[

d Techni ud ¥ To make the 1esson more effective the following

teaching techniques should be employed.
| a) B.QJ.._ﬂ.aI Before the lesson is imparted a few partici-
hpasts will be allewed to act as salesmen and a few will be required to
act as customers. The treatment of the salesmen will be observed and
notes taken by the teacher for amplifylng them in the course of his talk.
B b) mmw The ‘salesmen will be grouped inte 4
groups of 5 each and sent to various ‘big and 1mportant private shops
in the city and they dso should" be sent to few weavers cooperative
societies {braches of the soclety“ where counter sales is made) and they
have teo attempt a comparatlve plcture on varlous aspects of salesmw.'l-—

- F
REGR]

ship covered in the class ‘room sesson.

c) ggags Typlcs.l cases of the confrontation ef 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 of’ handlooms goods produced by

the weavers cooperatives.

Bhysical arpangements of the clags 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.
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Tesching sids réquired : Black board and chalk, magnatic board/
flennel board, flip chart board and over head projector.
Pregentation ¢  With the introduction by lecture, each module can
be presented in seriatum, At the end of éach module, questions and -
discussions can be held before proceeding to the next modules.
Before uging the teaching aids, questions-can be put and answers
elicited and written on the black board and relate them to the

modules prepared for imparting the subject by the teacher.
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NAZFONAR~WORKSHOP ON /AUDIO VISUAL 4EBS-
:1.5.1979 to 19.5.1979

EVELUATION “FORM
A, 1. Ceverage : (strike out which is not<l
, Capplicable il
a) Your opinion on the caverage Adequate/madequat.e/

~ of the subject matter in the Excess,
syllabi ,

b) If you consider the éoverége of the.
subject matter in the syllabi as to

"~ be inadequate what new topics you -
would like to be added :

) -
b)
c)
¢) If you oonﬂdér the covefage of the
subject matter excessive in relation

~ to your requirements which topies
you would like to be dropped

a)
_b) .
e)
A. 2. What is your bpmlon about the
allocation ef sessions to-the following
topics :
a) Adult psychology Adequate/inadequate/excessive

If J.nadequate suggest number of sessions :
to be mcreased o No.of sessions

If excessive, suggest number of sessions ‘
to be.dropped S ' No of sessions __

g \oee S
b ) ] Oommumoation ﬁ:a-ten Adequate/madequate/excessive
ir madequate = number of sessions to be inereased - No _____

If excessive -‘nt‘mber_ of sessions to-be dropped | N -



¢} T’ebhniwweppreciatiod' ~ Adequate/inadequate/excessive
. If inadequate suggest No.of sessions to be increased Noe _______
-If exoessive'suggest.No.of sessionsvto‘be dropped Noe oo

d) Use and effectijeness of Audio visual aids : Adequate/inadequate/

“excesgive

- If inadequate, No. of sessions to be 1ncreased No._

- If excessive, No. of sessions to be dropped ; No.

e) Practlcal training in the operation and

maintenance of Projectefiids :

excessive

- If inadequate, No.of sessions to be increased No.

(with name of the Project 4id)

-~ If excessive, No. of sessions to be dropped No.

(with name of the project aid)

f) Technique and demonstration of preparlnv 47,

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 of subiect (teak mark)

Subjects

1) Psychology of adult learning &

2) Communication systemvand teaehi&g'%
-techniques

3) Salient features of projec’oed aids:

4) Sal¢ient features of non—proaected
alds- R

5) Role of audio v1sual alds in modorn-,

teaching

-6) Yoncept of training package s

Excellent/very good/
satisfactory/poor

Excellent/very good/

qsatlsfactory/boor

Excellent/very good/

“satisfactory/poor

Excellent/bery good/
satisfactory/poor

‘Excellent/very good/

satisfactory/poor

Excellent/very good/
satisfactory/poor

‘Adequate/inadequate/

kAdequate/inadequate/
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7) Demonstration of training ~ . dmeellent/very good/
package .. satisfactory/poor
3) Practical sessions on cperation Ekcellent/ﬁery good/
.. ond maintenance of projected aids satisfactory/poor
Cs‘;ﬁ}bﬂf“! S'R‘L&L .t Y «w" )\ ‘)
9) Demonstration s3ssion on prepa- Excellent/very good/
N ration of non projected aids satisfactory/poor
W6 Sidills adaiin |
Have you acqulred the sk*l?s in the
operation and maintenance of the
following machines: -
1) Bell & Howell 18 mm projector Fully/partly/hot acquired
‘2) Roa - ~do— - - Fully/partly/not acquired
3) Overhead Projector - ullj/partly/hot acquired
4) Slide Projector . Fhlly/partly/hot acqulred
{;g.k{% - A, ﬁ "Z {3\, J )
5) File avrip projoctor T Fully/partlyyhot acqulred/»

{If the MhAllq An- the opexation of--any . of the: maahlne.ls nct
acquired give reasons-Lor that)

C-2. Have wou acquired the skills in the
prepar;iﬂon ené handling of the
following ron«projected aids 3

1) Flip over chart . . Fully/partly/hot»achired

2) Overhéad pransparancies Fully/partly/not acquired

3) Flennel cut outs/magnetic . Fully/partly/hot acqulred
© ecut outs

( If the skills in any. of the above teehnlqug ’8mn9$
acquirad, c*vb reasoné for the seme)
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G-3 Have you lsarnt the techﬁique of
preparing & training package
(If not, give reasons for the same)

G-4 Have you acquired the/
of preparing the training package
(If not give reasons for the same)

D, Ef‘febtivehess 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 faQl that you could use the
technique in your training situation

iii) If 'No' what are the problems that .
you visualise in its use @ '

E - 1. SGenoral

1) Do you feel that the objectives of
the workshop has been

2) Do you consider that the knowledge «
skills acquired by you during workshop
will help you in kaking the training:

3) What is your opinion about the
overall treatment and handling
of the workshop

skills (visuals)

Fully/partly/not acquired

Fully/partly/not acquired

Highly effective/very effective/
‘more rately effective/not
effective

Fully achieved/partly
achieved/not achieved

Highly effective/effective/
not effective '

Excellent/very good/
satisfactory/poor



o 4)

L1

What is your opinion about the following physical facilities
during the course.

a)

b)

'C)

d)
e)

E -2,
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Lodging

Boarding

Sports

Secre tarialm.ASS:i,stance ]

Supply of materials for
use during the workshop

Excellent/very good/ satisfactor&/poor
Excellent/very good/satisfactory/poor
Excellent/very good/satisfactory/poor
Excellent/very good/satisfactory/poor

Excellent/very good/satisfactory/poor

General remarks and specific suggestions, if any



