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1.2 Woî sliop Srogramitt©

1 *5 Participasts

1 dlstslimted a list

1*5 Some 2*hotô sgptis
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IGA-GUP SUB-REGIOHAL' WORKSHOP OH TECHNIQUES OF AUDIO- . 
ViSUiLL INSTRUCTION Al̂ D DEVELOPlffiNT OF TRAINING IdATERIAl-I- 
MM ILA (PHILIPPIl'IES) . JUKE 4-23 1984

A BRIEF REPORT OF THE WORKSHOP

Introduction

01 In the recent past greater emphasis is being laid 
by the National Cooperative Organisations (NCOs) and 
the National Cooperative Training Centres (NCTCs) in  
the development of human resources and infra-structure. 
Efforts are also being made in developing facilities
to produce and apply various conim.unication skills , 
materials and resources. Coopera.tive trainers, 
cooperative educators, cooperative extension workers 
and cooperative educational instructors are being 
exposed to various methods and techniques of training. 
These trainers are given brief introductions to 
various methods and skills in  order to enable them 
to communicate effectively Vvdth cooperative members, 
cooperative employees and members of general public.
The v/hole exercise is directed at making the coopera
tive institutions more effective and viable.

02  The National cooperative organisations are also 
engaging themselves in conducting cooperative member 
education/extension programmes m th  a view to enhancing 
member participation in  the affairs of their cooperative 
organisations. The cooperative educators/cooperative 
instructors, in  this case, deal m th  adults, women
and youth. In  many cases the literacy level is low.
They have, therefore, to make use of simple tools 
of communication and adopt more direct and persuasive 
methods of communication. It  has been observed that 
these skills and means need further improvement and 
support.

03 Tb.e NCOS together with the NCTCs also conduct and 
operate cooperative training striictures - for 
cooperative employees and in many cases for the 
members of managing committees of cooperative
instituitions. The cooperative trainers -- in this 
case the faculty members of national cooperative 
training centres - make use of communication tools



methods ajid naterials. Since these faculty memhers 
often deal with technical aspects and fa.ce literate 
target groups, their methods and techniques have to 
be somewhat different. Some of the training instit"ations 
have been keenly developing their own audio-visual 
resources and material production units. It has been 
observed that v;herever such facilities exist these have 
been underutilised mainly because the faculty members 
some time ax-e unable to make use of various machines 
and equipmentv'5. In many cases where good hardvrare are 
available, the software production is either difficult 
or it  is expensive. Wherever the faculty members have 
demonstrated some initiative to produce their ovm 
software these have been rather unpx'ofessional which 
me«ant waste of resources and efforts. The resources 
invested in such facilities do not bring the desired 
results .

Rei^onai Offi

to some extent the fields of audio-visual aids and 
training material development. Several ICA Member- 
Organisations in the Region have taken advantage of such 
facilities  and prog’rammes. Quite a number of their 
faculty members have undergone these special training 
programmes. Some of the NCTCs ai-e now gradually 
becoming concious of developing audio-'-'/isual aids units 
and material production units of their own.

05 It  w*as in this context that the ICA ROEG decided 
to provide further initiative and offer further 
ti'aining prograjnmes to cooperative trainers and field  
educators in the field  of audio-visual instruction and 
material production by holding sub-regional workshops.

06 The first sub-regional workshop v;as held by the 
ICA Regional Office in the Philippines at Manila in  
conHhoration with its Member-Organisation, the Coopera
tive Union of the Philtppines Inc (CUP), June 4-23 1984.

Main Objective

07 To enhance the effectiveness .of cooperative 
trainers and- cooperative field  educatox’s 'by  exposing 
them and training them in the effective use of various 
•training methods, training aids, development of train
ing material, to achieve a better x'apport and conmuni- 
L'ation with their respective target groups.
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Objectives .•

08 By participating in this ?iforksh.op the selected 
participants were expected to be able to:

i acquaint th.emselves witb the availability 
and utilisation of audio-visual aids and 
methods that are presently available and'in 
use in  the Sub-Region,

ii  understand the concept of communication under
different conditions e .g . ,  individuals, 
groups and masses and with varying emphasis,-

i i i  understand the various participative methods
of training and education which could be 
usefully employed in the training and 
education of various categories of coopera
tive personnel,

; iv understand and achieve skills in the use of
various audio-visual aids in communicating 
with the people,

V develop and practice their omi training
material (combined m th  appropriate training 
methods) e .g . ,  training packages and the .■ 
techniques of production of training' 
material, and to

vi achieve sufficient skills in carrying out
evaluation of training methods and training 
materials.

Participation . . ■

09 The Y/orkshop was attended by 11 regular and
two observer-participants representing the Republic of 
Korea, Republic of Indonesia, Malaysia, Singapore, 
Thailai^d and the Republic of the Philippin.es/The' 
lis t  of participants is annexed to the report.

10 The qualifications prescribed for the selection 
of participants were given as under:

i The participants should have been working
, with the cooperative member education/

. Extension/guidance programmes of the national 
cooperative .organisations/s'tate/provincial level 

. cooperative organisations, and having an experience
of field work .for about two-three years. The
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participant should h.ave undergone some training 
course in training/educational methodology and 
should have dealt with adult members of a coopera- 
tive society. The participant should have some 
experience of producing some educational and training 
materials including audio-visual aids and used them 
in  the field situation;

i i  The participant should have been v/orking v^ith 
the national cooperative training institutions as 
a regular faculty member for at least 2-3 years. 
Faculty members having experience of handling 
audio-visual equipment, reprographic and repro
duction machines are likely to benefit most from 
their participation in the Workshop. Persons 
handling micro-teaching (closed c ircuit ,educational 
television) equipment are most welcome. Prefere-Jice 
should be given to those who have already done some 
v/ork on adaptation of training material and pro
duction of training packages.

Background Documentation

11 The participants were requested to prepare 
comprehensive country papers according to the pro-designed 
outlines. These country papers were presented by the 
participants during the course of the Workshop. Later on, 
towards the end of the Workshop, a summary of the 
national papers was prepared and presented.

12 The IGA ROEG also produced a set of background 
papers for the use and benefit of the participants. The 
participants were requested to make use of these back
ground documentation in order to follow the work 
programme of the Workshop. 'Two of these background 
papers were the draft manuscripts of handbooks: one,
Manual for the Development of Training Packages, and 
the second one, Handbook for the Development of 
Material Production Activities. A list  of background 
papers circulated is  annexed to the report.

Work Programme

13 The work programme followed at the Sub-3egional 
Workshop is annexed to the report.
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Resource Persons

14 In order to cover all the topics included in the 
Workshop Prograioiiie, the ICl ROEG, in collaboration with 
the CUP, enlisted the support of various resource 
persons from within the Philippines itself. It  was done 
with the belief and understanding that adequate expertise 
wa.s available within the host country itself - local 
universities, technical agencies and the cooperative 
organisations. A list of resource persons who assisted 
the Workshop is annexed to the report,

1 5  Areas covered by the resaarco per^',ns were as 
follows;

i  Cooperative Education and Training in the 
Philippines ~ Use of Training Methods and Aids

i i  Use of Training Aids in Adult Education with 
special reference to cooperative education . 
and training

i i i  Photography and Reprographics - Multi
plication and Development of Training 
Material with special emphasis on use of 
photographs

iv Resource Centre, Library, Documentation Centre 
and Information Centrp in the Service of ' 
Cooperative Trainers

V Graphic Aids - Simple Visual Aids with special
emphasis on Low Cost Training Material

vi Layout and Designing of Education and Training 
Materials for Adults

v ii Development of Cooperative [Training and 
Educational Materials. Approach, Methods and 
Techniques. Special reference to ICA-CEMAS 
and ILO-MATCOM■training materials

v iii  Script Writing, Techniques of simple s i t i n g  
for training material for adult learners

ix Development and Application of Training 
Packages in Cooperative Education and Training
- A Concept

16 In addition to the above, several other topics were 
covered by the Workshop Director as well as by other 
resource persons e ;g , ,  the President of the CUP.
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SiTudy Visits

16 In ord.er to provide the participants with, further 
information on methods and aids and production of train
ing material, visits to some of the important institu
tions were organised. The participants visited the 
following institutions:

i  Agricultural Credit and Cooperatives 
Institute (AGCI) of the University of the 
Philippines at Las Banos

i i  International Rice Research Institute at 
Las Banos

i i i  Graphic Arts Division of the National Media 
Production Geiitro, Government of the Republic 
of the Philippines

iv Kodak (Philippines) Inc.

V PC-IHP Cooperative Credit In c .

vi Philippines Universities Audio-Visual 
Centre at the Par Eastern University

v ii  Audio-Visual Centre and the Television 
Studios of the Centro-Escolar University.

1 7  At some of the above mentioned institutions, 
particularly at the Graphic Arts Division, Philippines 
Universities Audio-Visual Centre and the Centro-Escolar 
University, the participants were able to undertalce some 
practical assignments e .g . ,  in screen printing process, 
multi-vision production programme, and production of 
one hour television programme based on simple ^?;^?iting, 
script writing, emd interviews.

Working Methods of the Workshop

18 Participative method of training and communication 
was adopted for this Workshop. Hie participants mostly 
worked in  groups - smaller groups. The advantage of 
working in smaller groups was realised by the ICA already 
in  advance for such a technical activity. It vras in
this context that the activity was sub-divided into tv;o 
sub-regional vrarkshops.

19  A good quality of inter-personal rapport among 
the participants was achieved which was amply evident 
from the three periodic evaluations. Tlie Workshop 
Director only provided the groups v/ith resources,



materials and motivation, and rest of the work was 
done by the sub-groups, often sitting late in  the 
afternoons, producing vjritten reports, training packages 
and participating in several outdoor assigoments.

20 The entire work was presented to the plenary
session, a,day before the concluding day. The v/ork was 
commented upon by the participants, Workshop Director 
and other available resource persons including the 
officials of the CUP. The Workshop participants then 
met separately to work their recommendations for the 
use of the ICA authorities, .... . .........

21 The participants chaired several sessions, and one 
participant, who had earlier participated in  one of 
the ICA Teachers'Training Courses, even undertook a 
special assignment to introduce a topic on' the 
"Development of Training Packages" with great success 
and confidence.

22 Another participant presented a special paper on 
"Development of Cooperative Training Material - An.
Indonesian Experience of Developing a Production Unit" .

23 A special assignment was given by a resource 
person in  photography. The results were displayed and 
commented upon by experts. The winners were awarded 

•prizes by way of encouraging them and appreciating the 
good work done by them.

Group Work During; the Workshop

24 In order to share various responsibilities among 
the participants and the Workshop Director, some 
Working Groups were constituted. These were:

G .I  Working Group on Summarising Country Papers,
G .I I  Working Group on Manual on Training Packages,
G .I I I  Working Group on Handbook for Material Production,

• G.'IV Working Group on Workshop Evaluations, and
G.V Working Group on Workshop Reco'iffiLSfidations.

25 A brief description of the work done by the
Working Groups follows:

-7“
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G-*I Working Group on Smamarising Country Papers

All participants were requested to produce 
compreiiensive country papers and present these 
at ttie Workshop with a view to provide maximum 
possible information to the group to facilitate 
the working of the Workshop. This ViJorking Group 
v/ent through all the country papers (Indonesia,
Korea, Philippines, Malaysia, Singapore and 
Thailand) . The summary v/as presented to the 
Workshop for general information and comments.
The main points made by this group v^ere as 
under:

Training Methodology Used; All countries of the 
Sub-Region make use of such methods as the 
lecture, discussion, case study, group participation, 
role play, group dynamics, mobile audio-visual 
units, compuer, management games, workshops, 
study visits , simulation, radio and publication 
of training material. In  some countries the 
emphasis on some methods is more while in 
some others, it is less on other methods.

Malaysia has the distinction of making 
use of multi-image projection shows in the context 
of member education and extension activities, while 
Thailand utilises an effective means of sending 
out published material. The Republic of Korea, 
in addition to the above methods, uses group 
assignments and project methods.

Audio-Visual Aids Used; The following audio-visual 
aids 8xe employed in  these countries to enhance 
the quality of training and education of various 
groups:

- Chalkboards and White Boards
- Plannelgraph and magnetic boards
- Plip charts
- Bulletin boards
“ Posters, graphs and charts
- Overhead projectors
- Opaque projectors
- Video-tape equipments
- Filmstrips and slides
- Slide projectors
- Audio-tape equipment
- Film projectors
- Plashcards
- Public address system etc. etc.
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54 uni ts 16mrn
99 units 8mm

231 units Automatic

219 units Manual_

75 units Reel-tO“Reel .
602 units Cassette

559 units Colour
458 units B&W

2 units VHS-type

3 units Betamax

9 units
41 uni ts

37786 units
1154 urdts various items

It is noteworthy to mention that among the 
six co-untries represented, the National Agricul.ture 
Cooperative Federation (NAGF) (Republic of Korea) 
made an extensive use of audio-^visual aids to train 
an estimated potential trainees of 2 million 
f armer-mem'bers. The NACF employs the following 
a'cidio-visual equipment;

Movie Projectors 
Movie Projectors 
Slide Projectors 
Slide Projectors 
Tape Recorders 
Tape Recorders 
Television sets 
Television sets 
V .G .R .
V.G«E.
Movie Cameras
O.H.Projectors 
Amplifiers 
Other equipment

Malaysia also employs multi-image audio
visual presentations. This work is mostly done by 
the Department of Cooperative Development to support 
extension and member education programmes, In 
Singapore various cooperative organisations have 
bef:n making use of computers for their management 
and training purposes, Singapore's NTUC-INGOME 
has been using micro-filming and computer activities 
for the benefit of policyholders as part of the 
education and promotion programmes.

In most of the countries, it  seems that the 
common problem relates to audio-visual aids and 
equipment i . e . ,  acqviisition and full utilisation 
for member education, and training activities. There 
is a great need for training of personnel in the 
use of audio-visual equipment and in  the production 
of software, . ,

Training Material I^oduction Activities; Among the 
training material produced by the participating 
countries, are;
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- Books
“ Leaflets ai.d bulletins
- Pamphlets and 'brochures
- Audio-visual aids
- Training^ packages
- ILO-MATGOM training materials and 

its adaptation and production

ICA-CEMAS and ILO-MATGOM training materials 
have been of great help in  the training activities 
in  Indonesia, Malaysia, the Philippines and Thailand.

Some of the countries have recently initiated 
steps to establish production units.. Indonesia was 
mentioned as a good example in  taking the lead in 
establishing material production unit at the National 
Cooperative Training and Development Centre at 
Jakarta, with the support of the ILO, Some efforts 
have been made in  this regard in  Thsdland where 
the CLT has an Arts Section, In other countries 
training and educational material is produced by 
individual organisations and there is  a great need 
to consolidate and centralise these activities,

Problems faced; The Working Group identifies 
the foliowing' problems in  the field  of audio-visual 
aids, training material production and other training 
related matters:

- Lack of funds to provide adequate and 
relevant audio-visual aids and training 
material to the educational and training 
personnel,

- Lack of coordination among organisations 
and institutions engaged in  cooperative 
education and training activities,

- Unsystematic channelling, duplication and 
overlapping of functions,

- Inadequate availability of relevant 
training materials, references and audio
visual aids,

- Lack of full-time, qualified and competent 
personnel to manage the cooperative 
development, education and training pro
grammes and the audio-visual aids production 
units on a professional scale',



- Inadequacy of skills in translation, 
adjustment and adaptation of training 
material to suit training needs and 
requirements,

- Need to pool talents and expertise to “be 
tapped as cooperative resource persons in  
education and training activities, and

~ How to increase the effectiveness and 
capacity to reach out to the members in 
the villages especially those cooperatives 
with large mem'^ership.

G.ia; Working G-roup on Manual on'draining'' Packages

0?his Working Group mainly vrent through the manuscript 
of the draft of Manual, on Production of Training 
Packages based on Audio-Visual Aids„ The manuscript 
wa.s distributed among the participants for comments 
a l r e a ^  in advance. Some of the important contents 
of this Manual .are:

~ Communication Process and the Role of 
Audio-Visual Aids *

- Concept of a Training Package

- Planning a Training Package

- Choice of Media and Visualisation

- Pield Testing and Validation

■ - How to Use a Training Package

The Working Group suggested some slight 
modifications to the manuscript and suggested that 
this material be issued by the ICA for the use of 
trainers in  the Region.

G .I I I  Working Group on Handbook for Material Production

With a view to initiate and consolidate efforts 
of cooperative organisations and training centres 
in  the field of training material production, the 
ICA had developed a Handbook“6'n Development of 
Cooperative Training Material - Methods and 
Techniqiies, the draft of which was distributed among 
the participants for l^heir comments and suggestions. 
The Working Group studied the draft thoroughly 
and suggested some slight modifications and

-11-
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adjustments. The Handbook covers the following 
areas:

- Target groups for education and training

“ Sources of Tr,aining Material

- ?ftiat is a Training Material

- Concept of a Training Package

- Training Material and Training System.

- Production of Training Material

- Methods to Pollovj in the Production Process

- How to Adapt a Training Material

- Time Planning

- Evaluation and Validation

- Problems Generally Faced

G .IV  Working Group on. Workshop Eva.luations

A small group was constituted from among the 
participants to conduct, tabulate and present 
periodic evaluations. Three such evaluations were 
thus conducted - ¥iJeek-I, Week-II and Week-Ill,
*Week“I I I  eva!luation was also the End-of-the-Workshop 
Evaluation. Some of the main points emerging out 
of this evaluation are;

- A majori-fcy of participants fe lt  that the 
objectives of the Workshop were fully  
achieved, and that all the relevant areas 
have been covered by the Workshop.

- A majority of the participants felt that the 
knowledge and skills acquired during the 
Workshop would be beneficial and effective.

- All practical arrangements - administrativo 
as well as academic - were rated as good.

- Duration of the Workshop ¥/as rated as 
reasonable.

- Good exposure to various problems in the 
respective countries and insight into the 
know-how of audio-visual aids production 
and instruction is valuable.
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Better rapport/coromunication with, target 
group could possibly be achieved with the 
inputs received.

•“ Such activities should also be conducted at 
the national cooperative training centres. 
The IGA could support such programmes.

“ Had a firsthand experience on production of 
material and the multi-vision/multi-iinage

, presentation. The presentation of different 
audio-visual aids and equipment supplemented 
our knowledge in this area.

The participants were thus able to evaluate 
themselves and participate effectively in  the 
running of the Workshop "  a good example of team 
?/ork betv/een the Workshop Director and the parti
cipants. This also resulted in learning-by-doing.

Q ,Y  Working Group on Workshop Recommendations'

'This working group was specifically charged with 
the task of suggesting the points on which the 
Workshop should work out'some, recommendations for 
member-organis'ations, training institutions in 
the Sub-Region and also for the ICA Regional Office,

The recommendations made by this group were placed 
before the plenary session of the Workshop, The 
finally/, adopted recommendations are given elsewhere 
in  this Report.

Practical JVork Done by the Workshop Participants

26 In addition to the group work done by the parti-
cipants, they also undertook some practical assignments.
These are described hereunder briefly:

Development of Training Packages :■ The following 
training paHlcfiges wore produced by the partici- 
p.ants during'the Workshop duration:

a . Preparation of Graphic Material

b . What is Life Insurance and How 
Cooperative Insuran.ce Helps You

c. Doliquency - Pailure to Honour Members' 
Commitment.

d. Credit Manageme.ut



e . Cooperative Understanding

f .  Introduction to Agricultural Cooperatives

g. How to Apply for a Loan

h . Internal Auditing

ii Farm Guidance - Using the Agri Material- 

j .  Elements of Life Insurance Salesmanship.

i i . Development of Simple Literature; The parti- 
cipants wore able to produce a number of illustra
tions and examples of simple leaflets, brochures 
and pamphlets, as a part of a practical assignment.

i i i . Production of a Television Programme: The 
participants were able to produce two simple 
television programmes at" the "Au'dio-Visiial Centre and 
TV Studios of the Centro-Escolar University, These 
were; i) A Threshold to Abundance - based on simple 
script writing and simple photographs, and
ii )  The IGA Audio-Visual Training Course, based on 
interviews and discussions v.dth the participants.
The participants were able to acquaint themselves 
7>rith the equipment and procedures,

iv . Production of a "inhouso” .journal entitled
AVA UORfeSIiOP PRdPILE; 'The participants were able to 
produce a simple journal by using sketches, 
illustrations, photographs and adopting the collage 
system based on the participants themselves. The idea 
v/as to demonstrate the skills acquired during the 
Workshop on production of simple materi‘al by using 
the most easily materials and machines.

V ,  Photography Contest; Mr D Galila, one of the 
resource persons had given an assignment on 
photography to the participants. They were expected 
to produce photographs of the follov;ing; sun set, 
night photography, moving car, freezing the 
movement of a car, close up v;ith the blurred back
ground, close up with the in-focus background. These 
results ?;ere later on examined by a panel of 
{judges together with the resource person.

27 By producing the above material, the participants 
were able to practice some of the skills acquired during 
the iivorkshop.

-14-



Formal Ceremonies and Other Details

28 The Workshop was inaugurated by Madame Nelia Gonzales, 
Chief of the Bureau of Cooperative Development of the 
Government of the Republic ox the Philippines in the 
presence of several distinguished Cooperators, A wGlcoine 
address v̂as given by the Sec.rstary-General of the 
Cooperative Union of the Philippines In c ., Atty MsJiuel
F . Verzosa. Mr Dauian Prakash, ‘iJorkshop Director convcyed ■ 
the greetings of the International Cooperative Alliance 
and escplained the main active of the Workshop» He 
expressed thsnks on behalf of the IGA, the participants 
and on his ow n /to  Madame Nelia Gonzales for gracing 
the occasion.

29 The Closing Function of the Workshop was presided 
over by the President of the Cooperative Union of the 
Philippines In c ., Gen Arcadj.o Losada. He very kindly 
distributed the Certificates of Attendance and prizies 
among the participants. Gen Lozada had very kindly 
also participated in another session of the Workshop at 
which he explained the v/orking of the Cooperative Union 
and its future projections and touched briefly on the 
CUP Corporate Plan for 1984-.

50 f/lr M .K .Puri, Joint Director, ICA ROEG, who happened 
to be in Manila, was also invited to meet the partici
pants of the Workshop. While at the Workshop he gave a 
brief tallc on the recent trends and developments in 
the Consumei' Cooperative field  in the Region. Mr A Pinlac, 
Chief of the Training and Education Division of the 
BOCD also explained briefly about the activities of the 
BOCD in  the field of training and education in  the 
country,.

-15-
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ICA~CUP SUB-EEGIONAI; WOJRKSHOP ON THE TECHNIQUES OF 
AUDIO-VISUAL INSTRUCTION AND DEVELOPICENT, OF TRAINING 
MATERIAL-I, PHILIPPIliES, JUKE '4-23 1984

WORKSHOP REGOMMMDATIONS

Based on the background material presented at the 
Workshop, discussions held among the groups of 
pai’ticipants, lectures delivered hy resource persons, 
observations made during stiidy v is it s , the Vvorkshox> 
psjrticipants made the following recommendations foi' 
the use of cooperative organisations, national coopera- 
tive training institutions, 'and the ICA with the hope 
that all parties together aiid in collaboration v/ith 
each other could \?ork in improving training and 
education activities in the Regj.on for the ultiBiate 
benefit of Cooperators at the local level.

General

01 Keeping in view the good work done by the ICA
and the ILO in the field  of cooperative development, 
with special reference to cooperative education 
and training in Region, the 'fforkshop was of the 
view that still a lot of work needs to be done to 
evolve specifid policy on cooperative training so 
that responsibilities are given to National 
Cooperative Organisations (NCOs) to provide 
education and training facilities to members of 
cooperative societies at the grass-root level.

02 There is a great need for developing a National 
Cooperative Training Council/Committee for Coopera
tive Training, within the framework of the NCO^
to develop suitable training and education 
strategies, programmes and their implementation. 
These committee should be quite professional in 
their character,

03 Special efforts should be made in  the field  of 
identification of manpower needs, training 
requirements, training personnel, training material 
and hardvj-are and the training of trainers/field 
educators.



Establjslyiient of I^ational and International
“Sentre of QLl'aining M^agement

04- The NCOS and the National Cooperative Training
Centres (NCTCs) should try to establish, in  their 
respective countries, a National Centre of Coopera
tive Training Management in order to provide 
systematic and appropriate education and training 
opportunities to cooperative training and education 
staff. Assistance and collaboration of the ICA 
could be sought in this field ,

05 The ICA, together with its Member-Organisations in 
the Region, should work towards the establishment 
of an International Centre for Cooperative Training 
Management with a view to providing training 
programmes for cooperative trainers and educators.

Audio-Visual Education and Audio-Visual Aids

06 The NCOS and NCTCs should lay more emphasis on 
introducing more of audio-visual techniques in  
their programmes, AV equipments and software 
should be pooled together and they should be made 
serviceable and all faculty members should be 
trained in  the use of such equipment, f e c i a l  
training programmes should be conducted by NGOs 
and NCTCs in this field  with the help and 
collaboration of the ICA ROEG.

07 In order to facilitate the work of cooperative 
trainers, Resource Gentres/Media Resource Centres/ 
Audio-Visual Resource'Centres should be developed 
at the NCTCs and NCOs, These centres should equip 
themselves with materials like slides, graphs, 
graphic material, photographs, sketches, films, 
tapes, etc. etc.

-17-

08 Assistance in  the development of such resource 
centres can be obtained from technical agencies 
like the national universities, teachers training 
colleges, and Radio and Television Stations and 
from the ICA ROEC.
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Library and Documentation Centres

09 Recognising the important role that is played by 
the Library in  the development of a trainer, the 
Workshop felt that the NCOs and the NCTCs should 
improve further the quality and services of their 
libraries and encourage these to provide more
and more of referencing and documentation services 
to the trainers and field  educators, In the 
development of such services, the assistance of 
the IGA ROEG can be enlisted.

Material Production Activities

10 Recognising the fact that a large amountof 
training and education material is already published 
by various agencies and organisations in various 
countries, and realising that there has not been 
any real coordination and collaboration in  the 
production of training 'and education material,
the Workshop Viras of the viev; that the production of 

. training material should be systematised and, if  
possible, centralised, in  order to bring in  quality, 
uniformity and a better coordination.. In  this 
context the Workshop recommended that JICOs and 
lirGTCs should try to establish Cooperative Training 
Material Production Units. In order to establish 
these centres or units, in itial feasibility 
studies and other preliminary support should be 
undertaken with the support of the ICA ROEC 
and other technical assistance agencies,

11 The main objective of such centres or units should 
be to generate adequate and quality training and 
education materials for training and education 
activities in  various countries. The main activities of 
such centres should be; adoption, adaptation, 
adjustment, translation of existing material 
produced by various national and international 
organisations, production of handbooks, handouts, 
lecture notes, and other material.produced by 
trainers within the country; production of audio
visual aids e .g . ,  posters, charts, slides, OHP 
transparenfies, slide-tape programmes, public 
relations material etc. In this context the
example of Cooperative Training Material Production 
Unit in Indonesia could be worth a study and 
adoption.
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12 In order to estabj.iah. such centres or units, the 
services of cooperative trainers v/iao had participated 
in  various Training Methodology Coux'ses of the 10k 
anfi this workshop could be usefully utilised .

1 5  5?h.e V/orkshop suggested that various deveiopnent
orgs:aiv3ations like the Cooperative Departrjent, 
Coopcrafive Unions and .ITCTGs could pool their 
existing resources into one Matcriil
Produ.ction Unit in order to .'-vrdd dupli''-aticn ci‘ 
effox‘'ts and W£istage of resources, Ihe unit could be 
adequately staffed \7ith profossionala ai.'d provi'lea 
rt.dequate lands for its oporationr,.

I'-i In order to I'aciiitf te jnd graide the \v’ork in the 
material produGtien i'ia'IcT™the''irork:3tit^ strongly 
r-eco.araonded that the ICA dlBtributeG widely the 
tv/o docunente among the ITCOs and HCTCa. These 
docuiaents ary: i) Mpjiual on Production of Ti'aining 
Packages -md i i )  Handbook for Production of OYaining 
P.Iaterial, which were endorsed by the 'Workshop,

1 5  'Tbe 'v'orkshop strongly supported the d&velop3.ent ?Jid 
use of trtdning packages approach in educational 
and training prograiames. The '.Vorkshop oppreciated 
the vrork done oy the ICA-CEfiJAS raid ILO-MATCOM in 
this fie ld .

16 The 7/orkshop, while appreciating the production of 
prototype training material by the ICA-CSilAS, 
strongly suggested that greater efforts should be made 
to provide intensive Clearing House Services to 
tr.ainers in  the Region. The ICA-GMA3 should provide 
them with more information on developments ±r  
training techniques and technology.

M i s c e 11 a:ie ou s

1? The w'orkahop suggcisted that a national register
or roster of experts and sj)ociplists in  cr -'perabive 
education and training sho'uld be im .tiated and 
prepared to undertaice various assignments.

13 The Wo rkshop e:q)re.ssod ita- appracar.te.d, and satis.f ac Lion 
on the ox'-ganisation and conduct of %his 7/orkshop and 
suggested that such troining opportunities should be 
offered to a greater number of trainers in the Region.
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19 The Workshop ejjpressed its gratitude and appreciation 
to the Workshop Director for professional conduct
of the Workshop, and to the Cooperative Union of the 
Philippines, for providing an efficient secretariat 
and other supporting facilities in the conduct of 
this Workshop,

20 The Workshop strongly suggested that the reports
of w'orkshop-I and Vorkshop-II should be distributed 
widely in the Region in order to generate a good 
and positive climate towards developing audio
visual and cooperative training material production 
programmes and activities.

■/oirkEhop o.C'd i C3 £?;.r'at;ituu,0 prci c:
'::r ’iio:?K£hGp D i r e c  l '? x ’ p r c  f e e  33.0:0:; 1
(jj: Lho v.;cI'k^r'Cy, i.rr;J tn.o O o o p e r  j Qr,.ion 01
Phii-^ppiuo;:. top p'ccvi-rk-p; a'!. fxi:'i3ri.t 
and otnej/''-■iipp;vrP'i"‘-.;'r 'Ln co.iPucrG o f
thio wOI'k'^.POp .

•rhe '.-iorksaop s or pip ■liupgasued tri-3p 'uhe rej.>cr' 

of .^'orkBhop-I -VOrksfiop-II &bouJ.d be distjriu'uted
widsdpr ir; i-pe Iv;{pf 0.r. in. ordc^r to penerate a p’ood
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P R O G R A M M E

Sunda.Y, June 3 1984

Arrival of Participants.
Stay at Bayview. Plaza Hotel.
Workshop venue at Bayview Plaza Hotel,

Monday, June 4 1984

0900 - 1200

1200 - 1400 

1400 - 1700

01 Registration and Inaugural

Inaugaration of the Workshop 
~ Ms Nelia Gonzales, Chief of the 

Bureau of CooperaT;ive Development 
Goverhment of the Republic of the 
Philippines

Lunch break

General Introductions ’
Working Methods 
Practical Arrangements

- Mr Daman Prgkash, Workshop Director
- Atty Manuel P Verzosa, Sec-Gen., CUP'
- Ms Nelia Hernandez of the CUP

(Tuesday« June 3 1984

0900 - 1000

1000 - 1200

1200
1400

•'1400

1700

1700 “ 1900

02 ?/orkshop Objectives and XntroduQfeions 
to 'forkshop Background Papers
- Mr Daman Prakash

03 Presentation■of* Country’ Paper/Singapore
- l!r T .H . Nga v

Lunch break

04 Cooperative Education and Training in  
the Philippines - Use of Training 
Methods and A.ids : Panel Discussion
- Atty Marra'e±“'‘5^THT‘Zosa''6f "CUP
- Ms Lennie Manzano of ACCI

Discussion on the above.
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y/e ones day, June 6 1984

0900 - 1050

1030  - 1200

1200 - 1400 

1400 - 1700

1700 - 1900

05 Presentation of Coimtry Paper/Malaysia
- Mr Mas Aziz
- Ms Hciyati Md Salleh

06 Audio-Visual Aids ; Classification, 
Availability, Their Production and 
Utilisation
- Mr Daman Prakash.

Lunch break

07 Use of Training Aids in Adult Education 
with special reference to cooperative 
education and training
- Mr Servando Garcia

08 Presentation of Country Paper/Thailand
- Ms Ampai Luangpirom
- Mr Surin Prechasart

Thursday, June 7 1984

0900 - 1200

1200 - 1400 

1400 - 1700

1700 - 1900

09 Photography and Reprographics - 
Multiplication and Development of 
Training Material (?/ith special 
emphasis on use of photographs)
- Mr Doame Galila

Lunch break

Practice Session (Handling of camera, 
all about the films, processing etc .)

10 Presentatioh of Country Paper/Indonesia
- Ir Ngatiyo Ngayoko

Friday. June 8 1984

0900 - 1100

1100  - 1250

1230  - 1400

11 Presentation of Goiintry Paper/Philippines
- Ms Estella Soriano 

, - Ms Victoria Abril
- Mr Gonzalo Salvatierra Jr
- Mr Predie Bartlome

12 Resou3?ce Centre, Library, Documentation 
Centre and Information Centre in the 
Service of Cooperative Trainers
- Ms Digna Mendoza

Lunch break
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1400 - 1500 13 Presentation of Country Paper/Korea
- Mr Huh. Sun

1500 - 1700  14 Cooperative Training Material Production
Unit at Puslatpenkop in  Indonesia
- A Case Study
- Ir Ngatiyo Ngayoko, and 
“ Mr Daman Prakash.

1700  “ 1830 Discussion on the above.

Safairday< June 9 1984-

0900 - 1200 1 5  Graphic Aids - Simple Visual Aids Avith
special reference to low-cost training 
material development
- Ms Eva Penamora

1200 - 1400 Lunch Break

1400 - 1700 Practice session on Session 09, and
sight-seeing trip to the city of Manila

Sunday. June 10 1984

Holiday

Monday. June 11 1984

0900 - 1200 16 Layout and Designing of Education and
Training Material for adult learners
- Ms L P Gutang

1200 - 1400 Lunch break

1400 - 1700 1 7  Layout and Designing - Production of
Simple Material
- Iiir Daman Prakash

Tuesday. June 12 1984

0900 - 1200 18 Development of Cooperative Training
and Education Materials. Approach,
Methods and Techniques. Special emphasis 
on ICA-CEMAS and ILO-MATCOM.
- Mr Daman Prakash
- Mr Alfredo Sanchez, Manager, Centro- 

Escolar University Consumer Cooperative

Afternoon PREE (Philippines National Day)

Wednesday.. June 13 1984 . •*

0900 - 1200 19 Script Writing. Techniques, of Simple
Writing for training material for adults
- Mr Rogelio de los Santos

1200 - 1400 Lunch break
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1400 ~ 1700 Visit to the Graphic Arts Division of
the National Production Centre, TV-17.

- Screen printing practical work
- Multivision demonstration

1730  - 1850 Braetical matters

- Group formations 
Information on study visits

Thursday^ June 14 1984-

0900 - 1800 Study Visits;

- Agricultural Credit &  Coops Institute
- International Rice Research Institute

Friday, June 15 1964

0900 - 1-800 St-udy Visits:

~ Kodak (Philippines) Inc 
~ Philippines Universities Audio-

Visual Centre (Par Eastern University)
- PC-IICP Cooperative Credit Inc

Sa'burday, June 16 1984

0900 - 1200 20 Presentation of the draft of the Manual
on Production of Training Packages based 
on Audiovisual Aids 
“ Daman Prakash

Group discussion on the above.

Afternoon FREE (Observed the General Meeting of
the Cooperative Union of the Philippines)

Sunday. June 17 1984

Holiday 

Monday. June 18 1984

0900 “ 1000 General review of study visits and
impressions/experiences gained.
~ General discussion

1000 “ 1200 21 Development and Application of Ti'c .̂inlng
Packages in  Cooperative EduoaLion and 
Training - A Concept
- Ms Hayati Md Sail eh 

(Participant-Resource Person)

1200 - 1400 Lunch Break

1400 ” 1500 22 Practical Assignments. Methodology of
working in groups to produce training 
packages,
- Itc Daman Prakash &. Ms Hayati Salleh
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1500 - 1700 23' Cooperative Union of the Philippines,
its corporate plan, strategies - national 
and international context.
- Gen Arcadio S Lozada, President of the 

Cooperative Union of the Philippines Inc

1700 - 1900 24 Assessment of Photographic Assignments
- I'lr Doane Galila Resource Person
- Gen Arcadio Lozada -Judge
- Mr Daman Prakash "Judge 
-̂ Ivlr Servando Garcia -Judge 
“^Ms Nelia Hernandez -Judge

Tuesday, June 19 1984

0900 ~ 1500 Visit to the Television Studios of the
Centro-Escolar University for practical 
work on:

” application of simple writing
- handling of video and TV equipment
~ production of TV programmes (2 progs)
“ general discussion

Guided by;
, - Mr Rogelio de los Santos 
-Mr Daman Prakash

1500  - 1400 Lunch break

1400 "■ 1800 Practical Assignments

Yife ones day; June 20 1984

0900 - 1700 Practical Assignments

Thursday, June 21 1984

0900 - 1200 Practical Assignments

1200 - 1400 Lunch break

l-̂KDO - 1700 2 5 , Comments and discussion on the draft of
the Plandbook on Development of Training 
Material

~ Group reporting

Priday, June 22 1984

0800 “■ 1100 26 S-ammary of National Papers, Group
work and reporting.
- Chairman; ¥ir T .H . Nga
~ Secretao?y; Ms Hayati Md Salleh

11^00 - 1200 End-"of~the Workshop Evaluation.
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1200 - 1400 Lunch break

1400 - 1500  27 Presentation of selectt^d training
packages produced during the practical 
assignments

1500  - 1700 28 - Presentation of Evaluation Report

- General introduction by Mr M .K.Puri

“ General introduction by I'.!r A Pinlac

170 0  - 1900 29 General assessment on the Workshop
and discussions,

Saturday. June 23 1984

0900 - 1200 $0 VIorkshop closing formalities.

- Chief Guest; Gen Arcadio S Lozada

- General reporting & Summai?y: Mr D Prakash
- Concluding Remarks; Gen Losada
- Distribution of Certificates
“ Distribution of Photo Contest Prizes

Afternoon J'REE

Sunday. June 24 1984

Departure of participants from Manila.
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P A R T I C I P A N T S

I ' to the Workshop

01 Ir A. Ngatiyo Rgayoko, Trainer 
FQSLATPEKKOP (National Cooperative Training 
and Development Centre)
Komplex Puslatpenkop
Jalan Gatot Subroto, Jakarta Selatan.
Indonesia

\

02 Ivtr Huh Sun, Matiager
Education Division
National Agriculture Cooperative Federation-NACF
7 5 , 1st S t ., Chungjong-Ro
Jung-ku

, SEOUL. Republic of Korea

0 3  Mr Mas Aziz Mas MohaOTnad
Assistant Director, Education/Publicity 
Department of Cooperative Development 

> Jaian Mahameru, KUALA LUR'IPUR
Malaysia

04- Ms Hayati Md Salleh, Lecturer
Cooperative College of Malaysia 
103 Jalan Templer
PETALING JAYA. Selangor Malaysia

05 Ms Victoria 0 Abril, Lecturer
Junior Auditor
Philippines Pederation of Credit Cooperatives Inc 
12th floor, C .I .T .
Santol St.Mesa., MANILA 
Philippines

06 - Ms Estella M. Soriano
Chairman, U .P . Visayas Cooperative Cred±t Tlnion, Inc 
University of the Philippines/Visayas 
ILOILO CITY. Philippines

07 .Mr Predisindo M. Bartlome, Chairman
Education and Training
National Capital Region Union of Cooperatives Inc 
San Juan I/Iunicipal Building 
San Juan, METRO MANILA 
Philippines
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08 Mr Gonzalo A Salvatierra, Jr 
Training Officer
Visayas Cooperative Training Centre VITCO 
2nd floor, GtiadalTipe Coop Building 
170  M.Velez S t ., CEBU CITY 
Hiilippines

09 Ms Ampai L-aangpirom, Chief
Periodicals and Publishing Section 
Cooperative League of Thailand
4 Pichai Road, Dusit, BANGKOK 
Q}hailand

10 Edr Surin Prechasart, Artist
Cooperative League of Thailand
4 Pichai Road, Dusit 
BANGKOK. Thailand

11 m  T ,H . Nga
Assistant Manager, Development & Training 
NTUC INCOME
Trade Union House Annexe 
Shenton Way, SINGAPOPuE-0106 
Reprublic of Singapore

I I .  Observer-Participants to the Workshop

12 lllr Marlito P Luzano, Accounts Clerk 
PC/INP Cooperative, Credit Union, Inc 
Gamp Crame, QUEZON CITY 
Philippines

1 3  Itc ?/ilfredo M Pascua, Manager 
PC/Il'iP Cooperative Credit Union, Inc 
Camp Crame, QUEZON CITY 
Philippines

T7T. Resource Persons to the Workshop

14 Gen Arcadio S Lozada, President 
Cooperative Union of the Philippines ino 
Room 400-G Delta Building
West Avenue, Q.UEZON CITY. Philippines
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15 Atty Manuel 1. Verzosa 
Secretary-General
Cooperative Union of the Philippines Inc,

16 Ms Lennie Manzano, Lecturer
Agricultural Credit and Cooperative Institute AGCI 
University of the Philippines '
Collegd, LOS BANOS Laguna

17 Ms Digna Mendoza, Executive Director
Philippines University Audio Visual Centre 
Far Eastern University, MAMLA

18 Ms Lourdes P Gutang, Vice-President
Academic Affairs

. Far Eastern University, MANILA

19 Ms Eva Penamora, Chief
Graphic Arts Division 
National Media Production Centre 
Bohol Avenue, QUEZON CITY

20 Mtj Doane' Galila
Consultant 
United LahoraiiDories 
Makati, ICETRO MAKLLA

21 Mr Servando Garcia, Officer-in-Charge
National Capital Region Union of Cooperatives Inc 
METRO MANn.A ■ /

22 IVIr Rogelio de los Santos
Presidential Assistant 
Ministryof Public Information 
QUEZON CITY

IV  Workshop Director

23 Mr Daman Prakash
Education Officer-AVA 
International Cooperative Alliance 
Regional Office for South-East Asia 
43 Friends Colony
New Delhi 110065. India
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V • Secretariate to the Workshop

2̂4- Ms Helia A Hernandez
Programme and Operation Officer 
Cooperative Union of the Philippines Inc

25 Ms Carmen M dela Rosa
Cooperative Union of the Philippines Inc

26 I'lr Satarnino dela Crus
Cooperative Union of the Philippines Inc
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B A C K G R 0 TJ H D M A T E R I  A L

distributed at the Workshop

01 Audio-Visual Aids and Their Application in 
Training and Education - Daman Prakash

02 Manual on Prodtxction of Training Packages based 
on Audio-Visual Aids (draft manuscript)

03 Using Illustrations in Producing Cooperative 
Education and Training Material “ Special emphasis 
on Visualisation - Daman Px-akash

•04- Need for Audio-Visual Technology, in Teaching. 
Synopsis, Compiled by Daman Prakash

05  ■ Development of Cooperative Training Material
Methods and Techniques. A Handbook, (draft 

manuscript)., Developed by Daman Prakash

06 Simplifyirjg' the Process of Teaching and Learning 
Among the Adults - Teaching Methods and iiids.
~ Daman Prakash

07  The Demo3.istration Teaching Method.

08 Training Management - R ,B . Rajaguru

09 Monitoring and Evaluations -■ Marimuthu & Ramaiah

10 CET'JAS for the Improvement of Cooperative Education
and Training at Local Level - Aii Introduction.
- Daman Prakash

11 Cooperative Societies are Like Human Beings -
An Example of an Extension Material from Indonesia
- Daman Pr ale ash

12 Low Cost Training Matei'ial and Training Aids
- Daiaan Praltash ' ' ^

13  Communicating the Information - A Strategy for 
the Development of Cooperatives at the Local 
Level - Daman. Prakash

14 Communication and the Cooperative Teacher - A 
Ha,ndbook - Daman Prakash

1 5  Application of Communication' Media in Cooperative 
Member Education/Extension - Daman Prakash

16 Organising Your Educational Media Programme 
“ Par Eastern University, Manila.
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A C TIV IT IE S

Mrs. Nelia Gonzales, Chief, Bureau o f  
Cooperative Development o f  the Republic 
o f  the Philippines delivering her 
Inaugural Address.

A description o f the cooperative 
education and training activities in the 

Philippines being given by 
Ms. Lennie Manzano o f  the 

ACCI-UPILB.

Production o f  artwork for a 
Training Package by Fredie Bartlome.



A group o f Workshop participants 
discussing their work assignment.

Participants busy in their 
practical assignments

(Right) M s Ampai from Thailand 
and Victoria Abril from the 
Philippines.
(Below) Mr. Ngatiyo Ngayoko 

from Indonesia.
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(Left) Mr. G A. Salvatierra, Jr., (Philippines) at work. (Right) Brig. Gen Arcadia S  Lozaaa, President o f the Cooperative 
Union o f  the Philippines Inc., assessing the quality o f photographs taken by the participants.

A group o f  participants observing 
the screen printing process 
demonstration held at the 
National Media Production 
Centre.



Participants seen handling the 
television equipment at the 

T V  Studios o f  the Centro Escolar 
University.

A group photograph o f the workshop 
participants.
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A M  filially, b-er̂  we are *» all of: «s*

Oa^ioatJurls b t fredis Bar blomo

75 0/ C/04.
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BACKGROTJITD PJLPER

BP-01

AUDIO-YISUAL AIDS MD 
THEIE APPLICATION IN 
TRAINING Arm 
EDUGA'KON

Daman Prakasa 
Education Officer-AVA 
International Cooperative Alliance 45 i'riends Colony 
New Delhi 110065. India

Internationa], Cooperative Alliance 
Cooperative Union of the Biilippinas 
(joint sub-regional 
WORKSHOP ON TECHNIQUES OF AUDIO
VISUAL INSTRUCTION M D  DEVELOP»TT 
OF TRAINING- MTERIAL 
Manila. June 4—23 1984



AUBIO-VISUiil. AIDS AID TilBIit AFH ÎOAIIIOH
II fSlIHINCJ AHB SDUOATIOI _____ _

Danen preJraŝ it Mucation Officer-AVA

Introc!uction

1 In any teaching-Iearning situation the role of audio-visual aids 
cannot bo ovorcmphasised. This assumss greater importance when Ke talk 
about the cooperative education and training activities. In the education 
of members of cooperative organisations an instructor/trainer Taces various 
situations. A majority of members of primary .cooperative societies in 
many of the developing countries are unfortunately illiterate,, yet they 
form e legal socio-economic organisation called the ’Cooperative Society*. 
By virtue of their being the members of this organisation they have to 
perform certain duties and take care of certain legal formalities. Unless 
they are aware of the importance of their rights and duties, cooperative 
organisations cannot be true democracies. This makes the task of the 
cooperative instructor/field educator/estonsion worker still more 
difficult and delicat©.

2 Bosidos adopting the lecture method or face-to-face conmamicatlon 
techniques, an educator has to rely on certain other cosnmunication channels. 
Audio-visual aids and training methods, therefore, come handy and they 
should be applied in con»nunicating idsa;j more and Bsore,

3 Tha use of communication media and material is also used quite a 
nxcit deal in the training of employees of cooperative societies. The 
/acuity members of national and other couperative training institutions 
have good knowledge of subjset-matter, but they often lack competence in 
training methodology. Such teachers and field educators need training in 
communication methods and materials.

V/hat are Audio-Visual Aids?

4 Audio-visual aids or visual sensory aids help our senses of 
haaring and seeing to esmble us to iearn effectively. Through these aids the 
procog.s of learning gaitis speed. They help in the process of commursication.
A simple classification can be;

VISUAL AIDS e.g., ProjectorSj Slides, I’ilmstrips, Mctures, Posters, 
Graphs, Display boards etc.;

AUDIO AIDS e.g., Radio, Record Players, Tapes, Microphone etc.; 

AUDIO-VISUAL AIDS e.g., Motion films, Television etc.

ACTIVITY AIDS e.g., Demonstrations, Dramatisation, Puppets, Wayang etc. 

Audio-visual aids are necessary atiJ useful because these aids;

•" make communication easier and more realistic;

•* accelerate and vitalise the process of communication;

- stimulate interest and motivate persons for further communication}

- compel (rather hold) attention;



- cover more subject-mattor in a shorter time;

- thus save time in communication system;

- enrich cowutiication;

- can reach many people one and all at the same tiffio;

- can be used at all levels;

- overcomq barriers in communication such es distance, timê  
size, shape, very slow and fast motions, hidden things;

- motivate persons to follow up activities and action.

Properties of Audio-Visual Aids

6 Generally speaking, audio-visual aids and materials have 
the following five principal properties:

1 The ability to iielp promote perception;

2 The ability to help promote understanding;

3 The ability to iieip pi’omote transfer of training;

4 The ability to provide reinfc*.'cement or knowledge of
results; and

5 The ability to help retention.

7 Everyone agrees that teaching methods, if associated with audio-
vifual aids, could bring very encouraging results, (see Pigure I). Schools
and colleges have improved their results. Rssearchers have made use of
audio-visual aids v/ith advantage. These are the points which have been 
made l̂y researchers about the audio-visual aids:

- They supply a concrete basis Tor conceptional thinking and 
hence rcduce meaningless words responses of students;

- They have a high degree of interest for students;

- They supply the necessary basis for developmental learning
and hence make learning more permanent;

- They offer a reality of experience which stimulates self- 
activity on the part of the students;

- They develop a continuity of thought;

- Those aids contribute a growth of meaning and hence to 
vacabulary development;

- They provide experiences not easily secured by other 
materials and contribute to efficiency, depth and variety of 
learning; and

- These aids help to retain more for a longer time.

Appl Ication of Audio-V l siial Aids

8 Audio-visual aids aie the ones which the teacher often (?) uses to 
make the cummunication effective. These are the vehicles of coimnunicatlon 
and the 'noa-tradit iuiia! ' teachers have been making use of these aids
in order to help their st'adonts. Trainiiig aids, wliich are audio-visual 
aids, can be broadly grouped into two: projected aids and non-projected 
aids, SoHis teachers use more of slide projectors, films, overhead projector 
trangparonci 3S, while tho other mr.kc use of graphic matsrial e.Bo lints

-z-



POSSIBLR APPLICATION OF TRAINING AIDS WITH TRAINING METHODS

.3- PlGURE-t

LECTURH
METVIOD

/a  READING MATERIAL

4 %
'x

/

CHALKBOARD/WHITE BOARD 

/ .Jd PLANNHLGRAPH/PLASTIGRAPH 
^ '

t/5
PM
<

^  CHARTS, POSTERS, GRAPHICS 

OVERHEAD PROJBCTOR/OHTs 

-- ^  SLIDES

----a MOTION PICTORES/PILMS 

TAPES, RECORDERS

s, N
'a  RADIO BROADCASTS 

TELEVISION

ROLE
PUYING

READING MATERIAL

/

\ '
's

to
aM

N

CFSALKBOARD/WHITH BOARD 

FLANNELGRAPH

CHARTS, POSTERS, GRAPHICS

-■-'-•43 OVERHEAD PROJECTOR/OHTs 

.O MOTION PtCTURES/PILMS

N
xC3 lAPf-S, RECORDERS

COilRESPONDENCE COURSE

---*£.--------

READING TRAINING AIDS
■V.

RADIO
MATERIAL " - 'T  7  "X /  1 \

/ \
SLIDES / \ TAPES, RECORDS

/
i

TELEVISION



-4-

outllnos, drawings, illustrations, graphs, charts, comics, photographs, 
maps iind so on. Some make use of the commercially produced ajxi 
standardised aids while some make thoir omx aids and they make them 
on the sput, Some lines and Illustrations are drawn on the flip chart 
and that doss the job well.

9 It has also been noticed by many teachers that making use of
audio-visual aids together with various methods of training and teaching,
enhances the learning process and the intensity of learning gradually
increases. (See Figurc-lJ). Lecture method, if combined with discussion 
methods and proper audio-visual aids, can bring bettar esxperience to the 
learner, and that is the prucise aim and purpose of using audio-visual aids.

10 We will discuss here some of the rdmple audio-visual aids which 
can be effectively and usefully applied in training and education acti* 
vities.

Chn1kboard/White Board; U. is also called ’blackboard*. It has been in 
use frnm time Immemorial and no leachej’ can think o£ holding ft class 
wit'ibut there being a vhalkboard in his classroom. It permits creative and 
simultuneous 11lustra*iun of ideas by the speaker. Very valuabis for 
listing, simple drawings, emphaaising a point and stressing. It is 
highly flexibis. Blak ur grov or light green background is consmonly used 
with white or colour chalks. It can bc; permanently fixed on to th<? wall 
or on a stand so that it can be transportf3d easily, A folding or rolling 
chalkboard is also uvou and v̂ valiable.

k̂>tion Pictures: It is audio+v Isunl , wliich means it conveys a very
ive meaning and the communication is durable, The teacher employs 

it in connection with some complicated point. Provides a lot of experience 
and invol venient . It providei; a wide range o£ knowledge and experience. 
Condensed and selected. Makes possible visualisation of realities wltich 
art- otherwise out of reach. It conveys movement, lays stres.̂  on verbal 
communication ns vfol) as on cures and gestures. Available in 8mnv, 16mm,
3Snun and 70imn, siJent/sound, black 8 white/colour. Also avallabla in a 
va-iety of languages. It is,, however, very difficult to locate relevant 
riims. It is difficult to alter, as the entire soquenco is woven 
around one specific tiieme.

Slides, iMlm-Strips: Weil-planned themes could be woven around a set of 
properly exposed slides or picture frames, tiach slide can be interpretated 
differsntly. Teacher can involve himself more in coiiirnunication. Pemits 
personal interpretal io/j and expnnsion of visual experience'. Visual images 
can be enlarged greatly and !sc1d iisdifinitely. Images can be brought 
back for clarification and discussion. Slides can be removed from the 
set and replaced, if needed. New slides can be added. Slides can be also 
linked with a pre-recorded coriimcntary with the help of tape-s>aichronisation 
process.

Charts and Graphs: Various typos of charts and jjraphs can be made by the 
teacht'f nimsclf, ’i'iu.;se are, used to show growth, trends, comparison and 
stfi t i St ii;s. A combination v;it!! visuals i;.*lso possible,. Some of them 
are bar grap!is, circular gr.'ipljs, pictorial grapiis, etc. These are parti
cularly valuable in communicating statistical information.

Maps, Globes: These are used to iocatc locations, charting out infomation, 
movement's and geojjnjphicnl relationships.
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PhotoRrnphs: These provide permanent: visual, records af situations. Very 
n7T?e to realities und car? be* used over and over again. Black § white and 
coiuur reproductions. Can he enlarged or reduced. Always interesting and 
help In retention of knowledge and interest. Teacher cun produce than by 
himself and also can obtain from the market and from the already printed 
materiaJ , Combination of photographs v/ith charts and graphs can be 
effectively achieved with soms experience and imagination, Very valuable 
in teaching and learning situations. Useful for publicity work and 
effective for public relations activities.

E?thibit5 , Bulletin Boards, Dioramas: Exhibits provide a lot of infoimatiOTi 
to the students and the teacher can use them with a very great advantage.
Ho can involve the students to collect, arrange and label exhibits and 
corelate them with thei topic being discussed. Provide concrete examples of 
wide range of objects. Permits organisation in tenn.‘i of functional 
operations, developmental sequence, categories etc. Objects and display 
material can be oxaJinlned closely.

?\ippets: Perinit creative ]>ortrayal of situations. Very effective to handle 
a general t-pic either in the classroom or outside the classroom. Most 
effective in rural settings and among the school children. The teacher 
can construct these and involve the participants iti their construction, 
i!e can inform the people the methods and construction and their 
application.

11 Some other aids are: Radio and television, video recordings, 
gramophone records, tape recordings etc.

12 It is extremely necessary that the teacher and the extension worker
or the field educator gets himself tlioroughly acquainted with these teaching 
aids and makes use of thorn. These aids are for use and constant use. These 
aids are not complete by tlicmsclves, they have to be manipulated iiy the 
teaclior to achieve his objective - better conmiunication.

Conclusion

13 Auuio-vlsual aids are the vehicles of coiniisunicut ien. Tlicy caiutot
replcice the teacher. They help the teacher to handle his subject-matter 
mare eifectively. They cannot be used in Isolation. They have to be well- 
knit with the training methods. Audio-visuai aids Include projected as 
well as non~projected aids. Projected aids tend to bccomo expensive as 
wei1 as complicated and need qualified staff to operate and use them. The 
non-proJ(icted aids arc the graphics and very littlo trainiiig is needed 
to make them and to apj?ly them. They are siiiijile, chcap and effective.

11 Cooperative trainers, wliother in the field or in the classroom, should
make use of audio-visual aids in combination with relevant trainiiig methods 
in order to be effective communicators.
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CHAPIER-I

GOMMUMIGATION PROCESS MD THE 
ROLE OF AUDIO-VISUAL AIDS

Introduction

Teaching involves comnunication between the teacher and the learner, 

Comniunication is the process of passing on a message - be it knowledge, 

information or skills from the teacher to the learner. It involves the process 

of transfering, receiving and understanding the message and its adaptation by 

the learner. All teaching is a matter of communication, two way comminication, 

in which the leamer benefits from the teacher^s specific knowledge and skills. 

In cooperative training situation viiich involves adults in the learning process, 

learning may be defined as a process which brings changes in the attitude and 

behaviour (personality) of the learners as a result of the input of knowledge 

and experience. However, effective learning which could bring in attitude and 

behavioural changes are dependent on effective communication between the teacher 

and the leamer. Effective communication thus is an important element in a 

teaching/learning situation.

From teacher's angle effective communication depends on the following 

three main factors:

i, the teacher has something to teach 

ii, the teacher has the skills and methods

iii, the teacher has -Uae methods to pass on his knowledge (message).

The purpose of teaching, therefore, covild be identified as "to help the 

student to understand and not merely to instruct", vAidi means that teaching 

to be effective must have proper comnunication.



Elements of comnunication process

It is -ttie general view of the experts that message does not contain 

any meaning but the meaning is attributed to the message by the receiver 

according to his understanding and perception. The point could be further 

clarified if one looks at the basic components in comnunication process in the 

teaching system.

These are; (a) the sender of the message (teacher), (b) the message,

(c) the receiver of the message (the learner).

T ; Teacher 
M : Message 
L ; Learner

The teacher (T) vAio has sonie message sends it to leamcr (L). The 

message of the teacher is generally in the coded form such as in the form of 

words, sigQs, symbols, etc* The learner (L) receives the; message and tries 

to understand and adapt it. Jftich depends on how his understanding and 

adaptation of the message is in confonaity with the knowledge and understanding 

of the teacher. If the learner reacts to the teacher about the message, and 

if the teacher finds that the reaction shows proper understanding of his 

message, he could assume that communication is effective. For this, it is 

essential that the message be (i) complete, (ii) corrcct, (iii) clear, and 

(iv) concise. The reaction of the learner conmmicatad to the teacher is ca31.ed 

the "feed back” in comnunication which helps in correcting the 'break down  ̂

points in communication. Thus modem communication cycle in teaching 

visualises the two-way process of comiranication as illustrated below;



Role of Audio-Visual Aids

It has been mentioned earlier that one of the pre-conditions of 

effective teaching is -foat the teacher has the knowledge of the techniques; 

tools and appropriate skills in various mettiods of commnication. It is in 

this context that various tediniques of teaching and training have been 

developed to make the teaching and coimnunication xrore effective. Experience 

has shown that appropriate use of audio-visual aids as couminication tools in 

modem teaching techniques are the most effective techniques ina Bodem 

teaching, A picture or a symbol is worth a thousand words. It is in the 

light of the above that a training package should have a number of audio-visual 

aids which could suppLement the written matter. The assumption is that a 

given lesson plan of a teacher based on well-designed audio-visual aids would 

enhance the learning process and save the time of both the learner and the 

teacher. Visual aids help iiae student to perceive various problems more 

easily by stimulating their interest, removing mnotony and involving them 

mentally.

«3-
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GHAPTER-II

CONGEPI OF A TRAINING PACKAGE

Meaning of Training package

The growing realisation of ttie need of making the timning effective has 

given birth to a new approach in training coDnnonly known as the 'Technique of 

Training Package' largely based on audio-visual aids/visual aids. The 

dictionary meaning of 'package'  ̂ refers to "the act, manner or privilege of 

packing ; a case or other receptable for packing goods, in a pack form” .

In its crude sense the word training package also refers to "a systematic 

collection and arrangement of training and educational material on a particular 

subject and its sub-sections supported throu^. audio-visual aids/visual aids 

and placing them in a packet" • Thus it could be defined as "a packet of 

instructional device containing training/educational materials divided into 

cohesive modules (as per break down of the subject area in the lesson plan) 

capable of transfering knowledge and skills ttirough the use of appropriate 

audio-visual aids, exercises and evaluation devices". (Module; a small measure 

or quantity:(archit) a measure, often the semi-diameter of a coluim, for 

regulating^roportions of other parts; a model, image).

The concept of Training Package is based on the development of Modular 

Approach in lesson planning for the purpose of imparting training.

Via at is Modular Approach

The modular approach in lesson planning aiios at firstly, identification 

of main subject area, secondly breaking of the subject area into specific 

topics (called unit module) and thirdly dividing the module (unit module) into 

sub-EDdules (called elements).
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The training mateiials prepared under the nodular approach, each unit 

BDdule or elements though consist of Independent material they, in fact, remain 

inter-related, Eadi unit covild either be used independently or can be put 

together to meet the total requiremait of a given subject matter area of 

training.

Stages of Training Package

It will appear from figure-I that the modular approach which is adopted 

in the preparation of the training package has got four primary stages before 

the actu£il work of training padcage based on audio-visual aids are undertaken.

The first stage refers to identification of the training area or the 

subject area to meet the requirements of trainees. The second stage refers to 

breaking of iiie subject area into specific topics viiich may fall under ttie 

subject area. The figure-I shows that there are 5 copics in a given subject 

area.

The third stage requires identification of the specific topic for the 

preparation of training materials. For example one may identify unit module 3 

(subject topic) as the specific area of training (figure-I)<, After the thii^ 

stage in which the unit module is identified the next task is to break this 

unit-module (subject topic) into learning lement. This moans that each topic 

should further be sub-divided into learning elements according to the training 

needs in the specified area. In figure-I the unit module 4. is selected as the 

area of training which is again sub-divided into 3 learning elements which will 

necessitate detail subject-matter analysis of the unit module-3 ,

To some extent trainers have been adopting the modular approach in the 

preparation of the lesson plans even before the development of the concept of 

Training package as a madem training technique. However, the effort in this 

direction have been of casual nature rather than based on scientifically 

evolved modular system.

The concept of training package has added new dimensions to the modular 

approach in the sense that it is a step forward to strengthen toe modular 

approach by facilitating the training through the inclusion of audio-visual 

aids. This is illustrated in figure-II,
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It is apparent from figare-II that after the details of the leaming 

elements are worked out the actual woifc of preparing a training material starts* 

According to the approach idiidi is being followed for each leaming element 

there should be a production- Plan and actual production of training materials 

including such materials which are based on audio-visual aids* This assumes 

that the verbal or written training material has to be reinforced by the 

appropriate audio--visual aids. Thus, eadi leaming element in a given unit 

module (subject topic) will have written/verbal training material reinforced 

by audio-visual aids. These matoriols are, though independent, but inter

related, When these independent leaming materials are put together they form 

a training pack on a given nodule (unit module), when materials and other 

modules are also prepared following the same systematic approach and all tiiese 

mdules are arranged and put together in a sequence as per the course design^ 

the total material so prepared and packed is the 'Training Packoge^

A concrete example is given in Figure-Ill to further illustrate the

p in t .

It is apparent from Figure-Ill that within the subj ect area of Farm 

Extension, there could be 5 unit modules dealing with vailous aspects of 

Farm Extension, Unit Module 3 which deals with the topic of Ifodem Methods cf 

Rice Cultivation has farther been sub-divided into 5 leaming elements dealing 

with specific details of vailous aspects of the topic or the modules.

The final stage of preparing the Training package based on audio-visual 

aids start with the production of audio-visual material for eadi of the leaming 

elements. This means that for each of the 5 leaming elements the teaching 

materials are to be reinforced with audio-visual aids, j\ll these materials are 

kept separately in a packet and finally all these packets are placed in one 

pack. This becomes the'Training package on Modem Methods of Rice Cultivation',

Following the similar process on each of the 5 topics of Farm Extension 

(nodules) a Training Package could be developed.

These training packages on eadx unit module could then be used either 

independently to cover a specific topic in Farm Extension or could be used as 

on© Training Package on Farm Extension covering all the identified areas of 

Training,



J F IQ U R E -III
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CHAprai>-iii

PLANNING A TRAINING PACKAGE

Choice of Subject

Preparation of a Training Package requires a lot of planning and 

efforts on the part of teacher as compared to the use of other teaching 

techniques.

Once a teacher has decided to teadi some of the subjects in a given 

syllabus of a particular course through a training package, his next task is 

to identify the suitability of a given technique to deal with the subject to 

make the learning effective. Some topics may better be covered through case 

method, some throTOgh role plays, some would necessitate working out of 

practical exercise and some topics may be more effective throu^ the lecture 

method* Yet a few topics may be mch more effectively comirunicated through 

the technique of Training Package, Of various techniques opened for choice 

to the teadier, the teacher should select sudi tectiniquc vriaich evinces the 

best promise. Since the technique of Training package gives high weightage 

to the use of audio-visual/visual aids it becomes all the more important for 

the teacher to be very carefUl in selecting the subject of training to be 

taught through the technique of Training package. I f  care is not taken in 

this regard he may land himself in difficulties in translating the subject 

matter into visuals which could have been conveyed to the students more 

conveniently and at minimm cost through some other technique, Therofere, 

in planning to prepare a training package appropriate choice of the subject 

or identification of the -problem to be discussed is the first task before 

the teacher.
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Target pjpulation

A particular subject aroa could be raatter of training for different 

levels of leamers. However, the treatirmt of the subjoct vrill differ 

according to the level of the leamor. This is also tme in respect of the 

EXJdia to be selected to deal with a subject* In the preparation of the 

training package the teacher mst clear];y identify his target population,

What are the characteristics of the students who would be served by it, their 

job, ago group, qualification experiences and other relevant factors. This 

is necessary because the training package to be effective should laoet the 

level of intcHigence of the participants. For oxanple, the spociiaen of 

training package on shop layout given at the end of the Manual is Beant for 

niddle level managers in a dopartnontal store who arc graduates, in the ago 

group 25 to 35 years and have had an experience of working in a retail storo 

for at least 3 years. If  this training package is to bo used for senior 

level execaatives and nanagers of the store, it would have to undergo consider

able nndifications. Hence, it is pertinent to ensure tiiat the training package 

is prepared keeping in view the level of the participants.

Defining kin and TeroLnal Ob.iectives

The training objoctives could broadly bo classified under two heads

i .e . Main Ain and the Terrinal Objoctivo,

Main Ain of any training prograncie is stated in a broader context 

with reference to the broader laanagenent needs of the organisation. For 

example, if a teacher wants to prepart' a training packago on shop layout, a 

subject area which falls under the broad subject head of Retail MtJiagemit the 

nain objective could bo stated as "Increasing Sales" and the training in floor 

nanagenent will lead to bettor sales. Within this broad ain •yie toroinal 

ob.ioctive could be identified in the context of the skills that is expected to 

be achieved by the participants in order to increase sales. In other words it 

refers to the specific task which the participant will be able to perfom on 

the cori^etion of the training. Thus the termnal objoctivo of tho trairiiag 

package on shop layout could be identified as follows;
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On tho completion of the training tho participants vdll be able to do 

tho following;

i) rianage tho floor area on scientific lines so that tha sale 

will increase,

ii) ncjiago the floor area in such a way that castoraers could feel 
that shopping is a pleasure, and

iii) Danago the floor area into self service are-a and coxmter sale 

in such a way that best use of tho space is mde by placing 

proper coianDdity at proper place, etc.

The distinction therefore, between tho min ain and terminal objective 

is that while the fonaer refers to achieve broad laanagemcnt objective the 

latter aims at giving specific skills end Icnowledge in order to achieve the 

gain aiu.

In the preparation of the training package a voiy careful exercise is 

required to identify terolnal objective. It is nainly on the basis of tiie 

terminal objectives that the whole lesson plan is to be d^jveloped on 'Modular^ 

concept#

Given here is another example in respect of Main Ain and TemLnal 

Objectives, (se e  ijonoxe A ) .

An exanple of the projoct fornat is givtjn as Annexe-B*

A cai*eful look at the Project Fonx.t will reveal that it requires a Ic^ 

of inagination and conplete advencc planning which could serve as a guide to 

the teacher in preparing the training pc^ckagc,

Colloction of Materials

Collection of materials is an important stop for the preparation of an 

effective training package. Once the teirinal objectives are identified, the 

teacher must attempt to collect the relevaiit mterr'.als which could help in 

chieving both the Aims tind tho Terminal Objectives of tho training package*

There is no cut and dried formula to offer to the producers of trainirg 

package for the best or most suitable v:ay of collecting materials. Much 

depends on the rosources available, the objectives or uses to be made of the 

training package and the information needs of tho producer, A variety of 

strategics are being cmplDyod to secure inforrjation by the teachers. These
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MAIN AIM AND TERiaNAL OBJECTIVES
Annexe

Subject of Training

Main Aims

Terminal Objective;

Tine E actor

Project Fornat

Course in Training Methodology 
and Techniques

To improve the quality of training. 
To give participants command on 
effective training. To enable the 
teachers to develop and produce 
their ovm training materials.

At the conclusion of the programme 
the participants v/ill be able to :

a. understand and use modern 
teaching techniques such as 
case study, role play, 
training package etc.

b . use the various audio-visual 
equipment to maiie the training 
effective.

c. produce and use their own 
training package to make the 
training effective.

Time factor is very important in 
the preparation of training pack
age . The duration of the progrgimme 
has its bearing on either enlarging 
the area of terminal objective or 
reducing it . Therefore, before the 
task of preparing the training 
package is undertaken the teacher 
should take into consideration the 
time available for dealing v/ith the 
subject or topics or a given 
lesson within a topic . The terminal 
objectives then have to bo adjusted 
so as it could bo covered v/ithin the 
stipulated time as provided in 
the syllabus.

In order to have better planning in  
the preparation of the training 
pack the teacher could adopt the 
project format approach. A project 
format is nothing but a v^ritten 
statement of plan of action.
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TRAINING PACKAGE - PROJECT FORIiAT

1 Name of the Project

2 Media

3 Language

4 Producers of Trg Pack

5 Target Group

6 Age Group

7 ^ibility

8 Other relevant factors

9 Main /iin £>f the Pack

10 Terninal Oboectivos

11 Attached docuinonts

1

2

5

Annexe B

Coordinator

a.

b . .

c .

d.

a. Script of the Lesson

b . Tcachcr's notes

c. Student's notes

12 Reasons for choicc 
of nodia

e .

Date" Coordinator
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nethods nay take tho form of observation, ease study roferencos fron libraries,: 

personal interviews with tho subjact mtter spocialists, otc,

VJhatovor nethod or technique the teacher nay ei5)loy for collection of 

infonnation, he mst consciously apply so no tools of systenatizing and 

recording of the data,. He nay use soalL cards or note books on which to write 

key words with photographs, naps, scales etc, as suppleoentaiy natorials,. He 

my also utilize a note log with a set of sub headings dealing with different 

itens of the subject,. Whether or not the original notes are recorded under 

sub headings, they mst bo ro~analysod and placed under tho appr priate 

categories,. Such categorisation will facilitate tho shifting fuid sequencing 

of mtorials for script writing.
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CHACTEa -  IV

CHOICE OF MEDIA im  VlSUiJJSATION

Tho Dost cilticQl stago in the production of a tr.nning packogo is the 

choico of nedia and visualisation, Tho teachor has a wcc-ltii of iiiformtions 

and natorials available with hin but he faces problons in putting theso ideas 

and knowledge across to his audience. As has boc-n pointed out earlier, the 

technique of Trcdning Package helps the tcachor in con^aanicating his knowledge 

ED re effectively with the help of suitable audio-visual aids. However, the 

mjor problen in respect of the use of the audio-visual i'ids is the r i^ t  

choice of ncdia to nako tho coamnication offoctivo. Should he coixunicate 

his ideas through tho flannel graph or via the ix.gnetic board or through the 

use of slides? I f  the use of oveihead transparencies could be core effective 

than all other aids? It is in this contcxt that the teacher has to analyse 

carefully the various factors whiah should bo token into considoration in 

making a choice of the corxunication inediu,

Choico of Media

The question of selecting u proper nodia coî es at a stage when the 

teacher has prepared all tho naterial for the different oleojnts of a given 

topic. In the choice of ncdia he should ti.'ke the following aspects into 

consideration;

i) Capacity and Capability of tho Teacher; The capacity of the teaciier 

in producing audio-visual materials and skills in haadling audio-visual 

©quipncnts. Thu teacher mst look to his own capability in converting the 

rjatorials into visuals, Gan he draw sinplc figures hiiself? If  not, could j  

ho get his ideas converted into visuals through the help of an artist? Can ho 

handle audio-visual equipnonts? Ho mst bo in a position to distinguish tho 

cffectivenOSS of the one oquipr.'icnt nedia over the other.
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ii) Reccptivlty (luvol of undorstg-nding) of the audienco; The choico of 

Eodia is again greatly affected by the level of undoretanding of the taigot 

ppolation.

iii) Sub.ioct mttur; The subject ixittar of tyr.daing itself affects the 

choico of media to a lai^u oxbciit. If  it contains rx>ro figures, forns, 

schodulos than probably the choico of ovoihoad projector could be appropriate, 

SinLlarly, if the subject natter deals with tlio principles of display in 

retailing, the best choice could be the use of slides with the help of slide 

pro j octo r.

Apart from those there are i:iany naterial end pro.ctical factors which 

should be taken into consideration before the dioico of niodia is mde, Sone 

of those prorinent factors ’are identified below:

i) Facilities available to the teacher to produce audio-visual mterials 

such as, graphic roon, oquipnent, photographic equipccnts, projection facilities, 

recording facilities, etc.

ii) Availability of finance and institutional support for production of 

□aterial including the supprt in torns of porsonnt;^, transportation, etc*

iii) Environment in which the teacher is ultirBtely going to use the 

mterial. Is he going to use the mterial in class roon situfction or in open 

air? If  the mteriol is to bo used outside the c1l.ss roon as we find in case 

of Eioiaber education the choice of roediu will get confined to few itens,

iv) Availability of production inatorial, A teacher laist select only- 

such nedia for the use of which the mterial is avaalablw. For example, a 

teacher nay decide to use coloured slides with the help of slide projector, 

but co3x)urod slide films or the required processing facilities nay not be 

available in the covintiy, or if avcdlable, these ix.y bo very expensive,

v) The physical facilities available in the class roon. Is the room 

sufficiently convenient to use the aid that the teacher has in rind? Can the 

roon bo easily darkened? Is ventilation good? Is the ulectric supply 

available, etc,?

vi) Avoiding the rultiplicity of nedia for treating a particular subject. 

Apart fron creating operational problon for the teacher, it nay reduce the 

effectiveness of the techniques. Experiences have shown that a teacher at most 

should use not norc than two madias during a session.
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Consultation with the audio-visual oxpcrts

A tcacher v̂ ao dccidcs to use tlie techniquo of trsdning package based on 

audio-visual aids nay not necGSsarily bo ox\ oxpcrt in the uso of audio-visual 

aids. In such a situation onco tl:ie naterial or idaas to be visualised are 

ready, he should consult an audio-visual export. The expert ccxi solve nany 

of the problens that a teacher facos in giving concrete shape to his visual 

ideas. In order to take the best out of hin^ the following steps nay bo taken:

i) The teacher should consult the audio-visual export with his full 

script and hold a fairly frank and serious discussion, Tho best way is to 

leave the script with hin and give hin sonc tinti to go through the naterial and 

tlien agree on a specific tine and duration for holding consultations with hin^ 

In order to got the optirun benefit fron the expertise available with tho 

export it is essential that the teaciaer shoiild give his own vicjw points vdth 

regard to the nanner in whidi the teacher wants to present the subject in the 

visual fom  the teachers shoxild ensure that tho expert has, clearly got tho 

point. This will help tho audio-visual expert in exactly converting the ideas 

of the teacher into vi,sucls,

ii) Onco tlie visualisation part of the mteriol is ready the teacher 

should take necessaiy steps to synchronise the visual nciterials with the 

written script.

iii) iU’tor the first attenpt is acconplished, tho teacher nay request the 

audio-visual expert and his tean to review tiie naterial cud tho teacher could 

undertake the coorections wherever necessary.

Preparation of S<jquence Sheets

What is a sequence sheet? It is a sheet of paper containing three 

principal parts (a) subject heading including the page nunber, (b) one half 

part on the loft side contains blank squares for visualisation, and (c) the 

light half part contains hoiizontal linos neant for written script of tho 

subject natter, /in example of the sequence sheet is given as /j:inexo-G..

As has been pointed out in C2iapte3>-II a training pack deals wi-Ui one 

subject, and the subject is divided into various rodules (or elenents) and eacii 

nodule into various leaming oLenents„ Each learning elenent'.: is connected with 

the other learning elenents and tho subject is handled progressively in stages.
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EXilMPLE OF A SEQUENCE SHEET

.InnexG C

SuboGct; Channels of Marketing

Presentation
Discussion

10 nts 
5 nts

Pago No . 7 

Unit No. Il l

Sr.No , Suggested Visuals

SLIDE

showing the shop 
of a private 
trader

Verbal/Narration

The tcachor has to give ‘the 
private trader's 
characteristics as f ollov/s :

1 buys at lowest price

2 farmer has to carry the 
goods/produce to hin and 
v/asto his tino and nonoy

5 private trader does not 
pay cash price at onco

4 He only buys best 
quality goods

POSTER

exchanging 
expensive farm 
produce v/ith 
cheap consuaer 
conriodity 
e .g . plastic 
bucket

Secondly, the barter 
syston should bo explained.

Points to be stressed;

1 Lov/ price for farn 
produce

2 Wastage of tine and 
noney for transport

8 SLIDE

showing a 
govornnent 
collection 
centre

Thirdly, the extension worker 
explains the functioning 
of the governncnt narkoting 
department and gives its 
defects:

1 Corruption and indifforenco

2 Purchases frou niddlenen

5 Farriers have to cariy
their produco to collection 
centre

4 Lovj and fixed price for 
farn produce
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It is tile troatEient of tho subjcct step by stop aad the SEQUENCE iSHEET is the 

basic instiunent in breaking down the subject logically and offoctively,

Tho box (or the scquonce) contains the rough visual whidi is syncronisod 

with tho narration and the script dealing with tho subject. The written 

narration is the job of the teadier hiosolf. He can visualise -his narration 

in a voiy rough nannor in tho squares provided. Those squares are used in 

order to present the visual in prop3r sequonco.

Visualisation

In visualisation tho following factors nay bo considered:

i) The visualisation depcsnds upon the script and the subject under 

discussion. The teachcr shoxild, therefore, first prepare a rought schone 

of visualisation,

ii) iilways prefer sinple figures to cinplicated and detailed figures,

iii) Tho pictorial figures and foms of syribols planned to be used 

should bo of national characteristic,

iv) The words and nuiaorical figures are to be of broad and bold typo 

so that they aro seen froa a distance.

v) Initially very rou^ drawings are to be prepared by tho teacher 

hiriself (preferably in pencil). These aro to bo suggestive in 

character,

Tho final visualisation should bo attempted after having consultations 

with the expert who nay suggast nadifications, This is particularly necessaiy 

in such cases whore the teacher does not have the background in the use of 

audio-visual nedia.

Visual Illustration of Cooperative ConceTjfcs

Visual aids, in one form or another, are increasingly being used in 

cooperative education at the grass root level.



The spoken word remains the noin canler of the messogo from 'the 

educator^ to the receivers of it, althou^ silent nessoge carriers such as 

psters and leaflets seem to bo used noro and icoro.

Visualisation is added as a means to clari:^, to mako it easier to 

understand the actual point in what is being said (or what is being writtcai 

in, say, a leaflet), to make it easier to roDoEibor, to make education sessions 

more interesting and attractive. It is a help in the leaming process - 

seeing  ̂ the eye, is added to hearing, the oar, as on instrument.

The media differ - blackboard, flipcharts, flannoboards, slides, oveihoad 

projection, posters, illustrated handouts, etc,, - but it is always a matter of 

finding really effective ways of visualisation of basic cooperative concepts 

and also of basic economic concepts.

There are handbooks available on the use of various media, and also 

on tho techniques of transferring ideas to the media; - how to draw in a 

simple way, lettering, how to prepare flannoboard material, how to prepare 

oveihead transparencies, etc.

However, there seems to bo a very limited supply of suggestions how 

to illustrate these basic concepits and ideas, althou^ that aspect may very 

well bo tho most difficult one, both in terms of the field educators' time 

spent on trying to think of uscfUl visualisations and in terms of tho real 

effectiveness of tho illustrations he may produce. It is also possible that 

tho lack of ideas, of suggestions, discourages many educators from the use 

of visual aids altogether.

-2 X -
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GHAPTgj-V

FIEUD TESTING AND VAI3DATI0N

Objectives of Field Testing

Field testing is an important instrument for the teacher to judge the 

realibility and suitability of a given teaching material prepared by him. This 

is also true in the case of the field testing of Training Package, The 

objectives of field testing could broadly be classified as follows:

i ,  to test the validity of the material id.th reference to objectives,

i i ,  to examino the offectiveness of tiae material in the sequencial 

order and in terms of the contents concerned,

i i i ,  to examine the effectiveness of various types of audio-visual 
aids used in the communication process, and

iv, to in^jrove the teachers performance in the l i ^ t  of the feedback 
received.

Field tests provide an opportunity to make suitable in^jrovement (and 

adaptation of the material) from the point of view of effective teaching,

Todiniques of Field Testing

There are various techniques which could bo adopted for field testing* 

However, the selection of a given technique for field testing will depend on 

the type of teaching material whidi is required to bo tested.

The field testing techniques could broadly bo classified into two types,

A, Classroom testing

B, Close door testing

The basic considerations for fi-jld testing relate to the target group 

and target situation.

Before wo actually discuss the fero techniques, we could briefly discuss 

the points i .e , the target ppulation for testing and the tai;get situation for 

testing*
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FITLD TESTING, KVf'LUATION AND 

v a l i d a t i o n  o f  t r a i n i n g  p a c k a g e ;

TECHNIQUES OF FIELD TESTING

CLASSROOM t e s t i n g  

( f io lU  testin g )

- tooi conclitiona -

« Necsooory f Q c i l i t ie a  

^  Nucocstiry oquipriont; and

*  Adflquoto titits

usiWG p a r t i c i p a t i v e : techniuue (i)

"  lim itsd  objective  

*• s p a c if ic  dlacUBBlon  

f sotivei loarnors* p artic ipation  

<■ obtain ing  socuratB t^uctiorss

tDEWTiry AREAS OF TEST (2)

t0 sting oubJoc;t“matter 

i  tODting noript  

*« tOBting eBqu'3naB rallou;otj
4. tsoting offeotivfanass oP AVA

*  tooting iiaUioda ueod

(3)TEsfiNG  or n m h i  a ids

o u itab il ity  and rslsuanoa

* ttioibility

* le g ib i l it y

f boioncing of mafchuds & AVA

4 uoo of hardutaro

l^SCQRDXNG UF TEST RESULTS (4 )

USB of tost inatruiranta

- chocking of rBaetione  

"t oucimarioatlon of roauita  

points for producsrs

UpE OF EVALUATION (TE9T) FORKS (b)

«  simpla and brlof  

~ odoquaay of contanto

- rsooptivity  of knowlodgo 

'<• gonoral auggostionB

CLUaiD DOOR TtSTlNU  

(siaiHctLv/0 tBstiny)

SELtUTlVF. GROUP APPROftCH

* SubJ8 ct-mett,0 r spHciHiiata

* Managairwnt personnwl

* Productinn tipacisuisca

RsBuitB are iiifede 
a\/aiiabia toi

- [irrjducB r«

~ pruduction staff

i nu arporatU m  of 

ejpBcialitjis)' comment;? 

itito ths material  

and rawiaion of 

Rudio-wiaual Bide ate

Rf:-TL5TINC BEFORE 

f i n a l  PRUDUCTION (6 )
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The selection of the target ppuletion should be in acoordanco with tho 

learning objectives. For oxaa^xLe, if one wants to test tho teadiing/training 

packaga on shop layout, the taigot audience for field testing should be drawn 

from annng those people who are actually connected with the question of ^ o p  

floor managommt. There is no p int  in testing such mateiial airong salesmen/ 

sales supervisors or anong the managers of banking or credit oiganisations. tho 

taiget audience mst belong to the specified sector for whom the material is 

intended to be used subsequentlyi

SiM-larly, in the field testing which aims at verifying certain facts 

tho tost should bo conducted in real lifo situation,

A. Glassioom testing techniquo

The essence of this tedinique is to expose the training package before 

a selected tai^get population in a class room situation at least two to three 

times. The main requironionts for the use of suda a tedinique is*

i ,  necessaiy physical facilities,

i i ,  necessary equipment End materials used in -fee package,

i i i ,  adequate time.

Methods

i .  Use of participative Technique: It is oftm found that the caidio- 

visual technique becomes a one way traffic, if it is not used intelligently by 

the teadier, as a result of which nDst of tho effectiveness of the audio-visual 

technique is lost. In a test situation it is absoliitoLy necossaiy to involve 

the target population in the learning situation but at the same time avoiding 

unnecessary discussions leading to vmstage of time,

i i .  Identify areas of tests; Before the field test is conducted by the 

teacher it is essential that he should broadly identify the areas whidi he 

wants to test. Ho should make a note of such identified arejas and try to 

focus tho discussion on these areas. This does not mean -toat tiie areas whidi 

the teacher has not identified shoxxld not be open for receiving comments*

The tost areas may cover tho following aspects in a training package;- (a) 

testing of subject matter - its coverage, contents and concepts used, (b) 

testing of tho script, (c) testing of the sequenco order as followed in the 

package to deal with the topic, (d) testing of the effectiveness of the visuals 

used, and (e) testing of tho effectiveness of media used.



•'25-

ii i . Testing of Visucg Aids; While using the visual aids under test 

situation the following aspects bo token into considoration; (a) the suitability 

of the visuals used in rolation to the syiabols and subjoct E^ ,̂tter, (b) visibility 

of the visuals used, (c) utility of the visuals used and scope for replacing 

ona visual mothod by the other, and (d) operational probleios in the use of 

visuals, Tho teacher should identify the difficulties that he m y face in 

the handling of the visuals,

iv. Recording of Test Results; It has often been observed that evoa mider 

the parbicipativG techniqao of training the only mothod of finding out tho 

test results used by tho teacher is the «evcQuation fornP which covers tho 

subject loatter very widely. In this process tho teacher m i^t laiss mny vital 

points brought out during discussions,

Tho system of test notes by the teacher could fom  an important 

infornative nateilal to improve tho product, Sorse. teachers are found using 

the blackboards to note down the various points emerging during tho discussions. 

But these are erased by tho teacher himself with the continuation of the 

discussion. For this purpose the teacher could profitably use the flip chart 

with the help of a maxicer noting down tho main pints of discussion and tho 

broader areas of consensus which tho teacher could refer subsequently,

V, Use of EvaJuation Form; At the end of the course tho teadaer should 

issue a questionnaire to tho taiigot mdicnce in order to obtain their reaction 

broadly on tho following aspects; (a) Adequacy of contents covered in the 

package, (b) Receptivity regarding the knowledge in^rted, (c) Presentation 

of subject natter, (d) Use of visuals in terms of timo/clarity of understanding, 

etc,, and (c) General suggestions.

After the evaluation forms are received by the teacher he should cockle 

the data and analyse them. The test notes in the form of the flip chart sheets 

should also be examinod and analysed by him after viiich he could prepare a 

coE^jrchensive note making use of both 'test notes  ̂ £ind evaluation report.

The observations as received by tlae teaciter should be analysed by him 

objectively and necessary modification carried out in the package at appropriate 

places. These suggestions could also bo discussed with experts before mDdi- 

fication wherever considered appropriate, A spocimun of evaluation form on 

Shop Layout and Display is attached as Annoxe-D, at the end of this chapter 

vdiich sould be taken as suggestive. Each tcacher ncy crvolvc his own evaluation 

form according to his needs of trGining*
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Rd-Tcsting

In order to ensure qualitiative production it nay be necossaiy to 

expse the revised training package for re-testing before the appropiiate 

tai^et audience to exacine the effectiveness of the naterial. The whole 

process discussed earlier could be followed for re-testing,

B, Close door Testing

Close door testing • .refers to a test situation whe3*ein the training 

package is shown to a selected group of audience. The select group may belong 

to three categories of personnel ioe, tlie subject natter specialists and 

nanageEont personnel in the field and the audio-visual expert. The basic 

difference between the class roon testing and close door testing is that in 

the foiroer case the Eaterial is used as a teaching material where as in the 

second case the material is used as dexQonstration naterial. In the second 

EOthod the laaterial is thrown open for discussion whenever the experts want 

to conment and discuss. The teacher makes simltaneous noting of the comments. 

It is not necessaiy to have further evaluation after the demonstration and 

discussions are overo

The teadier should incorporate the points emerging from the discussion 

during the process of modification of the package.

The next step involved in the close door testing is to again expose 

the material before the selected expert and to see the effect of the changes 

loade. After this the material could be ready for use. However, it would be 

more appropriate if a combination of the two methods is made to derive further 

benefit from such an exercisoo Time penaitting it may be appropriate for the 

teacher first to conduct close door testing, carry out the suggestions and 

then test the same in the class room situation. After this the teacher may 

take necessaiy steps to give final shape to the package.

Modification and Finalieation of the Tinning package

Planning Modification;

Identify and classify areas of modification into;

io modification of the script,

i i ,  modification of the contents and concepts,

i i i ,  modification of the sequences.



iv. modification of the visuals, and

V, modification in iiie use of media,

Tiiae and Cost factor in nodification

Ifodification of the training package not only involves considerable time 

lait it may also involve considerable aiooxxnt of noney. The first three areas 

under the head planning madification of the training package are exclusively 

related with teacher^s efforts and normal secretarial assistance available to 

him. These could be carried out by the teacher by phasing his busy tine 

schedule. The main objective in such modification should be to make the 

subject matter xrore effective by its logical presentation.

As for the cost factor in mjdification is concemed it is :suggested 

that the teadaer before carrying out modifications involving costs (particularly 

in relation to Sr, No, iv & v under the head Planning Modification) should 

appreciate the physical and financial constraints under which he is functioning. 

This is extremely essential if he is planning to irodify the media used for 

visuals. Such changes may involve a lot of cost. It is always advisable to 

consult audio-visual experts before a modification is atteii ĵted in the visual.

Draft Modified Package

A draft modified package containing all the dxanges both in the text cf 

the package as well as the visuals be discussed vdi±i the experts. The visuals 

to be modified may be only illustrative in nature providing scope for further 

refinement. After consultation with the experts the modifications may be 

given final shape in the package.
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SPEGIMiNT OF EVMAJATION FOBM ON TRm iHQ  
PACKAGE ON SHOP UI0I3T & DISPLAY

(please give your frank end free opinion. Do not leave 
any . colujin blank)

Name of the Respondent

Designation

Organisation

A Content:

i) Have you undei'stood the various conceprts and
princiiJ.es to be followed regarding the shop layout?

les/ISo 

Remaifcs;

ii) Can you now study the layout of a store and give 
and give suggestions for improveiagQt?

iii) vJhat is your overall reaction to the subject 
matter covered in the lesson on Shop Layout?

B Teaching Techniques

i) Do you consider the media/s used as effective?

ii) DO you consider that the use of visual aids 
reinforced your understanding of the concepts 

Involved wito the subject?______________________

Yes/ISo

Remaifes;
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iii) Have you any suggestions to offer in respect of the 

use of medias to make learning m re effective?

les/^o 

Re marie s

iv) Do you think the same purpose could be 

achieved without audio-visual aids?

les/No

Remarks

v) Do you consider this a method of saving time 
in the class or more consuming?_______________

les/^o

Remarks

vi) Do you feel that you were involved in the learning process? 

Yes/iJO 

Remaiics

0 General Remarks & Suggestions
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CHAPTER-VI

HOW TO USE A TRAINING PACKAGE

The training package contains a number of mDdules (or unit packs) and 

a complete text of the riianuscript of the training package, project fonoat and 

evaluation sheet. It  would be wortiiwhile at this stage to observe the steps 

that should be followed in its usage by the teacher in a given teaching 

situation. This would inake the task of the teac±ier mdi easier - specially 

in a situation\here tiie teacher using the training package is not the p3x>ducer 

of the training package,

guidelines for the Use of Trainiqg Package

For the convenience of the teacher the guidelines for the use of 

training package is divided into the following categories:

a) Preparation before coining to the class roomj

b) Class loon arrangements including equipments required for 
the use of training package;

c) Precautions while teachingj

d) Handouts; and

e) Use of feedback information,

(a) Preparations before coning to class

i .  The teacher should be thorou^ with the subject matter for 

which the training package is prepared.

i i .  The teacher nust go through the script very carefully and do 

further reading on the subject matter, if necessary,

i i i .  The teadaer should prepare his own notes (apart from the script 

that is available) to facilitate him to use the training package 

effectively.
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iv. I f  the teacher is using the slides during presentation of the 

training package, he should see that they are placed in the slide 

tray in sequential order in advance. It is also advisable to 

preview them before using them in the class room. Similarly, if  

the teacher is using oveiiiead transparencies, he mist arrtaage his 

transparencies in the sequential order giving them serial nuinbers,

V, The teacher should likewise dieck, before, hand, whether the other

relevant teaching materials are arranged in accordance with the scilpbo

(b) Glass room arrangement

i .  It has been pinted out at many places that the training package 

makes intensive use of the audio-visual aids and media. It is, 

therefore, essential liat the teacher should see that the audio

visual equipm^ts whida are to be used during the use of training 

package are not only available but are available in working 

condition. The placement of -tiae equipments should also be : 

examined by the teacher.

i i .  If  the teacher is using the training package in a teaching 

situation for the first time, it is advisable for him to 

rehearse it before hand.

ii i . The teacher should ensure the proper sitting arrangement and 

liftin g  arrangement to make the use of audio-visual aids more 

effective,

(c) Precautions while teaching through training package

i .  The first precaution that the teacher should take is in respect 

of meeting the needs of slow and fast learner. Since the 

tedinique of training package heavily depends on -Uie use of audio

visual aids the teadier while handling the audio-visual aids mst 

look to the needs of slow learner also. It  is, therefore, 

advisable that the teadier should not handle the aids fast,

i i .  The teacher should speak less and allow the visuals to speak,

i i i .  The teadier should use participative teadiing technique. In no 

way the teacher should be a one way comraunicator when the lesson 

is in progress. He should give -Uie opprtunity to the participants
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to raise questions and clarify any matter that arise during the 

delibration of the lesson» In a situation where the students 8re 

silent observers the teacher should arouse their interest by 

asking questions and involving them in the subject matter,

iv. Be a good listner. The participants raising any issue be given 

sufficient opportunity to clear their Bind.

V, During the progress of the lesson, the teacher should summaiise 

the issues covered from time to time and invite comments. There 

should be final summarisation of the learning objectives at the 

end of -tixe lesson,

vi. The teacher should not be hasty in completing the lesson and 

provide opportunity to the participants to take dovm notes 

wherever they feel necessaiy,

vii, VJhen the teacher has to use one or more visual aids sinultaneously

he should ensure that they are arranged in such a way as to avoid

any over lapping,

viii. The training package and its various componcaits are meant for 

teaching not for demonstrating or ejdiibiting,

(d) Handouts

After the presentation of the training package if the teacher 

packs up all his material and leaves the class without leaving any notes or

handouts for the students, he is not likely to achieve fully his teaching

objectives. It is, therefore, necessary that a teacher should prepare in 

advance a short synopsis of his lesson in the form of a handout and distribute 

the same after the lesson is overo This will enable the participants to 

refresh their memories on the subject«

(f) Feed-back information

In the interest of improving the training package the teacher 

should obtain specific feed back information on the package* This ho should 

in addition to the feed back that a teacher may receive during the progress of 

the session, A specimen copy of the feed back information that may be required 

to improve the effectiveness of the training package is enclosed at the end of 

Ghapter-V,
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GHAFTER-VII

SUIMAY OF STEPS TO FOLLOW IN THE 
CONSTRUCTION OF A TR/JNING PACKAGE

By making use of a training package in education and training programnies

the teacher is going to make his own task as well as the task of the learners

easy. Given below are the summaiy of steps to be followed in the preparation

of a Training package:

1 , Select the subject - it can be a bioad subject, not necessarily a 

precise one,

2 , Identify the target population for whidi you are going to design the 

training package. All training packs cannot be effectively applied 

to all typos of people,

3 , Set the Mi’iIN AIM of tiae training package. This has to be defined as 

concisely as possible. There should not be too many of ideas and 

themes in the MAIN AIM,

4., Define the OBJECTIVES that you wish to achieve after the application of

the training package. These shotild be the teimnal objectives. Make 

use of the project format,

5, Be aware of the availability of material,

6, Select the right type of media and take into consideration its 

availability. The media should be related to the general level of 

understanding of the target population. Do not make it too sojhisticated,

7 , Collect suitable information from various sources. It would be necessary 

for you to make trips to fanasrs, their fields, moetiags with experts, 

consulting of standard documents end obtaining of information fiom well- 

established resource centres.



8* Plan or organise the instructional material. Make use of a lesson plan

and prepare your teaching notes. The instructional material shoiild be 

in a sequence,

9 , Produce the rough visuals on tiie Sequence Sheet,

10. Synchronise the audio part with visual images (if slide-cum-tape 

synchronisation is to be used).

11, Prepare teachers notes and students notes.

12, Prepare evaluation sheets and keep enough copies ready,

13 . Pre-test the training package v;ith lindted audience,

14 . Incorporate changes and standardise the training pack for use.
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What arc Audio-Uisual Aids?

1, Audio-visual aids or visual sensory aids help our senses of
shearing and seeing to enable ua to learn effeotively. Through

these aids the proooss of learning gains speed. They help in the 
process of oommunication, A simple classification can be t

VISUAL AIDS e , g , , projeotora, slides, filmstrips, pictures,
posters, graphs, display boards etc*

AUDIO AIDS e .g . ,  radio, record players, tapes, microphones, etc*

AUDIO-VISUAL AIDS e ,g , , motion pictures, TV eto,

ACni/ITY AIDS e .g . ,  demonstration, draaatisaticn, puppets,etc,

2, Audio-visual aids are necessary and useful because 
these aids i

*• make communication easier and more realistic ,

accelerate and vitalise the process of oommunication,

stimulate interest and motivate persons for further 

communication,

- compel (rather hold) attention,

cover more subjeot-matter in a shorter time,

•* thus save time in communication system,

- enrich communication,

- can reach many people one and all at the same time,

- oan be used at all levels,

overcome barriers in oommuni cation such as distance, 
time, size , shape, very slou) and fast motions, 
hidden things etc.



3, Generally speaking, audio-visual aids and materials have

the folloming five principal properties t

1 , The ability to help promote perception

2, The ability to help promote understanding

3 , The ability to help promote transfer of training

4, The ability to provide roinf or cement of kncwledga
of results, and

5 , The ability to help retention.

4, Everyone agrees that teaching methods, i f  associated
with audio-visual aids, could bring very encouraging results* 
Schools and colleges have improved their results, Researohess 
have made use of audio'^visual aids vuith advantages. These 
are the points ujhich have boon mado by researchers about 
audio-visual aids %

They supply a eoncxrete basis for oonoeptienal 
thinking and hence reduce meaningless words 
responses of students,

- They have a high degree of interest for students,

They supply tho necessary basis for developmental 
learning and hence make learning more pern^nent,

They offer a reality of experience ujhioh stimulates 
self~aotivity on the part of the students,

- They develop a continuity of thought,

- ThosQ aids contribute a gro'-uth of meaning and 
hence to vacabulary development,

They provide oxporienoos not easily secured by 
other materials and contribute to efficiency, 
depth and variety of learning, and

These aids help to retain more for a longer time, 

Applioation of Audio-Visual Aids

5, Audio-visual aids are the ones uihioh the teacher often (?) 
uses to make the communication effective. Those are the 
vehioles of oommunlcation and the "non-t»aditional” teaohers 

have been making use of these aids in order to help their 
students. Training aids , mhich are audio-visual aids , oan
bo broadly grouped into tm o : Projected aids and non-proje cted 
aids. Some teachers use more of slide projectors, films, 
overhead projector transparencies, UJhile the other make use of

Properties af Audio-Visual Aids



graphic material o ^ . , charts, oomics, photographs, maps and so 
on. Soma mako use of tha oommeroially produced and standardisod 

aids, ujhile somo make their cwn aids and they make them on the 

spot,

6 , It  has also been noticed by many toachers that making uso 
of audio visual aids together ujith the various methods of 
training and teaching, anhances the learning prooess and the 
intensity of learning gradually increases. Lecture method,
i f  combined with diaoussion methods and proper audio-visual 
aids oan bring better experionce to the learner, and that it  
the precise aim and purpose of using audio-visual aids,

Audio-Visual Aids and Training Material

7, Audio-visual aids oannot replace the training material. 
Training material includes : books, pamphlets, guides, training 
paokages, magazines, handouts, locture notes, etc. While using 
the training material, spocial care should be taken that the 
material is interesting* What do you mean by "interesting" - 
text, contents, layout, printing, paper, colour, properly 
structured matter, headings and sub-headings, illustrations, 
pictures, photographs, maps otc, etc,

8, A long sontence cannot make the desired impact on the 
listener. It  should bo brief and crisp. Better still i f  
the long paragraph is replaced by a simple but meaningful 
picture - Remember, ONE PICTURE IS WORTH A THOUSAND WORDS, 
Pictures and illustrations, accompanying the text, make 
things easier, understanding better,

9, Uisual presentations and illustrations enhance the 
value of the written text,

10, Illustrations, figures, charts, graphs, etc, are used 

to illustrate the training material in order to mako it  
interesting, attractive, understandable and acceptable, 
l/isuals in ujhatevor form they are used, enhance the
effoctiveness of written text. Visuals further supplemen^t 
the meaning and context of the uJritten material,

11, Some of the following points are worth consideration 
before attempting to illustrate a training matorial ?

Communioation Channels

means of expression of ideas, feelings and actions 

faoilitation of understanding, oomprehonsion 
Support to the written text
proverb : one picture is oqual to 1000 words 
visuals usod in propaganda and publicity work.



rigiiTQs

abstract figuros - dotaila froo

illustratiUQ

oartoons
- oomics

photographs (colour or blaok and whito)

Contonts of figures

facQS, expressions, postures
dress - for men, uJomon and children
ornaments and/or other do corations
background, foroground, backdrop
odours
size

Context of figures

area, locQticn, country 
oulturo, life  style

- religion
infrastructure s mode of transport, olootricity, eto.

Adaptation* reaourco book, resource oentre

individual efforts
- collective efforts

Education and training material

- author* 8 imagination
field tria ls , validations, pro-testa

- participants oommonts and reactions

final adaptation
•• evaluation, continuous feodback/obser'rations,

12. Any individual or an organisation involving in the 
production of training material for adult learners, it  
beooraes necessary that there should be some technical 
support e .g . ,  artist, visualiser, processing facilitias , 
reproduction arrangements etc.

Visual Illustration of Cooperative Concepts

13, Visual aids, in ono form or another, aro increasingly 
being usod in cooperative education at the grass root.lovol. 
The spoken mord remains themain carrier of the message from 
•the educator* to the receivers of i t ,  although silent message 
carriers such as posters and leaflets seam to be used more 
and more.



14, Visualisation is added as a means to clarify, to make it  
easier to understand the actual point in what is boing said (or 
uihat is .boing vuritten in , say, a lea flet), to mako it  oasiar to 
romomber, to mako oduoation sossions moro intarosting and 
attractivo. It is a help in tho learning process « eaoingi the 
eyo, is addod to hoaring« tho oar, as an instrumont,

15, The media differ - blaokboard, flipcharts, flannoboards, 

slides, overhead projootion, posters, illustrated handouts, etc*} w 
but it  is alu/ays a matter of finding really offoctivo luays of 
visualisation of basic cooperative oonoepts and also of basic 

economic concepts,

16, Thoro are handbooks available on the uso of various 
madia, and also on the techniques of transferring idoas to the 
media t - houi to draui in a simple ujay, lettering, houJ to 
prepare flannoboard material, houi to prepare overhead 
transparenoios, etc,

17, Hcwevor, there soems to bo a very limited supply of 
suggestions houJ to illustrato those basic ooncopts and ideas, 

although that aspect may very uiell be the most difficult ono, 
both in terms of the field educators’ time spent on trying to 
think of useful visualisations and in terms of the real 
offeotiveness of the illustrations he may produce. It  is also 
possible that tho laok of idoas, of suggestions, diSQourages 
many eduoators from the use of visual aids altogether.

Type of Illustrations

18, The suggostod ways of illustrating basic concepts 
should j-

bo realistic and concrete, basod on oomparisons with 
B omething uihioh exists or frequently happens, rather 
than on abstract ideas,

- be based on ideas which relatively easily can be adapted
in different countries to something whioh the local 
people recognise and can identify with, (in othor words t 
spocifioally local examples in which ‘ tho point* 
is  not transferablo should not be includod;,

avoid tho assumption that the target group is familiar 
With other ’ modorn* ooncepts with which comparisons 
oould be made,

recogniSQ that the target mainly consists of illiterate  
persons, which moans that te>̂ t should bo included just 
an additional reinforcement for those who can road, and 
must not bo an essential part of the illustration, (For 
the same reason the use of abstract diagrams ia not 
suitable, A field eduoator who is in tho situation that 
his aqdionce understand diagrams, w ill probably anyhau 
know how to draw them).



should not necessarily require advancad artistic and/or 

teohnical skill for application to media,

not necessarily be pictorial in the sense that they 
should be drawings. Suggestions for the use of three- 

dimensional models or any suoh ways of illustrating  
basic oonoepts mould be meloome.

Con elusion

19, In the field of development oommunioation a number of
possibilities exist. Several agenoies and institutions are 

involved in the production of training/eduoation materials 
for adult learners. Those examples can be easily used,

2D. Training methods i f  properly integrated mith training
aids and properly prepared training material can bring very 
encouraging results. Some of the good examples of training 
material vuithin the oooperative training and education field 
are from IL0"MATCOM and ICA-CEMAS,



(Any other suggostiona lUiH ba most lUGloomof The follouJing 

is indicative only),

1, C ooperationy CooperatiVQS, as such

1.1  What is ’ oooperation* 7

The idea of joining efforts and reaouroos in order 
to achieve together, ujhat oannot easily be 
achieved on one's cwn»

The idea of "Unity is strength".

The fact that many small resources oan booome 
important, i f  pooled together,

1.2  What is a ' oocperative society’ 7

(The general concept of cooperation, implemented in 
a specific way),

« People joining together in order to meot somo
specific need ujhich they have in oommon, (Soiling  
uJhat they produce, buying some roquiromonts),

- Characteristics of a cooperative eooioty, Houi 
does it diffor from a private onterpriso?

Who ou/ns a cooperative society? (illustrating  
the concepts of usors ~ owners - members),

1.3 Why form or join a cooperative?

The idea of adding to one’ s o'JJn strength by
sharing the combined strength of the group,

- The idea of controlling one’ s o'-un situation bettor
through participation in a coop - not just leaving 
to others (such as merchants) to control it ,

~ The idea of mutual iiolp. Helping oneself through
helping others at the same time,

*• The idea of sharing the profit of trada, instoad
of Somebody else making a profit from you (The
’ middle**man motive’ ).

The idea of ’ social effects*, such as eduoation,
bringing oneself into a better understanding in 
a mar Id where that matters more and more.

SOME SUGGESTED CONCEPTS FOR ’ VISUALISATION*



2, Basic Cooperativa Principles

2»1 Open mBmbQrahip ~ mho can booome a member?

The idaa of open momborahip. That anybody luho 
intends to make use of the coop and vuho vuants 
to join should bo allouJGd to do so, (No 
discrimination on any grounds),

2.2 Who decidos in a coop?

The idoa and mochanism of domooratic oontrol.

The role of mombers, oommittoe and ’ managomont*,

2.3 Equal rights and equal treatment

That all mombors have the same rights and 
obligations, (One man - one v/otej.

That all members should be treated equally (No 
special favours given to certain mombors).

3, 5 truoture

3 .1  Committee and •management*,

- Need of having a oommittee and a • day-«to«day’
manager,

3 .2  R elations

The importance of good relations members oommittee 
management,

3 .3  Cooperativo movement

Various types of oooperatives (illustrated in 
one picture),

- A ooop society is not alone. There are many others 
forming a movement, a family, (in the oountry, 
internationally),

- Cooperation with other oooperatives (uiorking 
together uiith people elae8Jhere)through secondary 
oooperatives, "Unions", National federations.



4 , Basic GsnQral Eoonomic Concopts

4.1 Inpome and cxpcinditurG (oarning, sponding)

The idea that an individual (and a coop) cannot 
in principle spend more than uJhat ho (it )  has 
rccoivod,

4 .2  Savings and Loans

The idoa that savings aro croatod when spending is  
loss than earning. That savings can be used for 
spending at somo lator time, luhon the nood of 
spending is greater than tho earning.

Tho idoa of savings = eeourity.

The idea that savings can mako somo bigger 
spending (invostmont) possifalo.

The idea of loans to enable necessary and useful
spending n_ow, but that loans must bo repaid at a
later time.

The concept of ’ intarost*,

4 .3  Basic business eoonomios

The mechanics and oconomica of buying and soiling,
( buying from members and soiling onwards. Buying 
from suppliers and selling ^  members). The 
various cost factors which causu the difference 
betuieen buying price and soiling price,

(Simple illustrations/explanations to facilitato  
the understanding that trading is connected with 
costs, and that these costs unavoidably w ill  
influence the price).

The concept of profit (or surplus in tho oooperativo 
terminology). What remains of the difference botuicon 
buying price and selling price, ujhon coats have 
been paid,

5, Basic eoonomic ooncepts, relevant in oooperatives

5 ,1  Share capital

- The idea of putting resouroos together in order to 
be able to achieve something.

The idea of many « relatively - small oontributions 
building up a capital to bo usod for tho common 
good.



5 ,2  CoopaiatiVG business actiuitios

"  The mochanics and Goonomioa of marksting of 
aqrloultural produoo through a cDoperatiVQ,

~ Tha mGchanics and Qoonomics of proouring mombors* 
roquiromnnts and selling it  to them.

5 ,3  Profit - Surplus

The importanoG of a surplus acoruing from the 
business,

ThG oonsaquGnoos of a loss acoruing from the 

business.

5 ,4  Distribution of surplus

Importance of training (sav/ing) part of the surplus 
as reserves or for soma spocific purpose.

Refund to mombors and the basic principle for 
refund, (The idea that surplus is created by 
"too much paid" or "too little  received" by the 
members uihon doing business uJith the coop, and 
that distribution of it should therefore be 
mado on the basis of what they have actually 
bought or daliverod).

sm /lO .5 ,84
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Synopsis

I ntroduction

Years ago we changed visual to audio-visual 
education and then we removed the hyphen. We changed 
aids to materials, and quickly discarded multi- 
sensory materials. We did not like teaching tools 
either. Instructional materials and curriculum 
materials seemed to he too inclusive, and besides 
in  them we tended to lose sight of the newer 
technological developments.

Hence we now like to refer to technological 
materials, instructional technology, audiovisual 
communications, learning resources, and also to 
instructional or educational media, or new 
educational media. It also seems proper 
technologically to adopt the term instruments as 
an inclusive expression for equipment and machines 
such as projectors, record players, tape- 
recorders, and the hardwcire of the so-called 
teaching machines.

Audio-visual Materials

The expression audiovisual materials will 
refer to those teaching materials, some real, 
some graphic not solely dependent upon words as 
a predominant source of meaning for the observer.
Such materials include field and classroom study of 
real things; demonstrations and dramatizations; 
objects, models and mockups; displays and exhibits; 
television programmes and motion pictures; lantern 
slides; transparencies for the overhead projector; 
sound and silent filmstrips; projected study prints 
and other illustrations (opaque projections); objects 
for a microprojector (both slides as well as animate or 
inanimate specimens)^ photographic enlargements;

§ source: Fundamentals of Teaching With Audiovisual 
Technology, Carlton W.H^Erickson. 1955, The Macmillan 
Company, New York.
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and disk recordings; and graphic portrayals such, 
as maps, globes, graphs, charts, posters, diagrams, 
and cartoons. Whenever it is used, the expression 
audiovisual materials v/ill refer to all or 
comhination of the items listed above.

Instructional Materials

The expression instructional materials is a broader 
term than audiovisual materials, It includes in  
addition to audiovisual materials such printed 
materials as textbooks, pamphlets, documentary 
leaflets and reports, sheets of special directions 
for problem solving, and programmed learning 
sequences for use with or without machines. When 
using the term instructional materials, v/e must 
be careful to include in its meaning all 
instructional materials.

What is the relationship of audiovisual materials 
to programmed learning sequences, or to teaching 
machines, to use the broader term? Specifically, 
audiovisual materials may serve as rich resources 
of illustration and sensory experience for the 
verbal frames of a programmed sequence * Sometimes 
a teaching machine with hardware is designed to 
communicate through a combination of media such as 
a magnetic tape for language and a sound-effect 
sequence presentation as in  music, even adding 
a still picture frame for reference by the pupil.

Technology

Technology is an inclusive term that is as broad 
as the total scientific, economic, and industrial 
development of our country and of the entire world. 
When we consider a specific segment of the total 
technologiGal development, for example, the 
technology that is involved with instruction, we must 
use a nev/ term, instructional technology.

Technology: "A systematic body of facts and princi
ples related to a comprehensive, practical, and use
ful end. The term is not limited to industry 
or to engineering. The principles of effective 
teaching (pedagogy), for example, comprise a 
technology. The actual processes of manufact-ure 
in  a given industry or plant."



I nstructional Technology

Technology is  an inclusive term that refers t9 
both the materials and the instruments, and even 
to the instnactional system to be used with them, 
Every teacher knows that a motion picture projec^tor, 
is of value only as the proaected films change the 
behaviour of viewers in  desirable ways, and what 
the teacher says and does in terms of systematic 
application of principles is also a part of a 
technological whole.

V/e use the expression instructional technology 
because it  does have mechnical and electronic 
connotations: however, v/e are also using this 
term because it  is a broad one that includes the 
entire range of both old and new teaching materials 
that v/e now call audiovisual materials.

Media

Let us turn to tv/o related published 
definitions of tv/o of these expressions. Educational 
media is one, and new educational media is  the 
other.

Educational media; " . . .a s  those things which are 
manipulated, seen, heard, read or talked about, 
plus the instruments which facilitate such 
activity. Educational media are both tools for 
teaching and avenues for learning .."

New educational media: " . .t o  describe pertinent 
materials and technological devices; TV, 
teaching machines, programmed learning material, 
electronic learning laboratories; it  also 
includes many well-established audiovisual 
media such as motion pictures, filmstrips, 
slides, and recorders*"

Roles Played by Audiovisual Technology

Role '1: Audiovisual technology provides
the teacher with the means for
extending the horizon of experience.

Role 2: Audiovisual technology helps the
teacher provide meaningful sources 
of information.
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Role 5 : Audiovisual technology provides the
teacher with interest-coinpelling 
springbo-3Tds into a wide variety of 
learning activities.

Role Audiovisual technology assists the
teacher in overcoming physical 
difficulties of presenting s-ubject-- 
matter.

Role 5 : Audiovisual technology provides the
teacher with rich sources of 
pupil purpose when communicative 
materials are produced jointly by 
pupils and teachers.

Role 6 : Audiovisual technology provides the
teacher with a kit of tools to carry 
ô t̂ diagnostic, research, and 
remedial work demanded by upto-date 
instructional purposes.
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Daman Prakash, Education Officer-AVA

Introduction

01 In any developing situation,, a cooperative society 
provides a socio-econoiriic platform to the people to 
experiment with the democratic system at their own level 
and to improve their economic life and wellbeing. 
Cooperatives provide inexpensive credit for agricultural 
and other inputs, they provide opportunities for savings, 
outlets for consumer goods, and agencies for purchase of 
agricultural and other produce of their members. All 
sections in a rural unit are represented on the coopera
tive and all members agree to govern themselves in  
conformity v/ith the guidelines provided by the government 
through model bylaws and other relevant laws,

02 Cooperatives, as we know, are people's organisations. 
These are social platforms and enjoy an economic entity in  
legal terms. All sections of the village or a community 
are entitled to become members of this organisation. These 
are the farmers, small traders, artisans, teachers, civil 
servants and all others.

03 A cooperative serves all its members alike and provides 
them with all possible services, im active board of 
directors of a cooperative, with its properly planned 
activities, acts like a magnet. By its activities and 
positive results it tries to involve members of general 
public also into the affairs of the cooperative and iilti- 
mately enrolls them as full members. The board members
and the manager have, therefore, to be active, capable of 
makitig good decisions. They must be able to take 
advantage of the facilities and opportunities available 
to them. This is a skill which they must learn under somf' 
competent guidance.

04- A cooperative society acts like a teacher, guide, 
banker and a manager and the like . The manager's, members 
of board of directors, general members should be aware
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of their responsibilities and duties and this they must 
be taught by someone. And that "someone" must maJce use of 
some material, literature, information to carry on the 
teaching in  some systematic manner and in a progressive 
fashion. Manager should know the techniques of management, 
business operations, cash control, personnel management etc. 
Members of the board of directors should understand the 
concept of Cooperation, their responsibilities and their 
duties towards the society and their relationship with the 
manager and other employees.

Target Groups for Cooperative Education & Training

05 From the above it  is clear that the extent of the 
target coverage is  quite large and broad. In order to 
effectively provide a proper training and education input, 
various levels have to be covered. These include, 
government cooperative officers, field extension and 
promotional staff of the government cooperative 
department and other agencies, members of the boards of 
directors of cooperatives at various levels and the 
members of cooperative institutions including the 
potential members, employees of cooperative institutions 
which include members, managers, book-keepers, sales 
staff, store keepers and the like and other functionaries
e .g . ,  cooperative advisors and supervisors includ3.ng the 
members of general public.

06 Training staff at the national level, training staff 
at the provincial level and the trainees at these levels 
need some training in methods and techniques of the 
Movement, employees of cooperative institutions need 
training in methods and techniques of running cooperatives 
effectively and according to certain norms; and the 
leadership of cooperatives need some information on 
cooperative principles and practices including some 
information on their rights and duties; and the government 
cooperative staff need some' information and training in 
the methodolo^ of implementation of government policies 
and the techniques of providing an effective guidan.ce to 
cooperatives and their leaders. FIGURE-I here illustrates 
these possible targets. Training system, therefore, has
to be so designed as to cover all possible target 
groups and to divide them into some homogeneous 
groups and to prepare training programmes for them and 
to provide these training programmes with some adequate 
training material.

Sources of Training Material

0 7  The best source of training material is the teacher 
himself. He knows the subject better because while teaching
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fIGURE~X

POSSIBLE TARGET GROUPS FOR WHOM 
t r a in in g  m a t e r ia l  i s  to b e  PROiniOED
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he has to cite examples, highlight the problems of 
cooperatives and suggest possible solutions. A cooperative 
teacher is , therefore, the key person who can create and 
develop any supporting training material.

08 Other sources could be: books, reference material, 
documentation, reports, haadouts, information material, 
and other similar, case studies, feasibility reports, 
f ie ld  reports, society annual reports, society minutes, 
society account books, discussions with the boards of 
directors, discussions and general interviews with the 
general membership, remarks and suggestions made by the 
employees of cooperative societies, policy statements 
made by the government, government rules and regulations, 
draft bylaws, speeches made by leaders etc. etc. It is 
only a question of keeping the eyes and ears open. It
is  also necessary to maintain a close touch wi-th 
departmental libraries, some good reading rooms and 
bibliographies, including documentation lists , A number 
of resource centres also keep information on Cooperative 
philosophy, documentation on success stories and other 
profiles.

09 As can be seen from FIGURE-II, information from a 
large number of sources can be gathered on specific
and specified topics and converted into training material. 
Specialised training courses could be also organised 
to produce training material e .g . ,  workshop on 
development of training material for Managers on 
Accounting System; workshop on development of training 
material for Chairmen and Board of Directors on Coopera
tive Principles and Practices; Training material 
production workshop for Managers on Transport Management 
in Village Service Cooperatives etc. Selected managers 
and selected teachers can be invited for such workshops 
to develop training material. The draft material thus 
produced at such workshops can be adapted and professionali
sed by the Production Unit staff and produced for 
distribution.

10 The organisation can also commission some well- 
known authors and officials to produce training material 
on some specific areas. In order to enlist their 
active support and timely results, they should be paid 
some honorarium and other costs. Such material could be 
passed on the Production Unit. There is no problem at 
all to locate the material, it  is only the question of 
putting the material in some form - the form which 
could servo the purpose of training people.
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Wh.at is Training Material

11 Any written and/or illustrated material used to 
supplement and support the spoken words and wliich can 
be used later on by the participant as a reference 
material is the training material. The material should 
not only eiirich the knowledge of the learner but also 
impart some amount of skills to the recipient. This can 
be : lecture notes, well-written and illustrated handouts, 
small brochures, pamphlets, illustrated material like 
charts, graphs, pictures, projected material like the 
slides and overhead projector transparencies which are 
related to the topic taught are training materials.
These can be used- individually or in the form of a 
training package. Any material that supports teaching
is  the teacher or training material.

12 The training material has to be precise and to-the--' 
point with limited objectives and related closely
to the topic which is being discussed in  the class 
during the given time frame. One subject can be 
discussed through elements or modules broken down in a 
logical sequence. Each element (or learning element) 
or a module can be used in .isolation or in  conjunction 
with other modules, and with slight modifications can 
be used for different target groups.

Concept of a Training Package

13 The growing realisation of the need of malting the 
training effective has given birth to a new approach 
in  training commonly known as the technique of 
training package based on audio-visual aids. The 
dictionary meaning of "package" refers to the act, 
manner or previlege of packing; a case or other 
receptable for packing goods, in a pack form. In its 
crude sense the word training package also refers to the 
systematic collection and arrangement of training and 
educational material on a particular subject based on 
audio-visual aids and placing them in a packet. Thus it  
could be defined as "an instructional device containing 
training9educational material divided into cohesive 
modules or elements and facilitating an effective mode 
of transferring knowledge and skills through the use of 
appropriate audio-visual aids, exercises and evaluation 
devices

14 The concept of training package is based on the 
development of modular approach in lesson planning
for the purpose of imparting training. Refer FIGURE-III,
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15 The training package, to be brief, contains the 
teaching material to be -used by the teacher, an indi
cation of the methods to be adopted by liim and the media 
to be used by him so that he could make a perfect 
rapport with his audience and obtain the necessary 
feedback through well-designed and pre-planned 
evaluation forms. These steps - FIGUEE IV - provide 
a lot of opportunity to the audience to have more 
contact with the teacher and the teacher has mere 
time to answer the questions and points raised by the 
members of his audience. Using a well-designed 
cooperative training material ~ or a training package - 
tries to ensure a two-way process of communication.

Contents of a Training Package

15 As mentioned earlier, a training package is a 
systematic organisation of training elements duly 
supported by visuals, questions, points for discussion, 
evaluation instruments, exercises etc, 5’IGURE 7 
gives an idea of the contents of a training package.

17 The main topic is divided into sub-topics and then- 
the sub-topic is treated systematically supporting it 
with lesson plan, teachers' notes, audio-visual aids, 
handouts for learners, exercises, evaluation forms, 
instructions for the user and lists of refex-ence material 
for further reading etc. etc^

Training Material and Training System

18 For any well-organised training programme, there has 
to be a stock of well-prepared and relevgjit training 
material. The training material consists of: text books, 
handouts, discriptive notes, exerci'ses, 'various kinds
of reports and studies, illustrated materials, 
projected aids e .g . ,  photographs, slides, filmstrips, 
films, overhead projector transparenciesj sound 
recordings like the cassettes and records etc.

19 In a systematic and progressive system of cooperative 
training, v/hich, in fact, is an immediate need of any 
Cooperative Movement, training progrsaames are designed 
for the rural cooperatives, and then for the district 
level organisations, and then for the provincial and 
national level cooperative organisations. Cooperative 
managers, for instance, are exposed to the philosophy, 
principles and practices of Cooperation at the lowest 
level training programmes. When they achieve some 
amount of confidence and competence they can be exposed 
to somev;hat advanced concepts at district level training 
courses and subsequently at provincial level and national
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training courses. Training packages designed on certain 
subjects can be usefully employed for this group at 
vaJ'ious stages. Also, the same training package can be 
used for other set of people i . e . ,  chairmen and board 
members of cooperatives. Cooperative principles do not 
differ from people to people, they remain the same. So, 
i f  there are standardised training packages, these can 
be used for a variety of target groups.

Production of Training Material

20 Trainers all over the world are continuously on look 
out for some training material which they could use in
the conduct of their classes and training courses. Training 
material generally means handbooks, manuals, text books, 
training packages, articles, notes, leaflets, brochures, 
handouts etc. Trainers find this material generally in 
their libraries or v/ith their friends and colleagues.
They some time buy such material from the market. With 
every moment passing there is a continuous addition 
to information in the world today. With the modem way 
of life the role of documentation has assumed a 
considerable importance. Everything is dociomented by 
somebody or the other. Detailed notes on contents and 
proper annotations are prepared and these are published 
for the use of teachers and researchers.

21 Within the cooperative fie ld  also there has been a 
considerable grow1:h of cooperative literature. These 
are speeches, committee reports, field  studios, surveys, 
annual reports, teaching notes, technical papers, etc.
Only recently the development of cooperative training 
material has taken a different turn. Increasing emphasis 
is  now being placed on development of cooperative in
formation and technology which could be used for training 
and education. A number of training material has been 
prepared by cooperative development institutions and 
other organisations.

22 Some of the important cooperative organisations which 
have contributed towards the developmental literature 
are, among others, the International Cooperative Alliance 
and its regional offices and the ICA-CEIvIAS (Cooperative 
Education Materials Advisory Service); the International 
Labour Organisation of the UN and its MATCOM Project;
and a few important national and internationa.l cooperative
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training and development institutions. The ILO-MATCOM 
has produced a number of training packages on various 
subjects which could be used for training of employees 
and cooperative leaders within the Cooperative Movement, 
the ICA-CEMAS has produced a good number of training 
packages, .handbooks and manuals which are being used all 
over the world in cooperative development work.

23 The training material is not available in the form 
that we need for our training programmes. There is 
alreacly a plenty of material available but the context 
differs. The material, whichever is available, has to 
be adjusted or adapted to suit our particular require
ments. The process of adaptation or readjustment is 
the production - the production of training material to 
suit our requirements aad needs.

24 Production of material here means; creating the 
original materialj which is later on reproduced by 
adoption, adaptation or readjustment.

25 The process of production involves a number of steps. 
These steps require existing material - in its existing 
physical availability or information about the material, 
designing of training material to suit our requirements, 
illustrating the material which involves a considerable 
amount of readjustment and recasting or adaptation, 
translation of material into ^he language in v;hich it
is  to be used, reprographic work, printing and 
reproduction, its distribution among the users and its 
evaluation and revalidation for future use and possible 
improvements. Please see PIGURE V I.

26 The material to be produced must conform to certain 
standards and it  must satisfy the needs 'for which it is 
designed. The material should correspond with the line
of curriculum and syllabus to be followed by the trainers 
and it  should meet the objectives of the planners and 
the institution. The training material should closely 
corelate vath the field  situation and must cite examples 
from the fie ld . The illustrations, examples and 
pictures used must reflect the actual situation and the 
material should not look to be a "foreign" stuff. Any 
out-of-context illustrations or examples tend to put 
off the readers/users and reduce the effectiveness of 
the training material.

27 Production of any training material demands a proper 
organisation, proper facilities , future projections, 
proper follow-up and continuous updating. It  should be 
more "national" and "natural".
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Methods to follow in tho Producirf.on 
of Cooperative "Training Material

28 Methods which should be followed in the actual 
production of training material are illustrated in 
FIGURE-VII.

29 The methods include the very step of assessment of 
needs for the training material and identification of 
the target group for whom the material is to be pro- 
,duced. Other methods included are: Planning stage and 
the process of planning of the material, sequence and 
several other related matters; subject-matter as per 
the scheme of syllabus; technical aspects of the process 
of production, testing and actual work in the production 
unit and this also includes the availability of funds, 
personnel and facilities ; coordination of work to be 
done by the field  staff and the technical personnel
and the benefit of advice from the subject-matter 
specialists and planners; samples for testing either 
in  the classroom or out in the societies; pre-testing 
of the training material involves the first and 
in it ia l  test reports which also includes the stages 
of correction and improvements; production of material 
includes the actual work i . e . ,  final layout, final 
illustrations, final typescript, printing, binding 
and presentation; distribution includes sending out 
material to the field , libraries, authors, for 
reviews and comments, and finally , the application 
and use of the training material. It should be clearly 
understood that the material thus produced after such 
careful planning and preparations must also be used 
by the users.

50 These methods must be closely followed. There must 
be some machinary or mechanism which follows up these 
methods and which ensures that highest possible quality 
is  maintained. These methods involve quite a lot of 
organisation, planning and control -and also a 
considerable amount of administrative and financial 
responsibilities. The entire process is a well-knit 
organisation and everyone involves has to play their 
respective roles as carefully as possible. These methods 
are briefly discussed hereunder:

i )  Assessing Needs

What ma.terial, for whom and for v/hat? Why training material 
and in v/hat form?

i i )  Planning

This includes planning, designing, methodology, outfit, 
work plan, personnel, finances, facilities , time planning,
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feedback, follow-up, translation, distribution and 
sales, fixation of responsibilities and preparation 
of job descriptions.

iii)Suboect-Matter

Target group, courses, syllabus, level, subject 
specialists , ■ training system to use the training materiaJ-, 
resources, information, documentation on the subject- 
matter.

iv)Technical Matters

Production and development set up„ Specialists groups 
and technical group. Design of production unit, identi
fication of equipment, activity p it , library and 
documentation services, resources centre, testing 
and evaluation facilities .

v) Coordination

Planners and producers and technical staff. Need for 
having a coordinator or manager of material production 
unit (not necessarily the same as the manager of the 
production u n it ) .

v i) Samples

Samples or rough pullouts for discussion and for snap- 
testing. Scope for changes is available here.
Opinions to be obtained - from outsiders, producers and 
colleagues.

vii)Pre-Testing/Pre~5^valuation

Field testing with actual situation - not to inform the 
audience in advance about the pretesting sessions but after 
the testing only. Present the draft training material 
once again, distribute reaction proformae, and obtain 
objective reactions, hold discussions, interviews and 
an on-the-spot correction workshop, or to carry the 
alternatives to the production unit for incorporation. 
Provide results to the coordinator and producers and 
discuss changes with them and with the technical staff;

viii)Production

Production unit should have a full-time manager with 
adequate authority on finances and personnel. Senior 
level officer necessary. Competent and should be able to 
devote full attention to the production un it . Staff job 
descriptions, work time table, availability of 
sufficient and timely material supplies and finances. 
Equipment, operational and servicing, live contacts with
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coordinator and producers. Control forms for final 
production, centralised production or production of 
prototype material to be adapted and reproduced by the 
state level cooperative training centres.

ix ) Distribution

Recognised and authorised channels of distribution. 
Distribution to sunchronise with training and education 
programes/tiii.e factor and availability at locations. 
Feedback instrxments to be included with despatches.
Control and inventory of the material being sent out, 
and to ensure that feedback is promptly received from 
the users.

x ) Application and Use

Must be used and applied according to the prograjnme. 
Expensive production and hence application and use is a 
must. Instructions for teachers, handouts for students 
and hardware. Evaluation forms included. No evaluation 
possible, if  material not being used. Evaluation results 
must be communicated to the producer for future improve
ments .

How to Adapt the Training Material?

31 Let us first be clear about two terms - adoption and 
adaptation. Adoption means accepting a given material 
in  its actual form. In such a case there is no need for 
any major change - no need to alter the sequence, contents, 
methodology and concepts. The term adaptation means that 
you accept to make use of a certaining material but with 
some changes. These changes could be; translation 
into the local language, changing the examples, contexts, 
contents, (only to a limited extent), forms, terms, names, 
situa.tions, currency etc. Adaptation, therefore, 
includes the following stages:

- Translation of the training material
- Adjustments
- Field Testing
- Validation
- Reproduction
- Evaluation
- Revision, i f  necessary,

i )  Translation

The translation has to be contextual and not literal. 
Translation is not necessarily converting each and every 
word into the local language - it  means also translating 
the thinking and meaning.
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Translation lias to be uniform and standardised. One 
English v/ord may have two or three similar words in the 
local language. A pre-translation orieiatation is , therefore, 
necessary to bring about the desired unifoimity.

i i )  Adjustments

This means replacing the original terms and examples 
v/ith the "known" information. The material may be closely 
examined and such situations may arise - do we need this 
chapter or that illustration .. .i f  we do not need that then 
do we need any replacement. . .i f  we need any replacement 
then v;hat it should b e .. .e t c . etc.

Some items which need adjustment are; examples, units 
of currency, relevance of chapters, methodology, use of 
audio visual aids, forms used by cooperatives, names.of 
persons and places, cituations from cooperative laws and 
other regulations etc.

ii i )F ie ld  Testing

When the first translated version is available it  is 
necessary to hold some preliminary - informal - dis
cussions with some cooperative officials and cooperative 
leaders at the society level. Such discussions could be 
held at two or three different places with different 
people. This might bring in something "real" into the 
material. This stage will lead to the Validation Stage.

iv)Validation of Training Material

Validation here means to find out if  the training material 
is  fit  for a general application in the country. Vali
dation can be achieved in the following manner;

- Formal
- Informal

The "formal" way of validation is to involve the 
original producer of the training material. This generally 
means holding of a training course or a workshop - 
validation v/orkshop - which would be run only on the 
basis of the training material produced by the original 
author. The author conducts a training programme around 
the real training material. This involves a careful 
selection of participants - those having a good under
standing of the subject-matter, somev/hat longer 
experience and of a better status.

The "informal" way of validation is to send out copies 
of the training material (draft of the translated version) 
to several pre-selected cooperative employees, coopera
tive leaders, extension and other trainers, and to 
colleagues asking for their comments and suggestions. The
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problem in this case may "be that the material does not 
come back to the coordinator in  time. Some time the 
suggestions and comments tend to become vague and too 
general.

v) Reproduction of Training Material

Now is the time for the coordinator to keep all the 
reactions and suggestions at one side of the table and 
the draft adapted verson on the other and then he could 
start looking into the material paragraph by paragraph, 
page-by-page, and chapter by chapter and start 
incorporating the additions and suggestions. This process 
takes some time and demands a considerable care and 
attention. On the basis of these suggestions, comments 
and revisions the coordinator can prepare a final draft 
of the training material which can be sent to the Unit 
for reproduction - in printed form or in mimeographed 
form. Reproduction includes:

- Visualisation
- Layout
- Designing 
~ Typing
- Printing/ma.meo graphing 
~ Binding
- Issuing

v i )  Evaluation of Training Material

Contents (their sequence), enclosures and working forms 
etc. used in the training material have to be in  line 
with the present practices. Evaluation and updating is 
a continuous process.

Another aspect is the validity of training methods and 
training material in field  application after production,

vii)Revision of Training Material

Government policies and practices keep on undergoing 
changes and these should also reflect in the training 
material. A revision cell within the Production Unit 
would, therefore, be a Wellcome move. This cell should 
continue to monitor the changes and shifts and provide 
the revisions to the users as fast as possible. This is 
the key to the success of a good training material.

52 FIGURE V III  illu s tr a te s  the steps to be follow ed  
in  the adaptation of train ing  m aterial. Some of these 
have been discussed  e a rlie r  in  this  paper.
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Time Plaim.inp;

33  In  order to control the time for  adaptation of 
tra in in g  m aterial i t  i s  necessary to work out a time 
table  and allocate r e sp o n s ib ilit ie s  among various 
p eo p le . A suggested time table for adaptation of 
t ra in in g  package is  given in  I'IGURE-IZ,

5 ^  The process of adaptation of train ing  m aterial is  
an integrative  one and one step cannot be iso la ted  from 
the other . Each step is  inter- linked with the preceding 
and follow ing  ones. For instance , i f  a d ecisio n  to 
adapt a c e r ta in  training  m aterial has been taken in  
January then the f ir s t  step is  to have the m aterial 

translated  into the local language and the adaptation 
process begins r ight  from th ere . Generally i t  takes about 
one month to complete the translation  and in i t ia l  
adaptation work. The translated  version  is  then discussed  
among the translators themselves in  order to achieve 

the uniform aty in  language and terms and other fa c to r s . 
Th is  process w il l  take fu l l  February. Typing, layout 
and copying- w ill  take another month. So the Stage-I 
spanning over nearly  three months v/ill produce a 
translated  and adapted copy in  a draft form.

55 Stage- II i s  the v a lid a tio n  and reproduction stage . 
This includes prelim inary testing , d iscussio ns , ' 
conducting v a lid a tio n  courses/workshops e tc . Upon 
completion of the course and in  the ligh t  of the 
evaluations  and comments, a f in a l  version  w il l  be 

produced. The reproduction , which includes v is u a lis a t io n , 
art ?/ork, photographs, designing  and layout, would 
take almost one month. Stage- II is  the most c r u c ia l , 
but it s  success depends upon the work done during 
Stage- I.

Evaluation  and V alid atio n  of Training  M aterial

36  In  order to make the tra in in g  m aterial relevant 
and e ffe c t iv e , i t  is  necessary that a continuous 
process of evaluation  and testing  goes on . Before the 
train ing  m aterial is  put out as a f in a l .p r o d u c t , some 
testing  has to be done, otherwise later  on the user 
and the producer comes across some of the most 
unpleasant glaring  drawbacks which are then d if f ic u lt  
to correct.

37 F ie ld  testing  is  an important instrument for  the 
teacher to judge the r e l ia b il it y  and s u it a b il it y  of a 
g iven  tra in in g  m aterial prepared by him and/or
under his charge. This is  a3-So true in  the case of the
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field testing of training package. Tb.e objectives of 
field  testing could broadly be classified as follows*

1 to test the validity of the material 
with reference to the objectives

2 to examine the effectiveness of the 
material in the sequencial order and in  
terms of the contents concerned

3 to examine the effectiveness of various 
types of audio visual aids used in the 
communication process, and

^  to improve the teacher's performance 
in the light of the feedback received,.

38 Field tests provide an opportunity to make suitable 
improvements (and adaptation) from the point of view 
of effective teaching.

39 Field testing of training material can be done 
by the teacher himself together with his colleagues 
or by an outsider with the Support of the subject- 
matter specialist and the production staff.

40 Field testing can be done by adopting a classroom 
testing technique or the closed door testing technique. 
It  all depends on the time and facilities available
to the teacher and the producers. FIGUEE-X outlines 
the techniques of field  testing of a training material. 
Six  steps have been given under the Classroom Testing 
Technique. A group approach has been adopted under 
the Closed Door Testing Technique. Both have their 
own advantages and disadvantages/limitations. But the 
most useful result of the exercise is that you get a 
fairly  accurate and reliable training material which 
can be used by the teacher without any doubt.

41 Emphasis and stresses on various aspects of the 
Movement keep on changing and these changes have to bo 
continuously incorporated into a training material and 
this necessitates a system of a "continuous feedback" 
and "continuous validation". The producers have, 
therefore, to be alert and quick in this respect and 
whenever there is any reported change and suggestion, 
it  should be taken up by the Production Unit 3n.d issue 
the necessary correction slips or revised versions.
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Problems Generally Faced in  Adaptation Work

4-2 Some of the problems generally faced in  the process 
of adaptation of any training material could be the 
following:

- Use of unfamiliar jargons 
- Illustrations and pictures
- Salutations and other "meeting" expressions
- Examples and exercises
- Working forms and books
- Remunerations for translators
- facilities to visit cooperatives and officials
- Lack of time
- Terminology

^3 V/ith a proper encouragement and support given 
from the institution, many of these problems can. be 
easily removed. Some difficulties can be removed if  
the translation and adaptation is done by "cooperative” 
people themselves,■as they are aware of the terms, 
concepts and ideas.

Objectives for Preparing a Draft for Testing

4^ The following arc generally the main objectives for 
preparing a draft of a training package for testing and 
fie ld  work:

“ There should not be any major changes in
the style and presentation of training material

- Substitute material which is not applicable to 
local conditions

- Check carefully the expressions, slangs and 
terms used

~ Simplify the language

- Add material with care, i f  at all it  is 
necessary (it  may disturb the entire package)

- Do not waste time with a lot of practical 
exercises. These could be producedduring field  tests

- Circulate rough ;draft to enable comments and 
coordination between packages. Circulation may 
take more time and the comments would be delayed, 
but select the persons who v/ould respond quickly

-25-
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- Retain training methods suggested and apply
them as far as possible (remember that the training 
material has already been field  tested by various 
people in various coiintries)

- Draft material to be validated, formally or 
informally

- Production, according to controlled layout 
and then distribution

- Exposure of trainers to the use of training 
material

- Periodic evaluation and follovir-up as to revisions etc.

Draft of this Handbook has been prepared for 
discussion at the ICA-CUP SUB REGIONAL Y/ORKSHOP 
ON IBCHOTqUES OF AUDIO VISUAL INSTRUCTION AND 
DEVELOPMENT OE TRAINING MATERIAL-I. June 4-23 1984 
The Philippines.
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"Bano'JJ H o u s e " ,

4 3  F r i e n d s  C o l o n y ,

Neui D e l h i - 1 1 0 0 6 5 ,

S IM P L IF Y IW G  THE  PROCESS OF TE A C H IN G  AND LE A R N IN G  

AMONG THE ADULTS : T E A C H IN G  METHODS AND A I D ^ ,

By

Daman P r a k a s h ,  

E d u c a t io n  O f f i c e r ,  

IC A  R O E C , Neuj D e l h i .

0 1 *  I t  h a s  been  an e s t a b l i s h e d  f a c t  t h a t  l e a r n e r s  

r e t a i n  on an a v e r a g e  o n ly  1 0 ^  o f uihat th e y  r e a d ,  20fa of  

aihat th ey  h ear  and  o f uJhat th e y  s e e .  The  r a t e  of

r e t e n t i o n  of k n o w le d g e  i s  h ig h e r  ujhen a c o m b in a t io n  o f  

h e a r i n g  and s e e i n g  i s  u s e d . I t  h a s  been  fo u n d  t h a t  the  

r e t e n t i o n  then  i s  a ro u n d  5 0 ^ ,  w h ic h  i s  c o n s id e r e d  to be 

q u i t e  s a t i s f a c t o r y .  P r o g r e s s i v e  t e a c h e r s  h a v e ,  t h e r e f o r e ,  

cone to  r e a l i s e  t h a t  a c o m b in a t io n  o f a u d io  and  v i s u a l  a i d s  

i s  n e c e s s a r y  luhile  co m m u n ic a tin g  uiith p e o p le  in  o rd e r  to  

a c h ie v e  a h ig h e r  r a t e  o f  l e a r n i n o .  Even  i f  «Je t a k e  out  

the  t e a c h i n g  m a c h in e s  and s o p h i s t i c a t e d  eq u ip m en t  from  

the  sy stem  and r e s t r i c t  o u r s e l v e s  o n ly  to g r a p h i c  a i d s ,  

s t i l l  a h ig h e r  r e t e n t i o n  h a s  been  n o t i c e d .  W e  narroiy i t  

doujn a b i t  m o re , and sa y  t h a t  the  a p p l i c a t i o n  o f  t e a c h i n g  

a i d s  h e l p s  in  a b B t t s r  l e a r n i n g ,  and p e r h a p s  a d u r a b l e  

l e a r n i n g ,  A m a j o r it y  o f t e a c h e r s  h a s  been m ak ing  use  of  

c h a l k b o a r d s  and  f l i p c h a r t s  in  o rd e r  to a c h ie v e  t h i s  

o b j e c t i v e .  T h i s  p r a c t i c e  h a s  shown some e n c o u r a g in g  

r e s u l t s  a lt h o u g h  u ;ith some l i m i t a t i o n s .

Can t h e  T e a c h e r  T e a c h ?

n 2 .  I t  h a s  a l s o  b een  u je ll~ u n d a rs to o d  by th e  e n l i g h t e n e d  

t e a c h e r s  t h a t  t e a c h e r s  "o a n n o t "  t e a c h .  T h e y  o an n o t  im p o se  

t h e i r  knoujledge on t h e i r  p u p i l s .  T h e i r  r o l e  i s  p r i m a r i l y  

t h o s e  o f " f a o i l i t a t o r s ” .  T h ey  h e lp  th e  l e a r n e r s  to  l e a r n *  

Tiiey do n o t  b e l i e v e  in  th e  c o n ce p t  of "b a n k i n g  of k no u Jied g e” ,  

T e a c h e r s  h e lp  the  s t u d e n t s  to  l e a r n ,  by f a c i l i t a t i n g  th e  

p r o c e s s  of l e a r n i n g  e , g , , by p r o v i d i n g  s u i t a b l e  l e a r n i n g  

e n v i r o n m e n t s , r e l e v a n t  m a t e r i a l ,  d i s o u s s i o n s ,  g u i d a n c e ,  

on Q Q uragem ent an d  t e s t i n g .



0 3 ,  T e a c h i n g  i s  c o n v e y a n c c  of i d e a s ,  l e a r n i n g  i s  

a b s o r p t i o n  of i d e a s .  The  e s s e n t i a l s  of t e a c h i n g  a re  

s im p le  but  th e  m etho ds  a re  co m plex* In  the  same m ay , 

the  o o n to u rs  o f l e a r n i n g  a r e  c le a r  but  the  p r o c e s s  i s  

i n t r i c a t e .  H e lp  and  s u p p o r t  a r e  n e e d e d  from  both  s i d e s  

and make t h i s  i n t e r a c t i o n  a s u c c e s s  and e v e r y  e f f o r t  

s h o u ld  be made by th e  te a c h e r  to g iv e  h i s  b e s t  in  th e  b e s t  

p o s s i b l e  uiay and  by the  l e a r n e r  to  l e a r n  in  t h e  most  

e a s i e s t  w a y .

L e a r n i n g  i s  P a i n f u l

0 4 ,  I f  l e a r n i n g  i s  a " p a i n f u l "  p r o c e s s ,  the  s t u d e n t s  

becom e i n d i f f e r e n t .  I f  th e  p r o c e s s  i s  e a s y  and d u ly  

e u p p le m e n te d  by p r o p e r  f a c i l i t i e s ,  th e  l e a r n i n g  p r o c e s s  

becom es i n t e r e s t i n g  and  the  s t u d e n t s  becom e " in t c a r e s t e d " ,  

T h e y  then  f e e l  i n v o l v e d  i n  the  p r o c e s s  and th e y  seem  to  

be l o o k i n g  u p ,

0 5 ,  W h o n  a good t e a c h e r  e x p r e s s e s  h i s  i d e a s ,  e x p o u n d s  

h i s  o o n c e p t s , l a y s  a l l  the  f a c t s  r e l a t i n g  to  the  s u b j e c t  

he i s  t e a c h i n g  he o b v i o u s l y  t r i e s  to  com m unicate  to  them  

in  a uJay th e  s t u d e n t s  can e a s i l y  u n d e r s t a n d  i f  th e  t e a c h e r  

i s  e x p l a i n i n g  a l e s s o n  of a c o m p lic a t e d  n a t u r e .

T e a c h i n g  A id s  h e l p  L e a r n i n g

0 6 ,  I n  o rd e r  to  make the  e x p l a n a t i o n  e a sy  and  s ir a p la ,

i t  i s  a d v i s e d  t h a t  th e  t e a c h e r s  make use  of s im p le  t e a c h i n g  

a i d s .  T e a c h i n g  a i d s  make th e  ta sk  o f the  t e a c h e r  e a s y  and  

luithout much of an e f f o r t  he can o b t a in  th e  b e s t  p o s s i b l e  

r e s u l t s ,  ’’T e a c h i n g  m ac h in es  a r e  s im p le  d e v ic e s  to  make i t  

p o s s i b l e  to  a p p ly  our t e c h n i c a l  knouJledge of human  

b e h a v io u r  to th e  p r a c t i c a l  f i e l d  of e d u c a t i o n " ,  uirote  

S k i n n e r ,  I t  i s  h a r d  to  b r in g  tho  s t u d e n t  i n t o  c o n t a c t  w it h  

th e  t h in g s  ho i s  l e a r n i n g  and h e r o  a i d s  a r e  u s e f u l  in  

b r i n g i n g  tho  g u lf  a t  l e a s t  to  an e x t e n t .  T e a c h i n g  a i d s  

r e d u c e  onus of i n c e s s a n t  e x p l a n a t i o n s .  I t  au g m e n ts  m an yfo ld  

th e  c o m p r eh o n siu e  a b i l i t y  of the  l e a r n e r  and  h e l p s  bo th  the  

t e a c h e r  and the  t a u g h t  in  a c h i e v i n g  t h e i r  g o a ls  i n  a s h o r t  

t im e  and  p r o v id e s  b e t t e r  o p p o r t u n i t i e s  fo r  d i s c o v e r y ,  

i n n o v a t i o n s  and  s t i m u l a t i o n  of t h o u g h t . As S k in n e r  had  put  

i t  " i n s t r u m e n t a t i o n  s im p ly  m akes i t  p o s s i b l e  fo r  th e  

program m er and  t h e  t e a c h e r  to  p r o v id e  c o n d i t i o n s  oihich  

m a x im a lly  e x p e d i t e  l e a r n i n g " .



0 7 ,  I t  h a s  boon o ft e n  o b s s r u e d  and many t Q a c h s r s  h av e  

e x p r o B s e d  i t ,  t h a t  th o y  oould  p e r h a p s  do b e t t e r  w i t h o u t  m ak in g  

u 3 b  o f a n y  t e a c h i n g  a i d s .  Th e  t s a o h s r  s h o u ld  n o t  f e e l  shy  

of u a i n g  t s a c h i n g  a i d s .  He s h o u ld  viGUJ thetn a s  n o c e s s a r y  to  

s u p p o r t  h i s  t o a c h i n g  r o l s e  O f  c o u r s e ,  m aohinas  can nevor- 

r e p l a o o  t h e  p h y s i c a l  p ro s o n c o  of a t e a c h e r ,

00, Thoro has boon a stags in the Western oountriss uthero 
efforts (or GxperimGnts) luoro made to give prominenco to 

toaching machines and the role of the toachar was mada 
GGQondary, Tho offorts did not produco the desired results,
T h o  c la s s r o o m s  got c o n v e r t e d  i n t o  ujorkshops a n d  sho«;u,’indoii-'s 

of e l e c t r o n i c  e q u ip m e n t s  and  t h e  s t u d e n t s  l o s t  c o n t a c t  wiih 

e hum an b e i n g  "  th e  t e a c h e r .  I n  t h e  A s ia n  c o n t e x t , a  s t u d e n t  

u a n n e t  im a g in e  a s i t u a t i o n  tuhere m a c h in e s  t e a c h  an d  n o t  th e  

t e a c h e r .  F o r  u s ,  A s i a n s ,  tho  t e a c h e r  i s  th e  G u r u ,

0 9 ,  T e a c h i n g  a i d s  uJhon p r o p o r ly  h a n d le d  to  throw  l i g h t  on a 

B u b je o t  h e l p s  t h e  t e a c h e r  to  r e d u c e  h i s  t a lk  f o r  tho  a i d s  

w o u ld  s u f f i o o  fo r  t h e  a x p l a n a t io n v  Such a d o m o n s t r e t iv e  

l e c t u r e  uj o uld  c r e a t e  an ind- '.libls im p r e s s io n  i n  t h e  m inds

of t h e  l e a r n e r s  a n d  t h e y  u jil l  e x p e r i e n c e  th e  p l e a s u r e  

of a lm o s t  b e i n g  i n  o o n ta c t  usith ujhat th e y  a r e  l e a r n i n g *

T o a c h i n g  M e th o d s  an d  A i d s

10 , G iv e n  th e  s i t u a t i o n  as  uic a r e  i n ,  o o o p e r a t iu e  s o c i o t i o a  

d e r i v e  t h e i r  p au er  and  s t r e n g t h  from  th e  g e n e r a l  memborshiPfl 

C o o p e r a t i v e  s o c i e t i e s  o p e r a t e  t h e i r  b u s i n e s s  t h r o u g h  t h e i r  

c m p io y Q n s , U n l e s s  t h e  membors u n d e r s t a n d  t h e  b a s i c  d i s t i n c t i o n  

bat'iuoen a o o o p o r a t iv o  v e n t u r e  and  a jo in t - s t o o k  v e n t u r e  or a 

p r i v a t e  e n t e r p r i s o ,  rnembero c a n n o t  exojrciSD  p r o p o r ly  t h e i r  

r i g h t  t o  v o t e *  T h e  uihole p r i n c i p l e  of d e m c c r a t ic  m anagem Gnt  

geos  o f f .  C o o p e r a t i v e  m em bersh ip  has  to  be e x p o s e d  to  t h o ir  

r i g h t s  an d  d u t i e s ,  d i f f o r c n c e  botiiioen o o c p c r a t iv o  an d  other  

form s of o r g a n i s a t i o n s  an d  so  on* P e o p le  h av e  to  be- t r a i n e d

t o  e d u c a t e  t h e  m em borshipo  I t  h a s  a l s o  b een  fo u n d  t h a t  th e  

g e n e r a l  o d u o a t i o n a l  s t a n d a r d s  of g e n e r a l  m em b ersh ip  i s  n o t  

. o n o u g h t  t o  make u se  of books and  o th er  p r in t e d  tra in in g /'^  

e d u c a t i o n a l  m a t o r ia lc  A g r e a t  s t r e s s  h a s  to  be l a i d  on the  

use  a n d  p ro p er  t e a c h i n g  a id S p  E x p e r i e n c e  h a s  shomn t h a t  th e  

c o o p e r a t iv e  t e a c h e r s  an d  e x t e n s i o n  ujorkers ujho e r e  e n g a g e d  

i n  c o o p e r a t iv e  member e d u c a t io n  h a v e  boon s u c o e a s f u l l y  u s i n g  

s im p l e  v i s u a l  a i d s  l i k e  th e  f l a n n c l g r a p h , f l i p c h a r t s ,  d i s p l a y  

b o a r d s j  c h a l k b o a r d s ,  i l l u s t r a t i o n s ,  p i c t u r e s ,  a c t i v i t y  a i d s  e tc#

11 ,  C o o p e r a t i v e  t r a i n e r s  tiavo t h o r o f o r e  to  bo t r a i n e d  in  

^ h e  t e c h n i q u e s  of p r o d u c t io n  a n d  use  of s im p le  ( b a s i c )  v i s u a l

a i d s  an d  t o a c h i n g  a i d s .



on

0 7 *  I t  h a s  boon o ft a n  o b s e r v e d  and many t e a c h e r s  h ave  

E!xpreB3Bd i t ,  t h a t  th o y  oou ld  p e r h a p s  do b e t t e r  u iitho ut  m aking  

u se  of a n y  t e a c h i n g  a i d s ,  T h a  t e a c h e r  s h o u ld  n o t  f s e l  sh y  

of u s i n g  t e s c h i n g  a i d s .  He s h o u ld  vieuJ them  a s  ncacessary  to  

s u p p o r t  h i s  t e a c h i n g  r o l e .  O f  o a u r s e ,  m ach ines  can n e v e r  

r e p l a o o  t h e  p h y s i c a l  p r e s e n c o  of a t e a c h e r ,

D3o T h e r e  h as  b e en  a s t a g e  in  t h e  W e s t e r n  o o u n t r ie a  luhors 

e f f o r t s  (o r  e x p e r i m e n t s )  uiere made to  g iv e  p r o m in e n c e  to  

teaching machinGS an d  the  r o l e  of t h e  t e a c h e r  w as  niade 

SGoondary, T h e  efforts  d id  n o t  p r o d u c e  th e  d o a i r e d  r e s u l t s .

T h e  c la s s r o o m s  got c o n v e rto d  i n t o  uiorkshops an d  shoujuiindcwa 

of e l e c t r o n i c  e q u ip m e n t s  and  t h e  s t u d e n t s  l o s t  c o n t a c t  w i6  

Q human b e i n g  ~ t h e  t e a c h e r .  I n  th e  A s ia n  c o n t e x t ,  a  s t u d e n t  

oJiinnDt i n a g i n c  a situ p> tian  w h e r e  m ac h in es  t e a c h  an d  n o t  tho  

t o a o h e r .  F or  u s ,  A s i a n s ,  th e  t e a c h e r  i s  th e  G u r u ,

0 9o Teaching aids uihen properly handled to throu.' light 
subject helps the teacher to reduce his talk for the aids 
ujould suffioo for the explanation. Such a demonstrative 
leoture mould create an indelible impreesion in the minds 
of the learners and they mill oxpcrience the pleasure 

of almost being in oontact vuith uJhat they are loarning«

i Q Q c h i n g  M e th o d s  en d  A i d s

10 «  G iv e n  th e  s i t u a t i o n  as  uia a r e  i n ,  o o o p e r a t iv e  a o c i o t i e s  

d o r i v u  t h e i r  pou/er and  s t r e n g t h  from  th e  g e n e r a l  m em bersh ip *  

C o o p e r a t i v e  s o c i e t i e s  o p e r a te  t h e i r  b u s i n e s s  t h r o u g h  t h e ir  

cm ployooso  U n le s s  t h e  members u n d e r s t a n d  th e  b a s i c  d i s t i n o t i a n  

betuJQsn a o o o p e r a t i v e  v e n t u r e  an d  a j o i n t « s t o o k  v e n t u r e  or a 

p r i v a t e  e n t e r p r i s e ,  members c a n n o t  e x o r c i s e  p r o p e r l y  t h e i r  

r i g h t  to  v o t e .  T h e  luholo p r i n c i p l e  of d e m o c r a t ic  m anagem ent  

goos o f f *  C o o p e r a t i v e  m em bership  h a s  to  be e x p o s e d  to  t h e i r  

r i g h t s  an d  d u t i e s ,  d i f f o r e n c e  b e tw ee n  c o o p e r a t iv e  an d  other  

form s of o r g a n i s a t i o n s  and  so  on* P e o p le  h a v e  t o  be t r a i n e d  

t o  e d u c a t e  t h e  m em b ersh ip ^  I t  h a s  a l s o  b een  fo u n d  t h a t  th e  

g e n e r a l  e d u c a t i o n a l  s t a n d a r d s  of g e n e r a l  m om bership  i s  n o t  

. e n o u g h t  t o  make u se  of books  and  o th e r  p r i n t e d  t r a i n i n g /  

e d u c a t i o n a l  m a t o r ia lo  A g r e a t  s t r e s s  has  to  bo l a i d  on the  

use  a n d  p ro p e r  t e a c h i n g  a i d s ,  Expox-ienco has  shown t h a t  the  

c o o p e r a t iv e  t e a c h e r s  and  e x t e n s i o n  uJorkers w h o  a r e  eng ag ed  

i n  c o o p e r a t iv e  member e d u c a t io n  h a v e  been  s u c c e s s f u l l y  u s in g  

d im p lJ  v i s u a l  a i d s  l i k e  th a  f l a n n e l g r a p h , f l i p c h a r t s ,  d i s p l a y  

b o a r d s ,  c h a l k b o a r d s ,  i l l u s t r a t i o n s ,  p i c t u r e s j  a c t i v i t y  a i d s  e t c ,

1 1 ,  C o o p a r a t i v e  t r a i n e r s  h a v e  t h e r e f o r e  t o  be t r a i n e d  in  

^ ^ h e  t e c h n i q u e ?  of p r o d u c t io n  an d  use  of s im p le  ( b a s i c )  v i s u a l  

& i d s  an d  t e a c h i n g  a i d s .



1 2 ,  Some of th e  e x p e r im e n t s  co n du ctQ d  at f i e l d  p r o j e c t s  

h ave  r e v e a l e d  t h a t  a p ro p e r  o o m b in a t ia n  of m ethods and  

t e a o h i n g  a i d s  uias n e c e s s a r y  and no  s p e c i f i c  s t r e s s  s h o u ld  he 
l a i d  on th e  use  of t e a c h i n g  a i d s  a l o n e ,  T e a o h in g  a i d s  a re  

v e h i c l o s  of c o m m u n ic a tio n  and i n f o r m a t i o n ,  and th e  

i n f o r m a t i o n  i s  co m m unicated  to th e  p e o p le  by th e  t e a c h e r  «  

or an e x t e n s i o n  w o r k e r ,

R a s i s t a n c e  to C h a n g e

1 3 ,  ■^uitB a f s j  t e a c n s r s  ^ho  c l a i n  to h£vs e lo n g  e x p s r io n c e  

; f  ~ B ^ z n i r , z  s - u it s  r,cl= cr, to  the via-  t h a t  th s  l e c t u r s  method  

-as tne n s s t  one t h a t  th e y  f o u n a .  D u r in g  th e  p r o c e s s  of t h e ir  

o x p o s u r e  to  o th e r  m ethods of t e a c h in g } , th e y  h a p p i l y  ” d isc o y er ed '>  

t h a t  t h e r e  m ere o th e r  s u i t a b l e  m ethods as w e l l  e , g , ,  group  

ujcrk, casu s t u d y  m e th o d , s e m i n a r s , s y n d i o a t a  m e th o d , r o l e  p la y  

and th e  l i k e .  A f t e r  such  b r i e f  e x p o s u r e s  and ujith a 

b a c k g r o u n d  of 30 or moro y e a r s  o f t e a c h i n g ,  t h e s e  t e a c h e r s  

em ployed  group d i s c u s s i o n  m e t h o d s , but  th e y  co u ld  n o t  h e lp  

t h e m s e lv e s  ~ th e y  d o m in a te d  th e  d i s c u s s i o n s  and gave  lo n g  

l e c t u r e s  to the  group  membors ( h a b i t s  d i e  h a r d ,  a n y w a y ) .  I t  

luas p e r h a p s  v e r y  d i f f i c u l t  for  them  to break  amay from  t h o ir  

t r a d i t i o n a l  p a t h s .  T h e  yo ung er  o n e s , houiover, fo u n d  i t  to be 

more u s e f u l  to  a v o id  l e c t u r i n g  but  e n c o u r a g i n g  t h e  s t u d e n t s

to  disooV!3r the  f a c t s  for t h e m s e l v e s . They  h e lp  the  group  

■ lembers to make u se  of t e a c h i n g  a i d s  fo r  p u t t i n g  t h e i r  i d e a s  

a c r o s s  to  t h e ir  f e l lo u js . T h ey  took  up the p ath  of c o n v in c i n g  

th e  o t h e r s ,  and fo r  t h a t  p u r p o s e  th e y  made yse  of c h a l k b o a r d ,  

f l i p c h a r t s ,  o v e r h e a d  p r o j e c t o r s  and other  s im p le  a i d s ,

A Human A s p e c t

1 4 ,  T e a c h i n g  i s  a p r o f e s s i o n  ujhidi i s  i n t e l l e c t u a l ,  and to  

convoy  knouJledge i t  i s  n e c e s s a r y  to p r o v id e  fo r  v e h i c l o s  of 

c o m a u n io a t io n . T h e  t r a n s f e r  of i n f o r m a t i o n  and knouilodgo  

ca n n o t  be d o n e  th r o u g h  m ac h in es  and  oom puters or by any  d ru g ^  

i t  i s  a human p r o b le m  and t h e r e f o r e  th e  e f f o r t s  s h o u ld  bo 

h um an ,

1 5 ,  E f f o r t s  s h o u ld  be made to s i m p l i f y i n g  the  p r o c e s a  of 

l e a r n i n g  and t e a c h i n g  as f a r  as  p o s s i b l e  and t h i s  moans 

d e v e lo p m e n t  of hum an r e s o u r c e s  and  e n c o u ra g e m e n t  to  

p a r t i c i p a t i v e  m ethods  o f t e a o h i n g  and p a r t i c i p a t i o n .

sm.
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I  ABOUT DEMONSTHATIONS

V/hat is Demonstration?

A demonstration is a way to show people how to 
do something. Usually, you show them how and tell them 
why you do it . A good demonstration shows how to do 
something so clearly and so carefully that a person 
watching can copy what you have done.

The main difference between the simple 
demonstration and the teaching method demonstration is 
that the latter is carefully planned.

How Demonstrations Teach Nev/ Practices?

- They help people to take more interest 
in le arning

~ They combine seeing with learning

- They encourage people to try nsw p3?actices 

~ They make each step easy to understand

- They convince people who see and examine results.

Why Demonstrations Improve Your Programme?

~ They are dramatic and attract attention

- They build confidence in the local worker.

- Announcements of a demonstration otm ,be used 
to publicise a prograimne

“ Demonstration results make news that can 
carry the suggested practice to a broader 
audience.

Who Should Use Demonstrations?

Local Workers - Village Workers - Agents; Village 
workers have many places to demonstrate to farmers, 
village women, boys and girls. Never tell how to do some- 
thihg v/hen you can show how. Form the habit of putting 
this kind, of action in  yotir teaching whenever you can.

Leaders; It is easy to train leaders to give 
demonstrations. New leaders are more comfortably giving 
demonstration than using any other method. Well trained

THE MONSTRATIOM TEACHING METHOD
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leaders enjoy showing their neighboiirs a new skill.

Trainers - Supervisors - Specialists: People 
responsible for training local workers have many uses for 
demonstrations. A supervisor or specialist should study 
his teaching outlines to locate points at whic-i he can 
demonstrate, rather than just lecture. The audience will 
learn faster aad he will get better results. For example, 
go to a village v;ith a new worker and demonstrate how to 
make a home v is it , rather than confining training to a 
discussion in  the office.

What Can be Demonstrated?

Both home economics and agriculture have almost 
unlimited possibilities for the use of demonstrations.
Some examples: how to plant a garden, its care; how to 
plan and v/here to place the stove in the kitchen, how to 
build a smokeless stove, its use and carej mixing feed for 
poultry etc .

Where Can Demonstrations Be Held?

1 Hold demonstrations where a group can gather to
see and hear you. Arrange benches under a tree,
in  a home or use a public building,

2 Exhibits at fairs offer a good place to
demonstrate. The demonstration need to be short 
and related to the exhibit.

3 Demonstration in a market may shov/ how to use foods .
This helps the farmer and the consumer.

^  A talk to school children on health could include
a short demonstration on how to make a homemade 
toothbrush and how to use i t .

5 In farm and home visits , you have many opportunities
to say "Let me show you how t o . . . . "

I I  GETTING EEiiDY FOR THE EEiyiONSTRATION 

Plan Ahead

Plan your demonstration as a part of your total 
programme. Weeks or even months before you give a demons
tration, write in  your plan of work that you will use 
demonstrations to teach certain skills.



When and Whore

Plan when and where you will give your 
demonstration. Plan the time and place most convenient 
for the people you want to reach. Ask those people to help 
you plan. They will knov; when they will have free time. They 
w ill also know about a suitable place for the number of 
people you expect to attend. You may need to review m th  
them the requirements for a meeting place.

Select a place -

- large enough to hold the audience

- where everyone can see the demonstration 
and can hear what you say

- suited to the demonstration. For instance,
a plowing demonstration should be held in  a. field,

Publicity

Advertise the demonstration ahead of time to reach 
the people you want to attend. In your plan of v;ork, you 
indicated who these people would be. Will posters tell them 
about the demonstration? Do you have lea.ders in the village 
who will notify others? Call on key people in the village 
well in '^.dvance, to be sure they remember the time and place 
of the demonstration.

Study Your Sub.ject

To conduct a s\iccessful demonstration, study 
your subject. Be skilled in the practice you plan to 
demonstrate, Knov/ more about your subject than you tell 
your audience. They will ask questions. Convince them that 
you are thoroughly familiar with the method you are teach
ing.

Select the Right Demonstration

A deiiionstration should:

- teach a sound practice

- have wide application

- be timely - show how to treat seeds for disease 
just before planting season and how to prepare 
beans when they are available in the garden

- be one that you do with available equipment.

-5-



Outline Steps

MakG an outline. List each step you v/ill take 
when you give your demonstration. Each step should be an 
act you w ill perform.

List Key Points

The'steps you list are the framework of your 
demonstration. But they ax'C not enough to make it a success. 
Use KEY points to support every step. Key points are the 
facts that are brought out in each step. These facts wall 
make each step easier for your audience to understand or will 
eliminate any hazards as they try to practice \^at you are 
demonstrating. List this information in your outline under 
a column called ICEY POINTS.

Assemble Equipment and Material

i\fter you have outlined your demonstration ~ 
step by step with all the key points - your next job is 
to assemble everything you will use. Select equipment that 
is  familiar to the people who ?/ill attend. For instance, 
i f  you plan to shov; village Yiromen how to cook, use cooking 
pots, spoons and other utinsils familar to them. Or bring 
in  the equipment which is easily available in  the local 
market at a price they can afford to pay.

ilrrange your equipment neatly as you plan to use 
it  in your demonstration.

Rehearse

Like an actor on the stage, you must reheaz^se your 
demonstration. '/iJhether you are an experienced demonstra or 
or a beginner, this is necessej?y. This is the only way you 
w ill know that you have all the equipment and supplies 
you v/ill need; all the information you will need; 
and most important of all, that you will know how to 
coordinate what you do with what you say.

People enjoy watching an expert work. They 
appreciate forethought and careful preparation. V/heh you 
give a well-prepared demonstration, it  lets your audience 
know that you think they are important.

Rehearse your demonstration exactly as you plan to 
give it  at your meeting. Find a place to practice where 
you v/ill be uninterrupted. Do ond say out loud exactly 
what you are going to do and say in your demonstration.
Repeat the demonstration until you know- it well enough 
to welcome questions ox- interruptions v/ithout losing your 
chain of thought.

-4-



Before the Audience ;u?rives

On the day you give your demonstration, plan 
to reach, the meeting plan, ahead of time. For many 
demonstrations, a half hour before the meeting starts is 
sufficient. But for others, you may need more tine. You 
need time to :

- Arrange your demonstration equipment 
and supplies neatly

- Check any equipment such as stove, sprayer - 
to see if  it  will vrark

~ Make sure your audience can see and hear 
every step of your demonstration.

Presentation

Your presentation will consist of four 
parts. They are:

1 Introduction - explain the need for this 
demonstration. Tell your audience why you 
are showing this particular practice in the 
commionity. Also tell them how it will improve
on the method now in use . Be sure to acknowledge 
thu' present method. Make your 
introduction short, but m.ake it interesting. 
Convince youi* listeners that the subject 
is important.

2 The Demonstration Itself - make the 
demonstration look easy so the group will 
want to try it at home. Make it look like 
fun, and really make it  fun.

- Be enthusiastic - enthusis.sm is 
contagious. Act as if  you believe in  
what you are doing.

- Be yourself - you can be yourself i f  you 
have practiced your demonstration and you 
are confident in  your ability to present 
it . Smile occasionally as you talk to 
your audience.

- Talk to your audience - each member of your 
audience should.feel you are talking to 
him. Look at your audience whenever you can. 
During your demonstration, do not attempt

-5-

I I I  CONDUCTING YOUE DEMONSTRATION
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to talk to your audience while your “back 
is turned to th.em.

Speak loud and clear - be sure the audience 
can hear you. Speak distinctly. You may wish 
to have someone posted in the back to raise 
his hand when he cannot he ax you. Use words 
that the audience will understand. 1£ you 
use words you think are unfamiliar to them, 
explain the meaning.

- Follow your outline - explain step-by-step 
what you are doing, how it is done, and v/hy 
this practice is important. Have some o£ the 
audience demonstrate back to you steps you 
feel are difficult. Repeat a stop, if  
necessary.

Work alone - It  may be better not to have an 
assistant when you demonstrate. The group 
may get the impression that the operation is 
too complicated for one person to d.o. However, 
you could ask some members of the audience 
to help in certain It n ^ h y  operations, after 
you have shown your ability to work alone.

3 Questions and i\nswer Period - Encourage 
discussion. You may tell yo\ir audience that there 
will be time at the end of your demonstration 
for questions. You may, however, tell them a 
that questions are welcome any time, jlnyhow
you must be prepared to answer any questions 
that interrupt your demonstration.

Always repca,t a question so everyone can 
hear i t .  Be sincere and tactful in  answering 
these.

4 Summary - summarise your entire demonstration. 
Handout reference materials. Advise audience 
v/here to get further assistance, and where they 
can get materials and equipment. If  this 
demonstration is one of a series, announce 
when and where the next one will be given.

lY FOLLOWP

Publicise what happened at the demonstration - Here are 
some ways you can publicise your demonstration;

1 News Item - If  you have a newspaper available, 
use local names, incidents and situations as 
background to describe the new practice.



2 Radio - if  you have a radio programme, publicise 
your demonstration the same as in a newspaper,

3 Ask leaders to talk to others ahout the 
demonstration.

4 Ho.ld a follow up meeting at the home of a family 
who is satisfactorily using the practice shown 
in  the demonstration. This type of meeting is
an effective way to prove further the local 
value of the practice.

Evaluate - a good demonstration should produce changes in 
the methods people use. To measure your effectiveness;

- visit  people who attended the demonstration
and find out if  they have put the recommendations 
into practice,

- check with local storekeepers to see if they 
have had increased demands for special materials 
you recomiaended.

-7-

What e ls e .'

You need material - m 'itten ae well as illustrated ■ 
to further supplement yo-ur efforts. Demonstrations 
duly supported by training material e .g . ,  reference 
notes etc. would be more effective.
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R B. RA.lAGtiRU

asf’cct of training to ensure a 

.j. more cflkleni and a more 

ttlcmber /iced-orietsted scfvice U»r- 

dUeh cooperatives has continued to 

tjfow ill importance over the last 

Cavcral tiecrtdes, Matiy a cooperd- 

tlv« system has sought to improve 

jscrformance by sotting up suitable 

ctfucturcs in the training ecctor, but 

overall, in many situations, tiie 

Uppraachc* have been soiticwiiat 

rudimentary attd ad hoc nnd the 

eofitlouing compliflfit against ajopc- 

tativcB fcnittifls one of diaintcresfed 

end indilfcfcnt service by a staff 

tbat hfts no commitmcist. On the 

other hand the range of services 

J’cttdcrcd by ct'opertttives has conti

nued to grow atid ther?, is an 

incrcnsinjj emphasis for the profe- 

!Ki}onaI(s!itlot» of managemenf. Over 

the liisi decade the national mnvs- 

mcnti, the ICA, tLO and otiwra 

have hiotJfited sevefa! proBrammss, 

both at Rsgional and Natinna!

i levels to examine the problem in- 

depth and find workable solutions. 

Alt these effoTt* have shown that 

'Hrttining” cannot 1̂  treated ag an 

tfebfTtc'd activRy - It forms an j^egral

Tart of alotarapproach^ coopera* 

]ve devetopffleat and needs to be 

treated on long-term perspcctfve. 

Irhe ptirposFot this paper Is to fociis 

fittcntiob on the varioufs â tpects 

which will lead to better training 

tManogemcnl and is intended basical

ly as a paper fof diseussion with the 

hops that the workshop wili be able 

to identify strategies which will be

* 1 C A  Rcdional IMrcctor for Si'iilii't'asi 
A s ia , N e w  D e lh i.

**Pr«»e n te d  at 4tii S E A S t ’ E C t  MceUn,?, 
Ruttla L u m p u r , M ala ysia, 11-22 M arch , 
1S?4,

imptcmentabie in the tinlional sitiia' 

tions, in the siiort nin.

OvcfHl! Olijectht'w

hi approacliidg the sitbji'ul ol 

Training Mfuiiigeincnt. i< wouki 

beconu' ncccssary to broiidiy identirv 

the overall objeclivcs of c-oopcnitivc 

elTort. What is it that is songltt to 

be dune by and through coopera 

tlves? In this regard lliorc covilU be 

various intcrprctntion.s .md dcUn!- 

tions, and it is not the intention {>!' 

this paper to examine tiicse how

ever, for the purpose of this pape: 

the overall oî Jcctive of conptriilivij 

eilbrt would be taken to mean the 

evolution of structures wilh a strong 

base of an involved and pariicipating 

membership, who through demo 

cratic means, secî  to satisfv their 

various Needs, ccofwrnk:, and social 

by a careful and participative 

liiflfjagenicftt of the sintrtatvs which 

they have set tip. This clfort would 

lead to various types of linkages, 

both vertical and lalcrsi. ami varioun 

types of collaboration at varitu!'! 

levels with the guvernnients, bmiks, 

other voluntary organisatiofis etc, 

and would involve the employment of 

staff, who may or may not he mem

bers of the cooperatives themsclvf.'i. 

The overall dfort would lean to (he 

satisfaction of their varioUB needs 

and to a better quaiily of life for 

the large mass of ihs membersliip, 

In this context Management of 

Training would be a composite one, 

with the focus stretching over the 

membership, their electcd leaders, 

their employed staff, tlie government 

functionaries concerned, the trainers, 

histitution.s concerned with training 

and a host of others. The total

cUnr!, hovve' cr. would be one that 

!>ceivs to ensure a better qu!ilil.v of 

nrcToTliTpTrmarv tiirjKcl. aroiiP - ihe 

Itu'^ jiiitss of the inenVbership and 

'the iillirevcnicnt oi’ tiiis iiirougli 

7i'n St I qus l\nrticimttorv involvement^ 

iTTtl^Jcvclopment process.

N ee ds

To achicvc the overall obi'-etivc 

Iff coopeialive elTon, as mentioned 

above, one would h.tve to ensure the 

eifectivc interaction between a whole 

liosf of inter-related iirgnnisatlons, 

functionaries and functions. In this 

piiper attention wili be locuased 

primarily on those factors, which 

liave a direct bearing on Training 

and Training management. These 

are in general the findings of the 

various simpasifl/workshops held by 

the ICA and I L O  in this regard,

(i) The need for n TrainliJg 

policy - with the cooperatives beco

ming more and muhi-purpose in 

ntiture, and also large in sire, there 

is an increa.slng need for more and 

more stniT who can perform fiSffcctl- 

vely. 1-ven if one gete "traitied”  

they need to be trained to work in a 

cooperative environment. In view 

of the complex problems that arise, 

there (.>! a need tu evolve an accepted 

policy on Io(»pcralive training, which 

is acceptable to the large mass of 

the coopcrators.

(ii)The identliication of man

power needs and tralrJag require

ments - Mow docs one evolve a 

suitable policy and a plati of action 

unless one knows what tho nature of 

the problem Is. U can sititty be 

said that the ad hoc appsoach by



{ndlvidual copperativc# or groups of 

cooperatives to the |>roblem of 

manpower, has cotttplicatcd the 

issue? regarding training and mttn* 

power development. However, a 

basic fact rctttains - and that 1ft that 

If a cottyclous approach is to be 

made, one ha» to assesB the situation 

"usis** and to project the needs 

over a time span projection of at 

least iWc year*, to develop suitable 

strategies to meet the manpower 

needs. This remains a vexed prob- 

leni for many a cooperative move

ment, primarily because of the lack 

of systems atid the abscnce of pers

pective plannitjg within the coopf.;ra- 

tivc sysiem itself. Many a 

ccopsvativc movement has been 

caiicd upon to perform in various 

fields, dependent on a government 

policy or progmmme whicl) neccs.ii- 

tatc* the induction of a large number 

of staff In the short run - and when 

the i’nvcrnment changes, the coope

ratives have had to carry the burden 

of some stalT that is not generally 

usable c^cepi in emergencies.

{i!ii Identiiicatiosi of training 

needs —  thiK la a very compIcH

probitm • BS the cooperatives now 

perform a wide variety of functions 

and consequently employ stalT with 

diifercnt kinds of gkitls.

(iv| Determining the way !n

whiirn the trnining needs are to be 

met - this is another complex area 

needing careful exumination of the 

needs and matcliing the. methodolo

gies wish ihc needs in the most cost 

ellectivi- manner. Whal do vve

nccdV f'laboratc training institut

ions, or on the-job trainitig? Sliort 

coursfcs or long courses? Theoreti- 

cal and coi!s;cp(ua'i or practical and 

job related? Diploma, Ornduate or 

post'gr'iduaie courscs. or basic skill# 

dtvelopmcnt? And a whole hosi of 

rtluted qutsliorss,

'''> EMbOiUiUiiiU^ How 
do wc ttcqntre. train, develop and 

maiiitain good trainees? For ihat 

matter who is a good trainer and

how do we provide the necessary 

orientation to the trainers we use in 

our training situations? Should 

trainers be purely academicians with 

high cjualiflcatiotis, or should they 

be conversant with the actual IlckI 

situation. How do we espose them 

to the live field situation?

(vl) Training materiftis and 

ccjuipmelil - h o «^o  we match these 

with the needs for training idcntilkd 

to suit the various levels of training 

involved. NVho will prodv.ce sue!) 

material ■ How do we Irnin persons 

to use equipment eiTcctiveiy?

(vii) What of the curriculum to 

be u.sed in various training progra

mmes. How do vvc nutke the 

curriculum relevant and nieaningful. 

Is thi.s a one man/amad teaiu neadc- 

mic exercise, or is this a participa

tory effort involving the trainer and 

the user of the tratned persons?

(viii) Whet of tile persons to be 

trained? What are' their problems 

aisd needs? Ar« llisy properly 

motivHted lot? Is the working 

environment conducive to cifcctivc 

performance? What action is nece

ssary to provide aitructivc service 

conditions and security of st:rvic<i 

and career development prospccts.

(ix) What of t!tc conjpicK prob

lem of Board/Manager rclati.-iiishlp? 

■■ {low do we evolve is working 

hypothesis which permits professio

nal management to perform 

eirectively?

(x) WhHi of the member'owner 

of the cooperative it.?elf? How do 

Vit gel him io understand the t'.eed 

for pi'ufcssionals in snanagcnivnl. 

How- di? we get him (o rctugnisc 

that a satislk'd workforce mean.? 

more eifectivc perldrmanue?

f.i(i) The all pervasive government 

fuvictionary - how do we gei itim to 

accept tise fact thfst profcssionalisa 

tion of munagemcnf is not a 

chsdlcngc to bis area of authority ■

how do wc work towards peaceful 

co-cxistencc?

(xii) What of the policy-makers 

> both in government and among the 

clectcd cooperative members •• espe

cially at the higher cchebns. How  

do we Inspire them to make objec

t i v e  decisions In regard to the total 

need. How do we gel them to 

evolve strategies and to ciTectlvejy 

Implement them.

These, and perhaps many more, 

arc the types of Issues which have a 

dircit bearing on the aspett of 

Training Management, on\ which 

this paper seeks to focus attcsUion 

on. It is the contention of this 

paper tiiat unless approaches are 

made on a broad spectrum, and 

with objectivity and vision, the vital 

aspect of iraining is likely (o remain 

one which is poorly managed in 

many sltviations.

Some Kecot«niendtt»lon«

T
he various symposia/vvorkshops 

icferred to cnsl.icr made .some 

basic rccomtMcndations whivii would 

help in better training management. 

The.se are mentioned here for the 

consideration of tliis wurishop with ‘ 

hope that they can be critisally 

examined and guideiinca formuSated.

(I) In many situations, trainhig 

is a funciion carried out by scverfil 

institutions and functionaries. 

There is a rtced for an overall 

approach find this gives rise to tleed 

for a Nritional Council/CommlUee 

for CooperativeTraininj;, which will 

consist of policy makers, Trainers, 

Users, Academicians etc, It cotdd 

be the forum in each country to 

develop suitable strategies. Where 

and liow and by whom It would bo set 

up would depend on tiie local 

tiiluaiiou.

Oil Mat'/power survey unit - to 

be set up at national levei to ccntl* 

miously a.sRt'ss manpower needs.

(iii) The setting up of a M an



power ptai'iiting luiit und data 

bunk/banks. There it u diversity of 

opinion in this legsrd - whether 

there should be ottly oti«5 unit or 

several at several ievcls - the dccittiofi 

being dependent on local situatlotis.

(iv) The settirttt un of a National 

tnstitulcTi^f'T'onpcrritive P.ducation 

and Traming • which will coordinete 

activities on this sector, develop 

suitubic curricula - tndn the truiners 

produce mriteriais etc.

* The gstling up of a centre 

fur mat'erliiTa 'pnHjtiction - soma arc 

iti titc view that this should be u 

.eparate unit, but Tunctioning in 

coliaborsticitt with ths National 

Institute

{vii NiUioRKl tnstituto for 

CooneraSivt: "Igachers TniininiT 

SofSif are of the view that this too 

should be Bepusiitc, but work in 

i:li)sc cuilnboratioii yyith the National 

Institule. ,

(vii) Setting up of a Mattugo- 

mcm (.'onsuitancy unit cither witiiin 

the N.t'.O. or as a separate unit, to

awisl ill iinplemcHtation, of various 

prograttjsnss al various levels.

(viii) Setting up of s’Jitabk 

mccliartJsrHs to moidtor and evnlunte 

perrofmance at society level to 

ensure that the nienibers s?eneflt 

frottt llic services t)f the better 

trained sta!T/or in the alteriuitivc to 

identify strengths or weaknesses and 

provide the necessary feed-back to 

constantly review and up-dute 

traiiilng programme.^.

(ix) Setting up of wit(g.s at 

N .C .O . and its lower leva! aifiliates 

level fo develop elTective member 

education of relations approaches 

and io link the education to on 

going cooperative activities and to 

future needs. The efTort would aim 

at gettihg a cloner rehitiotjship bet

ween the memhsr, the society and 

Its staff aisd managcmeiH.

(x) Hc-orient training progra 

mme# for the Government fuoction- 

ufies to enable tsicni (n better 

understand their role as fttcilitalcn 

rather than tiie present one that is 

coramonly held of being the coutro- 

llej-, regulator a»d manager.

Cowdusloti

Trniiting Manapemcnt. when 

taken In lirofld perspective is a 

complicated aiTair. Any meaningful 

and elTectivc approach to the subject 

would depend i'undumentoHy on the 

breadth of undctslanding Et several 

levels and in particular at the Jev|J 

of the policy-maker and those who 

influence policy decisiot?s. It is in 

this context that the National Train

ing Institutions, as already existing; 

(heir Directors and frlncipah, and 

possibly SF.ASPECT as a group has n 

vital rote to piny in focussing the 

ttltention of the National Ministries 

and DcpartiticiUH coiicerned with co- 

opsrttiives, the Natbuul Cooperative 

Organisations anil their idHliates, the 

Oovernment functionaries and 

others concerned, of the immensity 

of the probictn facing the coopera

tives and the urgent need to take 

cifcctive ;iction. if the expectations 

of large nuiss of the people for a 

better quality of life Ihrnugh coope

rative cHbrt arc to be nicrmingfully 

realised, at lea.st within a reasonaljle 

period of time. I, 1

B&nrcBi XCA mQlONJiL BtTLLBTIH. Vol*24* lTo.2 April 1984 
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This paper will attempt to provide 

some basic ideas reliited to the 

concept of evaluation, with parti

cular reference to monilodtig of 

non*cxamin«tion training pro- 

gramtRes and courses. The first 

patt of the paper is devoted to the 

discu*slon oF basic concepts in 

evaluation, while the second port 

detiU with the design of evaluating 

a training programme. Since the 

general tcrn5 evaluation inchidcs 

monitoring, both terms will be as;:d 

Ifitcrchangcably in this di.icussion.

Whni Is evaJuatloB?

The dictionary definition of 

evaluation is "to determine the 

worth of; to appraise**. In the 

cduciitional context, this teim 

evaluation includes not only the 

proccss of determining what tltt- 

actual outcomes ate and of compar

ing them wiih the cxpccted oul-

comes but if also involves judge

ments about ihs nature and 

desirability of any demonstmtcd 

changes, t-valuation provides feed

back fo! uny cilucational activity in 

which the goals are compared with

outcome'?. Tl'.e feedback c«n help

to clnrify whal the goals are. atui it 

can help indicate the nature and 

extent of flnj dincrepancy hciwecn 

what is intended arui what uctuaiiy 

happens. 8 ist before one Uiider- 

takes the task of m.;}!»itoring <>r

evaluating any educatiunfti or i*uin- 

Ing programme, unc iiu!s to be dear 

about the aims and ubjcctivc.s of the 

progratnme. If lite aims mid 

objectives are stated in behavioura! 

terms then Judgements caa be made 

with regard to the change.s in 

behaviour. Some means of measure

ment or assessment have to be made 

in order to evaluate the effectiveness

E m a i w m A m m  ■■
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of the programme, Has the student 

actually acquired tijc skills, 

knowledge, attitudes, belief and 

values that were intended by the 

training programme? ffas he shown 

iinv marked ciuingefi in his 

behaviour? In order ty assesn his 

ultimate behaviour alter the pro- 

gramme, one has to know his initial 

bchaviouf, that is, tiic behaviour 

that (he individual or group displays 

before the educational experience. 

In order to evaluate (he iutetided 

outcomes of the programme three 

classes of variables ihat guide pro

gramme dcvt'Sopmsi’t should be

considered. They arc thi- input 

vftriubles such as Ihc ciuiractcristics 

of the students, leathers and the 

onviroiiment, costs of the various 

conipcnenf’; the programme, and 

priority accordcd to (ho prograntmc. 

'I'lic priice?.s variisbics coftrstitutc the 

ticluai exneriencc of the training 

piogrammt and may include varla- 

bics hucIi as lite iuteraetion between 

the teaciicr and Viudcnt, instruc- 

tiiiiial procedures, tiic setting in 

which teaching anti learning takes 

filacc and the resources available for 

t!̂ .- running of the progfflmmie. The 

third I'lims of variables is referred to 

aa innjHim or outcomes; it consists 

of the programme such as the 

behavioural outcomes, bencftls to 

Isarnor and society, inducfice on 

oSher parts of tiic cdncationai 

sy^>cm and othc! unanticipated ont- 

cofues. This process of mea.ioiing 

programme ouicotnra and compar

ing them to what was intended is 

called pr'iJtu i v\almii'ju.

Whnt arc some of the cbnrsscteflstlca

of t’valunflon?

■Anderson and others (J<J75) have

listed the follctwing characteristics of

evaiuution :

1. The primary purpose of evalua

ting an education «jr training 

programme is to provide infor

mation for decisions about the 

programme.

2 Rvuiuation results should be 

used for the improvement of 

the programme. tu>t just for 

ilecisions about continuation or 

iermination.

'S. tlvahialion inforntation should 

be ptovided in lime to be useful 

for sucii decisions.

4. Bvahiatioti if a human judge- 

(licntal proccss applied to the 

results of progninimc e.namina-

Uon.

5 livaiuation ciToils should take 

into account the long and short 

term objectives of t: a programme 

!t is also desirable for evaluators 

to be alert to any unintended 

eiVccts that a programme might 

have.

6 . nvaluiition of education or train

ing programmes is multivariate 

in tiHture. Human behaviour io 

complex and muttlply deter- 

mined.

7. Tiie process of obtaining in

formation for evaluation .should 

meet the appropriate crJtcria of 

objectivity, reliability, validity,

ICA <tti«t{JNA!. nuLijj-riN



prai-ticaiuy, and ethiial

resp'insihiiitv.

The above arc some ol' the 

faciors that siiould be iakcn into 

ttccount when designing iin evalua

tive technique. The choicc of the 

technique will depend on the pur 

pose iukI the kind of informatiim 

needed by the decision-mnkcrji.

Evcluiitinn itiodcU

There arc two miiln types of 

evaluation models fm naiive and 

mmtativi’ evaluation. Formative 

evaluation iis essentially concerned 

with the improvcitK'nt of an existing 

progmmmc wiiile the sunimative 

evaluation is concerncd with tiic final 

outcomes of tiie programme. 

Formotivi.’ cvnluntlon should collect 

detailed and specific information to 

guide the programme developers. 

F.xumplc? of the kinds of evaluation 

rcficarch conducted by the formal iv« 

evaluator may mclude prdcsitng of 

the materials through tests and 

obiervntion, obtaining »iore in

formation about the characteristics 

of the target group, selection and 

definition of the gvnds and objeclive.̂  

of the programme and in si>me cases 

conducting special studied which run 

parailet to lUc programme. 

Cronbacli (196.^1 has provided the 

following niiggestions Itir course 

improvement through evaluattoii :

1 . Obtaits data regarding changes 

produced in the pupils.

2. Look for multidimensional out' 
comcs and miip out the effects of 

the cour.se along thcBC dimensions 

separctely.

3. Identify aspccts of the course in 

which revisions arc desirable.

4. Collect evidence niid-svay in 

curriculum developmefU, whiis 

tiie course is stili fluid.

5. To And out how the coursx,- 

produces, its effect and whaV 

factors influence its efreclivene.ss.

6 During trial stages, use the 

teacher’s informal rc|)ort« of

obasr^ed pupil behaviour hi 

aspect? of the course,

7. Make more systematic observa

tions only after the more obvious 

problems In the early stages have 

been dealt with,

8. Make a process .̂ ,ludy of events 

taking place in th.e classroom 

and use proficiency and attitude 

measures to reveal changes In 

pupils.

9. Observe several outcomes rang

ing far beyond the content of 

the curricuiiim itself-attitudes. 

genera! understanding, aptitude 

for further learning and so 

forth

Formative evaluation is part of 

the dcvelopmentiil process and pro

vides feedback .to as to improve tiie 

prog.famme

Summative evahiaiion as stated 

earlier is designed to assess the 

overall eifectivcness of she pro

gramme. For example If a training 

programme has been organised to 

impart certain job-specific skills, 

such as carpentry, plumbing or 

compiitcrr technology, then summn- 

tive evaluation wil! utilize designs 

to assess the flntti outcomes of the 

training programme There are two 

types of research designs which arc 

sometimes known as ‘‘hard’* and 

"soft" evaluation. The hard evalua

tion which usually involves survey 

research utilizes a rcscurch design 

that is capable oF discerning causal 

relationships, the coUcction of data 

that arc objective, reliable and valid 

and the analysis of these data by 

sophisticated statistical techniques. 

On t!)e other hand the soft type of 

evaluation consi.̂ is of a research 

design that point to trcrsds and 

co-relationships, data that are 

subjective and judgemental and an 

absence of sophisticated sta'isiicd 

analysis. I’xamples of this kind of 

research inciudcs the case-study 

method and participant obsiervatiou. 

The use of a particular research 

design will depend on the problem

to be studied, thj type oi [ oe 

colkcted and the use of the d;)ui for 

the overall programme development.

Summative cvaluatioi! providc;^^ 

information for policy muirers to 

make decisions about competing 

alternatives. They have to decide 

whether to continue the progrr«mme 

based on the evaluation.

Hole o f  cviduatloa In carticuisics 
dettlopment

I'.valuatinn is an integral part 

the process of curriculum develop

ment. Fvaluation is used to provide^ 

feedback so that the aims, goals and 

objectives can be further redcihied. 

adapted, ot changcd biised on the 

information provided. Wheeler 

(!9(i7) suggests I'tve stages of curri

culum as :
V

I. The selection of aims, goal;

and objectives.

2 The selection of Icitr'iing ex-

pcrience.H cakuhited tu h<*!p in 

the attainment of thrvc a.mfi, 

goals and objectives.

.1 The selection of content tiirouj»h 

which ccrtain types of cxj crie-

nce may be o!!ered.

4, The organisation and inte; ration

of learning experiehceis and

contcat with respect to the

teaching-ieurning process within 

school and classroom.

5. Fvaluation of the eifeelivcficsa 

of all aspccts of ph;iHC'< 2 . 3 and 

4 in attaining the goals dctaHc^ 

in phase I.

The formulation of dear ĵ oals 

and objectives is important for the 

evaluation process, for evaluation is 

part of tiie whole process of sctltnn 

objectives and assessing how well 

these objectives have been achieved, 

fn curriciilum development, edwcî - 

tional goals and objective? arc 

usualiy staled in behaviouta! terms. 

What soft of changes In beha

vioural standards arc eapecicd at 

the end of the training pragratamesV

t< A ai-oioNAf null t riN



What type of changeo arc cxpected 

«r the individuals in (heir personnel 

Bttributes such as ltnowled|e, skills, 

values, attitudes and interests? The 

tsttainmcnt of the expressed goal# 

and objectives will depend oti the 

seieciion of learning experiences, 

cclection of content and the Integra

tion of learning expcrisnccs and 

content.

To monitor and evaluate job- 

nricnlcd und jtib^Kpecidc non- 

examination courses, both r«»rmative 

and summativc evaluation can be 

used. Formative evaluation during 

the training programttte will monitor 

the elHcacy t'i’ Ihc programme, while 

summalivc evaltialion will provide 

tiifurnuUton regarding the elflcicncy 

ami the rflcvancc of the programme 

in reliitio/i to tho goals and objec

tives. To eviilnate job oriented 

tniining prtii:iinnmcs, it is necessary 

develop rcscarcii instruments thut 

will gatlier iiilurniation relating to 

(he level of skill? and knowledge to 

Jhcjob, job i’ci furrnance, job salis- 

I'lieliiin, atliliidc lo (lis job and tisc 

wnik place, iibility and aptiludc. 

< )tu-may alsi'watn (o evaluate tlie 

iiidiviifual's cti'ci valiius such as liis 

cicjitiv'ly, initiative, adaptability, 

ifspcri Inr iiiitlioiily, loyalty lo the 

group, pcfscveranie, puncttuilily etc. 

This iijfifrnuUioii can be obtained 

through observation ol thc individual 

111 his work-place and through 

uilministcring cjiKstionnaires which 

will mcifsurc hi«i value orientations, 

.lob-rclalcd inlurmation can be 

nbtaiimi I'rom his employers, 

iollcaguis and from the individuni 

liiniseir Hased on this feedback 

information, if is possible (o make a 

ludgcmcnt as to whether the job- 

iHicnicil iraiiiing ptogranunc has 

achieved its aims and objecUvcs o( 

not.

It must aisd be borne in mind 

that the job ptrforniance of the 

individual may be related to a host 

ofothet lactnis which have little lo 

do with the training programme. 

'I liercforc it is iniportaut lo develop

test instruments and research techni

ques that will assess the contnbullon 

ftsade by the training progratnmo to 

job peribrmttnce.

DeglgH ef db cv&lufitSon system for 

cooperative cducatlotti curriculum

The objectives of the cooperative 

colleges provide the framework for 

a specihc type of evftluatlon. But 

the institutions will also need much 

on-going fijsearch and management 

information to monitor their own 

progress and that of their student!. 

This information must be structured 

so thut it can feed into the decision- 

inaM'ig processes of the colleges

Information is not collected as 

an end in itself. W e  arc here con

cerned with it as an aid to manage

ment decision-making. Decisions 

in industry are u-nially ilominafed by 

the neccsisity to maxiniise (inanci.il 

pay-offs. The value of information 

can be dircclly relsted lo the value 

of the decisions lo be made and 

decision-makers ivavc a clear interest 

in the use of such information. The 

situation in an educational' institu

tion is less clear. It has not in the 

past been necessary, nor have 

academics thought it desirable, to 

question too much what goes on in 

institutions of cooperative nature. 

Uut with an ever increasing nuniber 

of participants, informational pro

blems arc Bcote,

The following arc generally 

fitccptcd as essential in coufse 

cviduaiion design.

I. The nature of the information,

2 Categorisation of the informa

tion.

V Uses of the information,

4. Levels of liiroriiiation,

5. Questions lo be asked some

(’xaniplcs ;

5.1 The need and/or demand 

for the course.

5.2 The circctivcness of the 

course,

5.3 Evaluation of one unit or 

block of work,

5.4 Evalutttlon of the effective

ness of one component.

6. The timdlness of the data,

7. The responsibility for cgilcctlng 

and banking the data.

1 . H»e Bcture of iiiformBti m

Some Information will need tqjbe 

coHectcd from participants theni* 

selves, some will bs derived as a 

by-product of their studies and some 

will need to be collected from stalT.

Certain types of informatfon 

need to bt- collected at the beginning 

of .students' studies, and muy or may 

not need up-dating e g, occupation. 

Other types of informaiion are 

related to ,N(udy habits and reaction 

to courses and will need collection 

on a continuing basis.

Wherever po.ssible, information 

that is essential to the eiHcient 

functioning of a cooperative college 

should be obtained as an automatic 

part of the institution's adtninistra- 

tive processes. Because of this 

necessary information will be 

collectcd HUloinalically, it is neces

sary to be selective about it and 

limit it to that considered as bsisic 

and essential. Hasic inforinauun 

should be collected compulsorily. 

More detailed information shoiski 

probably be collccledvoluritanly.

The basic data can then be made 

available on a routine basis, and its 

function should he to pin-point and 

highlight trouble spots in the system 

as a whole.

2 . Cfllcgoflsnllon of the Inforinotlon

(i) for each piccc of information 

rctjtiircd, it is necessary to cate

gorise it as

(aj essential

(b) desirable i.e. optional

(ii) then the information needs to 

be calegorised according to Its

- 3 '
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potcntuil tiscrs. These are 

likely to im iude ;

(a) the htilividiml student

(b) the instructors or acitde- 

mlc gr«*up<>

(c) the ndmliifstration and 

policy nuikers

(d) the coursc Itnim

tiii) Finally (he inronmilion has to 

bo cutcgoriscd uccording to its 

source ;

(m) the student

— by student 

-by observation

(b) the instructor 

— by rcijuest

— by oliscrvution

fc) jnformatton from the 

ndmiiustrntivc rccords c g. 

student Burvivdi

(iv) information will be required 

to monitor

(a) the Htudent'fi pcrrormance 

— on ihc course a 

whole

on cacli unit

}b) the instructor’s perlornin- 

nce

(c) the course's performunce 

— as a wiioic

- for cacii unit

(d) the udniihistralion’s per* 

t'ormancc in flic delivery 

of tiic idiaational system

liwrs nf till' infrtrnittti««

Much information is inuifi-puf- 

pose, and will be needed for ipvrc 

than one user. Fccdback to din’crent 

categories of users may inchulc such 

items a>» ;

(/) Tf> the siuticm 

Jndividual gnidc 

Average grade

Average Icngtli of time studied 

Commenturics on erroi**

Feed-hack id insiruclot 

OvtraU distribution of gradif 

bv student charurtcrlst’cs

Distfihution of Jooye3> item by 

item

Students’ subjecUvc reactions 

Instruclora' subjective reaction 

to unit

Distribution of instructor’s

gradings

(Hi) I'evdhack to course team

Diitributlon of «riKks by

student characteristics 

Distribution of item

by item 

length ol time on cach unit 

Students’ sybieflivc re;*ctii»ns 

Information on studeists* study 

habits e.|?. viewing/listening, 

vj^ls to study and festitjrce 

cefltrcs 

Stisdeni survival 

Distribution uf Instructi-r's 

gradings

(/!) Feed'haik fn admitii.'ifniiiofi and 

policy mokt f

Summfirics of much informu- 

tion already listed, but on 

an aggregate ba,«i‘t, psirti- 

cuiarfy;

Structufc of the student body 

SttHJcnl perfo(i5)uncc and 

survival 

Study habits 

Use of fiiciiiiies

( i ) i eed-hack )o ri’gimtiil wi^anisa- 

lion.i
Individual leaftiing patterns 

Pattern of student periormatici;

by co\!r?c 

Pattern of Btudeiu performance 

by couniry 

Study hsblid 

Use r*iade of raciiities 

Nature oi'sfud'-nt ptobleins

4. levels ev«Umtiort artd person* 

involved in the decisicsns. it is 

! <'.is(b!e to di^cinguish, at mintmHi!) 

four different levcii :

fat evahiHliois of the <'ted and'o!

demand for Use course

(b) cvtiiuation of t!*.e e!'r«'!iveness 

of the ‘vholt; course

(ct evaluation of indivu

of work on the cuur t e.g one

week's work

(d) evaluation of the impacl or

cficctlvesicss of one individual i, 

component of the course

DifTercnt persons or groups are 

likely In have a diil'ercnt vi>.*\v of 

“ whnt conMltutv“i ciTectlvenesi” at 

each of these levels. For exiimple, 

at least live diifcrent persons-'or 

groups mav need to makis judgc- 

tnents about t!ic effectiveness of the 

whole course ;

—  the college/country providing th  ̂

resource

the cductttor/instructor

— the employer of the newly Irained 

quaiifud student

—  outside educaiitmali^ts

—  ihc studciti

5. Q«9!4tfons to he asked

At each level there arc a range of 

questions n hich could be «skfcd. 

Some examples an; given lierc

5. (  TtU‘ need ami! or demand f u r  the 

cour.u’ ^

Ts there a national cvi«^r'cc uf 

(he steed for the course'. Whflt 

form ilocs the evidcnre take? 

What would Ik; Erceptable 

cvideucc anyway? there

effective demand for such a 

course"’ What is the nature 

of (!)c demand'^ What other 

courf̂ es currently meet th^t 

demand, or arc being plemied 

to meet if’

5. ’ The efieciiveitpxt of the ajunte

Did it attract enough students? 

Were they the right “ -art" of 

students? Did enough of tisem 

survive? Was the Ecfldeniic 

standard higis enougli? Did 

ti't cootse provide this students 

vi'iiK uilequatc cdt?cntiosal 

foundation for future stydics? 

Were the academic:, st' isfied?

!( A HMHONAl liMI 1 (T!N



r -
Were the students satisfied? 

Is t!ie coursc same Rtandard ns 

other courses? Was the work- 

louti of !lte coursc reasonable?

5 3  I 'vahiatitm o f  one unit tif work

Is the level at which the work 

was jpilthed correct? Is the 

quantity of work acccpiable? 

If the assignment work 

udequote?

H i e  tHnriincss o f the data

litforiitatiun lias to be available 

m time for decision. A  complcx 

icscarch design no matter bow scicn- 

lilic a lly  corrcct is of no upc i f  the re- 

suits come even a few days after the- 

decision bus been taken. Since the

decision making process is more 

diHlcuit to pin down in educalinn, 

tiic qiicstion of timing is even more 

rrutiiil.

T h e  rcspnnsiblHty for cottectlng And 
bankiitji the data

It i.i deiirablc !o identify some

one, either within the academic 

group or the evaluation group, to be 

oveiull respoiisible for ttie collection 

and banking of all data. If not. it 

is likefy to be considered ritiier 

cvervbody’s Job or nobody’s! The 

out itidc group !h likely to be cttiisi 

dcrcd more objective. The outside 

group may have more academic 

credibility with thdr collragiie.<; and 

triore notice may be taken of (heiit.
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COOPERATIVE EDUC/^TION M?ilERIMiS ADVlSORy SERVICE
(CEMAS) FOR 'IHE I^S>ROVEMSNt  OF COOPERATIVE
EDUCATION i^D  TRAINING AT LOC;^ LEVEL - An Introduction

Daman Prakash, Education Officer-AVA

Plow I  : CEMAS 

introduction

llie Cooperative Education Materials Advisory service 
(CEMAs) of the International Cooperative Alliance (ICA) 
is vrorking on the Improvem^it of materials and nratJbods 
for cooperative education and training in developing 
countries/ with particular reference to the needs of 
members/ committee (board) members and staff in primary 
cooperative societies.

At various forums in the past/ and more specifically  
at the joint ICA-UNssCO Cooperative Education Leaders' 
Confer^ice at Jongny, Switzerland, in 1970 and at the 
African cooperative Education Leaders' Conference held in 
Nairobi, Kenya in 1972, the International Cooperative 
Alliance was requested to escamine and to talo appropriate 
steps towards a coordination and promotion of the production 
and use of ^ucational materials for cooperative ^ucation  
and training. Follox'rlng these wishes ^ d  recomrasndaticms, 
a joint ICA-CLUSA (cooperative League of the USA,) project, 
financially sponsored by the USAID/ was initiated in 1973* 
The COOPERATIVE EDUCATION TECHNIQUES PROJECT (CET) 
presented its first report with recommendations in SGptember 
1974, follcviTing a year of in t^siv e  research into the 
situation with regard to education materials for cooperative 
education/training in the lesser-developed countries.

OSie main recomtr^endations made wore that the ICA should:

1) set vip a permanent working group r^rasentatlve  
of cooperative training centres to assist in 
the developrrent and in5>rovsm9nt of facilities  
for international cooperative training; and

11) take action to improve the existing supply of 
suitable materials, and to adi'ise on appropriate 
methods and techniques, for cooperative education 
and training in developing countries.



m  response to the first/ the ICA. created the 
Advisory Group for International Training of cooperators 
(J^XTCXXDP), in 1974o And, in the same year# after 
ccMi5)letl3ig a research study into the materials and 
methods being used, the Cooperative Education Materials 
Advisory service ~ CEMAs - was created as a permanent 
feature of ICA services to cooperatives in developing 

countries.

in order to put the CEMAs on a regular footing, the 
ICA approached the Swedish cooperative Centre (SCC). Tfie 
request was favourably considered by the SCC and the 
Swedish international Developrnant Authority (SIDA), and 
a formal agreement was entered into under v^ich the CEMAS 
structure at the heed office as well as the Regional 
Offices would ba adequately supported by the SCC said the 
SIDA, Since then the CEMAS has b e ^  progressively 
opei^ting its head office structure together with the 
CEMAS regional units at the ICA Regional Offices in 
South-Sast Asia; Easter Central and southern Africa? and 
West Africa.

Since its establishment In 1975, it has happily 
becOTe a well-l<noT‘jn and appreciated educational service 
of the ICA to its raetriber-organisations through the 
clearing house for information ^ d  advice; the publicaticm  
of various materials; the trai:ning of trainers and the 
development of itiproved methods and techniques.

Overall Aim of the cSlyiAs

Ihe overall aim of the CEMAs project has then b e ^  
defined as to contribute towards the efficient  
establishmesit and operation of small primary cooperatives 
through suitable support by the process of education 
and training of the people involved,

“small prinEiry cooperatives" - rural, serving the 
needs of small farmers operating in the environm^t 
of the typical developing covmtry?

“TSie people involved*' - the members in general, 
those of t h ^  1̂ 10 have heQn elected for leader 
functions, the secretary/manager?

“Education” - to males all the people involved 
understand the advantages of grot^ action 
through cooperatives, to understand and accept 
the characteristic principles or features of a 
cooperative, to u:iderstand the constitution and 
operations of their cooperative, to understand 
some basic economic facts ecto Education is 
cMicemed with knolwedge and understanding, ihe 
objeccive of education then is to create 
wUJL.jngneaa.



"Training" - to impart the necessary laiow~how and 
skills needed by the manager to manage the 
cooperative^ t>y the elected leaders for decision
making and participation in managem^t/ by the 
members with regard to the practical dealings with 
the cooperative. Training is caicersied with 
Imow-how and skills, ihe objective of training 
then is to create a b i l i t y .

The name "CEi4?^" - cooperative Education Materials 
Advisory service ~ indicates vSiat it is all about - a 
service with the aim of contributing towards iit5)rove^̂ ient 
of materials and methods for education and training for 
promotion of cooperatives. Cooperative organisation of 
economic activitfes - often for the purpose of solving 
some of the socio-economic problems - is a recognised 
instnament for development/ aiid effective education and 
training are absolutely necessary and decisive factors in 
cooperative development worko VJithout it# the development 
is slowed down or fails altogether* Knowledge about said 
access to effective materials and n^thods are# In their 
turn, irt5>ortant requirenients for making education and 
training effective«

The Purpose of the Service

In order to satisfy the ever-increasing needs of 
movements in the field of cooperative and educaticai/ a 
great number of material is constantly being prepared and 
applied. A variety cf education and training material is 
appc>arlng on the field every now and then, A number of 
educators have been making use of locally available 
material and also they have been "ixi^jorting*' quite a bit of 
it . Ifeterials for education and training for cooperative 
development are in great demand everywhere. Such materials 
should Ideally bo designed to meet local needs in local 
situations - they should not just be in^orted* Great 
efforts are, therefore, being made in most countries to 
produce “appropriate*’ material and to try out various 
educational methods.

one of the aims of CEMAs is to facilitate an exchange 
of both materiaJ-3 and of relevant information, in order 
to assist local producers by providing them with models# 
ideas and inspiraticsi„

The CEjyi!\c iiaa, therefore# been based on two main 
assumptions 2

1) If  materials for cooperative education and
trainjjig are to be relevant and effective, they 
must be designed to meet local needs. Ihey cannot 
be standards- There is no such thing as a 
“univerfjal handout or a "universal poster" •



2) Granted that materials should be locally
designed, there is still so much similarity in 
training needs, in subject-matter, in the basic 
structure, that the cooperative educators c ^ ,  
and should, borrow ideas and Inspiration from 
each other, ihere is no need to start from 
scratch each time some educational and training 
material is to be produced for a specific 
local purpose, ihe efforts of others should bo 
utilised - but al\<ays adapted to What is needed, 
there and then,

operational Aspects of the CEMAs

Some of the aspects of the C®4AS are multi-faced so 
the approach has to be multi-pronged« A vast field lies 
in front of the CEMAS. A variety of material is available 
in the field , A number of methods are being used in the 
field of cooperative member education and training, Alli. 
these have to be pooled together - if  not all the materials 
and information on rtethods - at least the information on 
all education and training aspects. A number of 
Cooperators/ Cooperative Educators, and field organisations 
have to be contacted, A proper system of collection.
Indexing and dissemination has to be designed and followed,
A number of field trials and validations have to be 
conducted, A close collaboration thus becomes e s s ^ t ia l  
with other organisations, a  very effective working 
relationship has to be developed with the CEMAS regional 
units.

There are certain iNpurs which result into OUBPUTS. A 
process of give end take develops. Ihe working aspect of th^ 
CEMAS is illustrated in Fig, 1, ihis is the gener^  
practical working structure, The main foundaticm is the 
principle of "collaboration'', “cooperation” and “mutual 
understanding''. The slogan is SHARE IT WITH CEMAS# SEND 
IT TO CEMAS. CEMAS works on the principle of cooperation 
between cooperators.

Another aspect relating to the operations is 
the techniques part* This involves some amount of research, 
field studies, development of prototypes, actual field work 
in the field of training of trainers etc. Ihis aspect 
is illustrated in Fig, I I ,

In order to achieve the main aim of the CEMAS# some 
strategies have been identified end adopted, some of these 
are:

1) collection of information about materials and 
methods for cooperativQ education and training 
from the field ;

4
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2) Collection of specimen of educatlor/training 
nwterials and their classification and 
registraticai for clearing house servicei

3) Designing and production of prototype material 
Which cotild serve as guides for local production 
of training material?

4) Distribution of prototype material and 
assistance In its adaptation and applicationj

5) Provision of advice on educatlOTial strategies# 
methods and materials?

6) Arranging training opportxinitles in training 
methods and techniques;

7) collaboration with severcil international 
agencies and projects dealing with cooperative 
development ; and

8) continuous evaluation and appraisals of 
CBMAS activities.

ihese operational aspects are discussed hereunder in 
some detail >

1 Collection of Information about
materials and methods _________

l!he CBMAS is maintaining a close contact with tbs ICA 
meraber-organisations/ intem aticnal and natic^al 
cooperative training institutions throughout the world.
Ihese jjistltutlons have been# in various contexts# 
producing training and educational materials to operate 
their own programmes, ihe CEMAS, through its regional 
units l«e^s track of such material and makes special 
efforts to collect information on sxach materials. Sc»na of 
the materials are quite relevant and effective and 
these could be useful to other users with some slight 
variations and adaptations.

2 Collection of specimen of Bducational/
t_ralnlng materials__________________________

T?hls is a practical step. Wherever the material Is of 
real value and relevance, efforts are made the CSMAS and 
its regional units to procure copies* Upon receipt of such 
material it is classified and registered for future use 
and reference, l^on receipt of requests from user- 
cooperative educatlcai and training lnstltuti«is# the material 
is made available on loan or by making photo-copies or by 
annotating the material. Special permission is also sought 
and obtained frcxn the authors and publishers to further 
duplicate the relevant material for use by the field  
educators and other cooperative trainers.



As soon as fne material Is classified and registered, 
its availability is made known to tlie other CBMAs units 
sO that they would also toiow about the existence and 
availability of material,

Tftiis is the most crucial aspect of the operations 
of the CEMAs. ThdLs falls under the CLEARING BOUSE service 
of the CEMAS. “Clearing House” means a point v/hera 
Information is first received - thereafter dissem:toated, 
0?he CEm s believes that cooperative educators have a lot 
to tell their colleagues? positive e:(perlences of a 
particular technique in some particxilar situatlcm, sora© 
seemingly small organisaticaiai innovations vftilch have 
turned out to be successful. 0?he discovery of s in ^ e  
ways of visual illustration of common cooperative siibject'* 
matters. ^  effective way of demonstrating a point 
through action and audi^ce  participation. Ideas for role 
plays for coopeirative education, ih© sln^ile point is : 
vftiy not share our experiences with our colleagues4 l!his 
is the main basis of the CEMAs Clearing House service

!fhe Clearing House r id e r s  the following services*

1) Making information on materials available;

2) Making photographs# illustrations, slides etc 
available to the users either on loan or 
otherwise?

3) Operation and maintenance of film library - 
just as the one in New Delhi having nearly 
80 films;

4) Special annotated bibliographies or select 
lists are prepared, on request, for cooperative 
training c ^tre s  and cooperative education 
departments?

3) Designing and production of 
ngototype, material____________

^hare is no dearth of manuals and handbooks within 
the cooperative world and outside, but there are very veiiy 
few relevant materials. 'The main objective of the 
is# to repeat it again, to make the cooperatives effective 
so that they are able to perform better, ihis can be 
achieved only by educating the members in their duties and 
obligations by providing systematic information and skills# 
to the managers of these cooperatives in handling the 
business. Ihe material of the CBMTis - the manuals and 
handbooks - do not, therefore, gear to a higher level 
raanagotnent but en5>hasises strongly on the day-to-day 
managem^it of a small “primary" cooperative btuslness. Ihe



manuals# handboolcs and other prototype materials of the 
CBMAS is/ therefore, naturally somewhat elementary - but 
realistic. Hhe material is designed keeping the 
“needs" of the members and cxjmmittee (board) members in 
view, and also by Iceeplng the “needs” and “capabilities" 
of the managers and other officers in view.

Hhe publications are of two types. One type is 
instructive manuals on different methods for cooperative 
education e .g . Radio EkSucation, corresp<^i>dence Education, 
Participative Methods, Training Aids, Role Plays and 
the like. The other type is models or prototypes of 
training materials, to be adapted to local conditions. A 
series of manuals on sin^lified book-kaeping have 
attracted special Interest among these.

A list of publications issued by the CBMAs ^pears  
on Ann^ure I I I .

The training material, including the manuals and 
handbooks, is designed and prepared by leading and 
ea^rienced authors and coc^rators specially 
commissioned for the purpose. Materi^L thus prepaa^d is 
then subjected to several field tests, validations and 
evaluations before they are actually issued.

The mere publication of this material doss not serve 
the ends. The main purjjosa is to give the cooperatorg and 
educators - including the trainers - the material “Which 
points out and leads towards a specific goal and purpose, 
and ^ i c h  could be easily suited and adapted to local 
ccaiditions. It  is never the intention of the to
have its own material to be adopted as it is , but expects thet 
the best pari: of the material is made use of by adapting it ,

Hie ICA has b e ^  conducting a number of trailers' 
training courses. It has also been Involved in several 
field level and national level projects. A nmiiber of 
technical meetings and workshops were also conducted 
by the ICA in the field of cooperative education and 
training, A valuable material - training packs, manuals, 
handbooks - has gathered within the ICA. Several of the 
training packs produced by the participants have been 
rated as “relevant". The regional units of the CESMAS 
have been collecting such useful exarr^les and several 
of these are being adapted and published for the use of 
field educators and trainers, h  number of such training 
packs and materials are on display in the CSMAS rocmi In 
New Delhi, for instance.



4> 1>Astnbution of prototype material 
and assistance In its adaptation and 
empllqation. ____

a?he CSMAS is fully alive to the Inadaquate financial 
conditions that prevail in most of the coopei:s(;ive 
institutions in developing countries, h l a r »  nuziiaor of 
cooperative institutions/ though interested In making 
use of training material, may not be able to afford the 
esteemses Involved in adptation and revision. Iftj©
C M lQ, through its regional units, tries to suppprt such 
ftct;lvities through the national cooperative or^aniaaticnsi «  
the JCA Merriber-organisations - by providing aseistance« 
financial and e:<pertise. T?he first few sets of training 
paaterial are, normally, made available free of ohaipya*

S) Provision of Advice on educational
ga?,qj^j:g ria l^_

l^irough its regional offices, the ICA, has b © ^  
actively engaged in the developmental worX and the officers 
of the organisation are quite 'wall aware of the *‘hi0i»< 
and “low“ points of various cooperative movert^ts# m  
several countries the cooperative movement has ffiade 
roraarkable achievements v^ile in several others much 
remains to be desired, iho ICA and the C3MAS 
therefore, in a better position to provide tealmical 
assistance and consultancy and advice to the cooperativo 
rnovem^ts, and which strategies could help in5>rô ;© 
the perfoztnanoe of the cooperative liovem^t.

Ihe CSMAs believes - and that too rather stroiigly «. 
that it is the education of mergers and committee hiambers 
^ a t  is more important. Mentiers have to have a aefise of 
belonging and loyalty towards their cooperative^ Together 
with this awareness, the cooperative business should be ‘ 
transacted in a proper manner and this is  dcme maifeily Jay 
the secretary/manager of the cooperative. !This ' ' ’ ■
functionary should be aware of the sin?>le and el^rsantsucy 
management skills so that the books of accounts '
contolete, cash records are straight and uptodatp, stock 
registers are con^jlete and are available, bank accoijtntg 
are regularly updated, membership relations are regular 
and cordial and so on and so forth.

The CBMAs, through its regional units, continues to 
monitor such developmonts and helps tho rocipieant 
movements in designing men^Der education and training 
programmes. Ihe CEMTiS and the ICA do, in many li^t^ancQS/ 
provide meajiingfiil support to siwh nsovessents.
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of latei^ the CEIMAS has laid a special en^jhasls on 
Field Education Development approach - the FED Ajyproach,

It  is no replacement to the cooperative raeitiber 
education programme/activity v^lch several national 
cooperative organisations have been operating, •jUie FED 
approach Is only a support to the meirtoer education 
programme with a main aim "being to malce the cooperative 
v l^le#  effective and useful - in its services and 
activJLties. More about the FED later.

6) Arranging training opportunities in
training, methods ^ d  technlcmes_____

Although the CEMAS has been operating as an 
Independent entity itfider the umbrella of the ICA, yet 
its activities have been aligned to support the 
developmental activities of the ICA and to provide the 
needed si^port and assistance to the ICA meriber-v 
organisations in the developing coxmtries- T?he CJSMAs 
has been nunporting and supplementing soma of the major 
and minor educational progjra^ones of the and its 
Regional Offices. Ihe Regional Offices of the ICA have, 
over the years» taken a special interest In training of 
tralnezrs through d iffe r ^ t  forms of con£9rences# semlnanst 
training courses and technical meetings. TSie possibilities  
of coordinating some of these activities and the special 
CSMAS functions are now being loolced into, that would 
mean develc^ment of instructional courses lJi“raethods/raaterlalp 
packages" developed by the CBM/slS» with special interests 
taken in training of field educators - co-operative 
educational Instructojrs/off icers/ext^aslon workers - 
responalble for education and training at the grassroot 
level.

A number of training courses have already been held 
in this ajrea - training of trainers, some of the rocent 
ones are FED training courses in the Regions of East#
Central and southern Africa; West Africa and south-^ast 
Asia. Several others are being planned.

7) Collaboraticai with several international 
agencies and projects dealing with cooperative 
development

Cooperative development is not the sole monopoly of 
the ICA or that of the CSMAs. Many organisati<ais are 
concerned with the development of Cooperatives. The 
CSMAS/ by virtues of its having closest links with the 
world confederation of cooperative t-loveraents i .e . the iCA - 
a non-governmental international voluntary organisation - 
is naturally more concerned with tl^ development of



*

cooperatives. It has, therefore/ a special oblige.tion 
towards co-operative instittrtions. To provido a better 
service to cooperatives in developing covintries/ tho 
CSMZ^ s<iLicits and maintains a close and -vrarking relations 
with other international agencies. Prominent anwng these 
are the international Labour Organisation of the united 
Nations (ILO ), ILO 's  M?kTCOM Project (the Material sffid 
Techniques for Cooperative Managenent Training Project)# 
the Food and Agriculture Organisation of the tIN (PJ^O), the 
Sw edi^ Cooperative Centre (SCC), the Intermediate 
Technology Gro\3p, international cooperative training centres 
and several others.

The CEMftS has a special working arrangement and 
relationship with the 14T»TC0M project of the ILO, The M?kTCOM 
aims at in^sroving the management training techniquas 
th ro u ^  the training institutions and prepares management 
guides and training packages for the use of management 
tralnr'*:r,. The main objectives of MTL ':;0M can be summarised 
as follows :

- to help design, prepare# produce and disseminate 
basic practical training material and aids in the 
field of cooperative management ^ d ,  at the same 
time, develop suitable tralnijig techniques for 
the use of the material and aids?

- to train trainers in the use of iyiTkTCOM material/ 
aids and techniques? and

- to provide general advisory services in the 
field  of cooperative management training,

The two services - the CSMAS of the ICA and the MAtcom 
of the ILO - try to ensure that they do not duplicate 
each others^ efforts but supplement each others^ v?ork. The 
main objective of these two services is to ensure a good 
performance of a cooperative instituticai. One is trying to 
do by dLn5>rovlng the manag^nent techniques vihlle the other 
is trying to do it through improving the knowledge of 
meitibers and committee (board) members.

8) continuous evaluation and
appraisals of CBMAs agtlvitiea

The CEMTiS does not only march ahead but alEO looks 
back. It  believes in introspection and feedback. Bc-ruse 
of its very close association with the K A  Regional 
Offices - now almost an integrated activity of tho ICA 
working structure - the CBMî s continues to receive foedback 
from the movements. This is done thro u^ correspondence/ 
officers' contacts/ exchange of material/ participation in 
ICA educational activities/ ccmtinuous correspondence 
with the CEMAs liaison officers etc» The AGX::.CX)OP, SEASPECT 
(the South-East Tjsian specialists' Groi^ on cooperative 
Training)/ and the standing Education Committees in the
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African Regions are the ma.oi sources of feedbaclc to 
the CEMAS# which algo ccoitlnue to guide the activities.
At soma Intervals review mr.etlngs of CSMfts officials  
also tal© place iThlch revljws the ’•'■'.nt work and claarts out 
future activities.

Ihe most effeustive feedbaclc that the CEMRS receives 
is from the cooperative training Instituticms which Iceep 
on placing demands on the CSMAs for si^jply of information, 
specimen of training material and copies of CBMAS 
publications. A very large number of training material 
is received from these institutions.
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CBMAS - cooperative Education f^laterials Advisory 
service - is a setvice of the international cooperative 
Alliance aiming at contributing towards better materials 
and better metbods for cooperative education and training 
in developing countries. It  was created in respc^se to 
a repeate^y exjsressed need of coordinaticm in this 
particular field . It acts as a clearing house for information 
and advice on materials and methods# and is also a producer 
of prototype materials. It is an ideas bank for the use of 
cooperative educators and trainers. of the aims of
CBMAs is to facilitate an exchange of both materials and of 
rolcivant information. In order to assist local producers by 
providing thera with tnodaln/ ideas snd inspiration. Besides 
a large nuniber of manuals and handbooks 'vAiich have been 
issued by the CBMAs# it pxi)lishes, four times a year, a CS£'4AS 
BXJLLETlN \Aiich is fliiî ^Bî portant channel through “v^ich 
information is disseminated to cooperative training 
Institutions# education departments of both national 
cooperative organisaticais and government ministries* Hhe 
CSM ^ has its h^adq^arters at the Head Office of the ICA in 
Genefva and maintains its regional units at the three Regional 
Offices of the ICA i .e . South-East Asia (New I^ lh i ) ; East# 
Central and southern Africa (Mcshi); and West Africa 
(Abidjan), ^he head of the CEMAS is Mr. Bo Engstrom ( of 
Sweden), based at the ICA Head Office in Geneva,

a?he CEMAS deals mainly with the cooperative HKsri4)er 
education including some aspects of basic managem^t techniques, 
Its main aim is to help in5>rove the performance of a coop
erative through a proper field education p rogram m e,It  has 
developed a Plaid Education Developm^t Approach (PSD approach) 
v/hich supplements and supports the" cooperative menflber 
education activity,

The CEMAS has very active and close working relations witi 
the n o 's  MATCOM PTOject which deals with the management 
training techniques.

T?he CEMAS operates on the basis of "cooperation 
betw e^ cooperators" and believes that the CEaS4̂  ̂ can be 
effective only if  its services are solicited and used. It  
has a slogan SHARE IT WITH CEMAs, SEND IT TO CEMAS.



LIST OF PUBLICTiTlONs/TR/ilHlI^G mTSRI/Ji ISSUED BY OHB CBM?\S

I I s ^ e d  by the CSMi^ Head Office

1 Participative Teaching Methods
2 Explaining /^ u a l  Rsports
3 cooperative Education Radio Progranune
4 Correspondence Education
5 tiieniber Education - A Carr5>aign plan for Tinsa Valley
6 Basic control of Assets
7 A Cooperators' Dictionary
8 Cooperative Education Directory
9 Field Education Developrrent - A Training pack
10 Training Aids - A Handbook for Teachers
11 Case Study Workshop - A Teaching Pack
12 CEt'lAS b u l l e t in  - four times a year
13 Sources of Cooperative information
14 society Operating ^Janual
15 The ^ r k  Process
16 The situation Study
17 Action Proposals
18 cooperative mfornation
19 Organisation & Management of Field Education
20 Cooperative Book-keepllig - Four Manuals

20.1 Marketing cooperatives
20.2  consumer Cooperatives
20.3 Savings and Credit Cooperatives
20 .4  Industrial Cooperatives

I I  Issued by CEMAs# ICA Regicaial Office, New Delhi

21 Manual on Role Plays for cooperative Teachers
22 Adult Psychology and Educational Methods
23 Field Education Development - Indian Version

I I I  Issued in association with UK Cooperative union

24 cooperative Enterprises

IV Issued in association with the Intermediate 
Technology Group - UK

25 An introducticai to Cooperatives
26 cooperative Organisation - An mtroduction
27 The Work of a Cooperative CcxmittQQ
28 Tropical Agriculture for the Staff of Cooperatives
29 Office Management for Cooperatives
30 Business Arithmetic for Cooperatives

13

r>M<J3XURS I I I



?ntCPAtta;.4o«l

It  has been observed that In a great nmribor of 
countries the naticaial cooperative organisations have been 
operating cooperative member education/extensicai progranmes 
in order to educate the msrabars and ccanraltteo (board) 
members of cooperatives on their rights and duties. In 
general these programmes are ccaidixited by the ideological 
organisations eg national coc^erative unions or national 
cooperative federations through the netvrork of their provincial 
organisations/ district cooperative unions and cooperative 
educational instructors/extension officers, m  several 
coxintries such developraantal and promoticaial activities eg 
ext<aisicn programmes# are conducted by the government 
through cooperative departments and cooperative ext^sion  
divisions or field officers.

cooperative instructors are generally e n ^lc ^d  to 
conduct short-tertn education courses at the society level or 
block level. Some of the topics that they cover are:

- rights and duties of members

- rights and duties of office bearers

- information on cooperative law and byelaws

- procedures of obtaining credit

- how to conduct general meetings and elections

- rights and duties of the Registrax/cornroissioner

- board-secretary/board-metriber relationship etc

The duration of members' courses is generally one day 
While for the committee (board) members it is 2-3 days. 
Office bearers» in some cases# continue to pairticlpate in 
such courses for about a week or so. Most of the courses 
are peripetatlc and non-res idential. The methodology adopted 
In many cases is s lectures# talks# discussic^s# brief stu<^ 
visits and some g ^e r a l  questions-and-answers. Very little  
written material is distributed due to certain obvious 
reasons eg lack of funds# lack of time, lack of planning, 
lack of facilities . Education courses are handled in a 
routine fashion. The field educators/instructors are 
required to conduct a certain nutrber of courses# or train  
a certain number of people in a certain period. Reaching 
the nianerlcal target is considered more important.
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It has also laeen observed that no serious efforts 
are made to handle the member education programme ±n a 
systematic fashion and very few educators en^shasise on the 
quality rather than on quantity. Very few instructors males 
use of case studies or indepth studies around v^ich, if  
fruitful discussions were held, could lead to the elirainatiosi 
of the causes of many obvious problems.

In several of the developing countries, within the 
folds of tl^ ICA raembership, the ir̂ trflsership runs into millicmej 
Vhereas the number of instructors does not go beyond 1000 
or so. ahe targets prescribed by the authorities are 
ambitious and the resources available are meagre. Sigxport 
facilities are inadequate. It  would naturally tal® an 
Instructor years - at least a decade - befora he returns 
to the village vAiere he had held his members class last.
It sounds incredible to cover such large membership under 
cooperative member education pirograrames. Naturally, tihere 
has to be a rethinking and development of new strategies 
which could deliver the goods, reduce the time, and still 
be able to memage within the available resources.

These observations are not wholly negative. Some of 
the efforts have been quite successful Where cooperative 
menabership have in^rov^ their performance by participating 
in cooperative activities and business. It  can perhaps be 
an incidental occurancel ihe main point ^ i c h  remains 
still In focus is - whether the cooperative meJtibsr education 
programmes currently being implemented by national 
coc^erative organisations are really making the coc3perative 
perform better - are the economic results in^jroving - are 
the members really participattog in business decision-making 
process - are the cooperative educators able to understand 
the p ro b l^s  of their cooperatives and to plan their 
programmes accordingly etc.

In  order to make the cooperative member education 
p3x>gramraes more effective and useful, several efforts and 
e3{perimesits have been made by various cooperative movements* 
some have developed the project approach, scane of these 
were to link the national cooperative training institutions 
with cooperative mentjer education work, training of 
cooperative instructors at the national training centres, 
adoption of cooperatives by national or provincial 
cooperative training centres and participation in 
cooperative activities by professionals etc.

The sxaitple of the Field Education Development Project 
in Indore District (India) is a case in point# Bie success 
of the Project lead the National Cooperative union of India 
(Which was also supported by the Govem m ^t of India) to 
create nearly 15-20 more field  educaticai projects in various 
parts of India. A few other States# again in India, ha’̂ e 
rtodified the project approach i .e . laid the en^hasis on
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business aspect of the cooperative - better business 
means better participation in the activities of th^ 
cooperative/ better participatioi means better business 'vfelcb 
brings in more money to the individual raeniber in return etc,.

l<he CBMAs has b e ^  watching these developments and 
was trying to collect more and more information of 
approaches \^ich could ''lir5>rove the performance of the 
cooperative through the education process", sevem l field  
studies were conducted In several parts of the world, 
some discussions with cooperative leaders# successful 
cooperative managers and planners were held, tfhese studies 
and observations lead to scane of the following pointers*

- cooperative member education programmes# \irfhich 
are currently under ln5>lementation, are quite 
alright but they needed further support cflnd 
iii5)rovem0nts;

- Cooperative educational Instructora/ext^ision 
officers need further training in i*e  techniques 
of cocperatlves and they should be able to lead 
the cooperative towards a "better performance" 8

- Organisations operating cooperative meR4)6r 
education programmes should thlnlc seriously cai 
reallgnnlng the in^dementation strategies;

- A better coordination between the training 
Structure and the education/extension ^ring?

- Preparation, utilisation and develojwient of 
appropriate training and education material 
which should be systematic and result-oriented.

T?he CEKttkS strongly believes that the best cooperative 
metcber education progranme can be effectively operated If  
there are (a) well-trained cooperative field educators#
(b) better and sin|>le techniques of collection of information 
on the perfoitnance of the co<^ratlve dbnstltution, and
(c) a syst®natlcally developed course of study based on 
well-tried pattern - training paclcage or system.

Field Education Developm ^t Programme (FSD)

It  is in this context that the CSM&s has developed a 
programme called the FSD - ^ e  Field Education Development - 
vftilch does not at all replace the cooperative m(atiber 
education prograiimia, ihe FED is designed to further 
supplement and support the existing merriber education activltle®/ 
ext^sio n  progirararaes. The programrte is d e sig n ^  to provide 
cooperative field educators with the ability to carry out 
a realistic analysis of the education and training needs 
primary cooperatives - be they agricultural or others.

16



The FED approach - v^lch is available in the form 
of a training package ( the FED material) - has been put to 
use in several countries of the ICA Regions.

0?he approach is directed more on the capabilities and 
Initiative of the cooperative field educator Whose actic»is 
would influence the performance of a cooperative society - 
a primary cooperative. In otber vords/ the FSD reproach 
st:?)pleraents the cooperative raember education pTOgraranes Whose 
principal aim is to improve the business performance of a 
cooperative. Ihe FED, therefore improves the quality of the 
educator, provides him with the techniques of handling and 
conducting studies and using the results of such
studies in his education work, cind ultimately strives to 
ittqprove the performance of the cooperatives in various ways 
eg business resxilts# relations with membership, better 
decision-making, planning for the future etc.

Areaa of Field Bducation

Itae FED /ipprcach deals with the following principal 
areas :

1 - /malysis of existing situation with ^t^hasis
on identification of causes of probl^nsi

- Identification of suitable actions to 
take in order to try and solve the problems

- For an educator; clear-cut id ^tificatio n  of 
the problems where ^ucation  and training seems 
to be the appropriate solution. Formulation of 
need-based objectives. Strategy formulation.

I I  - Planning, preparation. Selection of iiEthods*

I I I  - In5>lonentation of the education programmas.

IV  - Evaluation on the basis of formulated 
objectives.

Adjustments# as necessary.

The underlying philosophy is that a field educator must 
find oxat what is actually wrong In the situation is 
sx:5>posed to improve, and why it is wrong, before beljng able 
to plan and carry out meaningful education,

A cotr^rehensive ti^alnlng package based on performance 
objective methodology is the starting poljit of the progratams,
0?he instruction in a special analysis technique p rovid^ by 
this material will enable the educator to perform a diagnosis of 
a cooperative; and in that way arrive at efli identification of 
both his own priorities and of other priority actions to 
which he should draw the attention of v^oever may be In a 
position to do something abc^t them.
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Hie Illustration appearing as ^imexure IV descrii)es 
the objectives and progress of PSD approach, ilie progrararae 
begins with a situation study and leads to Acticai Proposals. 
Itiese action proposals are to be in5>lemented by the 
responsible authorities of the cooperative or by all those 
viho are responsible in the cooperative st cture, lliese 
action proposals also help the field ediwators to determine 
h is  own priorities and futur© plans.

so, the action proposals activate three channels - the 
coopercttive itself, the cooperative motrflaership and the 
cooperative educator himself.

m  Part IV , “Perfonnance and problems of Cooperatives" 
of his congress paper “Cooperatives in the year 2000 
Dr A .P . Laidlaw discusses# What he calls, “the neglect of 
education” in the present day cooperative movem^it, and later 
on poses the question, “can (cooperative) education be 
stimulated and enlivened?“ Hie is quite cc»iscious of
these feelings and assures that cooperative education can be 
stimulated and enlivened providing that we have clearly 
identified to what purpose. FED ^proach is the
“performance** approach based on syst^natic sti:^ies.

Tlie FBD Approach - h Tested At?proach

05ie planning work on the FED approach correnenced soite 
time during 1979. Its successful validation course was 
ccaidijcted in Kenya (at Nairobi in October 1980) witli 24 
cooperative field educators representing a cross*-section of 
that personnel category participating. The training package 
on FED - consisting of 13 modules - was put to various 
tests and feedback obtained from the participants. ®he main 
en?>hasis was on the training of field educators in tl^  use 
of FED material - a progranHned approach based cm self-study, 
of course, cn-the-spot guidance being available to those w^o 
needed it . The main characteristic of this approach has be^is 
reduction In training tljne of the field educators and low 
investment in such a training,

Ifhe FED approach is now very much in existence In sevem l 
countries in Africa eg Kenya, Zambia, Tanzania, Botsiwana, 
Uganda and a few others. The FED approach has now been 
introduced in South-East Asia, in India, to begin with. The 
FED material has been adapted to suit the Indian ccaiditions 
by the ICA-CEMAs and the National Cooperative union of India  
(Ncui) - an apex organisaticai of the Indian cooperative 
Moveraent. The adaptation work comm^ced in Noveniber 1982 
followed by a national training course for field educatoi^ 
held during September 1983 in Gujrat State of India.
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several other workshops in this field ■were conducsted,
The objectives of these vrorkshops have been tos

- train as selected grot^s of course managers 
in the use of the P]SD training material and 
techniques so that# their own, they can conduct 
training courses In the PSD ^preach for 
cooperative field workers I

- conduct training workshops for cooperative 
field educators in collaboration with the newly 
trained course managers/ in the techniques of:

conducting a situation of study in 
cooperatives

• . identifying performance problems In
cooperatives

• , analysing performance problems in
cooperatives

. .  designing solutlcms appropriate to
performance problems In cooperatives? and

monitoring and evaluation of solutions to 
performance problems.

Slowly and steadily a good number of trained 
cooperative field educators in FED approach are building up. 
National adaptations are appearing gradually in the various 
regions of the ICA, until now CBMAS has almost exclusively 
produced material in English. This situation is not 
satisfactory and with the establishment of the ICA Regional 
Office for West Africa in Ivory Coast, the need for csfms 
material in French has been eit^jhasised. A survey of the 
situation regarding cooperative training material in ^ e  
Region has been carried out and various activities based 
on the results of the survey are being discussed* itie 
discussions w ill, no doubt# accelerate the production of 
CEMRS material in French and the introduction of CBM?^ 
programme in that Region.

The FED approach was also introduced to the Bangladesh 
Cooperative Movement during 1983 in ccainectlon with the 
I>I^IDa-IL0-MAT00M and BREB national seminar.

The most recent develcpmont in the application of FED 
approach to South-Sast-Asian cooperative Moveracaits was 
the holding of the Asian Regional Workshc^ can Field Education 
Development Material held at Pune (India) Februaiy 6-24 
1984. The workshop was organised jointly by the ICA-CEMAS, 
National cooperative union of 3iidla and the Vaikimth Jfehta 
National Institute of cooperative Managem^t. Tw^ty--thrae 
participants from A f^anistan , Bangladesh, India, lnd<xiesla. 
Republic of Korea, Malaysia, N ^ a l , the Philippines,
Sri Lanka and Thailand attended the Wt>i?c^op.
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The objectiven of the \torkshqp were:

i> to o r i ^ t  the participants with the
Field Eaucation Developraent ;^ r o a c h  and 
materials developecl by the C E D ^ ;

i i )  to enable the participants to laam  the 
skills oY using the FED material? and

i i i )  to explore the possibilities of adapting 
and using CEMAs inateried in different 
countries of the legion.

It  is hoped that the participants# upon coc|)letion of 
this Wcrlcshop, will Introduce thte approach and the material 
in their respective countries, fhe participants were 
expected to produce national plans which will be discussed 
by the CSMAS together with the ICh  Regional Office to 
determine the possibilities of technical assistance projects 
Jn this field .

i!^,, J?3D. £a;osaaa

The FED approach is a con5>lete approach in itself. It  
provides the most needed support to any cooperative meitiber 
educaticai/extension activity, ihrea main characteristics ~ 
situation study, performance analysis and training of field  
educators. The FED work process includes®

- The g ^e r a l  principles and advantages of a 
methodological approach to field work,

- The concept of problems and problon- 
solving in cooperatives.

- The significance of a situatlcm study as a 
start of pxx)blOT»-solvlng activities in a 
cooperative

- How to carry out a situation study properly

- How to formulate performance objectives

- How to identify performance probl^tis in 
cooperatives ccanparing actual performance to 
desired performance (performance objectives)

- HOW to analyse performance problems in cooperatives

- How to select the best solutions appropriate 
to those performance problems

- How to structure the decision process csi 
\^at remedial actions to take

- How to monitor and evaluate the 
in5>leraentatlon of these actions
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Factors Detem inAna _Sff i c i Q n ^

in general terms the cooperatives should strive to 
satisfy the socio-economic needs of its meiiflDers, tfhis can b©

if there is (a) a good board-manibership relationships 
(b) a good society-employee relations; and (c) better 
decision-making process, tfhe efficiency of cooperatives is 
determined (or influenced) by (a) External factors^ and 
(b) internal factors.

gjStsjaaLJ:as,t£Lya

3he general environment in \^ich they operate Cphysicei3.r 
economic, social, cultural, political etc), cooperatives are 
quite obviously, to a great extent, affected by the 
environm^t - but they can try to help towards a changa of 
the negative elements in the environment, and they do 
change the ^v iro n m ^t  - to some degree - by their very 
existence.

Regulations, restrictions, support etc by external 
forces - the environment or other authorities.

The performance of people who represent external 
forces eg government officers.

internal Factors

The existence of efficient systems, working methods, 
routines, ccfitrol raaasures etc laid down in rGgulaticois, 
instructicms and guidelines, to be applied and followed,

Ihe performance of

- the management (secretary/manager) and subordinate staff
- the committee in decision-making based on general 

policy, in supervision of the managmant and in 
leadership?

- the members, both in actual dealings with the 
cooperative and in participation in policy-making 
and control.

m  turn that means that all these three categories of 
people active in the development of the cooperatives must 
perform efficiently in order to improve the operations or th^ 
performance of cooperatives.

T3te_ Flve Logical steps o£ FED Approach

m  order to achieve the best results, the CEMAs believes 
that the work has to be systematic and runs along with 
pre-determined or pre-identif led lines. iTie FED work process 
proceeds along these five steps or five phases:

PHASE 1 Situation Study

Carry out a s in ^ e  but effective study of
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the situation in the cooperative for the ' 
purpose of identifying problems which need 
to be remedied.

PHASE 2 ferfortnance Problem Analysis

Guided by the results of the situation, 
carry out a detailed analysis of those 
problems which seem to b© caused by 
inadeq^ate performance of members/ committee 
(board) members/ or enj)loyed personnel, 
as the case may be.

3 Action plan

Having identified the causes of the 
perform^ce probl^ns/ ccmsider what the 
appropriate remedial actions are and 
structure these Into an Action Plan 
taking also other problems toto account.

PHASB 4 Inclement at ion

Put the action plan into effect

PHASE ,5 Evaluation

Monitor the in$>l^i»entation and evalxjate the 
effects of the actions. Amend the plan as 
necessary.

A consideration of these five phases will revoal that 
they are actually as obvious as the bases of building a 
house - step by s t ^ ,  and gradually, but steaddLly.

saismss.

Cooperative Member ^ucation  programme in various 
countries have different forms and with varying degree of 
success. Irt^jlementation strategies are differeant* sane 
achievements have ^ e n  noticed but these are isolated and 
Incidental cases. !lhe system has to be systematic and 
less expensive and less time consuming, ihe FED approach 
develop^ by the CEMAs is to further suppl®nent the efforts 
made under various cooperative member education prograttsneg, 
and is not a replacement to those existing programmes,
Field Education Development approach and the material has 
been built on the following assun5rt:lons!

«- l?he real aim of cooperative organisationB 
and activities - irrespective of the specific 
objectives determined by the specific nature 
of the activities - is to create social and 
economic benefits for the people who have thus 
joined together. Quite slS?>le - to improve the 
situation of people.
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- A cooperative must efficient if  its irarabers are 
to derive any b ^ e f it s  from its activities*

- T?he role of the raarabers# the committee (board) 
members» the staff and the manager# that is# all 
the categories of people Involved in the various 
activities of the cooperative, must he identified 
in the total efforts to make the cooperative 
efficient*

- Such coc^erative education and training must be 
provided which will ^ a b le  these categories - 
both separately and collectively to perform their 
roles better in relation to their families# farms? 
side occ\:ipatlons and abova all# cooperatives*

m  other words - efficiency-oriented cooperative 
education and training.

It follows from this reasoning that local conditions and 
training cannot be generalised. i?he perforniance of the 
people Involved have to be analysed, where actual perforra«aiae 
is compared to desired perfortn^ce, and educaticai and 
training programmes have to be based on such analysis and 
aixaed at minimising the difference.

The FED programme is supporting the cooperative field  
workers - the people directly involved in the promoting, ' 
advising and supervision of primary societies - by providing 
them with guidance and training in the techniques of their 
work both through instructional material and %  assisting tl^m 
with actual training. As cpx^osed to conventional training 
of these people - which nonnkLly confines itsolf to education 
technology, use of training aids etc - great en^jhasis is
placed by CEMAs on the techniques of a systematic approach to
cooperative vrork based on problem id ^tific a tio n , pixjbl^  
analysis and problem solutions.

Hie programme has b e ^  introduced i o several countries
covered by the ICA Regional Offices in Africa and Asia.

The CEMAS provides assistance in the adaptation and 
further developm^t of FED material and approach, Hio most 
recent development is the international workshop on FED 
Material and Approach currently being held in India.
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OOOPESiiTIVE SOCIETIES .AEE LIKS  HOM M  BEIN G S ,‘i , ,
- an example of an extension  n ateria l

Dan).an PraJteasIi, Ed-ucation O ffic e r

Quite in t e r e s t in g .. . , ,  Cooperative so cieties  are 
lik e  human be in gs . T es , tliey are . Let ns look into  this  
statement more c a re fu lly . Two- aspects; i )  as a traiiiing 

or extension  n a te r ia l , a.nd i i )  as a laethod to h ig h ligh t  
the importance of ''operating" a cooperative so ciety . In  
cooperative member education (extension) acti^/ities i t  
i s  sometimes very d i f f ic u l t  to diLscuss certain  matters 

by using  "form al" , "c o ld " axi.d "general" terms and 
d e f in it io n s . Matters start lookin?3: up and they become more 
in terestin g  and l iv e ly  -yyhen some "sim ple" examples are 
brought into d iscussion  as w e ll .

?Jhat i s  a cooperative society? can be expla.ined by 
c it in g  several examples and d e fir a t io n s , but the idea  
and concept may not sinlr. deep enough into the minds of 
rural p o p u lace , Approaching the adults is  a very diffi™  
cult  process . Approaching them and convincing them is  
s t i l l  more d i f f i c u l t .  Things become easier  ?/hen some 
interestin g  exeunples and associations 8.re c ite d  at the 
same tim e.

So what is  a cooperative society - is  a concept 
which could be quite sim ilar to oijir owxi "human body" .
How does a cooperative society  operate ~ and how does a 
human body operate?

Assumptions

We, as cooperative educationa.l instr-uctors or 
extension  agents, are to explai.n to a group of Indonesian  
adults in  a rural s e tt in g , how does a primary cooperative 
(KUD - Koperasi U nit Desa - primojy rux-al cooperative) 
operate? ih.o takes decisions? Hov? do these decision>s 
a ffe c t  the working of a cooperative society  and its  
business?  Who i s  more i.mportant in  a KUI) - the Chairman 
or the Board of Directors of the Manager? What happens 
i f  the General Meeting takes wrong decisions? Vftio is  
to execute these decisions? and how these decisions 
a ffect  the members of the General Meeting in  frarn? and so 
on are several important questio ns ,

‘§™®n.™T^ti^ie~re^rseT^ein3Ton~or~TBje~orI^
w ritten  by the author when he was woi'king with the ILO~
UNDP Cooperative Training  Pr'oject in  Indonesia  (1 9 8 ‘1'-85) , ■
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The Extension  O ff ic e r  is  trying to exp lain  to 
the members that they should actively  p artic ip ate  in  
the genei-al m eetings, they should try to obtain  more and 
more services from tlie cooperative j they should 
strive  to transact more and more business with  their  
cooperatives and they shoixld o ffe r  th e ir  suggestions 
to the man.agenient for  the improvenient of services of 
the cooperative, and thejr should have clean aD.d healthy  
business  relations  ?/ith the Mana.ger and other Assistant 
Managers e t c . e t c .

Cooperativo Organisational Struct~ure

s
According to the regulatio ns , the organisational 

truc'ture of a EUD is  as follows (FIG-UEE-I):

'FIGITRE-I

This chart can bo enlarged and dra’sai on a b ig  
yheot of paper or on a whiteboard or be used by 
making a flannelgraph  of i t .  As a teaching method ~ 
ju st  consider - how d if f ic u lt  i t  would be to exp lain  

the organisation  structure an,d the a c t iv it ie s  of vario'as 
fu n ctio n ar ies . It  \?ould be very form al, dull and dry ,
A lot of talking  wi3-l have to be done by the teacher.



The extension  o ffic e r  w ill  soon develop a fe e lin g  
as i f  he is  speaking before “-unwillins l is te n e r s ” , I t  
would be a hard thing for the extension o ffic e r  to 
generate a tfro-way communication process . Try and see,**'

U aking  " Structures'- Iiiterasting

We can achi.eve an altogether d ifferen t  fe e lin g  
i f  some slight  changes are laade in  the construction of 
the organisational structure . Instead  of drawing siapXe 
end straight lin es  of control and lines  of comi'iuiiicatioh 
i f  we jjlace the boxes different3.y , the explai-nation 
'becones somev/hat e a s ie r . It  becomes more in te re s t in g .

See 5’IGURS“ I I  (Part  B ) . Basic elements of the structure 
and their  associatio n  with each other remai.n the ssoae, 
but the total figu re  has undergone a change, vfnich is  
X:»erhaps more acceptable,

IJow look at FICtUKE-II (Part C) . It  is  quite 
d iffe r e n t  now. The basic  elements are the same, but 
the structure ha.s been converted into  the shape of 

the human body. What,,,-a nan is  like  a cooperative 
society  or a cooperati've society lik e  the human b o d y ,' , 
The e>rplanation now becomes very easy . A lot of 
d iscussio n  now can be ''generated. The entire d iscussion  
can be based on simple questions. These questions can 
be something like  t h i s , . ,

7/hat are the functions of the General Meeting?

(Menbers are supposed to th ink , see, l is t e n , 
speak, and suggest and so o n .)  So the general 
meeting of a cooperative society is  like  the 
head of the body. The head has the breiin, 
ideas , eyes can look •ajad distingiaish, ears can 
hear ~ good or bad , nose c;m  snell (fo ul or 
pleas,-mt), mouth has taste , tongue and so on»

What £0̂ 6 the functions of the ISoaicd of Directors?

(Board members ai’e to carry out the p o lic ie s  
and v/ishes of the nembeics. Booxd members ox-e 
to provide inform ation to the members for future 
and inform ation on the past a c t iv i t ie s .)  The 
heart and the lungs do the same work. They 
pump clean blood to the brarln so that the brain  
gets good id e as , good thoughts etc .

’vVhat are the functions of the auditor?

(Auditors are to check the financial mattei'S, 
stock-taking, cash in hand and prepare reports)
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Vfcat are the functions of th.e Manager?

(The naiaager is to manage the cooxjerative society 
-- its  business , its  employees, nember-society 

re lat io n sh ip , report to the Board, suggest new 
schemes, help in  the orgsriisation of meetings e t c .)  
The manager is  lik e  the stomach, spleen , k idney s , 
etc . etc . v/hich processes everything that is 

passed on from the top ana apply i t  for the 

w ellbeing  of the society (b o d y ).

lUiat are the functions of business managers 
or assistaiit managers?

(These branch or assistant mana,gers are supposed 
to support the Manager and help develop the 
sctual b u s in e s s ,)  Bettor business means more 

money to the so ciety . More money means better 
services to the members. Better business also 

reflects  the better v/ork of the Manager, I f  the 
business is  dovm then the body ^,vlll f a l l ,  wid. 
sim ilarly  the society \^dll co lla p se . That means 
to do a better business  v/e must have a good 
manager, that means a better selectio n  of the 
manager, and in  this  case the Boax'd of Directors 
have to be objective  rather than being  subjective*

Te-iching Methods and Teaching; M aterial

A simple mater*ial used  in  conjunction with simple 
method can i)roduce better r e s u lt s . You can, have good 
d isc u ssio n s , you can establish  a better rapport and the 
end~results could be ha^py and la st in g .

Lot us look at the picture once again - starting  
from the f e e t . B^isiness sections are c re d it , marketingj 
production , consum.ers and others. These sections must 
keep on woiking since these are the foundations and on 
which the entire body r e s t s . I f  these sections become 

vvoek or in e ffe c t iv e , the entire  body w ill  become shaky, 
:jid there w ill  not be arjy movement in  the business and 
pijrformance of the society . There \x,dll be stagnation .
The Manager w ill  become in e ffe c t iv e , h is  comm.unication 
with the business sections w ill  brealc and once that 
happens he loses the confidence of h is  Board. The 
Board may have to rem.ove him and once that happens 
the cycle and vicious c ircle  of ’'non-confidence” 
sets i t s e l f  i n  m otion. The Boax'd gets in effectiv e  and 
unpopular and i t  vvill not be able to execute the
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p o lic ie s  and prograimes of the aeabers (general 

laoeting). Members w ill  becone 'lisintercsted . D irty  
blood begins to flov/ to the b ra in , d irty  ideas 
bogin  to .;-;ro¥/, d irty  intentions taice root and 

d ir ty  things begin  to happen, 'wtien there is  a broai^- 
dov/G between the heai.'t and the b ra in , the hands 

v/hich used  to in s p e c t , g-uide and feed , begin  to 
d.o cUrty oobs - corruption sets in , self- interests 
bogin  to operate and the entire  body becones sick  
“• in e ffe c t iv e , f u l l  o f disease and move towards a slovi 
dea,th i . e . ,  the dornant p o sit io n  of an in e ffec t iv e  

cooperative society  -- the only solution  le ft  is  to 
close dovm the cooperative business and sa;̂ ;- ' 
goodbye to every good thought which the healthy 
b ra in  used  to drean of sone tine ago.

Surely , a cooperative society  operates like  
any human body.
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LOW-COSI' TRAIITII^G M T B E IA L  &  TRAINING AIDS 

Dajnan Pralcash.

Introduction

The present day tecbxnology has not only pro'vided 
the teacher with so many teachirig eguipments but also 
has made the process of comnunication too exp en siv e . 
Several electronj.c equixjnents e . g . ,  p ro jecto rs , photo
graphic machines and equipments, p r in t in g , etc have 
b ro u ^it  new things in  the classroon . New resources 
are coming into being every moment. iSxpensive hardware 
and softwares have, so to say, ms,de things qiiite 
d i f f i c u l t  because they are so expensive. Gradually 
teachers and f i e l d  educa-tors in  the developing 
countries are unable to make use of then due to 
c erta in  obvious reasons - spare p arts , replacements, 
operational costs, special m,ainten£uice services , 
e rratic  electric  supply ajid so on.

Teachei’S ax'® now becomir^g mox'e and more awa3?e of 
the need of using  locallj' available  m aterial and simple 
m achines. Special emphasis is  being  l a id  on graphic 
work and use of interm ediate technology. It  is  in  
th is  context that we ai'e today talk;Lng of tra in in g  
m aterials  and tra in in g  aids w'hich can bo produced 
w ith  a very low expenditure.

T ra in ing  Aids

Training  a ids , in  other words, are those 
softwares and hardwares which the teacher employs 
i n  supplementing h is  verbal d e liv ery . These tra in 
ing  aids can be broadly grouped in  the follow ing  
two categories :
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Eor an effesctive teaching work an application  of 

the two groups is  necessai'’;7 . Teaching carmot be done by 
tea.ching aids alone a.nd also by one of the tv70 groups 
a lo n e . There has to be a judicious combination between 
the laethods and the a id s , s.s well as between the 
projected  .aids m d  the non-projected a id s . A proper 
balance betiiveon the tvvo groups of ti'ainihg  aids has to 
bo m aintained for e ffective  teaching  and lasting  re su lts .

Pro jected  A ids/M echanical M d s  and Equipment

I’h is  group of trairdng aids includ es : F ilnSj 
F iln strip s^  S l id e s , Overhead Projector Transparencies^ 
Photographs, Tapes, Video tapes, a ll kinds of 
projectors  e . g . ,  OHP, Slides Projector, Film  
P ro jecto rs , Screens, T e le v is io n , Radio , Taperecorders, 
Slide-Tape SyliobJi'-onisation systesj., Yidoo recorder,
G-aaeras e t c .

In  the Production of these aids v;e n e e d ;

Expert tuid q u a lifie d  professional techniciajris, 
a r t is t s , v is u a lis e r s , e le c tr ic a lly  operated s o p h isti
cated  equipment like  the enlax'gers, cop iers , chamicals,, 
OHT raakers, leteraset  sheets, e le c t ir ic it y , "soundproof 
cobins, proper lig h tin g  conditions , tem peratw e 
co n tro ls , proper dustfree rmd controlled  conditions 
fc)r storage, electronic  sten c il  ciitters, therriiocopiers^ 
o ffs e t  platemalcers ,3iid fu se rs , careful handling 
and transportation  arrengecients e tc . etc .

C haracteristics  of Projected  Aids/Mech;anical Aids

, These are attractiv e , fa sc in atin g , costly^ 
tine-consuming, demand p recisio n  vvork, regular 
naintenance of equipment, bulky in  volume, heavy in  
v/eight, d .ifficult  to adapt to changing conditions , 
dom-and care asid protection  and expensive to operate .

R esulting  in t o ;

Less use and application , loss of teachers'' 
t in e , teacher spends laore tine on location of suitable  
and relevant a id s , in s ta lla t io n  of equij)ment and 
frequent changes in  the classroori sotting , non
a v a ila b il it y  of suitable  and relevant a id s , application  
to controlled  conditions in  classroom etc . etc .

T:on"Projected Aids/Graphic  Aids

This group of train ing  aids includes ; A ll kinds 
of d isplay  boards ~ chalkbooxd, whiteboaxd, flsinnel"



board.5 flip b o a rd , b u lle t in  boaxd, notice board, 
iiagnetic boar-d, exh ib itio n  pranels, a ll kinds of oh.arts, 
graphs, diagraias, illu stratio n s^  a iaron as , dra7>/7ings, 

simple fig^ires, stic.k f ig u r e s , cartoons, comics, 

n o dels , printed  m aterial, laineogi’aphed m aterial, 
n ew sletters , handouts, lecture notes etc .

I n  the production of these ai.ds we need :

Local tra in e rs , local ta len ts , fo lk  t a le s , 
fo lk  a rt , general a r t is t s , producers, drawing 

board , ordinary p e n c ils , chalk sticks - v/rjd,te 
and coloured “  crayons, o i l  and waterbased paints  
and brushes , ordinary coloured paper sheets, 
white dravn.ng sheets, g lue , adhesive tapes, 
coloured and ¥/hite cotton tapes , p in s , old 
nev/spapers, old  illu s t i ’ated m agazines, sc isso rs , 
kn ife  or cutters , strings of various types, 
ordinary  transparent p la stic  sheets, flannelcloth^ 

towel cloth , pieces of fe lt  cloth , old  thermocol 
sheets e t c ,

C haracteristics  of Ifon-Pro,iocted Aids/Grgiphic Aids

These are a ttractiv e , fa sc in a tin g , simple, 
c o lo u r fu l , r e a l is t ic , indigenous, e a s ily  made, 
e a s ily  a v a ila b le , low px'iced, ligh t  w eight, easy 
transportation , easy storing  p o s s ib i l it ie s , no 
ri<aintenance, no operational costs, and no e le c tr ic ity  
needed .

R esulting  in to :

Their a p p lic a b ility  anywhei'*e ujider an.y 
conditions - indoor and/or outdoor “* ea s ily  
lo ca tab le , e a s ily  adaptable, e a s ily  duplicated 
without any s p e c ia l  processing  and by a layman 
or by a person with a b rie f  spell of t ra in in g , 
no loss of time and energy, sense of s a t is fa c t io n  
and achievement, csnd the audience can be 
involved  in  production resulting  v, into team work 
and quick, learn ing  e tc .

Using  Interm ediate Technology

Interm ediate technology enables us to look 
fo r  indigenous m aterial, local resources, make 

u se fu l  and e ffectiv e  things out of that m aterial, 
and make use of those useful things for  the bettex'-' 
ment of the people by making use of folk  t a le s , fo lk  
art and local t a le n ts . The result  of application  
of interm ediate technologj^ is  lo*w expjendi'ture, 
sulf-rreliance and self-corxfidence.
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facto rs  of Low Cost Production

We w il l  now discuss b r ie fly  the factors 
v/b.ich. conti'ibute to the development of low cost 
t r a in in g  aids and train ing  m a ter ia ls . These spe-|

M aterial easi3.y availa-hle 

~ Easy to transport
-  Locally  avai.lable
- Alternatives availa.'ble
- No maintenance costs
“ Local talents ava3.1able 
~ No running and operational costs 
"  Inespensive tools and equipment 

"  Cheap m aterial
- Simple techniques erap'loyed

- No e le c tric ity  or e le c tric a l  equipment needed
- R e a lis tic  and actuo.1
- No specialists  needed, and
- E a s ily  adaptable .

Training  M aterial

Training  m aterial includes ; lecture notes,^ 
handouts, lesson notes , tra in ing  packages., exercises j, 
text  books, posters , charts , e tc . etc ,

Methods employed to produce training material

i .  E^cpensive ones

Brinting

Photocopying

i i .  Inexpensive ones

Typewriting 
Sten c illin g  
Screen p r in t in g

Low~Qost Means of Commurilcation

Eor any f i e l d  educator and cooperative 
tra in er  it  is  a3.ws,7S u seful to keep abreast with 
the la test  developments in  the means of communica“ 
t io n . Much also depends upon the resoui’cefulness 
o f  the person h im self. In  order to carry out the work 
and with considerable ease and without much of 
expenditure involved , the trainer could think o f  many
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other neaJis of cosinunicatio.ii. In the context of 
lov ”̂ cost training material and training aids, ;3iid in 
the context of the scarce financial and other 
resources available, the trainer could thini: of 
other means of comiaunication. These could be, for 
instan.ce:

Radio (radio talks could be combined with the 
discussions, radio-listening forums could be 
orgsjiised and regular listening aoad discxissicn 
prograr.iin.es could be held).

Radio ■'•fision ( I ’ a d i o  i>rogramme c o u l d  be 
associated with illustrations and pictures 
and other media and later on discussions 
could be initiated. In this case some 
coord-ination would become necessary ;\dth the 
radio authorities) .

Rural newspapers (small .journals or handouts 
giving Information about agriculture, new 
varieties of seeds, application method,s of 
fertilisers, crop protection, success 
stox’ies etc. could be made use of for 
discussions).

Pamphlets, brochures and posters (a laxge 
nnmber of useful pamphlets are produced by 
seiseral organisations e .g . ,  agricultural 
extension d^epartment, cooperative education 
and information department, fertiliser 
manufacturing companies, farm, service 
organisations and several others produce such 
brochures.) They distribute their 
information material free of cost and on a 
7/ide scale. These could be collected and made 
use of by trainers a îd field  educators.

Exhibitions (small exhibitions and 
demonstrations which are held by several 
agencies could be made use of in com3mini.ca.tio2i 
with farmers ând cooperative members).

Charts (trainers and field educators could 
encourage their audience to produce some 
useful charts for discussions and use. They are 
not very expensive to produce).

Bulletin boaz’ds (cooperative instit^itions 
could be encouraged to install bulletin 
boards on their premi.ses for the information 
of their members and to boost their sales 
and offer their services).
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Theatres and plays (there axe many of these* 
Local talents co-aid be exploited axid sought 
out with the help of local leaders and develop 
then into some extension agents. Folk tales 
are generally popular with the people).

Concl-qsion

In order* to put the pliilosophy of 
Cooperative Movement in its proper perspective in 
developing situa.tions it  is not necossaJ'il:/ that 
advanced training aids and equipments be applied* 
Coox)orative insti'tutions in  such countries are not so 
very financially strong that they could afford 
cineaa projectors, film x^-'coduction units for 
Eienbcr ediication and traini.ng. Also in development 
situations all places do not have electricity and 
sufficiently trained personnel are also not available 
to handle modern gagets, Efforts, therefore, should 
be on the production and application of low cost 
training i!iateri.al smd training aj.ds. Greater stress 
should be on the use of local material, local 
talents and local themes.
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COHJOTICATIITG THE IMOEMATION
- a strategy for tae de-velopment 

of cooperatives at the local level

Daman Prakash.

Introduction

01 Today's world is the world of coiojnunlcation and 
information. Throughout the world, everywhere, there 
is  a continuous grov/th in "information". Speeches, 
v/ritings, research findings, new e^cperiments, reports 
are all adding to the already vast resources of 
information. ISvery word that is spoken is documented 
todaj’’ in some form or the other. Very sophisticated 
mean.s are "being employed to keep track of information 
in various fields and very advanced methods and means 
are heing used to retrive that informa.tion for the 
users,

02  80-~83% of all knowledge accumuJLated by mankind 
during its evolution is kept and spread h:/ the written 
v;ord. Cooperative sector is a very small sector of 
men's eff'orts in  socio-economic sphere. Bat within 
this sector a lot of inforin,ation is available and is 
being gradually collected and documented. This 
information is being used by the users in  various ways, 
The 1973 survey conducted by the International 
Cooperative Alliance (ICA) found that a total number 
of 256 cooperative organisations all over the world 
vjere engaged in generating information out of which 
117 organisations produced infom ation in English 
language and 119 in langu^es other than English, The 
organisations producing literature in English 
language were also generating sizeable amouixt of 
cooperative information in  their respective national 
languages. Likev/ise, the organisations producing 
cooperative literature mainly in languages other
than English were a3.so conti'ibuting considerably 
in  English language also.

03 Cooperatives occupy an important place in the 
economy of member-countries (of the ICA) within the 
So’uth-East Asian Region. At present there are over 
516,000 cooperative societies with nearly 160 million 
individual members. Cooperatives have gradually been
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divorsifying their acti''/ities. Nearly 1 .5  million 
people arc employed in  the ooopersitive sector in 
South-East Asia alone.

Training and Education Inputs

04 The vast number of membersh?I,p and of cooperative 
employees naturally calls for systematic and concerted 
cooperative education and training programmes leading 
to better management of cooperative business. This 
involves education and training of members of 
cooperatives, boaxd members, cooperative leaders, 
cooperative employees and m.embers of general public. 
This task ~ which foims a i)ai‘t of national plans -
is generally executed by national cooperative 
organisations and cooperative training structures 
as Y/ell as by the various departments of the 
government,

05 In order to conduct these develoi)mental acti
v ities , cooperative trainers and extension agents 
naturally look for material, information, literature^ 
and guidance. Here comes the question of the role 
that information plays iji developing cooperative 
education and ti'ai.ning activities ~ resulting into 
developing the cooperative institutions at the local 
level.

06 The function of training is to create ability 
and the function of education is to create willing
ness, Together they are capable of creating actuai’ 
performance. ?/e need both, each fulfilling  its own.
One 7/ithout the other leaves a deficiency which 
risks failure in achieving actual performance.
Ability being the acquisition of the necessary 
knov/ledge and skills . Willingness involving the 
motivation to use the ability to perform and, i f ’ 
necessaiy, to change behaviour in order to do so,

07 In order to teach ~ or train some of the 
]:>re“ requisites are: the trainer should have;

a. the basic kno?/ledge i . e . ,  education
b. an understanding i . e . ,  analytical under"  

standing of the concept and a comparative 
knowledge

c . an experience i . e . ,  practicaji. application of 
the concept and woirking in the field and 
together with other people who are doing the job

d. the technique of analysing cmd transferring 
the infoxmation emd Imowledge to others.



03 So, how do we get knowledge? We get information 
and knowledge through, books, notes, papers, docu- 
montion, by listening to others, by reading, by 
observing, and b;/ gathering information and experience 
by getting ourselves involved in the work. ?/e get 
knowledge from people. We continue to learn all the 
time. The f03?mal education may bo terininal, but the 
process of learning continues for ever. There is no 
end to knowledge and to the learbing.

09 Cooperative trainer's, therefore , make use of the 
follow ing  inform ation  in  teach in g /tra in in g  p^eople :

“■ text books
- teaching notes
- articles from newspapers and journals
- committee and working group reports
- reports of specialist groups 
“ survey reports
- annual progress reports
“ institution progress reports and notes 
~ case studies
“ field  suinreys, personal visits etc.
- Radio broadcasts 
“ Television

10 We noed inforiaation, therefore, to;

a. properly illustrate the problem and the concepts

b . convince people that there could be some 
other alternatives as well

c. enhance our own un.derstan.ding of the si'tu.ation

d. be able to argue or clarify our statements, and

0 . generate -worthwhile discussions.

What is Information

■11 Inform.ation is defined as "an aggregate of facts 
so organisation or utilised as to provide knov/ledgo 
or intelligence." Information is a vital I'esource for 
any developmental activity. In order to understand 
the implications of this vital resource it would be 
useful to take note of the attributes of information 
and information services specificaJ.ly,

What is Information Sei~’vice/System

12 In information system or service can, therefore, 
be said to be formally structural organisations.l unit
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specificrally -- out not necessarily excl.usively - 
cstablistied for the p-arpose of acquiring, selecting, 
st:ori.ng, retrieving^ evaluating, analysing and 
syntliesizing a body of information in a clefirly . 
defined specialised field  or pertaining to a 
specified nrLssion v^ith the intent of compiling, 
digesting, repaclcing or otlierwlse orgaDdsing and 
presenting pertinent information in  a fomi most 
authoritative, timely and useful to a society 
of peers and management.

Information Transfer

1 3  Executives and professional cooperators tend 
to keep contact witii development and advancements in  
thoir field  through personal contacts, correspondence 
and participation in  sjTnposia, seminars and congresses. 
Information from colleagues seem to "be supplemented 
by contacts in other coopers+Jives through visits,
Dieetings and letters,

14- Heads of coopero.tive org;anisations tend to have 
contacts m th  their counterparts and others in  other 
pajTts of the world througii attendance at international 
conference for exchange of new information. The rate 
of T>ublication of information within the cooperative 
sector is rather low, and where organised 
information and bibliographical services are 
inad>}quate or non-existent. Cooperative workers 
seem to depend for their latest information on 
project reports, annual reports, progress reports 
etc. which are brought out either regularly or on 
ad~hoc basis„

Generation of Information

15  Tbe rate of generation of information today has 
assumed enormous proportions. It has been estimated that 
the world's output of new books is  around 1000 titles 
per day or about six million pages a year. The number 
of poriodicai,- publications brought out are estimated 
to be about 50,000 or about three million articles.
These figures do not include reports, theses, 
proceedings, unpublished documents etc. which 
constitute a sizeable quantity. If  volume of 
literature is one obstacle confronting the 
prospoctive information user, access to it  is still 
another. It  is here that information services come 
to the help of information seekers„
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Tlie main t^ypes of organisations wriich. generate 
information in the fie3.d of cooperatives can be 
b r o a d l y  classified as under:

- Cooperatives

- Cooperative educational, research, and 
traininrS institutions and colleges

“ Goverriaent departments, instit'utes, inter
governmental organisations, ministries, 
registrars of cooperative societies, coiamissions, 
special conmiittees etc.

- Universities and university institutes

~ Other educational and research institrutions

“ International Cooperative Alliance and other 
int e rn a t i o nal o r g an i s at ions

- National, State and district cooperative xmions

- Indi. vidua]- axithors, researchers, pro
fessional cooperators

- Conferences, congresses, seminaxs, 
symposia, v/orkshops etc.

ComHiunication of Information

16 The information and information material so 
generated gradually flov/s into documentation centres 
and libraries. 'This information has to be made known 
or supplied to the users. Coiomunication is a *’t-vvo- 
way shai’ing" process. The information ha.s to continue 
flowing. The user of information also gains new 
experiences and collects a lot of information v.h.ich 
could be of great value to others.

17 Let us examine I’lGUiffi-I to cleax’ly understand 
the flow of information and its utilisation. The 
information comes into the Library, Documentation 
Centre, Information Centre or the Resource Centre,
It  is treated there scientifically and coded 
according to a well-developed classification system,- 
This infoi'mation is grouped according to various 
trades, professions and services. It is used by the 
users “ trainers, extension agents, managers, 
students, and so'on. In the context of coopex-ative 
education and development programmes, the users are 
trainers, training managers and field  extension 
workers. They make notes, or obtain photocopies or 
pick up relevant portions and cast the material into 
their own words or visuals . This iriformation is used
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by them to conduct various'types of activities e , g , ,  
classes for meiabers and potential mem'bers, classes 
for Board, members, or classes for employees. The 
user gets examples, illustrations, cases and other 
information from the library and other centres,

18 The trainers after having used the information 
sends his reactions or suggestions to the library
(a) on the existing matei'ial and its utility , and
(b) on additional material that could be ordered 
for future use.

Some Eelevent Definitions

1 9  In  the context of information and its communica- 
tion we shall be dealing with several terms. Let us 
understand these:

Book ~ 1 set of blai'iK sheets of paper 
bound along one edge and eiiclosed ?/ithin 
protective covers to form a volume, especially 
a vfPitten or printed literai'y composition 
presented in this way. 2 ,A division of a 
literary work, A,7hich is separately published 
and has an independent physical existence, 
although its pagination mâ ?' be continuous 
v/ith other volu-mes. 3 . ”a non-periodical 
printed publication of at least 49 pages, 
exclusive of cover pages'*,

Brochure - A short printed work of a few leaves, 
merely stiched together, and not othervrf.se 
bound; and ■ a paiuphle t .

Folder - 1 .A publication of one sheet of 
paper folded to make tv/o or more leaves but 
neither stiched nor cut, 2 .A large sheet 
of stout paper, usually manilla, folded 
once, and having a projection or tag for 
a headi.ng at the top of the back portion, 
into which papers are placed for storage 
in a filing  box or cabinet.

Information Centre - Usually an office, or a 
section of a bibliographical centre, 
research bureau or documentation centre, which 
gives information about books or on a 
subject with which the organisation provid
ing the facilities of the centre is concerned.
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Information Clearing House “ A name somet;i.m.es 
given to a special libraX3;- possessing a Jamited 
amount of published material, but which collects 
ejid gives information by telephone, 
correspondence and the use of other libraries.

Information Officer ~ One whose function is to 
give information; he often works in close 
collaboration with a librarian, giving inl'onna- 
tion from his own knowledge and from published 
materiaJ-S which are collected, administered 
and made available by a librarian.

Leaflet ~ A small sheet of paper folded once 
and printed on to make two or four pages 
following in the same sequence as in a book, 
but not stiched or bound. Often used to indicate 
a small, thin pamphlet.

Retrieval - 1 .The act of finding agai.n, recovery, 
retrospective searching and securing of documents. 
The act of going to a specific location or area 
anc returning therefrom with an object or 
document.

Resource Centre -■ Collection of books and non
book materials of all kinds, which are relevan.t 
sources of information and instruction in 
schools, colleges and institutions of higher 
education. They are developments of librai'ies 
in such centres of learning.

Some Experiments in  Communicating Information

20 Within the cooperative sector a number of efforts 
have been made by which information is passed on to 
the cooperative membership - generally rural farmers. 
These are done, in  many cases, through radio broadcasts, 
television programmes and through rural newspapers. 
Simple brochures and leaflets are produced by various 
agencies for the benefit’ of farmer-members. © ,g .  ̂
methods of fertiliser application, using good quality 
seeds, cautions in storing of harvest, methods of 
irrigation, rights and duties of members of 
cooperative societies, general body meeting and its 
functions, secretary/Manager and the board and so on. 
These are issued by manufactuing companies, extension 
divisions, cooperative unions and media depaj:>tments 
of the government.
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21 Dovelopment of infoiTaation centres; In a niixaber
of countries in tlie Region of South-East Asia o. ntonber 
of farin inforniation units have been established. A 
successful example is those of B'sJ'in Guidance 7forkers 
of the Japanese Agricultural Cooperati.ve Movoiaent, and 
of similar workers m th in  the Korean Cooperative 
Movement. In India and in  the Eeptiblic of the 
Philippines such experiments have been made vd.th some 
amount of success.

22 In Thailand an interesting experiment has been 
conducted i .e .  5̂ Fca?mers teach farmers via radio 
and television.''^ The use of modern communication 
channels such as radio end television makes it easier 
for governments to spread development messages to 
large numbers of widely scattered rural people.
Here the farmer is talien on video program2ies and his 
experiments are shoTO to a large number of other 
farmers. Here are some excerpts from an ai’ticle 
”5’armers teach farmers via  radio ejid television” :

" I  hope I  can help other people by showing them 
what I  have learned^ there is no benefit to be 
gained by keeping this kr).owledgo to myself.’'

"Mj methods are not secret,” he said, "Other 
foxmers can do the same as I hs,ve done. In fact 
since I started using integrated farniing methodSj 
more thajn. 100 other farmers in this province have 
used ny methods to raise fish . Many of them still 
visit me aslcing for advice and for discussing 
now ideas. In addition to the fish, I, tell them 
aboTit the early yielding variety of coconuts 
on the farm; these are not widely planted yet 
elsev/here in Thailand, but they bear fruit 
after four yoaxs and yield a good income.

"There are mans’- ways farmers can improve their 
yields an.d the amount' of m.oney they make from, 
their farm s,.,and now I p’ablish a newsletter' 
for other small-scale farmers like myself,.
My language is at the same level as other 
foxmers, so my newsletter is  easy to understand; 
v/e can all improve our life  by imitating the 
proven ideas of other people,”

Since 1977, Thailfmd has been expanding its 
extension programm.G vrlth. the implementation of a 
na.tional agricul'tural extension project, ?vhich 
is financed partly by the ¥/orld Bank. The project

1 ) Agricultural Information Development Bul3.etiii, 
Yo 1 .5  . No . 3, IIK"ES0 AP B angkok. Th ail and Sep t .1981
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is aimed at: improving agricultural extension 
sorvices that roach, jrtillions of farmers 
throughout Thailand. It is focused mainly at 
strengthening the coimnurdcations links hetweeri 
farmers and technical iriforraation sources.

Gonelusion

25 Information is growing. It is being used by people 
in  developing themselves. Information must bo used and. 
i f  not used, it  beco.mes stale and unproductive, Hew 
and more modern methods are being employed to Icoep 
pace vri.th the' growth in  iiifoi'mation and more in its 
communication. It is a difficult process to commumcate 
information p.roperly jmd effective,ly. There are mar^f 
handicaps. It  is expensive to handle information and 
undertake any. information clearing house „ High costs 
should, however, not discourage the users. It has 
enormous advantages,

24 Cooperative organ.isations should try to develoxj 
their ovm information units in association with their 
cooperative libraries. They .should undertake proper 
annotations and bibliogre.phical activities .so that 
all concerned with human resoi\rces development within 
the Movement sho'uld benefit. Experiments being 
conducted in various countries i,n information 
a.nd comiimiication strategies for developme,ri.t shoulf3, 
bo properly gathered and these be made known to 
trainers, e.xtension agents and cooperative educators.
I f  they are better informed, only the.n they could 
inform the rural poor “ the fundamental life 
line of cooperative activities.

Information must be intelligible 
to the l^east sophisticated of its 
potential users*
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TEACHIHG TOGETHEft U  THE CLASSROOM
- The Concept of Team Teaching________

Daman Prakash, ILO Advlsoi* (Training Aids)

Introduction

01 tt le a question of reaching the audience
and that too, effectively and most efficiently. Partici
pants are approached in several ways. Those ways are, of 
coursf?, lecture method, participative teaching method 
and other methods of teaching. Teachers all over the 
world have been trying hard to find some solution to 
the intricate problem of communicating with the people. 
Many methods have been tried and still some more are 
being perfected. The general tendency among most of the 
teachers has been lecturing and imposing the knowledge 
on the learners, banking of ideas into human beings 
and expecting rich returns.

02 It is also agreed that the lecture method
is by far the best method, but is it really the best 
method! That method is the best which enriches the 
understanding of the topic and where the participants 
are involved In discussion and where the participants 
have the benefit of comparing and analysing the topic. 
Lecture method, obviously, does not provide that 
facility - it is one way traffic, with some occasional 
showers c- questions or clarifications from the partici
pants and which the teacher or the lecturer tries to 
satisfy. The armoury of a lecturer compriaes of words, 
words and words and those too coming from one single 
person. The participants have merely to become passive 
listeners and submit to the dictum of the lecturer and 
accept the verdict as correct. Obviously we are limiting 
the scope of interpretation and analysis. We are also 
denying the participants of the benefit of hearing 
other point of view.

03 Participative teaching methods, of course, 
provide the participants with an opportunity of discussing 
a matter among themselves with the help of teachers or 
resource persons. Of course, the understanding is deeper 
and perhaps more rewarding, but the fact remains that
the participants discuss only those points which are known 
to them with some additions from the resource persons.
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Team Teaching

04 There are other techniques which enhance 
the understanding. One of thoae methods is called  the 
Method of Team Teaching. Team teaching, as it  i s , means
a team of teachers or resource persons (moatJ^two of them) 

get together and handle two d ifferen t  topics for the 
benefit  of participants. The participants gain knowledge 
on the various aspects of one problem. The two teachers, 
who take up the teaching In turn, try to supplement each 
other and with the help of the participants come to an 
agreed decision or conclusion. This means that there is  
input from two teachers/ who are experts in their own 
fie ld s , and try to come to a broad conclusion with the 
help o f  participants , who are obviously involved by the 
teachers as and when necessary,

05 A simple sketch of a Single  Teacher classroom, 
given on the next page, would make it amply clear that the 
teacher is the monarch or a dictator and he is in fu ll  
command of the situation . The participants are listeners  
and they take down notes, whenever they l ik e . The teacher 
continues to face the participants and it  is his only 
voice which the participants continue to hear for a certain  

period of time.

06 Another version of teaching, the Team Teaching 
Classroom, places two teachers in the classroom, of course, 

at d ifferent  places - one at the traditional platform
and the other, perhaps in some other place in the room.
The second teacher could be at the back of the room, or in 
the side rows of the c lass . There is no d e fin ite  place 
for the second teacher. Both of them can change their 
position as and when necessary. Teacher A can move to the 
position of Teacher B and so on. Teacher B supplements 
the points of view of Teachtar A and Teacher A supplements 
the points of view of Teacher B, Both of them continue  
to remain in dialogue with the participants in order to 
gain a consensus. Both the teachers continue to make use 
of the chalkboard, f l ip  charts and other simple visual aids  
while talking and while discussing 'w ith  the participants .

Characteristics of Team Teaching

07 Some of the characteristics of this method 
of teaching can be listed  in the following manner:

0 7 .01  Two specialised  areas can be dealt with  
together and proper comparisons made with  
the cooperation of the participants!

07 .02  Getting several points of view together 
i . e . ,  multiple points of views for a better  
discussion and conclusion;
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Single Teadher Claesroom 

Chalkboard
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07 .03  A vailability  of element of dramatization  
due to the placement of teachers in the 
classroomf

07 .04  Supplementary support in dealing with the topic 
is  logical and in proper doses. The subject  
matter is not put out at once;

07 .05  Presents novelty. A slight break from the
traditional teaching methodology;

07 .06  Enables minute-to-minute coordination between 
the two teachers or resource persons. Provides 
an effective  support to each other. The take 
over from one teacher to another is smooth 
and natural;

07 .07  Teachers supplement each other wherever
necessary and without any hesitation . Both 
the teachers work in perfect harmony and
they can interrupt each other whenever needed;

07 .08  By making some advance planning, the topic  
can be time-slotted so that the topic can be 
covered within a given (or available) time 
frame; and

0 7 .09  Enables an absolute perfect understanding
between the two teachers - respect for each 
other, perfect communion with each other
and both of them know what was going to happen 
the next minute.

08 From the above it  is clear that the two teachers 
have to work as a closely-knit team and in a perfect harmony 
without snatching each o thers ’ words and with a full  
understanding of providing the maximum possible information  
to the participants in a given time on a sp ecific  topic.

Advantages of Team Teaching

09 Some of the advantages noticed with the application
of this method have been listed  as under;

09*01 Regarded as less monotonous as compared with
lecture method of teaching;

09 .02  Contradictions are rounded up during the
course of team teaching. All confusions  
and unclear points can be cleared up by the 
two teachers;

09 .03  Enables the teachers to treat the subject
in as exhaustive manner as possible ;



09.0^ Enables the partlcipantB to com© In and fflske their
own points of view or to 93cpr8S0 Ti©w© on the statemante 
mad«! by the teaoher}

09.05 Provide a fro®, frank and deaocratlc set up forthe , 
participants to learn as imch as possible.

Elements of figporting

10 I t  is also n e c e ssa ry  to appoint a member from among
the partioipants who could report to tho later on as
to the points dieouassd during th© course of I’eaai Teaching. The 
nominated-participant would maks a brief report and present it to 
the class cuCter the toam toaching eeseion for a bri©f discussioh 
and conments, \

11 This method h©lpe the clase to listen to all the points
made by the teachers onoe again, although in a brief mannei*,

12 The report presented by the noiainated participant ie alao 
oorauionted upon by the two teachers in order to correct any wrong 
reporting or understending.

Cautions to be Obeerved

15 The following cautions should be obeerved by the
team members»

15,01 It ia a difficult method to b© adopted. Its neoeBsity
and working should be clea *̂ly underetood by the teachers 
a@ well as by the participants. Better to keep it as a 
Team Teaching sssaion rather than a group dieoussion,

15*02 Some amount of advance preparation is essential on the
part of the teaohe©s, Preparation in termc. of topic, 
strategy, discussions, timing and attitudes (like 
drejsatiaation, questioning) is necessary and worth 
an exercise,

13*05 It is good to collect as much of supporting infornitttion
aS poaaible. Better to have all the facts and examples 
(and audio visual aids) available before the 
commencement of the session,

13,0̂ 1- Teachers are members of the teejs* They should respect 
each other, suppleiaent each other, and use respectable 
words, and do not interrupt each other unnecessarily*
Ho domination of each other should be done,

13*05 Learn to accoimsodat© your partner's views (he is an
expert in hie own field and you have no right to 
throw him out),
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13,06 Sumtri!3atlon 1b necssBarjr towe.t'ds the end of the
session (tliiB should bo don© by the teachers in 
their respective areas),

13*07 Do not overBhoct the tijse alloc atio3tie, and

13t08 Bring in humour in the oI bbb aa ffluch as possible,

1^ Some other points which should be carefully obeorved
include I proper and 'iia® of audio visual aidei
cleaning up of the ohallcboard for the use of the other 
toacher and by encouraging the participants bo come in as 
much as possible and whenever f©lt neosasary. Encourage the 
participants bo make additional points and to cite 
illustrations and ©xamplee,

Ooncluaion

15 The feaffl 'reaching method is sn interesting
method which would prove to be effective* The participai:5.ta 
feel thoraaelves involved in the process of Teaching and 
Leerning* Teachers also do not feel out of place as they 
are contributing to the participants with each other's 
support and coox)eration,

16 The members of the team should make Bomo advance 
preparations and decide on the strategy, topic, end time 
frame in advance* and also to keep the visual aids and other 
supporting material ready for use. Most important point is mot 
to dominate the other teacher and respect each other's point 
of view and personality. Ho doubt the element of dramatisation 
would make the task of the teecheps simpler, but the topic
aiKi presentation should not be over-dramatised, otherwise 
the whole purpose would be loot.

(This material ha0 been used to conduct trainers' 
training programmes at the National Centre for Cooperative 
Training and Development ~ Puslatpehkop - in Indonesia. 
BahaBa Indonesia translation also available from'the 
National Centre.)
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ROGER DE LOS SANTOS holds the position of Radio-TV-Movie Pre
sidential Assistant in the Ministry of Public Information, He is 
a graduate of the Career Executive Service and twice a government 
scholar abroad in the fields of Educational TV Production and Te
levision Broadcasting Management. Mr, De los Santos was once a 
part-time teleplay writer at ABS-CBN, a full time Instructor of 
Pamantasan ng Lungsod ng Maynila teaching Film Appreciation, Him  
and TV V/riting, Ethics of the Cinema and Broadcasting Programming . 
and Development, He was Chief of the Film Coordination and Train
ing Section of the Bureau of Standards for Mass Media prior to its 
abolition* Presently, he teaches at the Centro Escolar University 
managing subjects for the Mass Communications Department, such as 
Broadcast News and Documentary Production, Radio-TV Dramatic Wri
ting, Advertising Copywriting and Layouting and Broadcasting Pro
gramming and Development*

As to media projects, Mr, De los Santos has engaged in seve
ral film and TV projects, foremost of which are; Mindanao a 
Change, A TV docunontary premiered and carried by all TV Channelsp 
as supervising Producer and Director; Arnis de Mano educational 
film, as director-writer, Mahal TV Special for GTV 4, as Produc
tion Manager, French Film Festival, an Alliance Francaise OOP 
projects as project manager, Tunog-Larawan, audio-visual spectacle 
prese::.tation of the CCP and BSMI\I, as production Manager,

FORMS OF DOCUMENTARY V/RITINGS

1, CONCEPT MITINGs

E.G. SULYAP; A unique first on Television* For the first 
time, documentary and specialized films will be shown weekly on 
GTV 4, The films will vary in content and techniques and will 
give viewers an insight in what is Filipino, as kaleidoscoped 
through our historical past, present and future,

Hie films to be used in the series bedspeak the rationale of 
the presentation, Historical films culled from film archives, 
classical films evocative of nostalgia for the days when movies 
were movies, more recently produced films which attempt to edi
torialize on present strides for national consciousness and 
solidarity,

2, TREATMENT V/RITING

E.G. V/e open with a shot of the East African landscape, wild 
rugged and without a sign of human habitation. We dissolve
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through a series of introductory scenes showing East Africa as it 
was, untouched by any civilising handempty plains, wide expense 
of bush, the Rift Valley, the rolling highlands, and then Uganda, 

green and fertile.

The commentator begins; East Africa at the end of the nine- 
teetL century* A land without history. In these vast tracts of 
land, today was the same as yesterday. And yesterday was the 
same as it had been for centuries, etc,

3, SEQUENCE BREAKDOWN;

Seq, 1 - Establishing shot of Zamboanga City, people and pla- 
ces-downtown scene, market place, the barter market, more tropi
cal scenes, such as houses on stilts, the badyao houses,

Se-̂ , II - Interviews in a downtown scene to evoke the opinions 
and sentiments of people on the peace talks. Cutaway to prepa
ratory scenes for the Talks with Voice over of interviews,

Seq, III - Cutaways to past efforts of Pres. Marcos, receiving 
returnees, development projects in Mindanao, etc.

4, The Shooting Script 

VIDEO

Exterior, A clearing in front 
of the Chief’ s hut. M.L.S, The 
Chief is seated on an old but 
imposing dining room type chair; 
around him, setting on the 
ground, are the village elders.

M.S. The Chief and the leader 
of the group. The Chief points 
across the river to his land on 
the other side and speaks.

AUDIO

A few days later the project 
went a stage further. At a 
meeting of the Tribal Elders, 
known as the Kgotha, the Chief 
put forward the plans and asked 
for the cooperation of everyone 
in the village,

Pade music to background 
Commentator;
"Beyond the river is my land,” 
said the Chief, "I f  you come 
and work there you must work 
hard and quickly",

SCRIPT TERMINOLOGY

EXTERIOR - any scene shot in the open air 
ENTERIOR ~ any scene shot indoors
LONG SHOT (L.S,) - a fiill general view of the subject
MEDIUI/I SHORT (m ,'S.) - part of the scene photographed from nearer

than a long shot. In the case of human 
subject, from the knee to head



diCSE-UP (C,U.) - a close view of an object. In the case of 
a human subject, the head only 

BIG CLOSE-UP (B.C.U.) - a very close shot. In the case of a human
subject, part of a face oMy, as the eyes 
or mouth

PAN - horizontal rotation of camera

TILT - vertical plane movement of camera, either TILP UP or DOT 
TRACT (or DOLLY) - move camera forwards, backwards, sideways 
ZOOM - to operate the zoom lens of camera to bring subject 

optically nearer or further 
SYNCHRONOUS SOUND (or SYNC SOUND) - the sound is recorded at the

time of shooting
WILD SOUND - the sounds, such as effects, are recorded separately 
MUSIC OUT or MUSIC IN - same as FADE OUT MUSIC and FADE IN MUSIC

other optical effects: DISSCSLVES, FADES, WIP-":S

-  m#-

/  cmr



NON FORMAL METHODS 

THE COOPERATI\^ EDUCATION PROCESS

I .  Using Informal Methods

Although most adults expect their classes to resemble 
those they knex^ in grade school, high school or college , it  
does not necessarily  mean that they wcmt it  that way.

Studies have shoxvn that people learn better in a re ■ 
laxed cind informal atmosphere. And the best method found, 
so far , is the group discussion method whenever possible .

However, when group discussion is not po ssible , the 
teacher can s t i l l  conduct his classes approximating group 
discussions through several means.

The first  and most important thing for a teacher to 
remember is that his primary function is  to helo release  
the fu llest  potential of all members of the group so that  
the members themselves can cope with their  own oroblems.

The teacher S' ts the tone in the classroom. Attitudes  
are caught, not taught. I f  the teacher is  open and infor
mal, he s ts the atmosphere for freedom. The teacher must 
make it  clear that he is one of the group and may be c r it i 
c ized . The group must be made to feel free to express  
themselves positively  or negatively . All answers, all  
points raised are listened to without judgment. !'7hen vre 
say someone is good, it  implies vje have the right to say 
he is bad. Nothing closes channels of coraniinlcation more 
e ffic ie n t ly  than judging.

I f  the teacher is to help the group cone with their  
problems, then the teacher should inh ib it  him self from ex
pressing his opinions. Given a subject matter, the class  
should be allowed to discuss what they think and feel  
about a subject. The teacher should express him self only 
in the end. This v;ay, students do not become dependent 
on the teacher. They le a m  to think for themselves.

'Tien the teacher remains neutral, he throws the group 
back upon its  own resources and viewpoints.

The physical arrangements of the class should, as 
much as po ssible , be circular seating or at least semi
circular . Eye--tO“ eye contact encourages group interaction . 
The least conducive to the development of an informal c l i 
mate is  the conventional classroom.
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I I ,  The Risks of Informality

TJhen the teacher resists the development of depen
dency upon him, several things are apt to happen. The 
most predictable is that stress and tension v;ill develop 
because in an informal group differences of opinion , view
po int , value and feeling  are bringing with them conflict  
and challenge, and can be a constructive source of lear
ning for the group.

Stress is energy. Nothing happens without energy.
Like a ll  energy, human stress can be channeled in cons
tructive or destructive directions. A teacher who uses 
informal methods does so on the theory that they w ill  
best allow for the wholesome development, expression and 
management of stress.

^Vhen controls are relaxed in an informal situation  
very often some disturbing things could happen. The most 
outstanding episodes usually are introduced by people who 
bring badly distorted perceptions or accumulated h o s t il i 
ties into the group. I f  as a teacher you promote an infor
mal clim ate, do not be surprised i f  you see a group member 
or two go o ff  like a Fourth of July explosion for no d i s 
cernible reason. This is the problem any democratic en
vironment faces. !7here does it  place controls on freedom 
to prevent disturbance from eccentrics? In a formal en
vironment where controls are tightly  held , we do not find  
so much in d iv id u a listic  expression of a disturbing nature: 
Internal pressures are lik ely  to develop to a point where 
the whole group blows up. An informal environment actual
ly acts as a safety valve for the group.

Another disturbing aspect of an infoirmal environment 
is that it  becomes easy for the teacher to fa ll  under at
tack. I f  informality and consequent freedom of expression  
are attained , the teacher as fa ir  game as any to be c r it i 
cized  and actively opposed. Some m.ay d islike  him because 
they do not like his looks, his behavior, or his ancestors. 
In a formal situation controls are such in most cases as 
to cause repression of h o stility  toward a teacher i f  it  
ex ists . I f  you promote an informal environm.ent, you should 
be prepared to take h o stility  directed your way and you 
should proceed on the theory that the most productive, 
v/holesome teacher-group relationship w ill  only prevail  
whereyou are fa ir  game along with everyone e lse .

In the usual group a great deal of pressure w ill  build  
up to find  out what the teacher thinks. The dangers of in 
h ib itin g  creative thinking by premature disclosure of the
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teacher's views have describedo It makes a difference, 
however, vjhether a teacher superimposes his viev;s as those of 
one person - in response to a v;idespread desire v/ithin the 
group to hear his views - only after there has been fu3.1 ex
pression of viewpoint by members of the group. If  these views 
then have influence in the group, it is more likely to be be
cause they have merit, and not, simply because of the status of 
their advocate« On this basis lectures, or preferably lectu- 
rettes may have a useful function as an adjunct to discussion 
in communicating to the group the crystallization of the 
teacher's experience and point of viev/o

IIIo And the Rewards

If the teacher is to exercise constructive influence 
upon the group, he must have the fullest kind of feedback 
upon which to arrive at a tentative diagnosis about group 
functioningo He needs to be able to find out what is wrong 
and sometimes to propose treatment for it; he needs to.know 
whether group members think they are on the proper course»

To gather this information, observation periods have 
been used during v̂ rhich the group takes a calm look at itself. 
Post meeting reaction forms have also been found useful.,
A feedback device gaining in popularity is that of random 
writing; group members are asked at reasonable intervals to 
write at random anything they care to write relative to the 
operation or are often able to find cues helpful in thinking 
about their responsibilities to their groups. They are able 
to set up a personal channel of communications from group 
members that often taps inner feelingSc Here is an actual 
statement; "This method of v/riting ray thoughts dovin is helping 
me to see how opinionated and dogmatic I really amo For this 
reason I did not throw them (earlier random writings) awayo 
What I feel like vjriting nov; is: I need to knoV'.T hov/ to
function in a group, v'/hat atitudes do I need to develop?
How can I be less dogmatic? Eo'"i can I present my views 'with
out giving offense? How can I develop sensitivity to others? 
How can I develop my opinions without 'fixing' them so so
lidly?"

Using informal methods in ways similar to those des
cribed can yield very satisfactory results. It v/ould be 
foolish to say that they lead to one hundred percent suc
cess; they do not. But extremely positive reactions are 
not uncommon from people who have been freed from x-estraints 

and constrictions of traditionally formal situations through 
the introduction of informal methods.



IV. Resistance Against Learning

Why do people resist against learning? A noted 
educator suggests three reasons that keep us fron learning 
and that may explain many of our teacher student blindness: 
(1) a wrong supposition, (2) a false pressure, and (3) a 
horror of self-encounter.

1. A wrong Supposition

Many teachers and students still believe that 
it is better to give than to receive. And therefore, the 
teacher wants to give something to students • an idea, an 
opinion, a specific skill, advice, or anything that he 
thinks the students expect. And students, in turn, value 
their teachers according to V7hat they have to give,

A gift becomes a gift only when it is received. 
Nothing we have to give-wealth, talents, competence or 
just beauty will ever be recognized as true gifts until 
someone opens his hands or heart to accept them.

This means that he who wants someone else to 
grow that is to discover his potential and capacities, 
to experience that he has somthing to live and work for 
should first be able to recognize that person's gifts and 
be willing to receive them. For man only becomes fully 
man when he is received and accepted. When teachers accept 
their students and vice-versa, then resistance to learning
is minimized. T7hat happens is that too many people keep
their talents untouched because they are afraid that nobody 
is really interested.

2. False Pressure

The netv/ork of modem educational process has 
led us to believe that we become better men when v;e have 
higher grades. We are more willing to trust someone with
a high degree than others.

This false pressure of society, which forces us 
to pay undue attention to the formal recognition of our 
intellectual, accomplishments, tends to pull us away from 
our own personal needs and to prevent us from coming to 
insights into our ov;n experiences that can form the basis 
of a creative life project.

- 4 -



This is the roost powerful resistance against  
learning. True learning means man facing him self, re
cognizing and accepting him self for what he really  is :  
weak, naked, destined to die and totally  alone. Only when 
man is able to do th is , when he no longer clings to l ife  
as an inalienable  right, when he has nothing more to lose •• 
only then can he be sensitive to others and to what is  
happening in the world around him. He canbegin to approach 
life  without fear he can begin to le a rn .

All these three reasons are universally  
applicable . T-Jhen the teacher goes to the v illa g e , it  would 
do him well to remember the following;

1 . Learning is self-discovery
2. Learning is self acceptance 

and acceptance of other;
3. Learning is a slow process-

4. Learning is a pain and a j o y
5. Learning is a mutual sharing of 

experiences between teacher and student

V, The Art of Asking Questions

One of the primary principles of learning is that it  is 
an experience which occurs inside the learner and is activated  
by the learner him self. It  has something to do with what 
happens in the unique world of the learner. Learning is best  
in a situation in which teaching is a fa c ilita tin g  process 

that helps people to explore and discover the personal 
meaning of events for them.

•̂7hen a teacher asks questions he must remain v/ithin- 
the frame of reference of the learner. Too often we for 
get that learning is a deeply PERSONAL experience and we 
fa il  to relate to the learner. Asking questions in teaching  
is not so much to find  out what the learner knov/s or does 
not know. It  is  more to find out h o w  well the teacher has 
communicated and h o v 7  well the student has accepted and inter
nalized  what has beentaught. Asking questions encourages 
the learner to be active. His ansv;ers indicate how far he 
has permitted himself to take part in the process. Very 
litt le  learning takes place without the permission of the 
learner.

3 . Horror of Self- Encounter
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Every learner brings with him a world experience in 
which the teacher has had no part. Therefore, when a 
teacher asks questions he is really  trying to exolore, as 
much as possible the learn er 's  inner world in order to 
find the level in which communication is most e ffe c t iv e .
To achieve th is , there are three things to remember.

F ir st , be sure that the words you use have the same 
meaning for you as well as for the learner. We use words 
all the time, but how often we mis-communicate..  To a 
creative person, a single word could get pregnant with  
meanings to a less imaginative person, the same word might 
take on a practical color. For example, take the word 
d isc ip lin e . To one it  could suggest punishment for a mis
deed. For another it  means being in control of one 's  
behavior. And s t i l l  to another it  could mean being single- 
minded about on e ’ s objectives in l i f e .

Secondly, after the fir st  question has been answered, 
repeat the learner s statement and find  out exactly what 
he means by asking a follow up question. For example, 
the learner stated that his community is a religious  one.
Do you mean that many people go to church regularly or ' 
that people believe in God in general? Find out whether 
his statement refers to the community’ s general atitude  
towards religion  or the community's religious practices.

Last but not least , alv^ays remember that people corne 
before purpose. This simply means that it  is  more imnortant 
that you treat them as persons more than anything else . 
Learning is often a joy, but it  can also be painful process 
for the adult. It  is always an emotional as well as an in 
tellectual process. Therefore, when you asks questions remem. 
ber that you are dealing v;ith thinking, feeling  human beings. 
Each of them is unique and demands to be accepted and treated  
as such. In everyting a teacher does, a great amount of 
respect and patience is required.
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The growth of information awareness, the explosion of messages^ 

the increasing access to and demand for information, the growth of in

formation technologies - all these measures demand a more dynamic and 

holistic approach to information.

The Three Information ^^orlds

Presently, there are three major "information worlds" which 

have traditionally been divided ard separated,^ The first is fami

liar to us. It is the literature world of libraries and archives 

where information has been put into accorded form, A meaningful or

ganization has been added along with an element of human judgement,.

The second information world is the document world of informa

tion centers, clearinghouse, documentation centers, and records cen

ters, where information has been collected and organized but perhaps 

not evaluated in the same sense as in the literature world,. In order 

for us to penetrate this world, vie need the tools and understandings 

that come.from paperwork managmentj a burgeoning sister field that
I

is closely related to archival work.

The third information world is the data of computers, tele

communication and automated information systems,.where the informa

tion is often numerical,

2
Horton suggests that the key variables that distingtdsh the 

three groups are time frame and storage medium, llie library focu

ses in the historical time frame, and the booli/periodical focuses 

on the storage medium. The paper^work or record . center focuses more 

on a more current document medium. Finally, there is the rapidly 

changing machine - readible data world of the computer,. It is in 

tills latter field that is growing exponentially and that the new 

breed of libraries must penetrate in order to provide the informa

tion function that is sorely needed new and can only increase in

INTRODUCTION ON INPOPJ/IATION

.Daniel, "Special Librarian to Information Sfenager" 
Special Libraries, . 1982 April, p,97~08

Daniel, Ibid,.



need in the late 1980's and the 1990’s.

Organization & Operation of ' Documentation and 
Information Centers in Teachina Establishments

If Documentation and Information Centers, constantly increas

ing both in number and importance in education are today recognized 

as fulfilling an essential pedagogical function, such a conception 

has become inevitable only after a slow, lengthy evolution. These 

centers extensively developed at first for general and technological 

studies, later, many secondary education schools benefited from 

modem installations. While technical schools cause exploring their 

own avenues, elementary schools were provided with libraries thus 

encouraging in their students a taste for reading, as well as with 

documentation centers that would help the young and awakening minds 

to find answers they seek.

Teacher Training Colleges have been progressively seeking a 

new role for the teacher and stressing an ever-growing need for a 

library as well as a genuine media-centre giving access to pedago

gical documentation, information,self-instruction and further 

training,

3
A Short Historical Survey in French Education 
to Clarj.fy Present Developments________________ _

During the first years of the twentieth centuxy, in France 

the schools were provided ^ith classroom libraries for the use of 

students as well-as with a central library for the use of teachers. 

There were two establishments, however provided with a central libra

ry for the use of the pupils, but there was no regulation to make 

their availability compulsory. The first of its kind was created 

in 1947 at a school in Marseilles, Others followed at the instiga

tion of the Preach Inspector - general who was devoted to the prin-

- 2 -
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ciples of learning and concerned with the problems of life in 

boarding schools. However, the uniform pattern of these libraries 

and their inadequate means available relegated them mainly to a re

creational role. Traditional study rooms were transfoiTned into work

ing libraries with all the elements essential to the acquisition of 

further knowledge (in particular, dictionaries, encyclopedias).

In 1958, the ^irector General of Secondary Education entrus

ted the Inspector General with the task of finding out how the up

keep and maintenance of media resources could be ensured thei.r full 

usage and duplication avoided. It was a resvilt of this investiga

tion that the first school service of documentation was established 

in Paris. In the early days, the object was to familiarise v»?ith the 

resources at their own school, and to demonstrate to them that effec

tive aids were available and would help them in their teaching and in 

general educational activities, A few self-documentation rooms were 

opened to students but these were instituted mainly for the use of 

teachers who had become familiar with the documents as well as the 

apparatus,

A year later, imder the motivation of the French Inspector - 

general re-grouping of libraries auid documentary rooms for the use 

of pupils as well as teachers began to take shape jn schools. From 

then onwards there evolved a policy of development on a national 

scale of Documentation and Information Services and all newly esta

blished secondary schools were provided with a Documentary Centre,

In 1974, Documentation and Information Services until then 

intended primarily to receive, classify and distribute documents, 

ceased to be known and act as a service to become a * Centre', Now 

the function of teaching with all its impetus really comes to life. 

These centres constitute the architectural heart of the building and 

become within the various establishments the very pivot of life and 

of educational refoimation. Documentation and Information Centres 

(GDI) have come to stay. The realization of these innovation which 

requires learning of methods of rerearch depends to a great extent 

upon the existence of a documentary centre which must be suffi

ciently extensive, well situated, well conceived, well equipped and
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well managed. Recent experience gained from independent work has 

made all members of educational establishments appreciate the enor

mous possibilities offered by a documentary centre as well as the 

problems set by its absence or inaci.equaoy. In the future with the 

new reformed system, a great proportion of independent work will also 

be done within the framework of the CS)I,

The documentary centre must be, in fact, at the service of 

pupils as well as teachers. Its objective is to promote in learners 

not only the acquisition of knowledge but also the understanding of 

attitudes and methods of individijial work as well as feamwork, to de

velop a spijpit of initiative, a taste of research and for the use of 

documents and to inculcate a sense of responsibility. It is also 

intertiSed to reshape the pupil-teacher relationship so as to assist 

in discovering their needs to create a more genuine motivation to 

give pupils more individual attention and to make them gradually more 

aware of the process of learning. It is intended to assist the stu-
A

dent to grow up and to become self»reliant. Whoever becoaea initia

ted to 8@l.foij[istrucitlim will Is&m Qot saaly at sohofiiL or ct isiTOssity

but also in his later professional life, in any place and in any gi

ven circumstances, how to find the methods and docioments which will 

enable him to tum his personal study into a productive and satis

fying activity.

It was therefore decided, starting in 1973 that newly built 

secondary schools have major documentary centres, Biere v̂ ould be 

re-grouping of libraries, reading rooms, documentation rooms, group 

activity room, combined into an extensive complex of resources which 

would encourage research work. It is for this reason, since 1974, 

that in France ministerial directions renewed each year insistently 

recommend that regional authorities should install GDI in those es

tablishment which are not provided with one.

There has been a definite improvement in the premises inten

ded for GDI’ s since 1969 when standard building plans laid down pro-

Treffel. Ibid.
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visions for special accommodation, consisting of documentation room, 

teachers library, pupils library, a room for self-documentation and 

a central reading room.

It was only after a while that it was understood that these 

premises would have to be re-grouped and gradually this accommodation 

came to be grouped into a single block, the various rooms communica

ting with each other, at first by doors, the solid walled partitions 

being replaced by glass partitions, to end up with the complete remo

val of all partitions providing an extensive open plan encompassing 

the whole of the bibliographical and audiovisual materials availaT^le,

A Ministerial Circular on Jferch 14, 1974 laid down the change

over from Documentation and Information Service to Center for Docu

mentation and Information, This circular in respect of all estab

lishments made provision for the re-grouping, as functionrilly of the 

various component elements (libraries, reading rooms, documentation 

rooms and self documentation rooms, group activity rooms, photoco

pying and duplicating workrooms, and audiovisual centre), This cir

cular laid down that the libraxy for students and the library for 

teachers should be combined.

The construction program for 1975-76 for establishment of 

primary and secondary education gave the following architectural 

guideliness: the documentation room and the library reading room

may be accommodated in a single location known as a ’Media Centre’ 

housing books, publications and various dootments, (printed and audio

visual) as well as-providing space for working with tables for con

sulting documentsi The whole v?ill be developed as ’ open-plan or
5

split-level plan’ .

Within the framework of the documentaiy centre for secondary 

education establishments the circular of March 14, 1974 also ex

pressed hope that an audiovisual centre be organized as a real work

shop for practical individual efforts. These would allow the full 

utilization of audio- or visual documents in the same way that

Treffel. Ibid,
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written documents may be studied in a library (witji the help of view

ing apparatus, radios, overhead projectors, filmstrips projector, tape 

recorders, microfilm readers, television connected to video recorders, 

8mm and super 8mm cameras and projectors, etc.).

Audiovisual center have been fitted and equipped on an expe

rimental basis in secondary’- schools. The Teachers’ Training Colleges 

in Paris region are already enjoying the use of excellent audiovisual 

centers,

I ...xtiishing Equipment and Teaching 
Material for CDI^s

A Documentation and Information Center v^hether part of a new

ly built establishment or as a conversion of an existing establish

ment (with aid from a regional grant) receives an allowance for ini

tial equipment consisting of furniture, audiovisual apparatus, r*nd a 

starting fund for documentary expenses (dictionaries, encyclopedias, 

atlases, books, transparencies, records ♦,#), The initial eqiiip- 

ping of documentary centers as in that of secondary education esta

blishments, is carried out wholely at the French government expense.

Outlook for the Future

Many existing establishment are endeavoring to obtain the 

necessary finances to enable them to install documentary centres in 

their old premises by means of conversion and renovation. The docu

mentation oenfere with its library and its audiovisual rooms and its 

student work rooms is regarded more and more pedagogically indispen- 

sible. The movement is spreading fast where every encouraging ex

periments are now taking place, and where, alongside the library and 

pupils* workroom, there is a need for an audiovisual room properly 

equipped with simple apparatus Buch will permit the study of audio

visual documents, A great effort' is being made also in Prenoh 

Teacher Training Colleges where it is essential to place at the dis

posal of student teachers every possible means to enable them to 

formulate their study-program, and to improve their training, For 

them the documentary centre should truly be a media center capable 

of offering every dedicated resource of a written word (books,



magazines, publications), of audio (cassettes, tapes, rocords), of 

visual (transparencies, silent films), and of sound and images toge

ther (video, filmstrips, and tapes, sound filpis 8 & 16imn)#

V/hat is a Resouree Centre?

Addressing ourselves to the question, ’V/hat is a Resource 

Center?* lot us first have a working definition^ by identif;;Ang the 

various possible functions such a centre might perform. First, a re~ 

source centre makes available soarcos of information both in print 

and audiovisual form to pupils, students, teachers, or for that matter 

any interested party - a hint here of its strategic place in the field 

of"lifelong education like Cooperatives, Second, its chief purpose is 

to encourage self-instruction, whether supervised or entirely indepen

dent, To this end, it provides facilities for individuals working on 

their own in small groups ranging from two students to a whole class 

and also in large group composed of several classes. The centre s,hall 

provide for research and document - study for at least fifty (50) 

people working it all, possible social/educational modes, A further 

felt need is the provision of a wide range of equipment for the pro

duction and reproduction of softvi?are by and for teachers and learners; 

transparencies, films, sound recordings, slide - tape sequencies, 

photo-copying, photography, video, etc.

Given this as an ideal, we feel to aclmOW?.'̂ dge that in the 

Hiilippines, it would be many years before the idetil can be realized. 

This is because laissiz-farce policies has allowed schools to do 

exactly what they like in setting up library services. Thus there are 

some well-appointed central libraries, others which scarcely deserved 

the name but a vast numbers of small department libraries. This de

centralization is largely explained by the dominance of specialist 

subject teachers in the traditional system of education. To this day, 

books played only a supportive, supplementary role compared with the 

heavy emphasis placed onchalk and talk. You must have heard the op-

-  7 "•
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position of school masters to the lise of books as recommended as far 

back as 1598: In short, in this prevailing climate of opinion, a re

source centre symbolized a radic^ innovation which seems fated to 

met t strong disapproval from the conservative profession, V/e then 

have to progressively put an end to the predominance of verbal communi

cation.

The first step, is to convert the libraiy into a workshop so 

as to make it the heart of the modem school:

a) by providing spacious easily accessible premises;

b) by fumibhing it in such a way as to allow 
students to study there;

c) by improving systems of classification and distribution;

d) by creating file catalogues including subject 
files to facilitate research; and

e) by de-emphasising the use of small libraries.

The second step, involves the addition of a whole range of non

book materials, i ,e , audiovisual software and hardware. These will 

provide for individual and group listening and viewing activa.ties. In 

other words, what has began as a collection of books, will have to 

contain collection of slides, films, video tapes etc, and may be called 

multi-media libraries,

A third stefi, is to arrange for easy and speedy distribution of 

audiovisual materials to schools. The administrative problems in

volved in this will be complex and can best be overcome by further 

centralization. It is a question here of a dial-access systemj al- 

!i.owing for automatic choice by remote control.

No less important is the provision of equipment for the produc

tion of original software and for reprographic and other copying ser

vices, In every shool, teachers and students should have adequrte 

facilities for this kind of work, no matter how amateurj.sh the re

sults may be. As for non-professional production of software by and 

for teachers, we have to establish intershool resource centers in the 

existing aixJiovisual centers, where teachers can attend to these at 

least one afternoon each week in ord-er to make any software they 

n*-'ed,

- 8 -
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A resource center in every school; an internal distribution 

system in large schools, together with regional resource centers for 

the professional production of high quality software, plus a qualified 

media librarian persohool, not to mention technicians for recording, 

distribution, maintenance of equipnent etc. All this can be in impres

sive plan. Quite apart from financial obstacles, a program can be 

inhibited by the traditional set*up in the schools, by adverse opinion 

and not least by vested interests and restrictive practices in the 

teaching profession itself.

It will be observed that the relationships between the school 

and society will remain essentially the same whether the system re

mains traditional or become partially or largely resource-based. How

ever, some obvious changes in classroom procedure will be brought 

about in the change-over to a resource-based system.

In the first place, due to modem methods of cntalogtdng and 

retrieval, students will be able to tnke r.t least partial responsibi

lity for their own development. In "fche second place, students will 

no longer be restricted to class groups, they will to some extent be 

free to move around the school premises, work individually or in groups 

with constantly changing memberships. Thirdly, the students will 

spend, less time im listening to lessons delivered by teachers and will 

be inclined to take the initiative in finding out what they need to 

know, for themselves.

Given those conditions, it is obvious that the traditional role 

of the teacher will be fundamentally modified, IMder the new order 

the teacher will be a counselor, a guide, philosopher and friend of the 

learner; nothing like so easy to devise methods of training which will 

help him to cope with the new situation confronting him in a resource- . 

based system.

Resource Center - definitions;

A Resource Center may now be defined as a systematic structuring 

of Kp.terials, equipment and services available to students and tea-



chers in the teaching - learning situation. Its purpose is to im

plement ourriciilum goals whether these will be pursued in the clnss- 

rooms, in the center itself or in the community. Summarizing such 

center serv'^r four basic functions:

■ l) as a media library for the storage and distri

bution of learning materials;

S) to facilitate the work of production;

3 ) to provide necessary apparatus and equipment 

for this work, and

4) to offer a consultancy service for those 

using the centre.

Emphasising that the Media Tlbrary ie the only one unit in the 

organizational structure of the Resource Qenter which must at all times 

operate in full cooperation with other units, the f-unctions of the 

Media Library are information, purchasing, storage and access.

The types of material included may be classified as print media, 

visual media, sound media, tactile media, multimedia and computer me

dia, The media library may be arranged for storage vath closed access 

as well as with free access, each of which demands its own solution 

to the problems of management, information, purchasing and storage.

Under the heading of information, the Media Library is responsi

ble for;

1 ) collection of learning materials from a temal 

and internal sources;

2) cataloguing;

3) budgeting for purchasing and for in-house 

production of materials;

4 ) forward planning, and

5) disseminating information about the activities 

of the Resource Center,

- 10 -
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As regards collection the only real problem is one of judi

cious selection.

As regards purchasing, available resources shall be directly 

linked with local and regional curriculiin projects.

The basic task of storage includes the keeping of receipts, re-

gistering, ensuring, that items are in their assigned places, repair

of damaged items and repurchasing of missing ones. Housing materials

from the various media presents its own peciJ.iar difficulties because

they will come in all shapes ard sizes. One practical solution io to 
different media in 

store/diff'srent groups, i ,e , keeping all the sound tapes together, all

the filmstrips together and so on. Alternatively, where an extensive

collection of non-book materials exists in one subject area it should

be housed close to the book collection.

Easy access to stock in a favorable learning environment is ar- 

gually the most valuable service whibh any Media Library can offer.

Cost considerations may necessitate closed access for certain items but 

wherever possible, free access should be encouraged. Closed access may 

improve security but it prevents browsing and in any case it shall en

tail too much fetching and carrying by library assistants. Teachers 

and students need ample opportunities for previewing and listening to 

resource materials in order to choose those best suited to their needs.

Problems

A review of the managerial and organizational problems which 

will be encountered in the establishment and mainten^^nce of resource 

centers ends with an' appeal for more coherent policj* - making both at 

the national and international levels. In planning the progressive 

development from School libraiy to Media Library and from Media Li

brary to Resource Center, it is necessary to take into account local 

needs and conditions, but equally necessary is to enlist the coopera

tion of any existing regional and national services. Liaison between 

schools, colleges and universities and a regular change of infonaa- 

tion and ideas concerning new apparatus, new curriculum, research 

findings, etc, may ensure greater efficiency in setting up and running 

a local Resource Center, Ultimately, however, the justification of 

resource based learning could only be found by pooling and sharing

~ 11 -
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facilities and personnel on a wide Bcalei, Accoiding to J, Buzs moves 

in this direction, has already been made or are being made In I’mnce, 

7̂eet Germany.-j the United Kingdom, Tfeited States of America and in Eas“ 

tern Europe; but although these hare helped to promote a wide spred and 

effective use of resource-based learning in these countries, efforts 

to reach even a minimuin of compatibili'ty of the international level has 

so far yielded few pi’actical results* Instancing such promising ini~ 

tiatives as the Library of Congress MA.RO System (USA), the British 

National Pilm Catalogue, Lermistor, HELPIS (UK) and the AV Data Bank 

(GPR), Dues was inclined to be cri.tical of such bodies as the UIESCO 

and the Council of Europe (Committee on Educational Documentation aiid 

Infoimation) for their lack of resolution in tackling the problem.

Collective, coordinated action at the national level is difficult 

enough as it is - and may be thou^t a prerequisite for any viable in

ternational agreement. Exchange of films, TV programmes, etc. between 

one country and another involved difficulties on translation, copy

right, not to mention the vested interest of private oommorcial Enter

prises, Moreover, in countries with highly decentralized system of 

education, the problems tend to bo more acute, if not altogether in

tractable, Dr, Anna I^yer (NEA, USA) noted that in her country for 

example, educators were excluded from conferences dealing with copy

right.

Again, what is the point of planning elaborate exchan ’̂.̂  ̂ schemes 

if the materials on offer are liable to be quickly out of date or sim-
9

ply not good enough. According to Duas in Holland where fin efficient 

inter-universitieB information service is operating the number of ex~ 

change effected has been disappr-ovingly meager - mainly because most 

of the resource materials produced are aiaateurish and not sufficiently 

of high quality, This in turn, raise problems of production and eva

luation which have yet to be overcome.

8
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^Duzs, Ibid,



In view of these and other constraints it appears that progress 

in policy making both on the national and international fronts is cl;/,'',

V/hat is an Muoational Media Center?

An "Educational Media Center (EMO) is a central service agency in 

a school, college, or universities which has the responsibility to de

sign, operate, maintain and improve the media facilities of a school in 

support of its goals to instruction, research and continuing education. 

This support is not only in the technical and logistical areas of com

munication, but ."Uso includes the training of teachers, staff, and stu

dents in the proper and creative uses of materials and, technology*

Educational Media Program; Hiilosophv

An Instructional Media Program must have a philosophy which will 

guide the decision on establishing standards for a media program in 

any school, college or miversily, Hie first basic assumption was that 

in an individual school, there should be a media program to implement 

the "entire spectrm of instruction"* Kie second basic assumption was 

that, given adequate support and adequately trained personnel, both 

professional and technical, the logical and most effective matters of 

administrative organi.zation at the individual school would be a laii- 

fied program under one administrative head. Consequently, it is a fact 

that centraliaed administration obliterates in traditional separation 

of library and audio-visual media program as two discrete entities 

within the school. The case of unification is based on the fact that 

media are no longer actually separable in the technological sense.

As one gets into electronic storage and distribution of Information, 

the original physical form of the information tends to melt down.

The logistic problem of storing, transmitting and distributing the 

information becomes one individual problem. As an adjun.ct to audio- 

visual media sei^aces, the libraries of many schools have been restruc

tured and, organised into learning resource centers. In terms of this 

context the Educational Media progrr'.m will continue to expand, ulti

mately to be integrated into a more comprehensive organization con

text,-

*• X3 "•



EDPCATIONAL MEDIA CENTER (EMC) -Its Components

In an Educational Media Center, there is a strong combination of a 

library, an audiovisual media servdce program, non-traditional learning 

spaces and instructional developnent,

1» The Library -

The shift has been'from the library to a learning resource 

center with a library of media. In such a center, the emphasis 

is on learning as both a product and a process,: Within this 

center, with its consortium of specialists working toward the 

improvement of learning in school, flexibility is a key asset.

In order to understand this flexibility, one must understand the 

concept of this learning center (EMC) and its four major compo

nents.

In a truly unified center, budgetary and media foimat 

boundaries should be eliminated. If money is available for 

commercial items, the most appropriate media should be pur

chased to meet the learning need. Thus, for example, with 

only one budget for print and non-print media; an audiotape 

on "noise pollution" might be purchased, rather than a book 

or magazine - which could only discuss the concept of noise 

pollution. As it happens too often in many institutions, 

money vdll not be available for the audiotape, so aia inferior 

item for that particiiLar need will be purchased,

2, ITon-Traditional Learning Spaces -

The Educational Media Center shorxLd be a center for inno

vation and experimentation. Thus, if one school so wishes, it 

may experiment with a tutorial center within the non-traditio- 

nal learning spaces in^its learning center. Another school 

may wish to institute a career, an independent studies program, 

or a learning disabilities program. Later, such progi’ams be

come interdependent and strengthened throu^ interdependence,

5* The Instructional Development service of the center provides 

 ̂ for the institution as a whole and for the center it self,

7/ithin the center it may help in developing media for an inde-

- 14 -



pendent study program - for a library orientation class, or 

multi media teaching - an instructional development eystera.

In the Hiucational Media Center (EMC) the instructional 

development team may be made up of the center’ s l )  research 

specialist, 2) a print specialist, 3) a non-print specialist,

4) a learning specialist from a certain field like the lear

ning disability program, 5) a subject specialist from the tea

ching team, and 6) the system or instructional development 

specialist.

It is a known fact that an Educational Media Center is a 

product of the environment within which it operates. Most 

factors making up this environment are subtle* These five 

suggestive sources of influence are;

1« Management concerns

2, User concerns

3, Available facilities

4, Political factors

5, Budget constraints

4. The Audiovisual Media Service Program within the Educational 

Media Center, is defined by its service status. It should pro

vide a production facility so it should be furnished with the 

resources necessary to deliver learning signals in a variety 

of learning setting from the large lecture hall to the indivi

dual learning carrel,

4,1 Audiovisual Media Service - objectives

The following objectives can be utilized as a 

set of guidelines or principles for setting up an 

audiovisual media services

1 , To facilitate the teaching-learning process through 

the competent application of instructional media,

2. To provide consultation, assistance, instruction, 

and services concerning the selection ebd appli

cation of insti'uctionol media*

- 15 -



3« To maintain a constant contact with the faculty oon- 

cerning instructional problems and the application of 

instructional media,

4, To contribute to the development of courses and pro~ 

gram in all areas of educational technology,

5, To maintain an awareness of all relevant research, 

technology and activity concerning the application of 

instructional media.

An institution of h i^er  learning should provide 

for at least one expert in audiovisual media. He can 

either work alone or, if the institution is large 

enou^, function as director of a complete audiovisual 

media service.

The director's support would consist of both 

professional and clerical personnel. The numlir of 

personnel would depend on faculty demand as well as 

the sise of the student body,

4,2 Audiovisual Media Service - general areas

The structure of an audiovisual media service can be 

described in terms of four general areas: audiovisual

media storage and distribution seindce, instructional 

technology information center, instructional media de

monstration laboratory, and production serviceo,

4,2 ,1  The Audiovisual Media Storage and Distribution 

Service - Component is responsible for ordering, 

scheduling, delivering, and operating the va

rious audiovisual media materials and equipment; 

providing assistance and consultation in the 

evaluation of commercially available audiovisual 

media; training groups and individiuals in the 

technology of audiovisual media; maintaining an 

up-to-date, ccxnprehensive collection of source 

books for commercially available materials such ^

as film loops, filmstrips, slides, audio tapes, 

and transparencies; and proriding audio and visual 

preview facilities.
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4 ,2 ,2  The Ins tame tional Technology Infoimation Center -• 

serves as a reseaixjh and demonstration center 

concerned with educational technology state of 

the art. Such central source of information 

shoixLd be made available to stvdents and faculty 

as well as to community groups like the Coopera

tive Union of the Philippines,

The types of materials would include source 

files on new products, shelved collections of 

instructionaj|. media and devices; and research re-  ̂

portB and jouma].s on instructional innovation 

and technology. The center would assume respon

sibility for publishing periodic information bul

letin and providing a liaison service through 

correspondence, conventions, etc, and exchange 

visits with all groups in the field of instruc

tional technology and innovation,

4-,2,3 The Instructional Media Demonstration Laboratory - 

should be designed to train small groups of fa

culty and students in the proper methods of ope

rating audio-visual equipment and in the prepara

tion of instructional materials, A representative 

collection of audiovisual equipment should be cons

tantly housed in the facility; like 16mm and 8rnm 

motion picture projectors, film loop projectors, . 

overhead, and opaque projectors, slide and other 

transparency production equipment, 2-by~2 inch and. 

32-by-4 inch slide projectors, record players, 

and video and audio tape recorders,

4 ,2 ,4  The Production or Media Preparation Service - 

is responsible for providing the facilities ,3s 

well as personnel necessary to enable instructors 

to prepare instructional materials: such as

basic media slides, transparencies, tapes pho

tographs, and films.

- 17 -



Althoiigh requests for audiovisual informa-’ 

tion and services will be expressed in a variety 

of ways, persomel within each of the four basic 

areas mentioned must be aware that each request 

reflects an instructional need. By encouraging 

faculty members to discuss the objectives, they 

expect to achieve through the application of 

audiovisual technology, the seirice personnel 

will be in a better position to recommend equip

ment and media appropriate to the task,

4»2,5 Audiovisual Media Service ~ Budget

5?o provide for a well-rounded materials pro

gram, it is recommended that the basic comple

ment of films, filmstrips, and recordings be 

considered capital equipment and be purchased 

with such funds. To provide for the ongoing pro

gram, including maintenance and replacement but 

not a pension, no less than one percent ( l ^  

of the average per student cost in the school 

unit should be spent per student.

The one percent amount would include film 

rentals if no basic film collection is started 

but would not include film purchases, building 

construction or remodelling, closed-circuit 

television, or electronic learning centers. To 

provide for an advanced materials program, the 

one percent ( l ^  shoiild be increased to one and 

one-half percent (l,5^)»

Budget statements should be based on the 

existing prices as of specific models referred.

It is extremely difficult to suggest budget 

figures for an audiovisual media service. Ini

tial investment costs would be determined by 

projected faciiLty requirements. Annual opera

tional costs must be carefully controlled.

- 18 -



Reports show that quantitative standards for 

audiovisual personnel, materials and equipment 

for all levels have been already established 

since 1965 in more progressive countiles.

Media Centers (mc) is referred to: when English-speakers use the fol-

lowing terms:

multi media centre \

learning resource centre 

comprehensive library- 

multi media learning centre 

resource centre 

library resource centre 

school library/media centre 

instructional media centre 

media centre

or when French speakers the following terms;

Centre multi media D’ autoformation 

Mediathaque

Centre de documentation

Centre de resources

Centre d' etude multi media

Centre multi media

Centre docvimentaire

Sentre documentaire multi media

Centre pedagogeque multi media

According to II'IESCO survey the term ’ Centre IvSulti Media* (C!̂ ) 

appears to be the most satisfactory being fairly comprehensive and sug

gesting a place when a large variety of activities like self-instruc- 

tion, documentation, documentary research can be carried out.

» 19 -
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The changes talcing place today in society and in education - ad

vances in commmication techniquesj curricular refoirm, new educational 

methods - are making it increasingly necessaiy to develop to set up 

media centres in schools, both to help improve the quality of education 

and to facilitate self-instruction and long-life education.

It is now generally admitted that the conditions under which 

learning takes place have changed. The development of communication 

media has profoundly modified the thresholds of perception; f\t the same 

time, learners have become capable of far earlier than previously of 

manipulating technical equipment and producing their own documents.

The considerable development of the mass media is tending to eliminate 

from society any sense of there existing a hierarchy among the diffe

rent media of communication. Schools alone still tend to maintain 

such a hierarchy. However more and more people are coming to attach 

the same value to educational materials whether printed or audiovisual*

The growing importance of informal education, the gradual dis

appearance of the notion of accepted truth, the whirling growth of 

knowledge and its increasingly scientific and technical character, are 

leading to the emergence of conditions which will enable the learner's 

capacity for independent endeavor to be developed wbdle he is at school. 

Henceforth, each individual will have, to a greater extent, to assume 

responsibility for his own instruction in the context of a life-long 

education in which compulsory school attendance is no more than a stage.

But existing school libraries or documentation centres are no 

longer fitted to meet needs other than those of already outdated pat

terns of instruction, •I’rom now on, under the combined impact of the de

velopment of the educational sciences and the advance of communication 

techniques, emphasis will have to be laid on learning and training.

The organization of school libraries and documentation centres should 

be adopted so as to allow them to take account of the changes which hava 

occurred in recent decades, both within the school and in the sur

rounding world.

The idea of media centre, where printed and audiovi(Jual materials 

are organized with a view to assisting self-instruction amond learners 

is starting to be widespread among educational institutions in the Hiilippines,

/cmr - m m m  •»



SLIDES 
WITH A

PURPOSE



In our communication, we all have had experiences when words alone cannot 
express our ideas. Thoughts that seem so clear to us sometimes only confuse our 
listeners. Words don t always have the same meaning to everyone.

How often have you said to yourself—if omy they could see what i m saying, 
they'd understand'^

Slides can show your audience what you are saying by lending clarity and accu
racy to your verbal ideas. And, the new insigh! that you develop by making your 
own slides can help you become a more effective communicator.

Making slides for training, teaching, or any other purpose can be as easy as taking 
snapshots. You just approach your subject differently. That’s the purpose of this 
book—to help you plan, make, and present slides that help you communicate more 
effectively-shdes that help your audience understand better, SLIDES WITH A 
PURPOSE.

W h y  slides?
Slides have three basic strengths for communication. First, a slide can hold audience 
attention. Think of the times you sat in meetings that seemed to drag on, the times 
you've been bored listening to statistics, the sessions that almost lulled you to sleep, 
the flip charts you've tried to read from the back of the rccm, Pfopsrly designed 
slides let you get your message across quickly, capture audienco attention, and 
build interest.

Second, slides help clarify points. They let the speaker show cxactly what is 
being discussed.

Third, through the time and space potential of siidas, an audience and speaker 
can share experiences otherwise impossible or impractical.

Slides offer other advantages: they focus attention on a large screen image. Slides 
are fiexibie—you can add to, remove, or rea rrang j them for different presentations. 
Slides are easy to handle-their 2 x 2-inch size facilitates compact storage and ease 
of handling. Considering the convenience and time-saving they offer and the improve
ment they can make in your communications, slides are an economical investment.

Slides become even more effective when used with other visual media. Use them 
to get double use from wall graphs, charts, and maps-slides can isolate and enlarge 
sections of these materials to focus attention. Use slides with movies as part of a 
multimedia presentation, with chalkboards to summarize lessons, with mimeo
graphed notes to help ideas stick in your audience's mind, or with just about any 
other medium to get your message across quickly, clearly, and accurately.

M a k in g  your o w n  slides
Slide making is easy and fun. Slides you make yourself can be exactly suited to 
your needs.

You may be better prepared to make instructional or informational slides than 
you realize. You already know the subject and the problem areas, so in making a 
slide presentation you'll just be using a new tool to do the familiar job of communi
cating information. As you make slides, you will build a valuable collection of 
instructional aids, ready to be used again and again as the need arises.

Choose your material from any accessible and copyright-free source, or from any 
scene you observe or arrange. Thus, you can design the presentation to fit the 
interest and level of the listeners. The following pages provide a step-by-step guide 
that will help you make more effective slide presentations.
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planning
A well-planned slide presentation can increase 

your confidence in presenting the program, 
iiave greaterlmpact on your audience, 

and save you time and expense when shooUng.

In most cases, you will want to create a change In 
your viewer. Perhaps the change is in attitude— 
toward yourself, your service or organization, or the 
subject you are presenting. The change may be 
some action—you might want your audience to vote, 
contract your services, or support a decision. You 
may want to change their understanding or skills, 
or develop an appreciation tor a certain subject.

To bring about such changes, you must know 
exactly what you want to happen. You must know 
the objective  of your communication. One approach 
is to think of the objective in terms of desired audi
ence behavior. Try defining it in a sentence that 
begins, "After seeing this slide presentation, I want 
my audience to . . . " You may complete the sentence 
with any phrase ranging from “decrease the number 
of accidents within a given period" to "be able to 
better apply corporate policy.” But you should have 
only one objective for each presentation, and all 
content-visual and verbal-must support that ob
jective.

VOTE



halyzing your audience Collecting and organizing

8 next step is to determine what factors will make 
audience listen to and understand what you 

veie^ay, and then stimulate them to do what you 
nt.

he AUDIENCE BACKGROUND 
RELATED PAST 

EXPERIENCES 
PREJUDICES 
DRIVES AND ANXIETIES

VOCABULARY

k yotijr«e!f a few questions about your audience; 

W h o  is m y  a u d ie n c e ?  Occupations; education; 
ligious; political, and social affiliations; age; and 
IX of your audience may dictate your approach. 

H o w  m u c h  d o e s  m y  a u d ie n c e  k n o w  a b o u t  the 
ibject? Avoid both needless elementary informa- 
)n and “talking over their heads."

W h a t  are m y  a u d ie n c e ’s  beliefs a n d  p r e ju d ic e s ?  
U yoji try to change them or use them?
^ o w  m u c h  c a n  m y  a u d ie n c e  u n d e r s ta n d  at o n e  
n e?  Don’t present more than your audience 
in digest, and remember—a short presentation is 
most always better than a long one.

W h y  Is the a u d ie n c e  h e r e ?  A voluntary audience 
generally more receptive than a captive one. Pro- 
de them with the information they came to see. 
link, ”|f I were in their shoes . .

IAl?hffugh audience analysis sounds like quite a 
:Sk, it really isn’t. Most of the information you al- 
;8dy know. Most of the other will be readily avail- 
)le, and not every point has to be considered for 
fery presentation. Careful audience analysis gives 
)u an edge—you face the audience from a position 

knowledge and increase your chances for suc- 
3ssful communication.

The next step is the collection and organization of 
material. The local library, newspaper, or museum 
are often good sources. Idea-swapping sessions 
with other teachers, business acquaintances, or 
members of your prospective audience will also 
prove helpful.

One effective note-keeping approach is to record 
your ideas on 4 by 6-inch index cards, one idea per 
card. Using cards allows you to edit without messy 
eraser marks and a complicated system of arrows 
and lines. On these cards, draw a large box in the 
upper left-hand corner and then add reminders for 
specific information-title, illustration number, pro
duction notes, and commentary.

Illustration numbers are usually left blank or just 
penciled in until more definite ideas about the pre
sentation have been formed, and the cards have 
been edited.

Rather than writing notes on the cards, record 
ideas in visual form. Use the ’’picture box" area for 
a rough sketch, snapshot, clipping, or some other

7



Grouping and editing

visual representation of ‘he slide you are planning 
to usê  By beginning with a visual, you can develop 
a visually oriented program, not just a speech to 
wtiich slides have been added.

Once you have your ideas on cards, you are not 
restricted to using only these ideas. These visuals 
are a basis on which to buiid—they tel! what pic
tures you need to present your story. But these 
planning cards can also help you visualize ether 
pictures that may fit into your presentation. One 
good idea often generates another.

fhe sketch is just a reminder of the needed shot- 
it doesn’t have to be a quality rendition. Roughly 
draw w/hat you see in your “mind's eye” and add a 
iev/ production notes, if necessary, to help you get 
the desired shot. Such things as camera location, 
angle, types of shot, or other short remarks may 
simplify your picture-taking.

Although you can include commentary on your 
planning cards, try to let the visual carry the mes
sage, using only enough narration to clarify what is 
being presented.

When you have recorded all the basic ideas, the 
cards may be laid out on any flat surface to get an 
idea of their continuity. A planning board is espe
cially helpful here. This is nothing more than a 
3 X 4-foot board on which acetate strips are staple'd 
to hold the cards. These are recommended because 
they are portable, securely hold the cards, and can 
be hung on walls to show the program to others for 
suggestions or approval. Kodak Pamphlet S-11 
gives full directions for building a planning board.

As you edit your cards, organization of your pre
sentation begins. Sometimes the parts fit in an 
easily seen, logical pattern. In other instances, you 
may have to select an appropriate systematic plan 
—such as chronological, cause-to-effect, or prob- 
lem-solution.



^ttef-editing, adding to the series, reorganizing, 
d re-editing, each card represents a completed 
de, sp you might want to take a final check before 
sginning production.

DoSs tWS’slide Help me ■achieve my^presentalion 
ofc^ective'? - ' . ,  . \  * ^

•ii there good;|ontinuity.betweer^ th*§ Shdi§ and 
the previougjofte'’ " ►

D(^s thfs sJiaS to my aud»ence s knowledge 
o\the iufaiet^^; '

p o e s ^ s  s S ie ’focus- alteritK)fT'4?T»>on0 main 
this id^ade^tr^ ’ / «

......___________________________ _-•
^  i I y

at(_ iifvnece^sary eleirtente with- 
: ^ i  desfroym^' the one ma»n tbough't nn this

4 |r- r  .
J— ■ ...—

. Have J,j>re?ented t^efrntdrfnattor!_tn ttiis snetptn 
the most effediv*#nanner'’ .  ̂ ‘

Are tl5e t i t t^  i6g»k)te an<̂  stt6ri be
read: in the time |hey be sliowrt? ’ '■

Does-t§e-^o?nm$nta^ ^c f any^m g To’%ts

siiefe^ & e s  it o<«iract'’ ' v  ■



production
Thsr9 tr t many csmorM that will produce exctlltnt 
6o\er iliOtc. The$e f&ng» In cpmplexlty Uom simpit 
Initint'loadins cameras to adjustable cameraa wi^ 
•yitams of Int0rchan0eabl0 lenaes, different shutter 
speeds and lens ppenings, etc.

When selecting a camera, iie certain of two thinfi 
-.flrsi, that you can confidently operate it; and see* 
ond, that it wifi produce the desired results.

if you hav9 never used a camera, try a simple oiy. 
such as a KODAK INSTAft̂ ATIC* Camera, in gefv 
eral, more complex and expensive cameras o((pf 
Qreater flexibility and capability, but also require 
more photographic know<how. Whatever cameft 
you select, if you are careful in composing aid 
shooting each scene, you can prepare a go9d 
slide show,

Another factor to consider when choosing a cani> 
era is the slide format produced. The most common 
2 X 2'inch elide formats are;

Produced by a camera designed to use 135-aix» 
or 35mm*siie film, •

Produced by a camera using the popular l2S*size 
film cartridge,

Produced by a camera using 127.si2e film.

tn



|)hoosing a film

f;olor should be your choice. It adds authenticity, 
[larity, and interest to your presentation. Choose 
be color film best suited to the conditions under 
^hich you will be shooting. (Also, be sure to specify 
ha^T&u want to make slides, not prints.) Kodak 
iffers a wide selection of films for making slides 
inder a variety of shooting conditions.

itM'CHOjCE

11
Super-Slide

Film For Use With Special Features Light source Speed Filter

KODACHROMEU  
Daylight Type (K)

Daylight,
Blue flash, or 
Electronic flash

excellent color quality 
and high sharpness 

•

Daylight ASA 25 None

KODACHROMEir
Professional,
Type A (KPA)

Photolamp 
(3400 K)

excellent color quality 
and sharpness

Daylight 
Photolamp 
(3400 K)

ASA 25 
ASA 40

WRATTEN No.l 
None

KOOACHROME-X
(KX)

Daylight,
Blue flash, or 
Electronic flash

excellent all-purpose 
film specially suited to 
handle dull or cloudy 
conditions

Daylight ASA 64 None

KODAK
' e k t a c h r o m e -x

(EX)

Daylight.
Blue flash, or 
Electronic flash

excellent all-purpose 
film specially suited 
to handle dull or cloudy 
conditions

Daylight ASA 64 None

k o d a k  High .Speed 
e k t a c h r o m e

(Daylight) (EH)

Daylight, Blue 
flash or
Electronic flash

specially suited for 
action shots

Daylight ASA 160 None

k o d a k  High Speed 
e k t a c h r o m e

( f  ungsten)
L(tHD)

Tungsten 
(3200 K) or 
existing indoor 
light

specially suited for 
a wide variety of 
artificial indoor lighting 
conditions.

Tungsten 
(3200 Kj

ASA 125 •None

I 'Seo film ifistrucUoiis



Titling techniques

1 2

In your presentation, you should use titles—whether 
to introduce your program, answer questions, bridge 
gaps, or provide graphic explanation of points you 
are trying to make. Consider shooting street signs, 
billboards, or other ready-made titles. No need to 
make a title if someone has already done it for you.

But if someone hasn’t already done it, you can 
make your own titles quickly and easily.

Begin with a background
A 10 by 12-inch piece of cardboard is a good size 
because it's convenient for storage in a file drawer. 
Using deep colors adds richness to your titles, and 
gives you a photographic advantage. No matter how 
careful you are, slides pick up dust. These dust

6"

9"

8 ”
3 "

3 " 3”

.... i : .

8"

9”

specks stand out on light backgrounds, but are al
most invisible on deep colors. On this cardboard, 
sketch out an area in which to place your words and 
iliustrations. Whether this “working area" is rec
tangular or square depends on the format of your 
finished slides, so you may want to check your film 
type against the formats shown on the preceding 
pages. For a square format, use any working area 
with a 1 1 ratio, such as the 8 by 8-inch or 3 by 3-inch 
areas that are suited for use with a KODAK Visual- 
maker. If your slides are rectangular, use a working 
area with 2;3 ratio-such as 6 by 9 inches-centered 
on the 10 by 12-inch board.

This colored cardboard alone makes an effective 
background, but for variety or special effects, add 
other materials behind your titles. You can use a 
photograph, drawing, map. piece of wood or fabric,

or just about any other flat surface under your let
tering. Try putting your background material on the 
floor and placing a sheet of plate glass, on some 
blocks, above it. Titles can then be placed on the 
glass, and the background and titles lighted in
dependently. With this arrangement, you can also 
put small articles-like rock specimens, stamps, 
coins, jewelry—under the glass.

Whatever background you use, remember it is 
only a background. Don't make it so colorful or com
plicated that it obscures your message. For further 
information see Kodak Publication S-8, Producing 
Slides and Filmstrips.



Add the words
It’s easy to make legible, attractive titles. A good 
rule of thumb for legibility is. the height of the letters 
should be at least one-twenty-fifth the height of the 
wotiting area. For example, if you will be using the 
8 by 8-inch working area, your letters should be at 
least V3 inph in height. Words prepared for a 6 by 
9-inch area should be at least V4 inch.

Three-diitiensional plastic or ceramic letters make 
effective titles and can be reused indefinitely. Place 
them on the background and photograph the layout.

Another good technique involves dry transfer let-

ters. Available in a variety of colors, sizes, and 
styles, they are transferred directly onto the back
ground.

Wherl^a sketch-like look is desired, you may want 
to do your lettering freehand. If so, it wi;l probably 

► b^more legible if yc.i ' S9 capital letters and print

your words. With chalk, wax, or pastel-color pencils 
on a dark-textured background, you can make good 
title slides.

Be careful if you type your titles because they

, \ /  ; chciik up Fpî  i

13

probably won't be legible unless your working area 
is not more than twenty-five times the letter height. 
This means an area no larger than 3 inches in height 
for most typewriters.

Script letters, ornate type styles, and words 
printed vertically lose effect because they are harder 
to read. For better legibility, leave space—at least Vz 
inch around all the edges, at least the height of a 
capital letter between lines of words.

if you compile short lists to use as title slides, 
add one line at a tim e-that is, one line to each slide 
in a series until the list is complete. This technique, 
called "Progressive Disclosure,'' gives the audience 
information in a series of smaller, easier-to-grasp 
segments, it prevents reading ahead, can be used 
to build from simple to more complex ideas, and 
can step up the pace of the program by not having 
one slide on the screen for the time it takes to dis
cuss the whole list of items.



Titling techniques -

When making such a slide nequence, first 
pose the entire  visual and photograph it. ; re
move the last line (or item) and make the next slide. 
Repeat this procedure until you are down *o ''ne 
item. You will then project them in rev&i;-. .vr.

Add illustrations
There are many quick and easy ways of making 
illustrations for your title slides.

A sketch-iike look, for example, might be accept
able for your presentation. This can be achieved by 
using chalk or color pencils on dark-colored paper 
stock that has some texture to its surface.

/aat£RiauS

I ,  K-l ConitrMC'*'ion Paper

Cholic, Sticks or Pencils 

as Prisr̂aj°ac>tel)

r ' j  t iC h ro n  e or

 ̂o J ik E K ' ^

Using copyright-free art is another timesaving 
technique. You can sometimes find appropriate il
lustrations in old books no longer under copyright 
law, or you can purchase any of a number of ex
cellent copyright-free books. These illustrations can 
be cut out and used directly, enlarged or reduced as 
black-and-white photostats, and colored if desired. 
Mounting old black-and-white photographs on col> 
ored paper is another good method.

Sometimes simplified illustrations communicate 
information more easily than the real object. This 
technique, called "symbolization,” uses an at»tract



symbol for the real object. For example, a series 
window shades is an effective method of explain-
3 the working of a camera diaphragm.
Graphs—another type of symbolization—can ef- 
Dtively communicate statistical information. Don’t 
I to copy graphs directly from books or periodicals 
ihey probably won't be legible. Instead, prepare 
jw artwork from the material, simplifying it and re- 
icing the number of legends to the essential ones, 
'aphs are more effective if you add color, use un- 
)mplicated type styles, and have all words read 
)rizontally. Also, your audience will usually grasp 
)ur comparison quicker if you use simplified 
2fphs»(especially pictorial ones) instead of charts 
present comparative information.

EDUCATION
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'opying your title slides
Umost any camera is suitable for making close-ups 
you add a suitable close-up lens, which is simply 

n additional lens that fits over the regular lens of 
our camera.

This enables the title to fill your picture area. 
Close-up lenses are available in a number of sizes 

ind come with directions giving the size area they 
photograph,
'it?i a close-up lens on your camera, even slight 
[ement can ruin your picture. Mount your camera 

imething solid such as a tripod or copy stand, 
ireater accuracy in focusing, measure the dis- 

from camera to subject, 
irrangement which is especially helpful if

you will be doing extensive close-up work uses a 
wooden copy stand that you can make yourself 
from a 24-inch-square piece of %-inch plywood.

The simplest method of all for good close-ups is 
the EKTAGRAPHIC Visualmaker kit. This kit in
cludes an INSTAMATIC Camera with flash at
tachment and two copy stands with built-in close- 
up lenses. For more details, see your local dealer 
who handles Kodak film and audiovisual equipment.

15



Lighting and exposure

C U T T I N G  L A Y O U T

)n  S ’ 

■or < 

a n c t  

An

Sometimes the most convenient light source will be 
sunlight-just move your copying setup to the back 
yard.

Indoors, a practical lighting setup uses two re
flector floodlights on either side of the material. 
These should be of equal intensity, at 45-degree 
angles to the copy material, and placed so shadows 
from the legs of the tripod are not cast on the ma
terial. For interesting effects, try using just one light 
in the upper left-hand corner to cast shadows from 
small objects or three-dimensional letters.

You can also use a camera-mounted flash, or 
electronic flash unit; however, if you use one of 
these lighting methods, it is advisable to make some 
test slides first to check for correct exposure.

Whatever method you choose, be sure your film is 
suitable for use with that type of lighting. Consult 
the instruction sheet in the film box, or the chart 
shown on page 11.

If you have a more sophisticated camera, use an 
exposure meter to determine exposure. For best 
results, always use a lens opening of f /8  or smaller 
with close-up lenses.

When doing close-up copy work of surfaces, glare 
may become a problem. This can usually be reduced 
by carefully locating the copy lights. Many profes
sionals use a polarizing screen over the camera 
lens and light sources. More information on these 
screens and other filters is available in Kodak Pub
lication AB-1, Filters for Black-and-White and Color 
Pictures.

SUBJECT-LENS

AXIS



'f the copy stand
len photographing indoors, in the shade, or on 
rk^a^s, you can get correctly exposed slides with 
;amera-mounted flash if you stand within the rec- 
imended camera-to-subject distance. For nfiost 
nple cameras, this distance is 4 to 9 feet. This 
3ans that pictures taken from farther than 9 feet 
I usually appear too dark, while those taken from 
)ser than 4 feet will be too light.
Sometimes people s eyes appear to be red when 
:amera with a flash mounted on it is used to take 
;i» picture. This is caused by light from  the flash 

reflected in their eyes, and can be minimized 
’̂ sing a flashcube extender or by holding the 

away from the camera, if it is detachable. An- 
ler problem with on-camera lighting is direct re- 
ction of the light source off eyeglasses and glossy 
rfaces, such as glass. This can be eliminated by 
ooting at an angle to the shiny surfaces.
The camera-mounted flash can properly light your 
bject, but sometimes you may want special high- 
l^s, or separation between your subject and the 
ckground. This can be achieved by multiple flash 
strobe units, or this can be the time to try reflector 
od or photoflood lamps. These lamps can be used 
any standard light socket that can be aimed at 
ur subject. Some simple arrangements for these 
nps include:

basic two-light arrangement
aen^eflector-type photoflood lamps are used, 
ace one light (the “fill-in” light) at the camera, 
d another (the “main” light) high and to one side, 
e main light should be placed at a 45-degree an- 
5 from the line between the subject and the cam-
a. These lights should illuminate the highlights of 
e face without "burning out” the modeling, which 
the dimensional effect obtained by lighting. Be 
re to use tungsten-type film, a suitable filter, or 
^ “daylight” lights. Fluorescent lights usually do 
^ o ^  well with color film.

ith three lights
16 two-light system just described can be im- 
oved by the addition of a third light, low and be- 
id the subject, pointed at the background from 4 

6 feet away. This helps control the apparent 
ightness of the background, as well as providing

good separation between the subject and the back
ground. It does not affect the exposure on the sub
ject. For more information about lighting methods, 
consult Kodak Publication AE-7, New Adventures 
in Indoor Color Slides.

MAIN LIGHT

FILL-IN LIGHT

Check your planning cards
These are your guides for shooting, so keep them 
handy. On location, arrange your cards in the order 
most convenient for shooting. Later, you can re
arrange the slides for presentation. It is not neces
sary to shoot in sequence.

Refer to your Production Notes section for cam
era angles and positions, but don’t feel that you 
have to abide strictly by these r!' cctions. On loca
tion, you may fi îd thgt a diff .i;ent camera angle 
might convey you. ; 'ore effectively. In
such a case, it i.? often helptyi to shoot both angles, 
and th^-- ' 0?  ̂ between the finished slides.

Ai f.'ci -I, your planning cards should be num
bered, Duv feel free to rearrange them, since out-of
sequence shooting is often more convenient. To 
avoid any confusion over what slides have been 
taken, put a check mark on the cards of the slid9s 
you have ccmpleted.
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Shooting te c h n iq ^

1 8

O b j e c t i v e  o r  s u b j e c t iv e  a p p r o a c h ?

B e fo r e  y o u  put your id ea s  o n  film, y o u  s h o u ld  d e c id e  
w h a t  a u d ie n c e  role will best  help  to a c c o m p lis h  yo ur  
objective . D o  y o u  w a n t  the a u d ie n c e  to w a t c h  the 
action a s  o bservers , or d o  y o u  w a n t  t h e m  to get  the 
feeling they are  actually perform ing  the actio n ?

T h e  o bjective  c a m e r a  p h o to g r a p h s  the action 
through  the e y e s  of a n  u n s e e n  observer . W h a t  the 
v iew er  s e e s  is similar to w h a t  h e  w o u ld  s e e  if h e  
w a t c h e d  a  d em o nstratio n . O b jec tiv e  c a m e r a  a n g les  
a re  excellent for s h o w in g  w h a t  h a p p e n s .

In subjective  shooting , the v ie w e r  s e e m s  to actu
ally perform  the action. T h is  is a c h ie v e d  b y  shooting  
o ver  the p erfo rm er ’s  sh o uld er . Su b jec tiv e  c a m e r a  
a n g le s  a re  excellent for how-to-do-it slide p resen ta 
tions.

Shooting distance
P h o t o g r a p h in g  y o ur  su b jec t  from  several d ista n ce s  
c a n  p rov id e  variety, m aintain  Interest, a n d  direct 
the  attention of y o ur  a u d ie n c e  to specific  details.



1)0 shot or «stal»H»hlng shot. This includes alt the 
iments of the situation. The viewer is oriented to 
»subject's environment and sees the relationship 
tween the parts making up the whole. This makes 
)ood opening slide.

iHm shot. Here the camera moves in, centering 
•ntion on the main elements in the scene.
Dse^ shot The camera is close enough to p«r>
t one element to dominate the scene. This shot 
iphaslzes detail,
Irene cloee up. This is most helpful in magnifying 
Mil. but impoftcnt. details.

■ra anfle. A good rule to determine angle is to 
p the beat vantage point for your viewer.

Cy*4e«si ahet The camera here is usually par- 
el to the ground. Objective eye-ievel cioee^ps 
ould be made at the height cH the aub}eet being 
otographed. Subjective eye*level shots should be
Rde from the height of the person performing the 
tion. Although eye-level shots may not always be 
rticularly interesting, they are easy for the viewer 
identify with because they present a normal per- 
ective of the subject.
l'4#gh-angle shot The camera tilted downward 
ips orient the viewer by showing the relationship 
tong all elements in the setting. High-angle shots 
id to decrease the appearance of power and su-
iriority in the subject.
Low-an|M* The camera tilted upward dram- 

zes the subject, separates it from the background, 
d heightens the illusions of size and perspective, 
iw shots are useful for photographing monuments, 
issî e pieces of equipment, important persons- 
y subject, in fact, that commands respect and au- 
ority.

acketing
>ossible, shoot your slides long before the pre- 
itation date, so that any poor slides may be re
st. If, as the presentation date draws near, you 
I have more shots to take, shooting several slides 
ttie ̂ m e scene helps make certain that you will 
all the slides you need. If you are using an adjust- 

le camera, "bracket" critical scenes by shooting 
0 extra slides—one a stop over, and another a stop 
der, the exposure indicated by your light meter.
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20 Shooting duplicates
If y o u  w o u ld  like duplicate  slides to repeat or e m 
p h a s ize  points in your presentation , c o n s id e r  s h o o t
ing the original subject  until y o u  h a v e  the n e e d e d  
n u m b e r  of slides. O f  c o u r s e , duplicates  c a n  b e  m a d e  
co m m ercially  b y  c o p y in g  y our  original slide.

Composing your shots
L o o k  carefully in your view finder befo re  y o u  p ress  
the shutter. W ith  m o st  c a m e r a s , everything y o u  s e e  
will b e  p h o to g r a p h e d  a n d  often, a  little m o r e - s o , 
m o v e  in closer. If yo u  notice a n y  distracting reflec
tions, s h a d o w s , or a  d ispleasing  b a c k g r o u n d , m o v e  
your  c a m e r a , the lights, or both . A lso , r e m o v e  wrist 
w a t c h e s  a n d  other jew elry  that m a y  b e  distracting in 
a  close-up.

Usually  avoid  putting y our  cen ter  of interest in 
the cen ter  of y our  picture. If the m a in  subject  is in 
the m id d le  of the picture, it looks static a n d  uninter
esting. Instead , divide y our  picture a r e a  into thirds, 
vertically a n d  horizontally. For a  p leasing  c o m p o s i 
tion, p lac e  your subject  at o n e  of the  four p lac es  the 
lines intersect.



Basic rules for sharper slides

QQ For bright, sparkling pictures,
^  keep the lens clean by wiping it with
^  a soft, lintless cloth.

A dirty lens will make your QQ|^‘'{' 
pictures look hazy. ^

21
Q Q  Hold the camera steady and gently 
^  squeeze the shutter release.
*  It pays off in sharp pictures.

Jiggling the camera as you QQf^’J  
snap the shutter ^

blurs the entire picture. *

Q Q  Hold the camera level and the horizon 
A  will be level In your picture.

If your camera Isn't level when Q Q Ij’f  
you snap the shutter, ^

your subject will look as if It’s *
sliding downhill.

Q Q  For sharp pictures, focus accurately, 
j  With simple cameras, check the manual to 
^  see how close you can get to your subject.

If you don’t focus correctly, or if QQ|̂ *J 
you get too close with a simple camera. ^

your subject will be blurred. *

Q Q  Get the whole p ic tu re -d o n ’t 
j  obstruct the lens.

A finger, part of the camera Q Q {|'T  
case, or strap in front ^

of the lens causes dark areas *
in your pictures.



adding sound
Por mott prtMntationt, you don't noed •  prof«s> 
•iorwl writer to proparo a script or narration, nor a 
profaaaional announcer to dalivar it  It’a yipur iKKti- 
once, your subject, and you are the authority. UsMai* 
ly It Is more effective to talic informaWy or none
at)out |he subject, rather Hip) r»ad a sciliKt

You may fiii# It ̂ r^ ^ le  to tapeftpwd y r̂^oinap 
ments. el^er to permit a preclseJy or
^  have thf propram presented without you. iMupic 
and soMniif effects could also ba added at this Mnof. 
When adding music or sound effects, use mjsteriais 
t,hat have been dearpiff by pubiishers. if yoii have re
cording equipment, ypu c^li^ add music and oWw 
effects yourself, i^herwise, coh9M<t (̂ ^mmtrpial 
sources such as recording houses, or ru m  and TV 
Stations-

SyiiolirimiffiHP iMMi tiMto 
One simple method of synchronizing sound and 
slides is to change slides by folipwing cues on the 
script while listening to the tape. Another approach 
is to use audible cues, picic the least distracting one 
~llke the tap of a pencil.

The smoothest, most professional show has in* 
audible cues on the tape that automatically change 
the slides. $everal available tape recorder>projeetor 
synchronizers trigger the advance mechanism on 
slide projectors in response to cues you fHJi on the 
tape. Only projectors with remote*control outlets 
cm be used, because the ssmchronlzing equipmmt 
OjMrates the projector via its ramoteH;ontroi outlet.



Seieetino the equipment

presentation
U s in g  the right projector a n d  s c r e e n  to fit the  a u d i
e n c e  a n d  ro o m  in c r ea s es  attention a n d  g ives  y o u  
a d d e d  c o n f id e n c e  in presenting  y our  m e s s a g e . 
W h e n  selecting a  projector, c o n s id e r  s u c h  factors 
a s  edge-to- edge brilliance, reiiability, a n d  availabil-' 
ity of a cc esso ries .

W h e n  selecting a  s c r e e n , c o n s id e r  the necessity  
of mobility, the  size a n d  s h a p e  of the r o o m , a n d  the 
a m o u n i  of a m b ie n t  light. T h e s e  factors s u g g e s t  the 
p rop er  size  a n d  surface  type for the  s c r e e n . For a d 
ditional inform ation o n  s c r e e n s , consult  the K o d a k  
technical publications o n  this topic listed in the 
b ibliography. In a n y  c a s e , b efo re  p u r c h a sin g  a  pro
jector a n d /o r  s c r e e n , s e e k  the  a d v ic e  of y our  a u d io 
visual specialist. A local d eale r  for K o d a k  a u d io 
visual e q u ip m e n t  is o n e  s u c h  expert.

Preparing the viewing room 
Screen placement For best  v iew in g , the  s c r e e n  
s h o u ld  b e  p la c e d  in the  front of a long , rectangular 
r o o m  a n d , p e r h a p s , in the  co rn er  of a  s q u a r e  ro o m . 
T h e  bottom  of the  s c r e e n  s h o u ld  b e  eye-level or 
slightly h igher  s o  that the  p e o p le  in the rear c a n  s e e . 

Loudspeaker location. S o u n d  quality is usually m o st  
satisfactory if the lo u d s p e a k e r s  a r e  o n  either s id e  of 
the s c r e e n  a n d  h igh  e n o u g h  to b e  h e a r d  b y  every
o n e . W h e r e  aco u stics  a re  p o or , extra s p e a k e r s  m a y  
b e  p la c e d  n e a r  the m id d le  o f the  s id e  w alls a n d  
a im e d  tow ard  the rear o f the a u d ie n c e .

Projector location. For a n  undistorted  im a g e , the 
projector lens s h o u ld  b e  o n  a  line e x t e n d e d  at right 
a n g les , vertically a n d  horizontally, from  the s c r e e n . 
Projectors s h o u ld  b e  h ig h  e n o u g h  s o  that their 
b e a m s  wilt "c le a r ”  obstructions, s u c h  a s  th e  h e a d s  
of view ers .

Proparing the equipment
Y o u  will b e  m o r e  co nfident  if y o u  a r e  s u r e  that all 
e q u ip m e n t  is operating  perfectly. Fam iliarize yo ur
self with the  operation  of the  projector a n d  a n y  a c 
cesso ries , s u c h  a s  remote-control units. F o r  maxi- 
inynf h a v e  th e  s lid es  In  o r d e r ,
acreofi sat mp, ihff first slide  f o c i o e d  b e fo r e  » j e  

arrives, a n d  b e  familiar with  l o c a S o n  of 

flghlt swl*6»ie5, 0t0.
A f w 9y ^  c h e e H  out the  e q u ip m e n t  just b e fo r e  y o ur  

p r0f«n tetfo n , a n y  failure in th e  projection  wilJ 
detract frem  y o u r  presentation .
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Preparing slides for projection

Dissolve techniques
For a  m o r e  professional presentation , try using  dis
solve control. T h is  m e c h a n is m , u s e d  with tw o  p ro 
jectors, controls the light output of e a c h - fa d in g  
the im a g e  from  o n e  projector a s  the other c o m e s  in. 
T h e  result is the elimination of the b lack  interval b e 
t w e e n  slides s o  material c a n  b e  d e s ig n e d  to m e r g e  
into the next visual for better continuity. It also  is 
easier o n  the e y e s  of your v iew ers , s in c e  there, are 
n o  abrupt c h a n g e s  from  total b la c k n e s s  to bright 
im a g e s  a s  slides are c h a n g e d .

Black slides
B la c k  slides w o r k  best  a s  separators  b e t w e e n  parts 
of your presentation  w h e n  y o u  h a v e  n o  visuals to 
a c c o m p a n y  your narration, a n d  a s  b e g in n in g  a n d  
e n d in g  slides. T h e s e  s p a c e r s  elim inate having  a  
bright light a p p e a r  o n  the s c r e e n , w h ic h  c a n  b e  a n 
noying  w h e n  e y e s  h a v e  b e c o m e  a c c u s t o m e d  to a  
d a r k e n e d  ro o m . Y o u  c a n  m a k e  b lack  slides by  cut
ting 2  X 2-inch s q u a r e s  of c a r d b o a r d  a n d  inserting 
t h e m  in your slide trays w h e r e  n e e d e d .

Slide illuminator
T h is  d evice , w h ic h  is a  type of illuminated p lanning  
b o a r d , is u s e d  for c o m p a r in g  different slide sets, 
editing slides, or c o m p a r in g  slides with p lanning  
c a r d s . T h e s e  illuminators a re  available from  m a n y  
d e p a r tm e n t  stores, or y o u  c a n  build your o w n  from  
p lan s  in K o d a k  P a m p h le t  S-11, Audiovisual Plan
ning Equipment.

Clean slides
Dirty slides detract from  y our  presentation . T h e r e 
fore, c lean  t h e m  befo re  u s e . D u s t  or lint c a n  b e  re
m o v e d  with a  clean , dry c a m e l ’s-hair b ru sh . U s e  it 
gently o n  both s id es  of the tran sparen cy . Firiger- 
prints or oil s m u d g e s  c a n  b e  r e m o v e d  by  applying  
K O D A K  Film  C le a n e r  or its equivalent sparirtgly to 
the slide with a  p lush  p a d  or a  w a d  of cotton,

After c leaning , the slides s h o u ld  b e  l o a d e d  into 
trays. B e  sure  to load these  trays correctly! To p r o p 
erly orient a  slide for projection, hold  it s o  the p ic 
ture looks correct; rotate it bottom  to top ; a n d  put it 
into the tray from  b e h in d  the projector.



Presentation techniques

R e v i e w  t h e  m a te r ia l
Be thoroughly familiar with both the slides and your 
narration. Try to anticipate any questions that might 
arise. The reward for this reviewing is greater self- 
confidence and poise for you and, for your audi
ence, a more effective presentation.

When using round slide trays, keep a list of slide 
locations. If a question arises regarding any particu
lar slide, you can find it quickly and project it during 
discussion.

P r e p a r e  y o u r  a u d i e n c e
Tell your audience the topic of your presentation 
and relate its message to them by showing how they 
will benefit from it. Once convinced of the relevancy 
of your topic, the audience becomes more willing 
and more intent on listening to you.

Also inform your audience of the problem to be 
solved and the approach you will take. This alerts 
them to the points you will make. Also, tell them 
whether they will be expected to take a test, operate 

j  piece of equipment, or in any way demonstrate an 
understanding of the information you present.

Keep your narration simple and to the point. Good 
narration ties the pictures together, puts the em
phasis where you want it, and rounds out your story, 
while permitting the visuals to carry most of the 
communicative burden. Avoid saying "in this slide 
we see .. ’ or 'here we have a picture o f . . Such 
phrases add nothing to your presentations.

If you are not using a sound synchronizer, control 
your own slide advance with a remote-control 
u n it. Since you are most familiar with the show, you 
I .ill best pace its delivery. It is most distracting to 
havi,' a string of "next slide, please . . punctuating 
a presentation. Similarly, you may want to control 
the room lighting by remote control.

Finally, by following several simple rules, you may 
heighten the impact of your presentation:

^  (1) Avoid reading your narration. Instead, speak 
to the audience in a conversational tone. This 
arouses interest and adds a personal warmth to 
your presentation.

(2) Be careful that the proper slide is being pro
jected, so that your narration complements the 
slide, rather than detracts from it.

(3) Don’t talk to the screen. Glancing at the

screen to ascertain which slide is being projected is 
fine, but then face your audience and direct your 
message to them. You may place your lectern at an 
angle to the screen to help keep track of slide 
changes.

Storing your slides
Slide trays are ideal for storage purposes, keeping 
the slides clean, orderly, and always ready for pro
jection.

There are also many types of compartment files in 
which to store 2 x 2-inch slides. Choose the one that 
best fulfills your requirements. Most important, don’t 
keep your slides on tabletops, in drawers,or cup
boards, with chalk and ink, or where they may be
come damaged, dirty, disorganized, or lost. Store 
the box of slides in a dry, dark, cool place.

To facilitate retrieval of any slide, make a list of 
all slides in each box. You may also want to prepare 
an alphabetical listing of all slides in your collec
tion. Index cards are ideal for this task. Simply note 
the title of the slide and its location, and put the 
cards in alphabetical order. As you update your 
collection, new cards can be added quickly and 
easily.

Slides for more effective communications
What we have described so far are the mechanics of 
producing a slide show. Combined with your knowl
edge of communications, your subject, and your 
audience, these guidelines will help you create 
hard-working, attention-holding, thought-provoking 
slide presentations.

In producing your slide talks, we strongly feel that 
the most crucial ingredient is the initial planning. 
Plan your talks with care-select those visuals which 
logically and smoothly unfold your message. Pro
duce your slides with care-search for the most 
pleasing composition and camera angle for each 
scene. Present your slide talk with care—know your 
materials thoroughly and deliver it confidently and 
enthusiastically.

Producing a slide talk can be a real adventure. It is 
a challenge to combine creatively and effectively 
the power of pictures and words to tell a meaningful 
story. The reward comes when your audience reacts 
in the way you planned. This is communication with 
a purpose-this is SLIDES WITH A PURPOSE.
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Kodak film and expedited processing

Choice of lenses

KODAK CAROUSEL Stack Loader

Kodak slide production presentation equ^MiMnl:
it grows on you! For o p e n e r s , there 's  a  w id e  cjioice 
o f films, c o m p l e m e n t e d  b y  a n  e x p e d it e d  p r o c e ^ j n g  
service. N ext , there ’s  a n  easy-to-use visual p r o d u c 
tion kit that lets y o u  m a k e  y o u r  slides with p u s h 
button e a s e . F o r  a  finished  s h o w  that starts s h a rp , 
stays sharp- autom atically- trust y o ur  slide p r e s e n 
tation to o n e  of K o d a k ’s  top  projectors, it features  
rem ote, autom atic , a n d  m a n u a l  slide  c h a n g in g ; in-

- ;--v

K O D A K  E K T A G R A P H I C  V is u a lm a k e r

K O D A K  C A R O U S E L  S o u n d  S y n c h r o n ize r , M o d e l  2

K O D A K  E K T A G R A P H I C  R A - 960  Projector
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ICA-CUP SUB-REGIONAL WORKSHOP ON TECHNIQUES OP AUDIO-VISUAL INSTRUCTION
AKD DEVELOPMENT OP TRAINING MATERIAL-I, Manila, June 4-23, 1984

HOW DO I SELECT AND USE AUDIOVISUAL MATERIALS

Selection of Audiovisual IVfeterials

A, KlOW YOUR TEACHING PURPOSE

1, To introduce a unit, or
2, To teach specific facts during a unit, or
3, To clarify understandings of concepts, or
4, To help in teaching a skill, or

To summarize a unit

B. KNOW YOUR GROUP

1, Your group's past experience
2, The understanding your group has 
3* The interests your group has
4. The additional experiences your group needs

p. KNOW AUDIOVISUAL MATERIALS

1. f̂hat materials are available?

1, overhead transparencies
2, posters 

3« boards
4, slides
5, filmstrips
6, photographic prints 
7» motion pictures
8, taped recordings/VTR
9. Multi-media

2, ¥/hioh kinds of audiovisual materials are best 
for specific kinds of teaching jobs (i .e .,  films 
for showing motion, filmstrips for studying tea
ching situation, etc.)

1* can this material help the teacher 
teach it better?

2. Is it the right level?
3. Is it authentic?
4. Is it interesting?
5« Are the visual and audio quality good?

I I « Utilization of Audiovisual Materials

A, PREPARATION

1, Teacher/Educator

a. Become familiar with the material by

l) previewing it



2) consulting the teacher's study guide
3) consulting 5?xites made when the material was 

used previously

2, Educant/Trainee

a. Help trainee establish a purpose for seeing 
the material by

1 ) listing the things the group should lookout 
for prior to the showing of the material

2 ) helping them develop questions that the 
group hopes the material will answer, or

3) setting up specific things for which specific 
trainees will look as the material is shown

b< ELan how to relate the material to your 
trainees’ past experiences

3, Room

Have any projection equipment set up and working 
prior to class time.

B. PRESMTATIOH

1, Present the material in an interesting matter, relating it 
to the group’ s past experiences and present interests

2, Present the material in a learning situation, being sure 
to emphasize the fact that audiovisual materials help us 
leam things that we wish to know

3, Present a limited amount of material at any one time, 
taking into considetation

a, the amomt of material that is really needed 
to do this teaching job effectively

b, the amount of material that can be used effectively
c, the trainee’ s attention span

4» Avoid sharing audiovisual materials with other groups 
when other tr'sd.ner’ s purpose is identical with yours

C, FOLLO\Y-UP

1, Follow the showing of the audiovisual material in one or 
more of these ways

a, helping the group discuss questions that the ma
terial answer

b, having trainees practice the skill demonstrated 
by the material

c, giving trainees a test in the information 
presented by the material

- 2 ^
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MULTIMEDIA
RESOURCE

TEACHIITG LEARNING
CENTER LABORATORY

EDUCATIONAL'
PRODUCTION

RESOURCE FOR COMMUNICATION
SOCIAL PERSONAL CENTER

DEVEL0PI/3ENT RECREATIONAL

CENTER
RECREATIONAL

CENTER

Selected Media and Their Unique Advantages

I , SLIDES

1, Permit local production,
2, Sequence of slides can be altered to meet specific needs,
3, Easily revised and updated,
4, Combines effectively with taped narration,
5* Easily produce with an inexpensive 35 mm camera,
6, Larger image area of a slide permits a better picture

and more detail than a filmstrip does,
7* Easy to store in trays,
8* Pictures can be held in screen for class discussion

as long as desired,

II, PILJ^STRIPS

1, ^hows planned sequence of ideas,
2, Encourages discussions,
3, Poses material as desired,
4, Used effectively with other media,
5? Are available in many subjects,
6^ Store easily.
7i Room need not be dark for projection,
8i Since the sequence is fixed, filmstilps can be use for

independent study without concern that a student v/ill 
rearrange the order of the material,

I II , OVERHEAD TRANSPARENCIES

l.-» Equipment is used in front of the room thus, the teacher
can maintain eye contact with the class.



2, Made to meet specific needs,
5. Arranged in any order desired,
4, Combines effectively with taped narration.
5i Transparencies can be easily and inexpensively produced 

'  ̂ by the teacher,
6» Bright and large images can be projected in a fully lighted room,
7i Equipment is simple to operate and has almost no maintenance

problems except the occassional replacement of the lamp,
8i Equipment is relatively inexpensive,

IV, MOTION PICTUEES

1, Record events as they happen and make the events available,
2, Can be usee to manipulated time. When some films are projected 

at normal speed, the action of many weeks can be seen in

: a matter of seconds,
■3, Extend the limits of hman vision.
4; Present meaning involving action.
5  ̂ Adds realism to learning situations,
6, Influence attitude change.
If Compels attention.

Bring other people and other nations to the screen,

V, TELEVISION

1, Offers a means of providing a common based of experience for
V all vi;ho see a given program at the same time.

Capitalize upon immediacy,
3, Magnifies demonstrations and illustrative material,
4, Reaches audience of any size,
5, Brings to classroom people, places and events that

could not be seen otherwise,
6, Students come to school as a confimed T,V, consumers thus,

the use of T,V, in instruction can capitalize on this
acceptance and help them become more critical viewers,

7, Makes it possible for teachers to be in 2 places at one time,
8, Widespread use of videotape 4ow permits programs to be

recorded and used when they are most appropriate,
9- Immediate feedback of result and performance by teachers and

students alike is possible. Class performance, student pre
sentation of a project can easily be recorded on videotaped 
and viewed immediately upon completion,

VI, DISK RECORDINGS

If  Many subject areas available.
2« MateirLals cannot be erased,
3I Inexpensive and readily available,
4 1 Can enhance listening skills,
51 Easy to store and to use,
6« Equipment is readily available and easy to use.
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VII, TAPE RECORDINGS

1 , Ease of recording,
2, Available for immediate p0.ayback,
3, Material edited ffer specialized use,
4 ,  Pre-recorded tapes easily scheduled,
5, Synchronized with other media.
6, Teacher can be in two places at one time if a recording

can substitute for one’s actual presence,
7, Operation of tape recorded is relatively staple,
8, Since cassette units are inexpensive, many students own

them or can borrow them from school. This makes it possible
for students to work independently, guided by the teacher's 
recorded lecture or activity,

VIII, REAL THINGS Al® MODELS

1, Potential for increasing realism,
2, Preferred when authenticity is desired,
3, Help reduce the gap between instruction and later performance,
4 ,  Can be handled, manipulated, assembled and observed veiy closely,
5, Space can be compressed.
6, Trainees can help build the colieotions,

IX, STILL PICTURES

Inexpensive and widely available,
2, Provide common experiences for an entire group,
3, Visual detail makes it possible to study subjects 

which would otherwise be impossible,
4 ,  Help to prevent and correct misconceptions.
5, Offer a stimulus to further study, reading and research.
6, Help to focus attention.
7, Easily manipulated.

X, PROGRAMMED INSTRUCTION

1 , Follows a logical sequence of thought,
2 , By the time ihe programmed instruction reaches the learner,

it has usually been field tested and verified, thus ensur
ing optimum learning and use of student time,

3, Well-suited to many kinds of learning tasks,
4 ,  A wide variety of media can be used in presenting stjmuli; 

audio,tapes, films, slides, filmstrips, flat pictures.

General Principles of Media Selection and Use

1, No one medium is best for all purposes. Some subjects ap
pear to be better suited for presentation by one medium ra
ther than another,

2, Media use should be consistent with objectives,
3# Users must familiarize themselves with media content,
4 ,  Media must be appropriate for the mode of instruction,
5, Media must fit students capabilities and learning styles,
6, Media should be chosen objecrtively rather than on the 

basis of personal preference of bias*
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Han your presentation and use by checking 
facilities and rehearsing: then make your
presentation and evaluate the results. If  
appropriate, arrange to copyright your ma
terials.

Now you are ready to use your materials with the intended audience. 
You - and your team - have spent much time in planning and in prepara
tion, and now, in order to insure a successful reception, it is impor
tant that you arrange for the mechanics of the presentation and also 
make the materials meaningful to the audience, whether your materials 
are for use with a group or for a self-paced learning.

Here are some pointers that may malce this and subsequent uses 
successful:

- If you are not familiar with the room in which the materials 
will be used, try to visit it in advance. Check for electri
cal outlets, screen placement, seating arrangements, viewing 
distances, and appropilate placement for the projector. Also, 
find out how the room lights are controlled,

- Arrange for necessary equipment - projector, tape recorder, 
stands, screen, extension cord, adapter plugs, and extra pro
jection lamp,

- Provide for the proper physical comfort of the group - venti
lation, heat control, light control, and other conditions,

» Provide for distribution of handout materials, if appropriate,^

- Rehearse your use of the materials (if possible in the setting 
in which they are to be used),

- If necessaiy, find out who will assist you with projection 
and other services, and give instructions accordingly,

- Arrange materials for use in proper sequence and in proper 
position,

- prepare the group for viewing the materials. Refer to the 
instruction guide,

- Make your presentation, using good projection techniques (cen
tering of the image on the screen, focus, sound level and the like),

- After the presentation, discuss the materials and, if possible, 
provide for related activities,

- Judge audience reactions and consider any revisions for sub
sequent presentation,.

USING AND EVALUATING YOUR MTERIALS
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Finally, evaluate the effectiveness of your audiovisual materials. 
This can be of value if your materials are designed for either infoma- 
tional or instructional purposes. Recall that a suggested checkpoint 
during the final stage of production was to get the reactions from col
leagues and from a student group for improving the materials at that 
time, Now after use encourage reactions from those viewing and using 
the materials. Determine changes in audience behavior in terms of 
the objectives originally established through observing specific ac
tions by members of the audience, and by administering performance or 
written tests, These results will allow you to answer the question.
How well do your materials do the job for which they were designed?

Here are su^^gestions for items to include when evaluating the 
effeptiveness of your audiovisual materials;

- How well do students accomplish the objectives upon 
which the materials are based?

- Do reactions indicate the materials are appealing to 
the audience or to individual students?

- If the materials do not meet the criteria of the objective(s), 
or lack appeal, what revisions can be made?

- Are the arrangements for use of the materials conveaient for 
instructor and students (applicable to individualized learning)?

- What were the development costs (professional- and staff 
time, material services)?

- What are the operational use costs (staff time, materials, 
facilities use)?

On the basis of the responses to these questions, revise the ma
terials as necessary. Repeat the evaluation periodically to maintain 
a standard of effectiveness. Keep the materials up to date by adding 
or substituting the obsolete. Only by revision will your audiovisual 
materials be kept timely and maintained at your standards of quality 
and effectiveness.

/cmr
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The Process of Cooperative Training Material 
Production in Indonesia - "An Example"

Ngatiyo ITgayoko 

Trainer, PUSLATPEMOP, Jakarta

I . IHTBODUCTION

1, Trainers and extenBion workers al'vays have suffered from the 

lack of training material. They always look around to find something 

which could really help them in supporting their ideas and teachings. 

They try to collect some material from a variety of sources, generally 

newspaper articles, small handouts, brochures and pamphlets issued by 

various publicity organizations unit of mamifacturing organization or 

by the publicitj'- wings of educational institutions. Barring a few ex- . 

ceptions the material is generally stencilled and mimeographed,

2, Besides those things for internal comm-unication in coopera

tives itself, some other training material are also needed. The mana

gers, members of the boar'', of directors, general members should be aware 

of their responsibilities and duties and this they must be taught by 

someone. And someone should make use of the material, literature, infor

mation to carry on the teacliing in some systematic manner and in a pro

gressive fashion, I&nager should know the techniques of management, 

business operations, cash control, personnel management, etc. Members

of the Board of Directors should imderstarfd the concept of Cooperation, 

their responsibilities and their duties towards the society and their 

relationship with the manager and other employees. Prom the above it is 

to effectively provide proper training and education input.

I I . WHAT IS TRAIWIMG- IIA.TEEIAL?

3, Any written and/or illustrated material used to supplement 

and support the spoi«n words and which can be used later on by the par

ticipants as a refo-̂ ence material is training material. This can bes 

lecture notes well written and illustrated handouts, small brochures, 

pamplilets, illustrated material like charts, graphs, pictures, projected 

material like the slides and overhead projector transparencies which are 

related closely to the topic which is being discussed in the class



during the given period or time. One subject can be discussed through 

elements or modules broken down in a sGquence. Each elc-sent or module 

can be used in isolation or in conjunction with other modules, and with 

slight modific^itions can be used for different target groups,
«

III , DEVELOPHIEWT OF MTERIAL PfiODUCTIOW UUIT

4  ̂ It was therefore felt necessary that an outfit for production

of training material should be set up at Puelatpenkop. The attachment 

of ILO-UNDP Project on Cooperative Training was timely. The project 

which became operational in June 1981 had components which facilitated 

^the establishment of a Cooperative Training Material Production Unit, 

The ILO made the services of its IIiO Adviser, Mr, Daman Prakash (of In

dia) available to the Puslatpenkop to design, organize and establish a 

full-fledged material production unit at the national centre. He con

tinued to nourish and develop the unit until his departure from Indone

sia in June 1983, The unit l?ecame operational in April 1982 having 

overcomed some practical an! procedural problems,

5 , The main objectives of the Cooperative Training Material Pro

duction Unit have been identified as under:

- to train fie cooperative teachers in the use and 

productioK of audio-visual aids and materials;

- to organise material production workshops and to 

dereloo working relationship with Imown authors

writers;

- to set up a Cooperative Training Material Produc

tion Uni'!; which should be able to help trainers, 

and others in the production of their training 

materials^

- to train Indonesian trainers in the techniques of 

production of training materials and its ev;iuation 

and the operation of the Production Unit; and

- to supply training material for the cooperative movement,

6» The organizational structure of the Material Production Unit

is given in Figures I and II,
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7. The Unit at present is hous-ed in a specially prepared area

within the campus. All equipments and personnel are located in this 

area. The personnel now v/orking with the Unit consist of the follow

ing staff;

1. Production Manager - 1

2. Typist - 2

3. Layout Designer - 1

4. Offset Machine Operator - 1

5. Mmeograph Operator - 1

6. Binder & General Assistant - 2

8« Figure III indicates how these personnel handle the manus

cript and how does the material come out finally for distribution.

9, Given below is the equipment which is now available in the

Ifeterial Production Unit;

Description Value (Approx, in US$)

1. GESTETNER Offset Duplicator USll2,0OO
Model TTo, 211

2. GESTETKEE Offset Plate ivlaker 2,500
Model OEI

3. GESTETWER Offset Puser 500

4. GESTETIJSPl Paper Cutter 450
Type H-14G

5. GESTETIEH Model 420 1,200
Electric Duplicator AG 220V

6. Cutting Ifochine 1,500

7. Perforator 3 Holes UCHIDA 250

8. Drill Punch 100

9. LIOH Paper Cutter 500

10, BOSTITCH Electric Stapler 200
Model B5E6J

11, Big Stapler 100

12, Numbering Machine IIW-15 100

-.5 -



13. Vel0-Bind Model 100 GESTETHER US.| 750

14. IBM Typewriter - Selectric II 11,000

15. IBM Electric 'Typewriter 11,000
Selectric III

16. Lettering System 1,000

17. Transparency Maker 45 ■ 900

18. DAICHI Filing Cabinet 300

19. Steel Cupboard LION 33 500
4 drawers

20. XEROX COPIER No. 5195 4,500

21. Screen Printing Framer 300

22. Screen Printing Table 700

23. Portable Video Cassette 900
Recorder SOl'JY

24. Portable Color Camera SOIfT 900

25. Color Television 27" SOI'JY 1,000

IV. PRODUCTION OF TRiUWIHG MTERIALS

10. The training material is not available in the form that we

need for our training programie. There is already plenty of material 

available but the content differs. The material, whichever is available, 

has to be adjusted, adapted, or readjusted for production to suit our 

requirements and needs.

11« ' The process of production involves a number of steps (Fig.IV).

These steps are to coll’ect existing material (existing physical availa

bility or information about the material), designing of training mate

rial to suit our requirements, illustrating the material which involves 

a considerable amount of readjustment and recasting or adaptation, 

translation of material into Bahasa Indonesia, reprographic work, 

printing and reproduction, distribution among the users and its evalua

tion for future use and possible improvements.
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12, !Hae material to be produced must conform to certain standards 

and it must satisfy the needs for which it is designed. The material 

should correspond with the line of cxirriculum and syllabus to be followed 

by trainers and it should meet the objectives of the planners and the 

institution. The training material should closely co-relate with the 

field situation and must cite examples from the field. The illustrations, 

examples and pictures used must reflect the actual situation. Any out- 

of-context illustrations or examples tend to put off the readers/users 

and reduce the effectiveness of the training material,

13, In the present context, most of the training of cooperative of

ficials and non officials is done by the training structure i .e .,  the na

tional cooperative training centre and the provincial cooperative training 

centre. The ultimate goal is the village level cooperative organizations, 

KUDs or non-KUDs and their general membership. The national training cen

tre is responsible for higher level training programmes while the provin

cial centres are more concerned with the- district level and village level 

cooper-'itive organizations. Since the national cooperative training centre 

is close to the ’ policy structure’ , its faculty members are more aware of 

the government and of the movement. They formulate the training schemes 

and the syllabi which are eventiially to be followed by the provincial 

•sraining structure. It is they who should design the format, concept and 

design the training material. The design and the concept should then be 

passed on the provincial level training centres for real adaptation illus

trating, improving. After the field testing and discussions at the pro

vincial level it should be returned to the national training centre for 

final production. The provincial training centre have an easy access to 

village level cooperatives and they should, therefore, pre-test the 

draft material there before sending it to the national centre,

14, Figure V illustrates this point. The national training centre 

has, within its framework, a material production unit, which looks after 

the training material production activity, but it heavily relies on the 

support and giAidance from the members of the faculty,

15, Provincial level centres have the benefit of consultations 

with the provincial level set-up of the Cooperative office provincial
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and district level cooperative federations and individual cooperntivcs. 

They are more competent to look after the socio-oultural context of the 

material, illustrations and examples. It is, however, quite difficult 

for the national level training centre to produce training materia!L for 

the entire country without really having it tested in virious regions 

and with various people. The problems and needs of cooperatives vary 

considerably in the country and the level of development is also diffe

rent, So some examples may be relevant in West Java, while they may not

hold valid in Bali and Sulawesi, Similarly, the illustrations, topo

graphy, facial expressions ‘also have different meaning in different pla

ces,

16, . Certain methods and rules and forms have to be designed to

h Lve the material prepared according to some agreed stand ird format and 

design. These systems have to be C''.refully followed, and revised when

ever necessary,>• in the light of the experiences,

17, The coordinator, for instance, has to design a time treble, cost 

estiDiates finance availability, allocation of responsibilities and follow 

the production schedu].e. If the training mateirlal is not appearing dur

ing the time it was planned., it might go waste,

18, Again, the following consider :tions have to be kept in view 

before undertald.ng any production.

- what type of material;

- in what form; (training package or single modules)

- for what audience?

- for what course;

- for ’'̂ oŵ  much (money)

- for how many (print order)

- who will do the basic work;

- vAat is the time schedule;

- who else will assist;

- who and how to do the evaluation, etc.

IS. J'or any production, of course, money is most important. How

nuoh will be spent, how can the costs be reduced, and what should be 

the fiuality of material, will it be the low cost material, or projected

aids and material like slides and overbad transparencies can also be
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included, are some of the important questions which need a considerable 

amount of attention and oonsiderrition. On some matters, the production 

coordinator can take decisions while on others he mî jht have to consult 

the head of the organization and on several other matters ho might have 

to consijlt the faculty members. It would, therefore, be better if there 

could be something like a coordinating committee to look after the pro

duction and to provide immediate support and guidance to the proiuction 

and to provide immediate support and guidance to the production unit,

V. SOURCES 0¥ g-MIFIire MTERIAL

20, The best source of training material is the teacher himself.

He Imows the subiect better because while teaching he has to cite exam

ples, highlight the problems of cooperatives and suggest possible solu

tions. A coooerative teacher is therefore, the key person who can 

create and develop any supporting training material.

21, Other sources could be; books, reference material, documenta

tion, reports, handouts, information material produced by cooperative 

department and other similar bodies, case studies, feasibility reports, 

field reports, society annual reports, society minutes, society account 

books, discussions with the board of directors, discussions and general 

interviews with the general membership, remarks and suggestions made

by the employees of cooperative societies, policy statements, state

ments made by the. government, government rules and regulations, draft 

by laws, speeches made by leaders, etc. It is only a question of keep

ing the eyes and ears open. It is also necessary to Maintain a close 

touch with departmental libraries, some good reading rooms and bibio

graphies including documentation lists, A n'umber of resource centres 

also keep information on cooperative philosophy documentation on success 

stories and other profiles,

22, As can be seen from VI, information from a large number

of sources can be gathered on specific and specified and converted 

into training material,

23, The methodology of production of training m;iterial is given in 

Figure VII,
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24, Specialised training course coiild be also organised to produce 

training material e.g., ?/orkshop on developaent of training material 

for Ifenagers on Accoutiting System; workshop on development of training 

material for Chairmen and Board of Directors on Cooperative Principles 

and Practices; Training material production workshop for Managers on 

Transport Management in KUDs etc. Selected managers and selected tea

chers can be invited for such workshops to develop training material. 

The draft material thus pro<i;uced at such workshops can be adapted and 

professionalized by the Production Unit staff and produced for distri~ 

bution.

25 , The organisation can also commission some well Icnovm authors 

and officials to produce training material on some specific areas. In 

order to enlist their active support and timely results, they should

be paid some honorarium and other costs. Such material could be passed 

on to the Production Unit for production and distribution. There is- 

no problem at all to locate the material, it .is only the question of 

pntting the material in some form - the form which coiild serve the pur

pose of training people,

VI, COHCLUSIQg;

26, The establishment and oper-.tion of the Material Production

liiit has been a positive and concrete structure which has been created

within the Indonesian Gooper'itive Movement by the ILO. The services 

rendered by the ILO Adviser, Mr, Danan Prakash have been very valuable 

’as he devoted a great amount of. his time in the development of training 

materials and the Unit, The Unit serves now not only the National 

Training Centre but alsc other organisations such as the PUSDIKLAT, 

BAIATKOPS, Department of Cooperative Staff and others, I had the 

pleasure of working with Mr, Daman Prakash for nearly 2 years, in the . 

development of this IMit as one of his national counterparts. The 

Unit now produces Bulletins, MTCOM Training Packages, and other 

training materials.

- 8 -

Jakarta, June 2, 1984
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OPGRATIONAL PROCESS WITHIN THE PRODUCTION UNIT

FliJIKS III

TASK

PERSON/OFFrCIAL 

COORDINATOR

PraN'TED MATTBR STENCILLED MATTER

1, Receives the material from 

author and discusses with 
hiin about the TIME and 
layout, ece.

2. Discusses with the Manage!" 

about its production

-do-

-do-

J4-W.GER 1. Receives the matter from -do-

Coordinator;

2,. Prepares estimates on: -do-

2,1 Costs:
2.2 Matei’ials;

, 2. 3 Ti’ne-table,.

3, Reports to Coordinator -do-

COORDINATOR 1. Obtains funds and authority -do~
from respective sections;

2. Approves the job; -do-

3. Instructs-the Manager to -dc3-

proceed.

MANAGER Distributes work among:

a. Typists;
b. Ii iustrator; and
c. O v g n i \ i s e . s J t / c  ,

TYPISTS 1. Ask for layout; -do --

2. Checks with author; -do-

5. Types; and -do-
4. Hands over to Manager. -do-

ILLL’STRATOR 1, Illustrates the material; -do-
♦ 2. Checks with author; -do-

3. Delivers to Man a g er. -do-



Fiams III ~ A

MANAGER 1. Passes on to the 
Plate-making roan; 
(Manuscript and 
illustrations);

2. Instructs the Printer 
to prepare a printing 
schedule;

3. Checks with the store 
about;

- paper;
- inks;

- chemicals etc.

1. Passes on the 
stencils to the 
Stencilling lA&n 
for duplicating;

2. Checks with stores 
about paper and 
inks etc.

PLATEMAKER 1. Returns the finished 
plates to the Manager;

2. Returns the originals.

STENCILLING
MAN

1. Duplicates the 
matter;

2. Staples the matter;

3. Store the used ,
stencils in order
for future reprint;

4. Prepares delivery 
note and have it 
signed from Manager;

5. Delivers the matter 
to author; and

6. Reports to Manager'

MANAGER Passes on the ready-made 
plates to the Printer for 
printing.

PRINTER Prints the matter; 
Delivers to the Binder; 
Used plates also go 
to the Binder for 
safe-keeping for 

future reprint;
Returns originals to 
Manager.



FIGURE III « B

'BINDER/
GENERAL
ASSiSTA .̂'T

3.
4 .
5.

Binds the .Tiatter;
Writes out a delivery 
note and have it sigxxed 
from Manager;
Delivers author; , . ^
or Despatches;/
Retains for stWi'ug: ^

- 5 copies for use;
~ all off-set plates;
- all originals;
~ ail illustrations.

MANAGER Repoi'ts to Coordinator with:

1. Sample of work done;
2. Originals;

3. Requisition for 
replenishments.

Regarding the roimeograpHed material, it is strongly recormnended
that the stencilling \Jofk should be done by the authors and their 
relevant secretaries ap*d NOT by the production unit typists. Authors 
should obtain a layout from the Production Unit.

The Production Unit wiii not be responsible for ahy translation, 
editing and typing of any manuscript. The manuscript delivered to the 
Unit should be i'laal in all respects.



FIGURE PIGDRE IV

STEPS IN THE PRODUCTION OF TRAINING MATERIAL

PRd3>UCTI0N means..

WRITING OF MATERIAL 
(workshops, authors 
and faculty members)

DESIGNING AND LAYOUT 
(format and presentation)

(S=
ILLUSTRATING THE MATERIAL 
(artwork, photography Se visuals)

J

TRANS LATING/ADAPTING 
|̂ (from originals, references 

and adaptation work)

REPROORAPHICS
(for Samples.discussions and 
pre-testing)_________________

PRINTING/REPRODUC
TION (mimeographing 
printing etc.)

DISTRIBUTING 
^ (among users and 

evaluators)

EVALUATION
(protesting,feedback for 
future improvements)
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FIGURE VI

FIGURE

AUTHORSHIP
- O R ! G I N A t  WORK, CONCEPTUAL,  

P H IL O S O P H Y , IN TE R P R ET A TIO N S  

OF ALREADY KNOWN FACTS

TRAINING COURSES
-  LECTURE NOTES, BACKGROUND 

PAPERS, SUMMARIES, D IS C U S S IO N  

GROUP REPORTS

SOURCES FOR 
TRAINING 
(MATERIAL 
PRODUCTION

SEMINARS, CONFERENCES

-D O C U M E N TA T IO N , SPEECHES,

REPORTS AND RECOMWENDATiONS

I FIELD SURVEYS S STUDY VISI‘!'S

I -  CASE S T U D IE S ,  INDEPTH S T U D IE S ,

I A N A LY TIC A L REPORTS, RECORDS,

"I IN T E R V IE W S ,  D IS C U S S IO N S ,

j S P E C iF S C  T O P IC A L  REPORTS__________ _

I MATERIAL PRODUCTION WORKSHOPS
' -  SUBJECT-MATTER COURSES ORGANISED

-j  FOR THE PURPOSE W ITH  L I M IT E D

O B J E C T IV E S .  S P E C IA L IS T S _____________

* LIBRARIES, RESOURCE CENTRES

-  DOCUMENTATION S YSTEM ATICALLY  

COLLECTED FROM OTHER SOURCES,  

5XCHAN6E OF INFORMATION

Jl
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In Malaysia, agencies that involve in co-operative education 
and training are the Co-operative College of Malaysia, ANGKASA (apex 
organisation of co-operative) and the Department of co-operative in 
Malaysia, is handling member education programmes with the objective 
of developing and sustaining co-operative consciousness among members.
The education programmes are normally short courses or seminars which 
are held in major towns in various parts of the country.

The Department of co-operative Development has its own education 
programmes publicising the virtue and benefits of co-operative to members 
and potential.

In this paper I would like to discuss the outline of the training 
activities of Co-operative College of Malaysia which is the sole 
co-operative training institution in Malaysia.

Background of the college

In 1956, the Co-operative College was set up by the Co-operative
Department with financial assistance from the Colonial Welfare and
Development Fund. In 1968, the college was incorporated under the act 
of parliament, making it an autonomous body governed by a council 
constituting of 18 members.

The functions of the college are:

i) To provide co-operative education

ii) To provide co-operative management training
iii) To publish or assist in the publication of books on co-operative
iv) Carry out research for the development of co-operative movement
v) Carry out research to gather materials for preparation of

management training packages.

Since its establishment, the college has been training three
broad categories of student firstly the employees of co-operatives,
secondly is the office bearers of the co-operative societies eind 
finally government co-operative officers from Co-operative Department 
and various statutory bodies that supervise certain sectors of 
CO -operatives.

Introduction



The following shows the classes of students trained in the 
college:

a) Officers of the Department of Co-operative Development
b) Officials of Urban and Consumer Societies
c) Co-operative Rural leaders
d) Internal Auditors of co-operatives
e) Officers of other Government Agencies
f) Co-operative personnel

There were several phases of development to improve the facilities
in the college. The last phase was completed in early 1983. With the
renovation, the college now can accomodate 250 students at any one time. 
All students are lodged in double-rooms hostel with convenient wash
rooms. The college also provides food catering so that the students 
can have food for breakfast, mid morning tea, lunch, evening tea and 
dinner in the college itself. All lecture-rooms and auditorium are air- 
conditioned so as to ensure the students have comfortable environment 
condusive for study. It is hoped that with these facilities the 
students can concentrate and fully involve themselves in their study.

Some of the courses conducted are as follows:

- 2 -

Course/Seminar Duration
- Cooperative leadership course 1 week
- Cooperative System 3 days
- Cooperative Administration 2 weeks
- Cooperative Law 1 week
- Salesmanship 1 week
- Decision Making Techniques 1 week
- Office Administration 1 week
- Certificate Coop. Administration 5 weeks
- Cooperative Principles & Practice 3 days
- Transport Management 2 weeks
- Project Preparation & Jippraisal 2 weeks
- Marketing of Agricultural Produce 2 weeks
- staff Management 2 weeks
- Financial Management 2 weeks
- Accounting For Consumer Coops 2 weeks
- Accounting For Thrift & Loan Coops. 2 weeks
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- Accounting For School Co-ops 1 week
- Internal Auditing 2 weeks
- Advance Accounting 2 weeks

Training Methodology

The college places great emphasis on the effectiveness of its 
programmes. For this purpose, various training methods and techniques 
haffe been used. In co-operative management programmes, the college 
lecturers, besides lecture method, use case studies, role plays, 
group work and management games. These methods have been found to be 
very effective. However, the exact method used will depend on the 
subject matter to be taught, and the inclination of the lecturer 
concerned and the time available. The lecturers are given complete 
freedom to choose any combination of methods and techniques to present 
their subject matter. However at the end of the programmes, the 
principal and a team of lecturers evaluate the efectiveness of the 
programme from the student point of view. Generally, case studies 
has been found to be popular among the lecturers in the college.

In accounting and auditing programmes, the methods normally 
used are practical training exercises and simulation techniques.
In dealing with accounting and auditing problem in the field, group 
discussions have proven to be very efective.

Several of the college lecturers have attended the ICA Training 
Methodology programmes and this has equipped them adequately to use 
themodern training methods and techniques. The programmes have been 
a great asset to the college, in the sense that the lecturers who have 
undergone the training are able to make effective use of the audio 
visual equipments available besides having the awareness of the need 
to produce quality training materials.

Another great contribution to the modern training techniques 
is the MATCOM project. This project has resulted in the production of 
rumerous training packages which incorporate management games, case 
studies, role plays and other participative techniques. In the last 
few years, college has tapped on this materials and adapted them to 
local needs. This exposure also has given some of the young college 
lecturers to modern training techniques.
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Audio visual aids

The College is quite adequately equipped audio-visual aids
facilities. There is an AVA section under the liabrary set-up. The 
following audio visual equipments are available for use by the college 
staff:

1) 10 overhead projectors
2) Sliding magnetic white board in all lecture-rooms
3) Slide projector
4) Opaque projector
5) Projection screen
6) Audio tape equipments
7) Film projector 16 mm
8) 2 cameras
9) Photostat machine
10) Transperancy maker
11) Abidick Offset machine

Overall, the audio visual equipments in the college ctre under 
utilised. Not all lecturers have the knowledge in handling them and 
there is a problem of getting the lecturers to be thoroughly acquainted 
with the equipments available. However, most of the lecturers are 
quite familiar with overhead projectors, magnetic board emd slide 
pro jector.

Training Material Production

Most of the training materials are produced by the lecturers by 
adapting available materials such as cases available in ICA case bank 
and MATCOM packages. Besides that, where there is a need, the 
individual lecturer or group of lecturers build up their own training 
materials.

There is not much materials available for adaptation in areas 
like accounting and auditing. Here the lecturers have to use their 
own creativity in developing the training materials. So far, most 
of the materials used in accounting and auditing are locally developed 
materials. At present, accounting training materials have been



prepared for Thrift and Loan Co-operative Society,C onsumer Go-operative 
Society, Land Development co-operative SDcioty and School Co-operatives. 
For auditing, the lectvirers have developed material using simulation 
technique.

The person in charge of the AVA section also assists in the 
preparation of audio visual aids. However being a one man show, his time 
available for production of audio visual aids is rather limited because 
he is also responsible for handling the audio visual equipments. In 
the end, more often than not the lecturers have to handle the preparation 
of AVA materials themselves.

At present, there is no formal evaluation procedures for the 
new materials developed by the lecturers. The lecturers individualy 
evaluate the effectiveness of the materials in the course of their 
teaching, and up-date it if neccessary.

Training of Trainers

MATCOM has organised several programmes to train lecturers in 
the college in the use of training materials developed by the tdATCOM 
project. Experts have been sent by the ILO-MATCOM project from 
Sweden, Denmark, Vienna and India to familiarise the local lecturers 
in the new techniques.

The topics that have been covered are as follows :

Supply management 
Project Preparation & Appraisal 
Marketing of Agricultural produce 
Consumer Co-operative
Training Programme for managers of Agricultural 
Co-operatives.

Conclusion

Although the college has a person in charge of the Audio 
Visual section who is responsible for producing audio visual materials 
required by lecturers, the service inadequate to meet the volume of 
demand. He is also responsible for handling audio visual equipments, 
cind involves in preparation of co-op exhibitions besides taking photo- 
aranh for the college album. There is definitely a need for one



person who is solely responsible for production of Audio Visual Aids. 
One the other hand, there is also a problem in getting skill person 
in this area. The only alternative is to select a promising candidate 
and develop him on the job. This is indeed time consuming and takes 
years to develop a good man for the job.

I suggest that ICA send a team of experts to conduct a course 
in Audio Visual Aids and training material production in the college. 
It is very important that all lecturers and others responsible for 
AVA productions to be exposed to such training. Unless all lecturers 
of the college are tuned to the use of modern training methods, the 
few lecturers who are already trained in this area are unable to 
aohieve their full potential in the use of modern teaching techniques. 
The negative response and resistance to new ideas and the inertia 
for no change by lecturers who are not trained in this area, poses a 
great problem to the trained personnels to implement new ideas.

Any international assistance in developing the AVA and 
material production unit would be a great contribution to the 
development of the college and its effectiveness.

- 6 -
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COIMTRY BACKGROlttlD REPORT 
Philippines (Consolidated)

INTRODUCTION

Among the major causes of failures of cooperatives in the Philip
pines can be generally attilbuted to mismanagement and lack of educa
tion among the members. With the promulgation of P.D, 175 "Strengthe
ning the Cooperative Movement" in 1973, cooperative education and trai
ning has been a major component in cooperative development today.

However, it should be noted that private volunteers had also been 
promoting cooperatives in the 1960’ s with cooperative membership edu
cation as a requirement. Credit cooperatives are among the most suc
cessful cooperatives in the countiy today. Most of these were initia
ted by the church and some non-govemmental organizations.

Since education has beon a vital component, training or education 
Gonters for cooperatives were organized even before the primary coope
ratives can support them financially. These centers were operating 
either in a secondary or tertiary or even national levels.

The Philippine participants to these seminar worlcshop represents 
such kind of regional/national structure in promoting cooperatives 
through education and training, e,g,

1, PPOCI - National organization servicing credit coops
2, NCRUCI - A regional organization of cooper tives pro

viding cooperative training and other manage
ment and accounting services

3, VICTO - A training center for cooperatives operating
in multi-regional level servicing cooperatives 
in its various needs such as education and 
training, auditing, management consultancy 
and other services. Similar activities are 
conducted by the four training centers affi
liated to National -Association of Training 
Center for Cooperatives (kaTCCO) in various 
parts of the country.

The Cooperative Union of the Philippines (CUP) has been doing its 
best in harnessing these different cooperative organizations towards 
one direction in terms of cooperative education and training. At 
i^resent CUP is utilizing the training capabilities of these organiza
tions in the conduct of cooperatives education and training program 
throughout the coimtry,

II , OBJECTIVES

V/orking towards a common direction, the following are the common 
objectives;

1, Identify problems, needs, as well as resources of 
all affiliates.



2, Draw-up programs and projects which are responsive to 
the needs of the affiliates, and

3, Establish linkages among the various cooperative 
aggrupation with the aim of strengthening them, 
both socially and economically.

The various services offered by these organizations to its affi
liate cooper=itive members and cooperative clients are the following;

1, Extension service
2, Cooperative education and training
3, Consultancy and auditing services
4, Participation in economic projects

5, Others

For the four cooperative organizations represented by the parti
cipants in this seminar, there are twenty (20) full-time staff direct
ly engaged in the above mentioned activities.

The following education and training programs are offered to the 
cooperatives:

1* Cooperative membership education
2. Leadership training
3. Officers and committee trainings
4. Accounting and auditing
5# Management development trainings for credit, 

consmers, marketing and service cooperatives
6, Cooperative trainors training 
7» Office staff development
8, Other specialized training

I I I , WORK IMETnOBOLOCrlES

Among the methodologies in both its training and education pro
grams, and as far as the staff is concerned, the most preferred 
methods are the following;

1, Lecture-discussion
2, *̂ roup Dynamics
3, Case Study 
4* 'Workshop
5. ^ield trips
6. Role playing
7. AV aids as charts, posters, slides 

and use of overhead projector

Generally, we use lecture-discussion. This is fully supple
mented with adequate AV aids to highlights important points and 
at the same time create impact. In lecture-discussion time will be 

very much mder control.

- 2 -
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IV TMIKIHG AIDS/AUDIO-VISUAL AIDS

In our training and education programs, we employ the following 
training aids to complement our training methodologies:

1, Chalk Board/White Board
2, Posters and Charts
3« Overhead Projector
4. Slide Projector

These aids were prepared in advance by the training staff with 
the assistance of our part-time artist/draftsmen. Some of these 
aids were prepared in previous training programs but are being up
dated and use from time to time.

Our participants were always encouraged to prepare visual aids 
to further illustrate their points. These are usually done in work
shops and case studies. In our trainors training, the participants 
were oriented and familiarized with some of the training methodolo
gies and were asked to prepare visual aids mostly posters and charts, 
^his will be used in their respective areas/organizations. Cost 
constraint has always been our main difficulty in such kind of 

training,

V TRAINING MATERIAL PRODUCTION UNIT

The training materials used by the cooperatives comes from both 
cooper-ti -e and' non-cooperative. To provide our trainee/participants 
with hand-outs and for supplemental readings - we reproduced some 
portions of the textbooks or other materials deemed important. In 
conjunction with training, we produced the following training ma
terials:

1. Booklets
2. Pamp^ets
3. Bop heets
4. Audio-Visuals
5. Slides/Films

VI EVALUATION OP MATERL\LS, MTHODS AND AIDS

Conduct of pre-testing evaluation is done on a case-to~case 
basis. This is usually done when such training program is sponsored 
or fimded by other agencies also engaged in cooperative development 
and projects,

Pre-evaluation is conducted not only on the basis of training 
materials, AV aids and methodologies, but more on what the partici
pants already knew about the subject matter. This enables us to 
know more about the participants and to meet their expectations.



Post evaluation is conducted to determine if the training/sub- 
ject matter has been successful in achieving the objectives set 
forth in the training design. It consists of test items or test pro
cedures duplicating what is called for in the training objectives., 
This enables us to know what were our strong and weak points.
Through t’̂ is, improvements can be made for the future training pro
grams.

General evaluation of the training program is also conducted on 
the last day of the training. The participants assess our training 
in terras of relevance, content, resource persons, facilities, food, 
training materials, AV aids and others. This will g>iide us to make 
the necessary changes and improvement of future trainings to be 
conducted.

VII TRAIHIUG AM) EDUCATION PROGRAMMES

In order to further improved our staff/trainors, it has been 
the policy of the coops to send its staff to training on specialized 
fields both within and outside the cooperative movement.

Some tvpes of education training/seminar, programs which are 
commonly conducted by various cooperatives in the Philippines are:

1, Orientation to the New Cooperatives Development Program
2, Skills Training on Cooperatives Accounting for Credit 

Union Bookkeepers and Treasurers
3, Trainors Course on Kilusang Bayan (Stage I I )
4, Kilusang Bayan Echo Seminar
5, Skills Training for Supervisory Committee Members 

on Credit Union 'Accounting and Auditing
6, Cooperative Management Development Course
7, ^rainors Training for Education and Training Committee
8, Planning Workshop on ettlement Cooperatives
9, Cooperative Training for Board of Directors

10. Inter -'Agency Cooperatives
11. Cooperative '^raining on Leadership and in Bookkeeping
12. Teachers Training on Cooperatives
13. Cooperative Union Planning Workshop
14. Seminar Workshop on Dasic Accounting and 

Records Management

VIII COUCLUSlON/RECOM.M'TDATIOHS/SUGGESTIONS

To develoQ further the capabilities of cooperative trainors 
and educators in the Philippines, we are submitting the following 
recommendations;

1, Training staff be required to attend specialized 
training involving areas of specialization and 
other concerns to meet the needs/demands of the 
movement,

. ~ 4 ~
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2, Redirect cooperative education and training activities 
having in mind the present socio-economic and political 
conditions prevailing in the Philippines,

3, For Cup to set-up a resource center, provide and make 
available cooperative education and training materials, 
audio-visual aids, books and other materials.

4, Cup to conduct trainings in methods and techniques 
used in cooper' .̂tive member education in key areas in 
the country.

PEEPAEED BY;

Mrs, ESTELA M. SORIANO
UPVCGUI

Iloilo City .

Mr. GONZAIO A. SALVATIEREA, JR.
VI CTO 
Cebu City

Ms, VICTORIA 0. ABRIL 
PFGCI
Sta, Mesa, Metro B.5anila

Mr. EREDDIE M. BARTOLOIffi) 
NCRUCI

San Juan, Metro Manila

/cmr
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I .  Introduction

'xhe Kov/' ''.ociety ushered in after the deiilaration of 
Kortial Lav; in 1972 introduced abrupt revolutionary chanrjos 
intended to achieve a nore rapid socio-econonic development. 
'?02;0t’ier v/ith those chan:;es, the Philippine cooperative 
developnent prooram v/as also launched as an attenpt to help 
solve the socio-economic probleris of the country v/hich have 
boon pinpointed to be jjreat barrioi^to its r^.?.ticnal dcvslwi, 
nent.

- cople are not united^ there is a noticeable socio- 
econoric ~ap; the control of the economy falls -/ithin the 
nolect fovf v/ealthy governmsnt menbers or governnont favored 
buninonssen.. '.’hey are the ones who rjrov; richer and richerj 
the low income cjroups became poorer and poorer. It v/as 
actually the land reform pro^raa that made poccible the "policy 

of the otate to foster the creation and the Grov/tli of coopera
tives as a means of increasing incone and purchasine pov;cr 
of the lov;~incone sector of the population in order to attain 
a nore equitable distribution of income and v/oalth."

In the country, there seem to be conflicting; trends of 
thou, ’.t: one belonjs to a group v/ho would want to be in 
coni'rol of the novement because cooperatives are' corapeting 
with uheir pernonal bu:-i:.ness interests; another-is a croup 
\i'no believes t^iat because it is a <joverninent supervised 
:.>i’ô ;r;-rj then lot the government do all what it has to do.
Lot's just \;ait and see it is alvmys a failure; and the third 
tjrou ) \/ho does not care , at all about the challenges and 
opportunities brought about by changes in the modern \/orldj 
and the last are those who are concerned with c^^oup welfare 
those v/ho understand the importance of working together for 
'"the greatest good of the greatest number"*

;ith the above Philippine situation, coopei*ative education 
finds its way quite slov/ly into the populace ever as the 
governnicnt has set up under its supervision a cooperatives 
dovclopr.cnt program designed to help improve the socio- 
ocononic condition of the raasses. iDven the legislature did 
not find the uplift of tho comcon man a major consideration-

I I .  '.he Cooperative ,-education irograrane.

Inder the *.inistry oi‘ ..griculture is the Bureau of 
Cooperatives Division \mioh iiapl 2rr,ents the cooperative 
developmont progran*. takes care of promoting, organizing.
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developinc; recisterin^: and evaluating cooperativeGy
- In oach ro3ion there is an office of the DC^D v/ith 

a cooperative education and training division, "his division 
has the following functions and objectives: j

1. evolves an fMucation and training progran to 
develop the cooperative novement,

2* develops procedures and techniques in deteraining • 
training needs,

5. i''ornulates training curricula for specific clientele 
and or goals,

Develops appropriate education and training techniques, 
methodology, materials and aids,

5* Develops guidelines in the inplenentation of the 
education and training programs

6 , Heconnends the allocation of education and training
• equipment and resources aiaong the regional offices,

.7 . Undertakes continuing evaluation of different
education and training programs and guidelines to 
deternine their effectiveness end reconccnds shifts 
or DGdifications v/henever necessary.

Coverrge

'̂ ’he Philippine cooperative education prot.ran is designed 
to be pursued in four sta'^es: 2.

itai'o I Organization and Development of the J-^-ahang I'.ayon,

I'he :amahang Nayon has been designed under Presidential 
Decree 175 as direct support to .agrarian reform. I'hus, it 
should cooaand the initial stage of the program. Desides, it 
supports the basic prenine that cooperatives under the ne'./ 
program should be built from the bottom up. Finally^ Letter 
of Implementation No. 25 directs that the 3amahang xiayon serves 
as "the cooperative” for purposes of land transfer‘decreed in 
: residential Decree ITo. 2?*

This stage has two phases. Phase I  deals uith the 
organisation of the Camahang L’ayon. (This consists of training 
and organization activities for a period of ten \;eeks. 'rhe 
principal feature of this organizational phase is the pre- 
membership education consisting of 8' major lesscJns on



Hgrarian rcforn, cooperatives and tho Sanahang Kaj’-on. Ko 
^anahans Ilajon can be organised and registered unlens its 
niembers have undergone the training requirements of i-hase ! •

Ihase I I  concernG itself v/ith the development of- the 
..cmahang iiayon. This consists of a series of training courses 
on elementary management, technical agriculture and product 
npeciSlization v/hich, i f  pursued normally, v;ould toko up all 
of 55 v/eeks. .

>tago I I  - Crganixation and Developnent of Kilusang Bayan.
(Full-iledged cooperatives)

This stage is devoted tO the organi/.ation of roci 
I tr'ieting Cooperatives for the purpose of suMpj;jin ; the fari.:3ra 
v.’ith necessary production inputs, and supplies &n''. in L-ho 
nisr‘:oting of thoir produce; the estahlishnont of Coo:;orc"lv3 
r.ural Banks or LJredit 0ooperatives for the pur o ■•o of uobil'.- 
zing the sir.all, scattered resources of the people for produc*^;'ij 
tive activities; the organization of 1 reducers Cooperatives 
to assist artisans and craftsmen in the acquisition of rav; 
materials, machinery and equipment, in the production and 
standardization of their output, and in the marketing of tVieir 
produce; the establishment of .Consumers and other ^jorvice 
Cooperatives primarily to provide the consumers with quality 
goods and services at reasonable prices.

.‘Jtage I I I  - Organization of Consumer Cooperative Lcrkots

Consumer cooperative markets in key urban centers of the 
country shall be organised for the purpose of developing 
steady and regular domestic outlets for agricultural produce.

tJtage IV - Integration of Cooperatives

Vhis consists of federating ccoperativec at higher levels, 
establishing the proper and necessary linkages and areas of 
cooperntion among the different types of cooperr.tives, Thic 
will culminate in the organisation of a national Coorerative 
Union of the Philippines v;hich v/ill be the official spokeman 
of the movement. The union is envisioned to take over sor.iO 
of the current functions and activities of governmont in 
respect to cooperatives,.

Dhe now cooperatives program has instituted three basic 
requirements that v;ould lead to stable and viable cooperatives, 
!'h$se are the follov/ing; •

“  3 “

1, Continmous education and training
2, tlanned savings program, and
3, jjiscipline
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"■'he Education and Training Requirement In the ^arnahan^ Nayon.

In the ,,'araahanG i.ayon, the nembers undergo a total of. . 
sixty weeks of educational pro^-ram. '.,e have earlier pointed 
out that in the organisational phase (I'hase I ) ,  the r.embers 
have to take oicjht niajor lessons before they are or^ianised and 

■ ro£;ir>tered v/ith the Bureau of Cooperatives Jovolo: ncnt (thin 
rjives then juridical personality as a pre-coopcrative) they 
are nov; ready for ihase II  which is the developmental phase.

In ^hase I I ,  the first course is a managcaent course 
for the I3oard of Directorn of the 3aoahang Tlayon. Conducted 
over a period of ten weeks, this course consists of 20 lessons 
desi^Tied to develop among the officers the knov/ledge, skills 
and attitudes necessai'y for intelligent leadership and effect
ive management of the Samahang llayon,

?he second course unt-er this phase is the technical 
agriculture training which is given to all nierabors of the 
Sanahang Ilayon. . This consists of 20 lessons conducted over a 
period of 20 v;eeks in such subjects as use of fertilisers 
and pesticides, poultry, piggery, vegetable, production, 
credit financing and specific subjects on improved farning 
practices. Those lessons are accompanied by actual dononstra- 
tion projects conducted in the farns of the norribers,

The next course is product specialization. Given to all 
nenbers of the Jamahang liayon, this course consists of 8 
lessons along certain special skills relevant to the needs 
and requirements of particular areas.

The last course under Phase II  is an abridged nanagencnt 
training for all oil menbers. Consisting of 12 lessons, this is 
conducted through a 12--v;eek period.

hen a ^anahang I’ayon menber has satisfactorily comploted 
all the lossons of lhase I and I I  of 3tage I ,  he is considered
a. graduate of the "I-ar.antasan sa i.ayon^ which is sort of an open 
barrio university. He is given a "diploma” for this.

All this educational process is reinforced by printed 
materials such as leafletr, posters and manuals in the 
appropriate vernacular; and by radio.programs such as jingles, 
slogans, drama spots and nchool-on-air lossons,

I I I .  Personnel Involved in Cooperative Education

The personnel involved in the cooperative education end 
training in the region arc the BCOD regional officers v/hose 
v/ork is supervisory. Under him are the cooperative development 
officers and cooperative oxaminors.



The provincial and the 'municipal agricultural develop
ment officers v/ith the help of the ar^ricultural field 
technicians v;orlc hand in hand to r.euploment the cooperative 
development pro{i,Tain supervised by the jSCOD regional officers.

In the private sector, like the Philippine I'cder^tion 
of Credit Cooperatives, much of the cooperative education 
and training activities have nerved the nember coo.^d v/ith 
the officers of the Government sector actinc ac concultants 
and coordinators. 3

L o w , uith the Cooperative Union of the Philip-ines it 
is hoped that all cooperatives have a coordinator in the 
synchronization of activities especially alone education and, 
training to coapliment those of the BCOD to enabl.e the d u c c o g s  

of the cooperatives development program.

IV. Different types of trainins/seminar held in .lecion VI 4

1 , Orientation to the Kev; Cooperatives Development 
Program

2. Skills I'rainins on Cooperatives Accountinc for Credit 
Union Bookkeepers and Trea3urers

5. x^rainors Course on Ivilusang Bayan (Gtafe I I )

4 , Kilusanc Bayan j)cho Seminar

5* Skills Training for <I>upervisory Cocaittce I.embers 
on Credit Union Accountins and Auditing,

5 . Cooperative Ilanagement DevolopEent Course

7. Troinors Training for j,;ducation and grrining Co.^rnitteo

8, Planning ./orkshop on .iettlenent Cooper: t.'ves

9» Cooperative Vraining for Board of Directors

10. Inter Agency Cooperatives.

11. Cooperative C?raining on Leadership and In Bookkeeping

12. Teachers Cooperatives

15. Cooperative Union Planning /orkshop

14. oeEJinar ',-orkshop on Basic Accounting and llecords
I.anagement

15. -Jeninar '.orkshop Gamahang i.'ayon Pro;ject Do’̂ elopnent

16. 'ierr.inrr '..’orkGhop on Hural Inprovenent Clubs in 
Cooperatives

- 5 ~
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Participants to the seminars are usually catc:;oriaod 
accordinc to the position they occupy in their ros’;octive 
cooperative, B’or exanole, a seminar maybe held for board 
of director nieiiibers only, for managers only or for 
treasurers or supervisory' coudttee nioabers only. Kach set 
of participants should nunber only from 4-O-CO pooplc,

V. Kethods Used and Craininc materials iroducod and Lrjcd

The nethods used are generally in the fori] of lecture, . 
disc.'tAssion, open forum and v/orkshop activities and tjories 
in group dynamics*AH these nethods are effective*

,/
The facilities used are blackboards, visual aids thro’ 

flip  charts, leaflets, "T'V and radio ads. The overhead- 
projector is used only during conferences and briofin:^s by 
top officials,

oomo training materials produced by the Bu;:eau of 
Cooperatives are in the form of leaflets, booklets, hand
outs, publications, charts., f̂ o-.:over ,not all coo jr^L'ives could 
avail of these limited materials. Other cooporativcs coula 
not afford to have these materials, Jome do not l:no\/ v/here 
to secure such naterials.

Formal cooperative education is offered as a rcquireuent 
far a courae in the rocirl sciences at least G unibs in the 
undergraduate level and there are several univarritiec in 
the region offering specialisation along this linO.

The BOOD conducts pre~oeraborship education, trainors 
training and skills training. The evaluation done by i;he 
people in charge of the tr;jining is only to det'cr:.ino tho 
reactions of participants tov/ards the seminar or \;orkshop 
underta’cen. ,'owever, there is no fOllov;-up after’/ai’ds.

There is no office in the region taking cha^'go of 
production of visual aids and training packages czcept those  ̂
produced by the M nistry  of Agriculture, BCOD office in Queaon 
City and the L.̂ TCCI-j package in Los Baiios.

The facilities for such an endeavor are very meager and
the cooperatives can not afford to buy them #dnly a fev; coo])s
have availed of such materials,

V I, Conclusion, Juggestions and .lecoiiimendatlons

There are many poor and struggling cooperatives end 
yet vdth very dedicated and deeply involved irie:.taors v/ho are 
willing to pool together human resources to help in tho 
production and dissemination of cooper&tive mat ^ri; Is if  
facilities for such v/ill be provided for by the overnmcnt
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since the equipment are too exrensive. Thcreic a felt need 
for developing audio Visual aids and resource units.

The education conirzittee of all cooperativeG nood 
strengthenin'o by nore intencive training in techniques and 
nethods of teachin[j and the construction and use of vir;ual 
aids and materials.

'The private 'sector should also take the initiative  to 
jielp and not depend upon' the Governnent in its drive to 
alleviate the socio-econo:nic condition of the lo\: incof'o 
populace most especially at this tirae v/hen the norrJ^oC the 
rilipinos are at its lov/e:-̂ t becc'j;;e of devaluotion.

.Jeferences:

1. Priiaer on bureau of Cooperatives lOcvelo -i-.ent, 
Ministry of Â Ji’iculture, x^CCJ. 'Quezon City

2 , Jpeech of Linister Ct$-n‘tWf̂ '2±y:so ,'̂ ifecfc^r

Interview with BCOD officers .{ecion VI

5. Pi''CCI i.anual on Credit Coo.)oratives l-r. ^eno';•]cto 
u- yorvta. PFCCI ■ . '
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Thd Government of Indonesia is committed by article  33 of th '2 
1915 Constitution to develoo cooperatives as one of the main 
sectors of the Indonesian economy. The role of the government 
is mainly to create a favourable condition in which the coone- 
rative movement can develop themselves, ^'lith a ll  efforts  the 
goyernment is trying to make the coooaratives become one of 
the main p illa rs  and the back bone of the national economy, 
alongside with the nrivate and state owned enterprises.

These efforts  are now intensified  in order to strengthen the 
cooperatives to perform their function as back bone of the 
futvire national economy. The e ffic iency  and effectiveness of 
the management, business activ ities  and organiriation are innro- 
ving through education and training .

ThQ present state of development also indicates that greater  
respo nsibilities  are being placed on cooperative training  ins
titutions to provide effective  training  for the staff of the 
Department of Cooperative and the Cooperative movement ( i .e .  
Board of D irectors, Board of Supervisors, Manager and other 
em plovees).

Cooperative education and training  programmes in Indonesia  
can be divided into the following a c t iv it ie s ;

• In Service Training •

In Service training  is introduced through a netv/ork 
of one 'Tational Training and Upgrading Centre for 
Cooperative Development { PnSLA.T^f;M\OP)) and 27 Pro
v in c ia l  Training Centres ( B^.La.TXOP ) whlcJj are un
der the guidance and supervision of Puslatpenkop.
These are government institution  run and financed  
by the Department of Cooperatives.

The Indonesian Cooperative Council { DF:k o p IM ) which 
is the a ’̂ ex cooperative organir^ation is s t ill  under 
represented in this aspect.

(2 ) .  Pre Service Training •

The ■'’ re Service Trainina in cooperatives integrated in 
the forr^.al education and starts from Kindergarden up  
to the highest level of education.

INTRODUCTION

- 1 -



OBJECTIVES OF COOP^t?ATI^^

The objective of coooerativs education and coonerative train 
ing' is raising  the canabilitv  of the g o o d  to be independent 
business entiti^^s, and to enhanc® the a b ility  of cooperatives  
to cooperate with each other in doinq business as well as their  
ability  to coonerat^^ either individuallv  or in groun with th<=5 
state private business organization .

The objective of coonerative training  is also to irroart d'^ve-* 
lopment and maintain cooperative knowledge and professional  
sk ills  of nersonnel within the cooperative movernent as well 
as in the Department of Cooperatives.

Thq development and improvement of cooperative personnel is  
practically  oriented in order to contribute to developing, 
upgrading and maintaining e ffic ie n t  business po licies  and 
member relations in cooperatives.

E ffic ie n tly  managed cooperatives w ill make the ultimate objec
tive of cooperative development possible , nam,ely •
Self-reliance and adeauate distribution  of income to rural and 
urban population through adeguate benefits and services pro
vided by an expanded and strengthened Cooperative Movement.

Thq target group of the cooperative education and training  
consists of the following;

(1 ) .  Cooperative movement {’f?oard of T^irectors, Board of Su
pervisors, ’lananers and other cooperative employees)

(2 ) .  Staff of the nepartment 0-'=' Cooperative 'frainor's  for 
the Provincial Balatkop, o ffic ia ls  of the Department
of Cooperatives involved in technical matter of coooera- 
tive development, and also o ffic ia ls  from other depart
ment involved in the guidance in overall development 
of cooperatives.

2 -



TKiaNING METHOD/EDUCATIONAL METHOD

- The inethcxis being used by the txainefs in Puslatpenkop 

(Ttaining 6 upgrading centre for cooperatives development) and tJheir 

effectiveness in regard with^target groups are

METHOD EFFECTIVENESS FOR GROUP OF PEOPLE

;i . Lecture 30f in experienced persons

2.

nir 1 ,1

Discussion (4-8) persons per group, adults & 

experienced.

3. Case study adults, experienced

•V 2

4. Role play adults, experienced

"s. Study visit adults, experienced

6. Demontration adults, in experienced with the purpose , 
to inprove their skills

■ 7. Simulations idem

8. Group dinamic

t

adults^an affective method to break the ,
social barra^f
This method needs a skilled moderator, 
will it  be succesfull

Prefer to use the discussion and case study methods because th® 

m ^n  objective of my training session is mostly focused on problem 

solving and decission making process.

The case study, role play and discussion methods increased more 

participation of the trainees,!,.^^ey have to face real problems fro® 

the field.

- 3 -



- -The fa c ilit io s  available for training  in training  methods 

are su ffic ien t  such as classroomand wide range of AVA equip
ment (for illustratio n  * s l i d e s ) .

Training A i d s A udio v isual Aids

- The training  a ids/audio  visual aids beinn used in Puslat-  
penkoo are white board, fliochart, flannel board, cutting  
board ., OHP, video anvd s lid es .

- The training  aids which are the jnost effective  are and 
cutting board because those materials are easy to nrenare and 
veirv usefull in illustrating  the session .

- Audio Visual Aids that are orenared by the participants  
are flipcharts and cutting board.

- I have used these '̂ ’raining Aids for 3 vears.

- Yes. education /train ing  section and also production un it .

Training *lateria  1 / ” roduction Unit 

Existing  fa c il it ie s  see slides

- L e a fle t , training  naclcage. transnarency, b u lle t in , Av̂ a

- For exanple ILO - m t e r i a l .

= Marlceting of agricultural nroduce- 
= Credit and rural saving*
= Financial imanaaenent 
= staff management 
= Supply manaorement 
= Storage manaqenent 
= Consumers Cooperatives..
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- Tne nothodology of adaptation process is as follows.

Evaluation Of Material, Method and Aids

Th€! evaluation of training material and aids at Puslatpenkop is still  

at its initial .stage. Methods and forms are not yet developed to ;carry 

out a systsratic evaluation. This will be our next activity which shouldy

Problem^’

1. Personnel recruitirent is not d<»s fcy Puslatpenkcp which orcaniKe^oducticn 

unit^ but by the chief of personnel Bureau of Depari?t!ent o£ 
Cooperative.

2. tack of personnel who werk in the production unit and the existing 

personnel don't have the skill to produce AVA properly.

3. Lack of coordination and direct link between trainers as users 

^ d  the Production unit as producer.

4. jfrainers who produce training material do not have anough field  

experience.

- 5 -



5. The organization structure of the centre is bureau

cratic  which obstruct fast flow of communication which
has a negative effect  on the decision making process.

6 . There is s t il l  no standard format/design in the produc
tion of training  m aterial.

Recommendations

1. A clear .and extensive 1ob description should be prepared  
by Puslatpenkop and submitted to the chief of the person
nel bureau. The recruitment should be done on the basis  
of the job description . ’Permanent contract should be 
aiven to them, who have the required s k il ls .

*

2 . To establish  better coordination between user (trainer) 
and producer (production u n i t ) .

3 . Trainers should make fie ld  v is it  m.ora often to increase  
their ,practical knovrledge.

4 . To sim plify the bureaucratic structure and make more open 
and direct communication link between those concerned.

5 . K standard format in the production of training  material 
should be designed and implemented.

Jakarta June 1934

- 6 -
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A. Organizational Structure of NACF

Up until 1980, the agricultural cooperatives were 

vertically  organized at three levels ; Primary Cooperatives 

at the township level, City or County Cooperatives at the 

city or county level, and a Federation at the national 

level. On the other hand, they were horizontally c la s s i

fied  into two categories: multipurpose agricultural co

operatives and specialized  agricultural cooperatives.

In an effort to strengthen the primary cooperatives 

with which farmers have direct contact, and to develop 

them a strategic organization for rural development, the 

former three-tier system of primary cooperatives, city  or 

county cooperatives, and the National Agricultural Coopera

tive Federation (NACF) were restructured on January 1, 1981 

to two-tier system of primary cooperatives and the NACF, 

reforming the former city or county cooperatives as branch 

offices  of the NACF.

Livestock cooperatives formerly a ff il ia t e d  with NACF 

have been transferred to the newly established National 

Livestock Cooperatives Federation (NLCF). Therefore, at 

present, primary cooperatives and horticultural cooperatives 

are members of NACF.

As of the present, there are 13 provincial or city  

o ffic e s , 139 county o ffic e s , 1 ,4 69  primary cooperatives and

I . INTRODUCTION
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42 special cooperatives under the NACF. And a total of 

2 ,076  thousand farmers and 33 thousand farmer are a f f i l i 

ated with primary cooperatives and special cooperatives 

respectively .
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B. Major A ctiv ities  of NACF

As described Chapter I ,  the objectives of agricultural  

cooperatives are to increase agricultural productivity , to 

enhance the economic and social status of farmers, and to 

assure a balanced development of the national economy 

through the voluntary organizations of farmers.

In an effort  to attain these objectives, agricultural  

cooperatives have conducted diverse business a ctiv ities  as 

follows;

1) guidance, education, public information services and 

research for the improvement of farming technology 

and betterment of rural l ife

2) supply of agricultural inputs and consumer goods

3) marketing of farm products

4) u tiliza tio n  and processing

5) banking and credit operation including loan, deposits  

and domestic exchange

6) cooperative insurance for livelihood stabilization  

and welfare of member farmers

7) international cooperation for the strengthening of 

cooperative relationships with overseas cooperative  

movements and international organizations relating  to 

agricultural development.
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C. The A ctiv ities  of Education by NACF

The target of the a ctiv ities  of education and training  

by NACF is to inspire the ideal of cooperative movement 

and to strengthen the ties  with member farmers and to c u lt i

vate competent employees of Agricultural Cooperatives.

In order to fa c ilita te  the successful attainment of 

the cooperative movement, and effective  implement of farming 

and liv ing  guidance, NACF offers  a wide range of education  

and training  programmes not only to member farmers but also  

to staffs  of NACF and primary cooperatives.

I I .  TRAINING INSTITUTES

The persons who would need to take cooperative educa

tion and training  can be grouped as in the following;

A) The staffs  working in the NACF and its  branch 

o ffices  (around 12 ,000  persons)

B) The staffs  working in the 1 ,469  primary cooperatives 

(around 30 ,000  persons)

C) The leaders of member farmers of primary coopera

tives

In the period of 1961-1970, the above group (A) was 

trained mostly in the Central Training Institute  located  

in Seoul.

In the period of 1970-1980, the dem.ands for the train 

ing of group (B) and (C) were increased beyond the capacity
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of the Central Training Institute  and the construction of 

provincial training  institutes were started in, the latter  

part of 1970s.

Presently, the Central Training Institute  is  training  

the group (A) mostly and partly the group (B ) . On the 

other hand, the provincial training  institutes are training  

the group (B) mostly and partly the group (C ) . So far  

central and provincial training  institutes  have been trained  

around 11 ,400  persons among (C ) .

Table 1. Training Capacities of Agricultural Cooperative 
Training Institutes  in Korea

Location Construction
Completed

Capacity 
at the 

same Time
Capacity 
in a Year

Number of 
Instructor

Central Institute 

Provincial "

1961 300 4,000 35

Kyunggi 1981 200 6,000 18

J eonbuk 1979 200 6,000 18

Kangwon 1978 200 3,300 11

Choongbuk 1981 100 2,000 8

Choongnam 1976 100 2,000 10

Jeonnam 1978 200 3,300 11

Kyungbug 1976 100 2,000 8

Total 1,000 16,600 83
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On October 1983, Kyunggi Provincial Institute  was 

transferred from the mostly staff training  institute  to the 

Agricultural Cooperative Leaders' Training Institute  as a 

national level (ACLTI) to strengthen for the member educa

tion . On March 1984, Jeonbuk Provincial Institute  was also  

transferred to the Agricultural Cooperative Leaders ' Train

ing Institute  to meet the increasing demands from the 

farmers.

Since the establishment of Agricultural Cooperative 

Leaders' Training Institutes  around 5 ,000  leaders of grass- 

root organizations such as Saemaul Farming Societies , 

Saemaul Farming Groups, Saemaul women clubs, Saemaul Youth 

Clubs have been trained in the Institu tes .
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Table 2. Training Programme of Training Institutes

Institute Course Participants Dura
tion Objective

Central
Training
Institute

(1)

Basic course Newly-employed
staff

Clerk level 
staff

week
5

2-3

Cultivation of 
basic knowledge 
on business 
operation

Middle
management

Assistant
managers

Primary coop, 
managers

1

1

Cultivation of
managerial
ability

Top
management

General
managers of 
NACF and 
primary coop.

Presidents of 
primary coop.

1

2

Techniques for 
business manage
ment and leader
ship

Specialized
course

Staff of
specialized
field

1 Acquisition of 
knowledge on 
specialized 
field

Agr. Coop. 
Leaders' 
Training 
Institute 

(2)

Leaders' 
course

Leaders of 
grass root 
organization 
(Members)

1 Cultivation of 
cooperative 
philosophy and 
ideas

Provincial
Training
Institute

(5)

Basic course Newly-employed
staff

Clerk level staff

5

2-3

The same of CTI' 
objective

Middle
management

Manager 1 II

Specialized
course

Executives of 
primary agr. 
coop.

1 Cultivation co
operative spirit
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ACLTI w ill  train  the leaders of grass-root organiza

tions about 12 ,000  persons in the 1984.

The capacities of the central and provincial training  

institutes  are summarized in Table 1. In the table we 

notice that most of the provincial institutes were estab

lished in recent years. For the training  institutes as a 

whole, around 1 ,000  persons can be trained at the same time. 

For a year around 16 ,600  persons can be trained . But how 

many persons can be trained depends on training  duration.

The subjects offered to the trainees can be c la ssified  

into two categories; the one is the subjects relating  to 

the sk ills  of cooperative business operations and the other 

is  the subjects relating  to the w ill  of s ta ff , leadership, 

ideologies of cooperative movement, etc.

The training  is  usually ceased during in the cold  

winter and in the hot summer. The period can be trained  

in the year is usually 30-33 weeks.

And the l is t  of subjects offered for the staffs  in 

the provincial institutes  and for the member farmers in 

the Agricultural Cooperative Leaders' Training Institute  

are in Table 3 and 4.

All the trainees, not only to staffs  working in NACF 

and primary cooperatives but also to members, are requested  

to live in the domitories and tight schedule of daily  l ife  

is  as follows:

o Get up 6 clock

- physical training

- jogging
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Table 3. Training Programme of Agricultural Cooperative
Leaders Training Institute

Participants Dura
tion Major Subjects Hour

. President of 
primary coop.

1 week o National spirit for 
advanced country

2

. Vice-president 
of primary 
coop.

1 o National economy and 
attitude of people

2

. Man extension 
worker of 
primary coop.

1 o Our resolution for the 
better life

o Rural development and 
role of Agri. Coop.

2

2

. Leaders of 
farming 
societies

. Leaders of 
farming groups

. Leaders of 
women clubs

2

2

2

o Experience presentation 
on Agri. Coop, movement

o The necessity of grass- 
root organization

o The role of grass-root 
organization

o Agricultural management 
and marketing

2

2

2

. Leaders of 
youth clubs

(Sub-total 10)

1 o New farm technology
o Success stories of grass- 

root organization

2
4

* 10 persons 
per primary 
coop.

o Case study and discussion 
on grass-root organization

o Field trip

4

11
* 1 course is

operating as 
20 primary 
coops.

o Saemaul film show 
o Physical training 
o Farm dancing festival 
o Others

7
2
2
2
4

Total 200 persons 52
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Table 4. List of Subjects Offered for Training Courses 
(ex. Basic course)

Subjects on Business Subjects on Spirits, will

o Book-keeping 

o Accounting of Agri. Coop, 

o Deposit business 

o Loan business 

o Check and money changes 

o Insurance business 

o Loan control 

o Cooperative purchasing 

o Cooperative marketing 

o Tax affairs

o Guidance of member farmers 

o Agricultural credits 

o Agricultural cooperative law 

o Civil code

o Cases of legal problems 

o Management

* The ratio of total time is 70%.

o Opening and closing ceremonies 

o Orientation program 

o Singing and meditation 

o Group discussion 

o Role calls and jogging 

o Success stories 

o Human relations 

o Job as a life 

o Leadership, group dynamics 

o Decision making process 

o Agri. Coop, movement 

o Agri. economy 

o Economic development 

o International relations 

o National development

30%
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o Class works in day time from 08 :00  to 17 :00  

o Group discussion in evening  

o Evening roll call at 22 :00

I I I .  TRAINING/FARMING GUIDANCE IN COUNTY 
OR TOIVNSHIP LEVEL

The central/provincial training  institutes  and cooper

ative leaders' institute  are unable to train  a ll the member 

farmers. It  w ill  be only possible to train  the leaders of 

grass-root organizations.

Accordingly, member farmers are trained mainly on the 

spot (filed ) basis as follows;

1) Training programmes for member farmers

A) Details  of training

(1) Understanding of the essence of the cooperative  

movement.

(2) Cultivation of the cooperative sp irit  and volun

tary participation  in the cooperative movement.

(3) Introduction to farm management and extension  

service .

B) Training methods

(1) Residence courses of the leaders of grass roots 

organizations, in Local Staff Training Institutes  

or in county training  h a lls .

(2) Training of farmers at the primary cooperative.
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(3) Training of members of grass roots organization  

by its  leader.

(4) Promotion of the self-development attitude through 

observation tours to well-advanced primary co

operatives and farming societies .

(5) Training of member farmers during the off-farm  

season on cooperative movement.

(6) Lectures, tours to agricultural cooperatives, 

various kinds of cultural a c t iv it ie s .

(7) Cooperative staff members' v is its  to farm v illages ,

(8) Maximum use of information networks through co

operative channels.

o Farmers' Newspaper, mobile theatres. Radio,

T .V , V .T .R .

(9) Publication of respective cooperative b u lletin .

(10) Public address system at each farming society.

(11) Observation tours to industrial complexes.

(12) Audio-visual training

(a) Operation of mobile theatres at primary cooper

atives by provincial branches of the NACF.

(b) Operation of a mobile health unit under the 

cooperative mutual insurance programme.
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In general, Farmers are more interesting  to know new 

technological sk ills  and informations relating  to their  

specific  farming a ctiv ities  than the knowledges on a gri

cultural, cooperatives.

On the other hand, very few instructors in provincial  

training institutes  are able to provide technological 

informations of agricultural production to f u l f i l l  the 

farm er's needs.

So Agricultural Cooperative Junior College is  going 

to add new course for farmer such as New Farmers' Technology 

College from this year.

The farmers v/ho want to attend this course have to 

give a application and the money needed to implement this  

programme to ACJC.

Staffs  of ORD, professors of agricultural college, 

exemplary farmers are invited as v is it in g  instructors to 

give lectures on agricultural techniques to attendant 

farmers.

The duration is 1 week, we w ill  implement 4 times as 

the p ilot  case this year.

IV . FUTURE PROGRAMME
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From the beginning of its  organization 1961, NACF has 

put a high priority  on the education of cooperative s ta ffs .  

However we realized  from the beginning of 1980s that a c t i

v it ie s  of education for member farmers must be strengthened 

to meet the emerging demands for their better lives from 

the member farmers. Naturally we are interested in the 

audio-visual training  methods for member farmers' education.

It  can be said that we NACF started audio-visual 

training  in 1963 chiefly  for agricultural staff training  

with some film s, slides and reel recorder etc . Overhead 

projectors were added in 1978 by the help of FAO.

We are in the beginning of using Video Tape Recorders 

as training  equipments. However, by the end of this year, 

we expect to be completed the introduction of all equipments 

required to produce, ed it , duplicate and play back audio

visual m aterials. By 1985 we w ill  have every primary co

operatives have their own V .T .R  and television  set.

Now we are mainly producing s lid es , film s, and cassette  

recorders on central level and providing them to 9 provin

c ia l  o ffice  of NACF (including provincial training  in s t i 

tutes) and 139 county offices  of NACF and 1 ,4 6 9  primary 

cooperatives. Every o ffice  has its  own slide projectors.

V. AUDIO-VISUAL TRAINING & EDUCATION

- 16 -



Table 1. Educational audio-visual materials available  
produced by N .A .C .F .

Trainee Classifi
cation Kinds Format Length Contents

For
Member

Film 3 16mm C/L 60 min. Various activities of 
the N.A.C.F.

Fanners
1 II II Marketing

5 II II Saving

2 II tl Insurance

4 tl II Exemplary successful 
model in farm or 
cooperative

Slide 4 35mm C/L 30 min. Farm technology

1 ft If Marketing

5 tl (1 Advanced farm techno
logy and cooperatives

For
Staff

Slide 11 II II Method on performing 
cooperative business

For
Others

Film 5 16mm C/L 6 min.

Slide 6 35mm C/L 20 min. Various activities of 
the N.A.C.F.

For trainings of trainers, in many cases instructor 's  

educational background and research experiences are lim ited  

to write the teaching materials helpful for problem solving  

of trainees and to exhaust the technological questions from 

the participating  farmers. The training  of trainers course 

we have is to improve the quality of instructors for writing  

teaching materials, and for consulting with the farmers.
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The total number of instructors for agricultural cooperative  

training  and education at the central and provincial in s t i 

tutes is l it t le  over 100 persons and they get together twice 

in a year (winter and summer vacation) to have a workshop 

for improving the teaching methods and m aterials. The 100 

instructors are subgrouped with respect to the speciality  

of instructors, such as credit group, purchasing group, 

marketing group, accounting group, extention group, law and 

tax group, etc. Within a group papers are presented and 

panel discussions are continued. A final report is  made 

for each group with regard on the ways to improve the teach

ing methods and materials for the next year.

V I . OTHERS

Problems are existing  in the teaching method and teach

ing materials and the size of class too. Most of the time 

in a class room is spent for giving lecture by the instruc

tor and l itt le  time is spent for discussions with trainees.

We have found that the quality  of teaching staffs  must 

be improved, the teaching methods must be improved, the 

teaching materials must be explored, the size of class must 

be reduced, etc. to meet the demands of trainees.
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Background Paper 

Methods and Techniques Used In CooperaLive 

Member Education And Training Progranuiies 

Presented by 

Mr. Surin Prechasart 

Miss Ampai Luangpirom

General Situation of Cooperative Education and Training Programmes 

in Thailand

Cooperative movement in Thailand was firstly launched by 
the government since 1916, At the initial stage, the whole activities 
pertaining to organization, supervision, promotion, extension 
as well as education had been done by the government officers, vAiere 
people particularly farmers who lived in rural areas know nothing about 
Cooperative. The main task of the government in organizing a Cooperatives 
is to enlight them with Cooperative ideology principles and practices.
In addition to oral explaination, they have to prepare all sort of simple 
materials to distribute to them so that they can read and think over what 
and how cooperation is for. So educations and training were consider a 
vital role in helping members^board members and employees to know ■ about 
Cooperatives, what and how the members to contribute and participate.

After the setting up of the Cooperative League of Thalland(CLT) 
in 1968, this institution is acknowledged as the apex organization and 
representing body of the Cooperative movement In the country. Under the 
Cooperative Act 1968, Article 104 of the mentioned Law stated that "The 
Cooperative League of Thailand shall be created on non-profit making basis 
consisting of all types of member Cooperatives in order to give aid and 
assltance to Cooperative societies on educating and training. " Presently 
there are 2,079 member, societies. The objectives of the League in general 
Is to promote and develop the Cooperative movement in Thailand, to conduct 
research, educations and training and assist the Leadership within the Coo
perative movement, to build and expand Cooperative activities and to serve 
as the representative . of the Cooperative in the country.

At present there are two organizations dealing with Cooperative 
education and training :

1. The Cooperative Promotion Department.
2. The Cooperative League of Thailand

Most of the ducatlon and training programs have been done In coor
dinations and collaboration among them as Illustrated in the chart below.
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-Coordination and Collaboration line 
Chain of Command live

The Cooperative Promotion Department processes the programmes 
through the provincial Cooperative offices, the district cooperative 
offices and the primary Cooperative societies respectively :

- at village or tambon levels, district Cooperative officer is 
responsible for education and training of members in small groupso

- at district level, training course is arranged for board 
members of the agricultural Cooperatives in various Amphurs, the course 
is conducted by mobile training units, training division.

- at national level, the meeting or seminars will be orj-,anized 
for the chairman or members leaders of Agricultural, land settlement 
and fisheries Cooperatives througtiout the country by tlie Cooperative 
League of Thailand.

In addition programmes conducted by the Cooperative Promotion 
Department are as follows : *

lo Education pre-members to show interest and trust in cooperative 
movement and be ready to organize cooperative societies in the future,

2 Local education and training of the Cooperative members in 

serveral groups at village levels. For the purpose of educating meml.ers 
to understand the correct way of Cooperative admiaistratio i.

3o Training to it's local Cooperative leadership such as the chairman, 
secretaries of the groups to be capable and good leaders for the members
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4. Training the Board of Directors to enables them to manage 
the Cooperative societies and to supervise their own business. This 
training course will be conducted at Provincial and National levels»

Oti training programmes conducted by the Cooperative Promotion 
Department are financed partly from the interest of so-called" Coopera
tive Promotion Fund" and government budget in the form of allowances 
for officers carried out the programmeso

The CLT processes the Cooperative education and training programmes 
directly to the primary societies with the coordination and Collaboration 
of the Cooperative Promotion Department, Cooperative Auditing Department 
and other institution concerned in particulary the form of technical 
assistance. The payment of programmes are the CLT's budget and being 
supported by other sources.

In 1984, It was about 49% of the total income of the league 
allocated for the purpose of conducting seminars and trainiag programmes 
for members, board members and employees of the Cooperatives including 
generalpublic and promotion and extension works. Among 21 training and 
seminar programmes carried out, 14 programmes were shared by the member 
cooperative subscription.which account for 12. 37%, 6 programmes were shared 
by from cooperative Central fund which account for 19.9% and another 
programmes were shared by outside sources (foreign agencies and other institu
tions) which account for 1.24% . The promotion and extension activities were 
shared by members subscription which account for 15.49% .

The following training programmes were conducted in 1984
■A

1. Training of board members, employees and leader member of thrift 
and credit Cooperatives, Consumer Cooperatives and Service 
Cooperatives, 2,000 participants

Workshops on Credit Staff of Agri Coop; 80 participants

3, Workshops on Accounting Staff of Agri Coop, 80 participants.

4c Workshops on Accounting Staff of Consumer Coop, 120 participants.

5, Workshops on Accounting Staff of thrift and Credit Coop, 120
participants.

6o Training on financial Management for board llembers of Land Reform 
Cooperative, 120 participants.

7. Training on retail staff of Consumer Coop, 120 participants

8o Seminar and training of CLT' staff, 51 participants.

9o Seminar of the board members and managers of Coiisummer Coop on.

10. Seminar of the board member of Agriculture, Laud settlement, 
and fishery Coop throughout the country, 200 participants»

11o Seminar of the board members of Thrift and Credit Coop throughout 
the country, 500 participants„

12. Seminar of tlie board members of Consummer Coop turoughout the 
country, 200 participants.



- 4 -

13. Seminar of the board members of Service Coop throughout the 
country, 140 participants»

14. Seminar of the board members of landsettlement Ck)op throughout 
the country, 120 participants.

15o Seminar of the board members of A^ri and settlement, 120 
participants.

16o Seminar of CLT' board members and advisory board, 31 
participants.

17. Seminar of the board members of Hog Raising cooperatives 
50 participants.

18. Nationwide Training Programme at local levels , 130 socities.

19o Seminar of the board members of sugar cane Coop, 60 participants.

20. Training of Trainers in schools and colleges, 150 participants.

21. ICA Council Meeting and Open Asian Conference 

(4-10 and 11-16  November 1984 respectively)

Training /Educational Methods

The metlods being used in the cooperative education and training 
programmes are :

1. Seminar. The methods are lectures cum group and planary 
discussions

2o Training. The training programmes bein[, conducted by lectures, 
discussions, role-playing, work-shop, demonstration, practical assij^^ments.

3. Mobile training units. The methods having been used: lectures, 
demonstration, films and slides, books, pamphlets, leaflets and exhibitions

4. Extension programmes : Methods used publication press, radio and 
exhibitions.

The most effective methods in our experience are discussions, role- 
playing, demonstration and practical assigments. We always use; lectures 
discussions and work - shops for training courses as they prove more effi
ciency to enlight the participants.

Training aids/audio-visual aids

The Training aids and audio-visual aids whirii have been used in 
conducting the cooperative education programmes by the CLT, are :

It, Amplifiers,
2o Overhead projector.
3o Tape recorders,
4. Slide projectors, and slide programms
5. film projectors.
6. flannel boards.
1„ flip charts.
8o posters.
9o flash-cards, pictures.

10. Books, pamphlets, brochures, leaflets.
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11. SeverAl sets of training packageso
12. Cases.
13. Gaines.

Evaluation of Materials. Methods and Aids

Having shortage of personnels, the CLT has never actually done 
the systemetlc follcw-up progrannne. It Is not surely said about the 
achievements of cooperative education and training programmes. However, 
by the normative observation and some statistical surveys, it has been 
seen that the cooperatives are quantitatively and qualitatively more 
rapidly progressive and increasing. These indicated the offective coopera
tive education and training programmes. The CLT is not satisfied that mucti. 
It needs to be improved both the quality of personnels and techniques» The 
problem areas of the quality of members which should be Improved by means of 
education, are :

lo The cooperative loyalty of members„
2. Lack of self-helps characteristics.
3. Lack of knowledge and understanding in cooperative principles 

and practiceso
4. Lack of innovativeness.
5. Lack of the professional knowledge.
6. Lack of the ability in group working,
7. Lack of the managerial skills.
8o Lack of the supervisors and personnel in both quality and 

quantity.
9. Having not enough educational materials and audlo-vlsual aldso

Conclusion/Recommendation

It is cleared that either failure or progressiveness of the 
cooperative procedure is certainly depended on-the human factors of the 
members. Educational processors only the means to develop those human 
factors. So the process of cooperative education and training would be 
carefully considered to be arranged in view of effectiveness. From the 
experiences in conducting the cooperative education and training, the 
following comments would be be as below :

1. The programmes would be highly achieved if they get along 
with the way of members' living, needs, and abilities.

2o The effective educational programmes should be initiated 
by the members themselves and they are responsible In the programme 
arrangement.

3. The programmes should cover all of the member and tae 
people concerned, such as youths, housewives.

4. Group process the effective technique, should be used in the 
member education process.

5. The follow-up programme is very Important. It should be done 

relativelyo
6. Every programme should be done conseclaturely and coordinatively. 

If the programmes is arranged by many institutes, they should be planned in 
close coordination and collaboratiou,

7. The programme should be more effective,If the instructors are 
in closely relationship with the members»

8. The Instructors should be well trained, having the good 
knowledge and skills in teaching including techni'que of using learning
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media. The Cooperative League should organize workshop on seminar for 
instructors annually at tlie national level.

9. The training staff should be of the group of multi-disclpllnary 
personnel

10, Since the small group discussion programme is a very effective 
training technique, it is necessary to train the leaders on this matter,

11 o The cooperation among the Cooperative Leagues or Liaions or the 
similar organizations of other countries should be more closely collaborated. 
They should have more interchangable programmes for experts, research works, 
training techniques, etc.



IGA-CUP SUB-REGIONAL WOEKSHOP ON TECHNIQUES OF AUDIO-VISUAL INSTRUCTION
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A BRIEF SUMMARY OP COUNTRY PAPERS

INTRODUCTION

The recognition of the importance of education and training in 
the success of cooperative societies has been the growing ooncem of 
many countries, among these; Indonesia, Korea, Malaysia, Philippines, 
Thailand and Singapofei

These countries have manifested concerted and sincere efforts 
in the attempt to improve the education and training policies and pror 
grammes of their cooperative systems within the last decade. In al
most all of the countries, their governments have also encouraged 
their participation in national issues and policies.

In spite of this there seems to be a felt need for improving the 
strategies and approaches to cooperative development management train^ 
ing, and effective education for the grassroot membership.

Existing Education and Training Situation

INDONESIA
0
• •#«•■####

In Indonesia, cooperative laws have been incorporated in their 
constitution and a separate ministry for cooperatives had been created 
which sponsors the education and training programme.

There are two types of training:

1 , Pre-Service Training, a formal education which starts 
from kindergarten to the highest level of education. 
Cooperative ideology is integrated in the instructio
nal contents,

2, In-Service Eduoation and Training in the PUSLATPEMOP 
which is the national training and upgrading center 
for cooperatives, ISider the PUSLATPEMOP are 27 
Provincial Training Centers (bALATKOP).

Apart from that, some cooperative societies also conduct their 
own training programmes for their personnels and members. At pre
sent in special provinces like West Nusatenggara, North Sumatra, 
Central Java, East Java are in the process of developing cooperative 
training centres in district level,

KOREA 

• • • f •
In Korea, there are two training institutes; The Central and 

the Provincial Training and Agricultural Cooperative Leaders Train
ing Institutes which are under the National Agricultural Coopera
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tive Federation (M CP), The former trains members of the staff of NAGF 
and those of the primary coops while the latter takes care of training 
eoope3rative leaders of grassroot organizations. Recently around 5fOOO 
leaders have already been trained in the Agricultural Cooperative Lea
ders Training Institute with particular emphasis on the activities of 
Samaul grassroot organizations with the course content 30^ cooperative 
ideology and 70^ practical knowledge and skills on farming,-

IJAIAYSIA

Ifelaysia has three agencies that handle the education and train
ing programs. They are the ANGKASA which is the apex organization of 
cooperatives, the cooperative College of Malaysia and the Department 
of Cooperatives Development.

The ANG-KASA and the Cooperative Department are handling more on 
cooperative education aspects while the college is dealing more on 
the training. The college trains the co-operative personnel, offi
cers of the Department of Co-operatives and officials of urban and 
rural co-operatives. The Angkasa and Co-operative Department hold 

member education programmes throughout the country and very often, 
lectures from the college also participants in the programmes. The 
three agencies from time to time coordinate and organize courses 
jointly.

On the other hand some co-operatives are having their own train
ing programmes for their staff to meet the professional needs in their 
respective organization. Trainers from the Cooperative Department, 
Angkasa and the College are often invited to help in the programmes,

PHILIPPINES

In the past decade, education and training was undertaken by 
three sectors: the government sector, the private sector and the edu
cational institutions. Each group has its own education and training 
programme.

The government programme is shouldered by the Bureau of Coope
ratives under the Ministry of Agriculture, This was intended to help 
the farmers in the rural areas, (Ehe private sector has a more ac
tive co-operative training programme usually assisted by local and 
foreign agencies to help improve the socio-economic conditions of the 
people. The third group are those organized by schools and institu
tions with a more structured programme of training, making xise of 
CEMAS and MATCOM materi^s.

With the establishment of the Cooperative Union of the Philip
pines (cup) in 1980, efforts are being exerted to coordinate coope
rative training and education activities among the various sectors. 
Attempts for changes in cooperative legislation are also undertaken 
being the apex organization of cooperatives.



SINGAPORE
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Since its formation in 1980, the Singapore National Cooperative 
Federation (SNCP) has conducted various forms of cooperative education 
and training on an ad hoc basis. These education and training pro
grammes are meant primarily for the leaders and management personnel 
of the member-cooperatives.

As for co-operative members at grassroot levels, education and 
training if the responsibility of the various respective cooperative 
organisations.

The training function of SNCP at the national level is entrusted 
to the SNCP Education and Training Committee whose members are volun
tarily co-opted from the affiliated member co-operatives.

Early this year 1984, the Committee undertook the task of re
viewing and restructuring the training programme of SNCP and will 
now proceed with the implementation of its blue-print,

THAILAND

There are two organizations involve in co-operative education 
and training. They are the Cooperative Promotion Department and the
Co-operative League of Thailand which is the co-operative apex orga
nization of the country. The two organizations collaborate and co
ordinate training and education programmes among them. There are 
at present three level training programmes;

a) Village of Tambon level

b) District level

c) National level

The Cooperative Promotion Department organize the programmes 
through the provincial co-oper'ntive offices, the district co-opera- 
tive offices and the primary co-operative societies. The Deparbment 
conducts training programmes for the co-operative leaders, members and 
co-operative personnels. It also propagate the co-operative ideology 
to the public through its mobile m it . The Co-operative League of 
Thailand most of the time undertakes co-operative education programmes 
for primary societies,

(BJECTIVE

The over all objectives of cooperative efforts of the countries 
participating in the ICA-CUP Sub-Regional Semina3>-Workshop-I are the 
following:

General Objectives

The promotion and development of cooperative societies 
and institutions by strengthening the cooperative movement
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througji proper education and training of members using co
operative development management methods and techniques with 
the end in view of achieving national unity and improving 
the quality of life of the urban and rural poor.

Specific Objectives:

1 , To develop and maintain a well managed cooperative 
development education and training programme,

2, To standardize a uniform and relevant cooperative 
training programme responsive to the socio-economic 
needs of the rural and urban communities,

3* To provide proper and continuing cooperative edu
cation and training for cooperative leaders, 
trainers, officers and potential members,

5, To encourage research as a means to guide and in- 
fozm cooperative leaders in order to update and 
continually improve the cooperative development 
programme,

5. To enable cooperative members to grow in and improve 
the cooperative movement to ensure national deve
lopment and mity,

METHODOLOGY

All countries make use of such methods as the lecture, discus
sion, case study, group articipation, role play, group dynamics, 
management games, workshops, study visits, simulation, lessons on 
the air, sending published materials,

Malaysia making use of IvRjlti-Image projection shows while 
Thailand utilizes an effective means of sending out published mat- 
rials, Korea, in addition to the above mentioned methods give 
group assignments*

AUDIO VISUfll, AIDS

In all the countries represented in this seminar-workshop, 
the following A7 aids were employed to enhance the quality of train
ing and education for various groups;

1 , Black and Yihlte Boards

2, Flannel Magnetic Board

3, Flip Charts

4, Posters/Graphs and Charts

5, Overhead Projectors



6, Opaque Projectors

7, Video Tapes (Betamax and VHS)

8, Film Strips and Slides

9, Slide Projectors

10* Audio-Tape Equipments

11, lilm Projectors

12» Flashcards

13. Amplifiers

14• Others,

It is noteworthy to mention that among the six countries repre
sented in this workshop, the National Agricultural Cooperative Fede
ration (MCF) of the Republic of Korea made extensive use of Audio- 
Visual aids to train on estimated potential trainees of 2 million 
farmer^members. For this gigantic tasks they had to employ the fol
lowing;

1 , Movie Projectors - 16 mm 154 units

8 mm 99 units

2, Slide Projectors - Auto - 231 units

Manual - 219 units

3, Tape Recorders - Reel - 75 units

Cassettes - 602 units

4, TV - Colored - 559 units

Blaok & White - 458 units

5, Video Tape Players - VHS - 2 units

Betamax - 3 units

6, Movie Camera - 9 units

7, Overbad Projectors - 41 mits

8, Amplifiers - 37,786 units

9# Others - 1,154 units

Malaysia also employs multi-projector audio-visual presen
tation and in Singapore, various co-operatives have acquired seve
ral computers for their management and training purposes, Singapore’ s 
NTUC INCOVIE has also micro-filming and computer activities which is 
open for observation to its policy-holders as part of the education 
and promotion programs.

For most countries, it seems that common problem relative to 
AV Aids and equipments - will be the acquisition and full utiliza
tion for its education and training programs.

- 5 -
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The Training Material Production Unit is a vital component in 
making Cooperative Education and draining more effective and relevant. 
Among the training materials produced by the six countries/partici- 
pants are the following:

1, Books

2, Leaflets/Bulletins

3, Pamphlets and Jfegazines

4, Audio-Visual Aids

5, Training Package

6, ILO/MATCaw Material adaptation and reproduction

7, Others

ILO /teTC OM  and 1CA/CEBM.S training materials had been of great 
help in the training activities of the countries of Indonesia, Malay
sia, the Philippines and (Thailand, To-date, several countries have 
adapted and reproduced seven ILO/llIATCOM materials covering various 
topics.

Some of the countries have just started to put up their own 
training material and production units, Korea, Malaysia,’ Indonesia 
and Thailand have their own training material and pr^^lction vsnits, 
but for most countries, much has to be done in professionalizing 
the production capabilities within the co-operative movement,- In the 
Philippines, for example, some cooperative organizations and educa
tional institution, at the moment have their own staff either in full 
time or part-time basis for their production needs. In Singapore, 
the co-operatives can avail themselves to the professional services 
of the commercial production houses for their training material 
production needs,

PRGBLEI'aS

In their efforts to further the quality of education and train
ing activities, some of the problems raised by the countries repre
sented in this seminar/workshop are as follows;

1* . Lack of funds,

2, Lack of coordination among organizations 
and institutions engaged in cooperative 
education and training,

3, Inadequate training materials, reference 
and AV aids,

4, Iftisystematic channeling, duplication and 
overlapping of functions/activities.

TRAINING mTERIAL PRODUCTION IMIT
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5, lack of full-time, qualified and competent 
personnel to manage the cooperative deve
lopment education and training program and 
the AVA production unit on a professional 

scale,

6 , Adjustment and adaptation of training mate
rials to suit training needs and requirements*

7, Need to pool talents and expertise to be tap 
as cooperative resource persons in education 
and training,

8, How to increase effectiveness and capacity 
to reach out to the members in the villages 
especially those cooperatives with large 
membership.

RECOMMENDATIONS

The participants in their country background papers give some 
recommendations in order to improve further the education and train
ing activities of the cooperatives in their respective countries*
We are hereby presenting the following consolidated recommendations 
with the hope that these will be considered and implemented by the 
cooperative policy-makers in the respective countries;

1, Por the cooperative apex organizations
of the different comtries or cooperative 
colleges (in collaboration with IGA) to 
organize training with the aim to further 
improve the skills of cooperative trainers 
and au3io-visual production personnel,

2, For the cooperative apex organizations (in 
coordination with ICA) to set up a Coope
rative Resource and Training Centre in 
their respective countries,

3, Training and Education programs should in
clude the participation of women and youth,

4, Cooperative trainers should be well-gromded 
on cooperative ideology and should be laiow- 
ledgeable on training teaching methods and 
techniques,

5, Closer collaboration should be encouraged 
between apex organization, government and 
other sectors relevant in order to carry 
out an effective cooperative education and 
training programs. When possible, all ac
tivities in the field of training and edu
cation should be integrated and co-ordinated.
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6, More cooperation and exchange in personnel, 
research work, training materials and refe
rences should be encouraged among the dif
ferent ICA affiliated countries,

7, The feasibility of setting-up a production 
unit and production capability within the 
movement must be looked into,

8, Provision of technical assistance (local and 
international) must be sought,

9, Creation of a cooperative training and edu
cation and other specilized field pool of 
expertise which can be utilized in future 
activities for education and training,

10, Critical assessment of the education and 
training needs of the members must be made 
and present education and training materials 
be upgraded to meet present needs and con
ditions,

11, Study possibilities of bringing together 
participants of different levels and back
ground in some training activities in order 
that they share and learn from each other.

/cmr
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SUB-REGIONAL WORESHOP ON TECHNIQUES OP
AUDIO-VISUAL INSTRUCTION & DEVELOPMENT OP TRAINING MATERIAL

GROUP ASSIGNMENTS

GROUP I TRAINING AIDS IN COOPER/lTIVE EDUCATION AND TRAINING

- classification - mechanical and graphic
- kinds available
- kinds desirable
- rating of utilisation in education and training at present
- facilities to produce them locally
- personnel and funds

- evaluation process

GROUP II TRAINING MATERIAL IN COOPERATIVE EDUCATION Al-ID TRAINING

- locally available training material
« adoption, translation and adaptation process
- production facilities - present position
- future plans ~ production unit - to be located where
- organisation, funding and operation 

evaluation process

GROUP III RESOURCE UTILISATION IN COOP EDUCATION AND TRAINING

- human resources development
- is training necessary in training aids and material production
- what methods are used in education/extension and training
- what else (or,mar.e)-.could be used

- national eerrfcre for training and development (education/extension)
- ICA-CEMAS and ILO-MATCOM training material
- Media resource centre - where
- library and documentation centre



ICA-CUP SUB-REGIONAL WORKSHOP ON TECHNIQUES OP AUDIO-VISUAL INSTRUCTION
[’RAINING MTERIAL-I, Manila, June 4-23, 1984

GROUP ASSIGITIENT; TRAINING MTERIAL IN COOPERATIVE
EDUCATION AJID TRAINING ____

Locally Available- Training Material

1. As listed in para 08, p,4, figure II, p .5 and para 11, p .6 of Back
ground Paper BP-05, training jieterial can come from various sources 
and in various foiras. (one source not included in the lists is the 
local newspaper which very often provides useful information or il
lustrations that could serve as training material)

2, Printed materials, such as hand-books, pamphlets and notes, and pro
jected aids, such as slides, film strips, films and OHP transparen
cies, are commonly included in the training material used by the 
cooperative organizations represented at the Workshop, Printed ma
terial remains indispensable in any training situation. Even so, 

.slides, OHP transparencies and/or with cassette-tape recording have 
become very poptilar aids in training because in most cases, they 
are not too difficult to produce and are considered to'be effective 
media for training as they appeal to both sight and sound,

3« In the experience of some countries, the micro-computer, the word- 
processor, the video tape recorder and the micro-fiche are fast 
gaining ground as popiilar training aids as they have the capability 
of overcoming the problem of large members and of separate decen
tralised training locations. The only limitation lies in the ini
tial high cost of purchasing and installing the equipment or the 
hardware.

Adoption* Tranala-tion and Adaptation .Prooese

4. The training package and the modular approach as described in 
p.p. 6-11 of Background Paper BP-05 for a training programme are 
found to be most suitable in the case of adult teadhing and lear
ning and should be recommended for co-operative training programmes,

5. The methods of material production for a training programme, whe
ther by adoption, translation, or adaptation, as described in 
p.p, 12-21 of Background Paper BP-05, are to be recommended.

Production Facilities - Present Position

6. For most cases, it has been noted that while there is the tremen
dous pressure on trainers to be able to train more effectively 
and extensively, the support necessary for material production is 
either inadequate or poorly co-ordinated. As a result in most 
cases, there is either the lack of proper productioii facilities 
or the under-utilization of such facilities.
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7(, The consideration of training needs must take into account the pro
duction facilities required, the manpower resources and the fimds 

available.

8t Even if resources are unlimited, it would still be necessary for suf^ 
ficient manpower to be properly trained in the use of the available 
production facilities, And co-ordination would also be necessaiy 
to ensure that production facilities and equipment are put to opti
mum use to meet the training needs.

Future Plans - Production IMlt - Location

9# In almost eveiy co-operative, there is the presence of someone with 
either the artistic, the writing or the photographic talent, or a 
combination of two or all of these talents. While these talents 
may be informally involved in the production of training and pro
motional material for the organisations, there are limitations as 
these talents are veiy often engaged on a voluntary and not on a 
full-time basis,

10, There is, therefore, the need to set up a centralised unit to 
cater for either the regional or the national production require
ments (as the case may be), For the larger nations, more than 
one of such unit should be set up, as their production needs would 
certainly be much greater than the smaller countries.

Organization. Funding and Operation

11, The centralised production unit should be headed by someone who 
has some training or communication background, and who knows and 
appreciates the needs of the local co-operative movement. The 
head of the production unit should also have at least one of the 
talents mentioned in para 9, IMder him or her, there should be 
one, two or more other talents in order to make up the full com
plement of an operationable production unit,

12g As a centralised production unit would invariably be expected to 
serve several cooperatives in a region or a country, such a unit 
should be organised as a co-operative unit itself. Those exis
ting co-operatives wishing to use the services of the unit must 
provide the initial capital to set it up and ensure that it is 
oommerolally viable,

13# To make the unit commercially viable and to help it establish 
its professionefl. reputation, the unit must be allowed to accept 
jobs not only from within the cooperative movement but also 
from outside. In any case, if the unit has the full business 
support from the other co-operatives that it services, then it 
should have more than enou^ jobs to cope with and it might
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never need to look outside for jobs. The speciality of a cen
tralised cooperative production unit should in the first place 
help the other co-operatives to produce low-cost and low-budget 
training, promotional and publicity materials. However, in 
order to be commercially viable, the unit must not be expected 
to accept jobs at unprofitable cut-rate prices,

14o The merit of setting up a centralised production unit on a co
operative basis is in the cost savings to be. derived by a co
operative not having to farm out its production jobs to the ex
pensive commercial production houses outside. Also it will 
enable the cooperative movement to develop its own production 
capability to serve its own needs without any duplication and 
dissipation of resources,

!£hî 3.uation Process

15, 2ven when the training material is ready, it will be good to 
list out in recapitulation the original objectives for which 
the training material was prepared and against which the effec
tiveness of the production (when used in the teaching situation) 

is to be measured,

16, The evaluation team should consist of the teachers and trainees 
on the one hand and the evaluators on the other hand, so that 
while the foimer is able to gather the feedback, the other
can collate the feedback received and suggest any necessary 
improvements or changes to be made on the training materif^.
The gid-delines on the evaluation procedure must be made clear 
to the team and the evaluators could be a mixed group repre
senting the trainers, trainees and the production team,

17* A time-frame, to determine the frequency of ^ests, improvements, 
and changes to be made to the training materials, miist be drawn 
up. Absence of a time-frame may resixLt in improvements and 
changes haphazardously made, thus causing disruptive consequen
ces to the training programme  ̂ The time-frame must talce into 
consideration the various limitations of all parties concemed 
and of the resources available,

18o The original training material must in the first place be writ
ten in simple, plain, and if necessary in unidiomatic language 
and presented in a simple fashion with universal appeal bearing 
In mind that the material will eventually be used for adapta
tion into another language in another socio-economic or politi
cal setting,

19o Problems and solutions in adaptation should be recorded and ca
talogued for future reference and whenever it occurs, a diffi-



cvilt problem (whether in translation or illustration) shoxiLd be 
noted and referred to competent experts (within or outside the 
co-operative circle) for assistance,

20, Specific f i^ d  testing methods, as illustrated in Figure X in 
p,24 of Paper BP-05, should be given to an evaluation team and 
the team should be trained to be able to carry these methods,

21, Feedback in field testing is important and useful but the feed
back gathered must be seived and sorted out in accordance with 
the objectives decided at the outset of the evaluation process,

22, Evaluation is a continuous process and should not be an end in 
itself and the short-teim expectations from an evaluation exer
cise should not be too ambitious.

- 4 -
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AND DEVELOPMENT OP TRAINING MATERIAL-I, Manila, June 4-23, 1984

MAIN GROUP ASSIGNMENT

Group I - Training Aids in Cooperative Education and Training

Members s 1, Hayati M ,  Sail eh

2, Ampai Luangpirom

3, Freddie M, Bartolome

4 * Surin Prechasart

CLASSIPICATION OP TRAINING AIDS

I , Visual Aids

A. Still Hotures 

1, Non-projeoted

2, Projected

B. Graphic Materials

C* Chalkboard and 
Plannels/Pelt 
Boards

D, Objects

MECHANICAL

Photograps

Illustrations

a) Slides

b) Pilm Strips

c) Opaque 
Projections

d) Overhead 
Projections

e) Betamax 
VHS

GRAPHICS

a) Charts

b) Graphs

o) Maps and ^obes

d) Posters

e) Sketches

a) Specimen

b) Realias

c) Models
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II , Audio Aids

III , Audio-Visual Aids

IV, Dramatization

A, Role Haying

B, Sociodrama

V» Demonstration

VI, Community Resources

A. jBleld Trips

B, Resource Persons

VII, Programmed Instructions

VIII, Printed Materials

A, Textbooks

B, Supplementary Materials

1, Reference Books
2, Workbooks
3t Study guides
4. Periodicals 
5» Pamphlets
6, Mimeographed 

Articles

mechanical

a) Radios

b) Phonographs

c) Tape Recor
der

a) illms

b) Television

GRAPHICS

KIMDS OF TRAINING AIDS AVAILABLE AMD DESIRABLE

Relatively, when we speak of availability and desirability 
of Training Aids, we cannot avoid equating them with cost and its 
usage to our training objectives. The training aids previously lis
ted and classified were considered by our group to be available and 
mostly desirable for use in training in their respective countries. 
Although these training aids are readily available, quite a few 
trainors content themselves with the graphic aids since their desire 
to make use of the available a-id sophisticated mechanical ones are 
out of reach in terms of cost and funds. Hence, this same factor is 
carried on to the utilization of these training aids.



Of hand, we cannot give an exact statistical data relative to the 
rate of its usages by trainers in different countries at present, How- 
ever, based on the country background paper of each participants, we 
conclude the following:

a) Very few countries particularly the Philippines 
fully utilize the use of these training aids,

B) Majority of the countries of the respective parti
cipants have the available training aids but the 
rate of its usage is very low. Reasons for this 
can be accoimted to:

a) lack of personnel to operate them.'
b) lack of knowledge in the vise of the training aids,
o) lack of organization among its users.

Relative to the production of th^se training aids there are two 
considerations that our groupc' noted,

1, The training aids that can be produced locally are 
those classified under the graphic,

2, Those classified as Mechanical are generally imported 

by each countries, None of the participating countries 
have technical knowledge to produce them locally.

As previously mentioned, one of the problems encountered by the 
group is lack of personnel and funds, Ifejority of the participating 
countries expressed their concern in this regard, For example the 
situation in Thailand, The CLT has only three people to run the mobile 
unit which is expected to cover urban area. At the same time the allo
cation of budget for training is not enough and this prevent the orga
nization from carrying more education programs.

Likewise, the Philippines definitely lack on these two aspects. 
Most of its personnel are volunteers if not contract workers. Very 
few consider it as their main profession. Tenure of office is short. 
There is a large percentage of turn-over among personnel. Hence, re
placements are not readily available, Philippines also depends much 
on foreign fund for support,

EVALUATION PROCESS

Training Aids, prior to its usage are evaluated for effective 
handling. All countries have a system ot process of evaluating their 
training. The most commonly used process is the Field Testing which 
iB classified into classroom or field testing and Closed Door Testing,

SUGGEST lON/RECOTfflEWDAT lOIT

1 , Sufficient fund should be allocated for co-operative 
training and education program in order to be able to

- 3 -



-  4 -

make use of w chanical AVA material for more effective 
learning process,

2, Personnel Ihrolred in visual aid production should be 
given sufficient training on skills and personal develop
ment to ensure continuity of services,

3, There should be a proper organized system in the produc
tion and utilization of AVA among its users.

/cmr
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MAIN G-ROUP REPORT - III

Resource Utilization in Cooperative Mucatlon 
and Training

Members; 1 , Mas Azia
2, Estella Soriano 

3* Hayatl
4. Gronizalo A, Salvatierra, Jr.

HUMAN RESOURCES DEVEL OPtffiNT

Consideilng the tasks and the challenge faced by the Cooperatives 
in training and education, Himan Resource Development is a need that has 
to be undertaken in order to be responsive to changing needs of the 
time*

Since most of the people in the cooperative comes from the volun
teer sector, the cooperative must be able to attract graduates and 
professionals* With their training and skills coupled with cooperative 
ideology, those people will be a great boost to the movement* The re
sent trend for the cooperative trainers is to be both academicions 
and also conversant in actual field experiences at the same time efforts 
must be continuously undertaken to upgrade the present human resources 
to undergo trainings on specialized fidLds relevant to their under
takings,

In-Service trainings and utilization of a pool of cooperative 
experts can also be-institutionalized to ensure quality human re
sources within the cooperative movement,

TRAINING IN TRAINING AIDS AND MATERIAL PRODUCTION 
....... ..............................................— ...

Since training aids and material production are Tital components 
in making cooperative education more relevant and effective - training 
will be a must.

The cooperative trainers must be able to maximize whatever avai
lable resources at hand to be able to reach out to the target groups*
In addition, having a working and practical Imowledge of the latest 
and modern media will be very helpful* Cooperatives must be able to 
use and adapt the latest means in training aids and material produc
tion to be responsive and effective.



rJETHODS USED lU EDUCATIOW/EXTMSION AM) TEAIIJING

Various leaming-teaching methodologies had been used by the 
countri.es/participants in their Cooperative Education/Extension and 
trainings;

1 , lecture/discussion 8, practical assignments
2, case studies 9* simvilation
3, group dynamics 10, exhibitions
4, role plays 11. projected media
5, management games 12, multimedia
6, workshops 13, others (printed materials,
7, study visits radio, etc.)

In formal education, the classroom media used properly can 
greatly increase learning. There are no rules that state exactly 
what medium to use in any given situation,. Filmstrips, charts, 
flannel board presentation, simple chalkboard drawings or flip charts.

What is chosen will depend largely upon the objective of the 
Instruction and the media available, characteristics of the various 
media and the instructor preferences.

Media can contribute to communication in the community as well 
as in the olaasroom. Programmes in agriculture, community development 
and cooperatives can all be more effective when a variety of media 
is used. Many of the ideas that have been found effective in the 
classroom can be adopted for informal group presentation.

In dealing with adult groups the audience is relatively largej 
scattered over a wide geographical area and the subject communicated 
m ^ be coaplex. Short announcements over radio, newspaper ads or 
simple posters can attract attention. Exhibitions, demonstrations, 
slide shows, films or plays can impart information. Experts in the 
field can be used to reinforce presentations. Printed materials can 
be used to follow up the presentations. Audience consideration deter
mines the selection of media. What may cook well in one culture 
may also sometimes be out of place in another.

Mobile units can also take the presentations to the audience 
to communicate information relating to agriculture, community deve
lopment and also cooperatives. If mobile units are not readily avai
lable, it may be possible to borrow one for special purpose from a 
ministry of agriculture or even _ _ _ _ _ _  in with regular presentation
by the Ministry of Information.

Another important aspeet which has to be looked into will be 
the impact of such methodologies, an evaluation of their effective
ness in educating and training of the greater portion of the populace, 
those of limited means, who are or would be the cooperative movement 
Itself,

^ 2



'WIAT ELSE COULD BE USED
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At present there are tendencies for some countries/cooperatives 
to favour some methodologies for certain reasons. Efforts should be 
exerted to utilize various m,ethodologies for differing groups to be 
able to effectively assess the effectiveness of such methods.

Uniform approach to develop standard programs for the different 
regions/audiences of the countiy could then be dej^eloped. Further 
to thiSj an effective interaction between inter-related organizations, 
functionaries and fmctions is also important.

Findings and recommendations of various other simposia/work- 
shopa on cooperative training and training management held by the 
ICIA and ILO that shotild be looked into are;

a) there is a need to evolve an accepted policy on coopera-, 
tive training which is acceptable to the large mass of the 
cooperators,

b) there is a need for a National Coimcil/Committee for Coop
erative Training consisting of policy-makers, trainers, 
users, academicians, etc, to develop suitable strategies*

c) Identification of manpower needs, training requirements^ 
trainers, training materials and equipment and the per
sons to be trained,

d) the setting up of a National Institute for Cooperative 
Education and Training and a Centre for production of 
training materials*

e) with or without external aids, the feasibility of setting 
up a media resource, library and documentation centre for 
the region/countiy in collaboration with existing univer
sities and other institutes of higher learning shoiiLd be 
looked into,

NATIONAL CENTRE FOR TEAINING AMD DEVELOPMENT 
( Muc a t i on/Ext ensi on)

Among the recommendations of the various co8ntiy background 
papers for consideration by the respective cooperative authorities 
are:

a) In collaboration with ICA (or others) the National apex 
cooperative organization should organize training with the 
aim of further improving the skills of cooperative 
trainers and audio-visual production personnel,

b) In collabo3?ation with ICA and others again, these apex 
organizations should set up Cooperative Resource and 
Training Centres in their respective countries^



b) In collaboration with ICA and others again, these apex 
organizations should set up Cooperative Resource and 
^raining Centres in their respective countries*

c) Closer collaboration should be encouraged between apex 
organizations, government and other relevant sectors 
in the country for integrated, co-ordinated and effec
tive cooperative education and training programs in
cluding;

1) training of cooperative trainers in the use 
of training materials and audio-visuals

2) participation of more vjomen and youth

3) setting up of training material production 
units

4) provision of technical assistance and 
guidance

5) creation of a pool of expertise in coope
rative training and eiiucation

6) bringing together participants of dif
ferent background/levels for training so 
that they can also learn from each other

7 ) assessment of present training needs and 
materials and upgrading them,

d) More cooperation and exchange of personnel research work, 
training materials, etc, among ICA affiliated coimtries 
to be encouraged. For example the recent adaptations 
'and reproductions of a number of ILO/MATCOM and ICA/CEMAS 
training materials (publication^ had been a great help.

MEDIA BESOUECE, LIBRABY & DGCUMaiTATION CENTRE

Media Resource and Library and documentation centers are 
needed in the different countiles which will serve as a source of 
information that oen be monitored properly to be used by them in 
other education and training activities.

The apex cooperative organization should take the responsi
bility of co-ordinating with 10^ for their own respective coopera
tives.

Therefore, the establishment of such a center becomes a 
shared endeavor since what ever materials and information one coun
try has accuu .vilated can be extended to any other country through

- 4 -
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this media and libraiy and docijmentation resource center.

The respective countries should provide the necessary 
skilled manpower to run these centers because it is through there 
centers that a continuous flow of communication and interaction 
among ICA affiliates co\ild be made possiblie and a stock of in
formation can be accumulated, updated properly documented and 
stored for use in cooperative development research and study.

/cmr



Backj'^ound Paper - 05
Devlopment of Cooperative Training Ifeterials
Covered Page - 1 to 10

Prepared by;

1 , Estela Soriano 4.* Victoila Abril

Ampai Luampiron Surin Prechasart

lo Introduction

The improvement of instruction and learwing is a coR9tant 

endeavor among cooperative trainors and cooperative a:lminif3tra- 

tors. To achieve this goal, a number of ways are exploited by 

educators - among these ways is through the use of instructio

nal materials and experiences which do not depend primarily 

upon the printed word but appeal to one or more of txj.e senses 

w>'ich are involved in the learning acti''/ityo

A cooperrtive society acts like a teacher, guide, banker 

and a manager and the like. The managers, members of board 

of directors, general members should be aware of their respon

sibilities and duties and tris they must be taught by someoneo 

And that "someone" must make use of some material, literature, 

information to carry on the teaching in some systematic manner 

and in a progressive fashion. Manager should know the tech

niques of management, business operations, cash control, per

sonnel management etc. Members of the board of directors should 

understand the concept of Cooperation, their responsibi!^ities 

and their duties towards the society and their relationship 

with t^e manager and other employeeso

DRAFT OIiII.Y



IIo Target Groups for Cooperatives

lo Leaders > lo Leaders

2o Trainors ?o rvlanagement staff

3. Coop EO-u ers

III , Sources of Training Materis,’ s 

A* Human Resources

a,l Teachers 

bo2 Lecturers

a ,3 Leaders or advisers - G-ovemment/Privatss

B, Non-Human Resources

b,l Libraries

b,2 Documentation and information center 

b,3 Audi-visual Center

b,4 Media Center

IVo \Vhat is Training Material?

- Any v/ritten and or illustrated material used to supplenient 

and support the spoken words and which can be used later on by 

the participant and thise are the following;

lo Lecture Notes - discussion, Speeches

- 2, Printed Literature/Ii^terial

2.1 Leaflets

2.2 Brochures 

2o3 Postero

2,4 Pamphlets 

2^5 Bulletins 

2o6 Newsletter

.. 2 -

Coop Education Traixiing



3.1 Slides Projector

302 Overhead Transparency Projector

303 m m s

3.4 Film Strips 

3o5 Video Tapes

It is also the act, majiner o^ pri’/i] ege of packingo

Yo Concept of Training Packaf^es

- 3 -

3o Audio-Visual Aids



BRfi59f ONLY

GROUP II - EEPORT ON 13ACKGROUI3D PAPER Pages 11

Members: Madam Hayati

Preddie Bartolome 

Jun Salvatierra 

Ivtr. Lozano

Following are the comments/suggestions/findings made by our group 

based on discussion and inter-change of ideas.

a) For inclusion, topic/specific detail report on the cost in 

terms of time and personnel.

b) Pigure VI - logical steps to follow in the Production of 

Training Materials,

% e  group* s analysis disclosed that the more logical 

sequence should be:

Wo. 1

NOa 2

translating including 
adoption

writing of materials

f.

Besigning & Layout
Noo 3

Illustrating the material Noo 4

c) Pigure VII - Techniques and Met’ ods to be Adopted in the 
Production of Training Ifeterials
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BRfiBT ONLY

GROUP II - REPORT OIJ BACKGROUIID PAPER Pages 11 - 21: HAMDBOOK

Members; Madam Hayati

Freddie Bartolome 

Jun Salvatierra 

Mr. Lozano

Following are the comments/suggestions/findings made by our group 

based on discussion and inter-change of ideas.

a) For inclusion, topic/specific detail report on the cost in 

terms of time and personnel.

b) Figure VI - logical steps to follov/ in the Froductioxa of 

Training Ifeterials,

9 ^he group’ s analysis disclosed that the more logical

sequence should be;

No. 1

NOo 2
writing of materials

translating including 
adoption

Besigning & Layout

v/

Illustrating the material Noo 4

c) Figure VII - Techniques and Met' ods to be Adopted in the 
Production of Training Iiffaterials



Grcnip II - 2 -

The group find it necessary to include aiiother portion 

after utilization ___i FEEDBACKS/
EVALUATIOH

d) Fifjure VIII - Steps to follow adaptation of Traininj, ‘̂̂ aterial 

Addition; T.'lake necessary adjustment (item Woo 5)



IGA-CUP SUB-REGIONAL ?/ORKSHOP ON TECHNIQUES OP AUDIO-VISUAL INSTRUCTION
AND DEVELOHffiNT OP TRAINING MATERIAL-I, Manila, Jvine 4-23, 1984

ICA TELEVISION PRODUCTION (AVA WORKSHOP PARTICIPANTS)

TITLE; A THRESHOLD TO ABUNDANCE

VIDEO

READY TO PADE IN SOUND AND VISION 

FADE IN SOUND,,..PADE IN VISION

ESTABLISHING SHOT OP A SLUM AREA

AUDIO

GUT 2

CHILDREN RECEIVING 

P0C5D AID

This is a typical scene of 

the \J3*an squatters in our 

country today where our peo

ple live in even miserable 

conditions. The proverbial 

gold mine is no longer in ur

ban centers. Society shall 

bear the burden of teiminal 

decay unless something is done 

to better the situation and im

prove the quality of life.

The children, the hope of to

morrow, do not even get their 

three basic meals a day. The 

meager government aid program 

fails to overcome the crisis.

CUT 3

BEGGARS IN THE STREET Por grown-ups, the prospect Is 

no better. Hunger cries lou

der than self-respect. Beg

ging has become a way of life*



- 2 -

COT 4

OUTSTRETCHED HANDS Everywhere, outstretched hands 

are asking, rather than giving. 

The call then is for self-: 

reliance throxigh work and 

cooperation.

CUT 5

PARIffiRS GOING TO THE FARM The land is wide and a source 

of abundance, A cooperative 

movement for prosperity can begin 

at the village level.

CUT 6

CLUSTER OP GRAINS Guided by the cooperative spi

rit, planting and reaping will 

lead to a greener and happie:i? 

nation.

CUT 7

SUNBURST The future lies in our hands. 

Let us answer the challenge now.

READY TO MDE OUT SOUND AND .VISION

FADE OUT SOUND AND VISION

CENTRO ESCQLAR UNIVERSITY (CEU)
AUDIO VISUAL CENTER & TELEVISION STUDIOS 
Manila, June 19, 1984

/cmr



ICA-CUP SUB-REGIONAL WOEKSHOP ®  TECHNIQUES OF AUDIO-VISUAL INSTRUCT^
AMD DEVELOPMENT OP TEAINING MJiTERIAL-I, Manila, June 4-23, 1984

Workshop Evaluation - Week I 

June 4 - June 9, 198-

1, Background Papera/Gountry Papers

Fairly
Contents /  /  - Adequate /  / - Adequate /  /  Inadequate

If inadequate, please state the points missing,

I !bsc_<3u.tie |,  ̂1/̂ i^^ll

s
Presentation F I  - Very Good / I 7  “  Good /~7 - Pair

2, Co-operative Education and Training in the Philippines,
Use of the training methods and Aids,
(Panel Discussion: Atty, Manuel Verzosa & Mrs, Lennie Manzano)

_ S )  ^  Fairly
Contents /  /  - Adequate /  /  ^ Adequate /  /  -Inadequate

If inadequate, please state the points missing

J b  ^  d )  ^
Presentation /  /  Very Good /  /  - Good /  /  - Pair

3, Audio-Visual Aids, Classification, Availability, Production & Use.
- Mr, Daman Prakash -

f t ) ®

Contents /  7 - Adequate /  /  - Adequate /  / - Inadequate

If inadequate, please state the points missing.
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©  d )

Presentation / V  - Very Good /~7 - Good /  /  - Pair

4» Use of Training Aids in Adult Education with Special Reference 
to Co-operative Education and Training
- Mr, Servando Garcia -

(j )  Pairly

Contents /~7 - Adequate [ J  - Adequate /~7 - Inadequate

If inadequate, please state the points missing*

' U-UjJ ^ I k|vx‘̂ <£c'-c.€u3lA

r P  r .Presentation /  / - Very Good /  /  - Good /  /  - Pair

5, Photography and Reprographics-Multiplication of Training Material
- Mr, Doane Galila -

® P a ir ly
Contents /  /  - Adequate / /  - Adequate /  /  - Inadequate

If inadequate, please state the points missing.

4 ? )  ^
Presentation /  /  ~ Veiy Good /  /  - Good /  /  - Pair

6, Resouroe/Centre/Library, Documentation Centre and Information 
Centre in the Service of Co-operative Trainers 
« Mrs, Digna Mendoza -

_® . ®
Contents /  /  - Adequate f~7 ~ Adequate /~7 ~ Inadequate

If inadequate, please state the points missing, n
^ Uc  ̂ cxLc-ds  ̂ c Uoa,<. (:!<

-by C-cCt'i.v-0-XE<-S •

‘ f -  Cc't-v{-vx;( ^ /  Du U ^ 'tJ  ‘ -|t3 [ du.<Ju^i-15

Presentation /~7 - Very Good /~7 *> Good /~7 - Pair
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7, I»i8'fcerial Production Unite Puslatpenkop Indonesia
- Mr, Ngatiyo Ngayoko -

_ ®  © . a i r . .

Contents [_/ - Adequate f~J - Adequate F I - Inadequate

If inadequate, please state the points missing.

Presentation Z V ” Veiy Good f~7 - Good /  /  ~ Pair

8, Graphic Aids - Simple Visual Aids with Special Emphasis on 
Lov/ Cost Training Ifeiterial
- ]ilrs, Eva Penamora -

( ? )  Pairly
Contents /  /  - Adequate /  / - Adequate f f  - Inadequate

If inadequate, please state the points missing.

Presentation - Very Good

9. Practical Matters; Vew Good

a) Course direction /~~/\ŝ

b) Secretariat support / " /

c) Accommodation /~7

- Good /  /  /  - Pair

Good Pair

D

Z 7 ® D

Z 7 0 D

'T"' —

-< h.'-t.



nternational Cooperative Alliance

Additionfil CO inents

01 Some ■ country representatives, becau^^e they 
did not speak Sn̂ ^-lish. v;ell

o;_’ V.'e need luore rractical exaiT.ples

04 V/e need laore - nob gust the introductions

;6 Pre&encation v;as very acadeniic. She should 
have discussed practical v;ays a cooperative 
can set up its ov.n resoui’ce centre

Conti’ol system/me the on how to keep records/ 
documents

Lectui’er should not read her o'Nn lecture notes.

10 - I hope that it will further, develop teclmiques
in training by using audio visual system

- Fo.'’’ this type of seminar, there saould be 
aoi’e time for practical lessons



ICA-CUP SUB-REGIOm WORKSHOP ON TECHNIQUES OP AUDIO-VISUAL INSTHJCTIO:
and development op training  MATERIAL-I, r^anila, June 4-23, 1984

WORKSHOP EVALUATION - WEEK 2 

June 11 - June 16, 1984

1, Layout and Designing of Biucation & Training Material for Adult, 
* Mrs, Lourdes P, Grutang -

Contents Adequate

Presentation - - Very good

S - Fairly
Adequate Z 7  - Inadequate

Good 7*7 - Pair

Comments :

2, Practice Session - Production of Brochures,
- Mr, Daman Prakash -

Contents

Presentation 

Comments i

- Adequate

- Very good

Mequate 

- Good

Z 7  - Inadequate

n  - Pair

5, Development of Co-operative Training and Education Materials, 
Approaches, Methods and Techniques, 
w Mr, Daman Prakash *

Contents

Presentation 

Comments :

•  - Adequate
P  Fairly 

/P / - Adequate /  /  *» Inadequate

^  - Good - Fair
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4* Experiment ’in Development of Training Materials 
IGA/CEMAS and ILO/MATCQM

- Mr  ̂ Daman P3?akash and Mr, Pred Sanchez -

Content - )0j - Adequate - Meqioate D  - Inadequate

Presentation - ~ good ^  - Good [ J  - Pair

Comments ; ________ ________________________________________________

5. Script Writing/Techniques of Simple Writing for Training 
Material for Adult Learners,
- Mr, Rogelio de los Santos -

Contents

Presentation 

Comments j

*11 [a  J'airly
- fl/ - Adequate /y  - Adequate /  /  - Inadequate

- - Very good - Good /~7 - Pair

6^ Paractice Session - Script Writing and Model Presentation,
*- Mr, Rogelio de los Santos -

•-V [j Fairly
Contents /77 - Adequate / f  - Adequate /  /  - Inadequate

Presentation ^ "7  - Very good /j ^  - Good 7~7 - Pair

Comments ;
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7. Visit to Office of Media Production Centre (MBS TV Channel 4)

- RelevantVisit

Explain why;

Fairly
- relevant /~7 - Irrelevant

Briefing 

AVA/B ackground 

Materials Provided

- fidequate

Adequate

\ Fairly 

^  - AdeAdequate /~7 - Inadequate

Fairly
Adequate /* 7  - Inadequate

0, ACCI/U.P. Los Banos/ IRRI

- A -  RelevantVisit
Fairly

- relevant / V  - Irrelevant

Explain why:

- £ AdequateBriefing 

AVA/Background 

Materials Provided /  /  - Adequate

Fairly
Adequate / V  - Inadeqiiate

Fairly
Adequate /~7 - Inadequate

9, KODAK (Philippines)

Visit Relevant
Fairly
relevant / /  - Irrelevant

Explain why;

Briefing 

AVA/Background 

Materials Provided

Adequate

- Adequate

Fairly 
- Mequate

Fairly 
- Adequate

- Inadequate

/~7 - InadoquatG
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10« PC/INP (Phil, Constabulary/Integrated National Police)

-Visit 

Explain wiry:

Relevant
Fairly

- Relevant /~7 - Irrelevant

Briefing 

AYA/Background

Materials Provided / /  - Adequate

^  Fairly
Adequate /  /  - Adequate /  / - Inadequate

Fairly
- Adequate /~7 - Inadequate

11« Far Eastern IMiversity/PUAVG

i  5'airly
Visit - /  /  - Relevant - relevant

Exiialn why: ____________ __________________ ______

- Irrelevant

Briefing

AVA/Background

Adequate

Materials Provided - Adequate

Fairly
Adequate

Fairly
Adequate

T .

ih-

Inadequate

Inadequate

12, Group Participation:

a) Photography project

Td) Brochures/Handout exercise

c) Script Writing

d) Evaluation on Production 
of Handbook

Very Good

, A

GOOD Fair

3/ Z 7

u

D
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e) Group assignment 3 zT D
f) Off-aeesion activities )o/7 iir

Practioal Matters Very Good Good Pair

a) Course direction f i y u

b) Secretariat support n
c) Accommodation

d) Time scheduling n . 2 7

e) Transportation n liD £ t

f) Background material support T Z 7  ^ D

14 , Any other comments;



ICA-CUP SIB-REGIOriAL WORISHOP ON TECHNIQUES OF AUDIO-VISUAL IITSTnUCTION
AFD DEVELOH.IEST OP THAINIHG MTEHIAL-I, tenila, June 4^23, 1984

EVALUATION; y,-EEK II

Comments:

1* - Should be discussing more on layout and designing of education
material rather than techniques of teaching,

- Very academic, a practice session could have been more appro
priate.

- The lecture was consentrated more on training objective rather 
than subject matter concerned.

- Short exercise should help.

2, - Need more exercise.

- There are a lot of learning experiences in practice session.

- All participants can practice and express the ideas.

- Photocopies of selected finished product should be distributed 
to participants.

3» - The participants’ discussions were very praeticalo

- Background paper were infomative and adequate<>

4. - It provides information on CEMAS/MTC(M.

- Examples in the difficulties encoimtered wjien IM.TCCM (others) 
are adapted for use in Asian countries should have been included 
in backgroiJnd paper*

5e - Not very clear.

- Should show more examples.

- lie leam on how to make a simple script v^riting for training.

- Speakers' experience and approach to the presentation was 
very good.

6o - There seems a need for another exercise,

- Same participants having difficulties in language,,



- Learned more practical exercise after theory.

- More time should be given for practiee session.

- The practice session really proved that a picture is worth 
a thousand words that short, simple and stimulating presen
tation are prepared.

7o - There was a good example of multi visual with the use of
12 projectors,

- Had a first hand experienced on production of material and 
ihe multi projector presentation.

- V/e got an overview of how artist and multi image slide show 
could help in the development of training materLalSo

8, - Both ACCI & IRHI used slide presentation and actual visit
TO IRRI fam .

- People are veiy hospitable.

- Knew more about ACCI, UP Los Banos, and IREI.

- P- - Give ideas of agriciiltural credit in the Philippines.

- Going to IRRI may be considered more on sightseeing,

- More relevance for agriculturists and rural coopera
tors but infomation and knowledge gained could be 

useful to all.

9o - The presentation of different AVA equipment supplemented our
knowledge on AY presentation.

- The exposure to the techniques and use of modem AV was veiy 
helpful.

10. - The coop was an example of a successful coop and will be a
good leadero

- It is a good to know that there are a good and successful 
cooperatives in the Phi.lippines.

11, All participants were exposed to several f o z m s  o f  media aids and
the personnel of PUAVG were very accommodating.

- Some of the facilities are out of date and not being used, not 
a good example to be followed.

- Knowing more how the centre v/orks and provide technical assis
tant, some equipments were used for exhibit only.

- 2 -
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_  They give us some know how on how to use, when, v/here the 

use of AYAt

1?. -

13, -
14, - There seems to be a very noticeable or obvious feleling of

congeniality.

- The trips were enjoyed by all, all have learned a lot#

- The group shotild be given a chance on practical appliaation 
of AVA materials.

- Too many breakdown in the audio visual presentation of the 
various institutions visited,

- A good group of participant, good venue, couldn't have been 
better^



ICA-CUP SUB-REGIONAL WORKSHOP ON TECHNIQUES OP AUDIO-VISUAL INST
AND‘DEVELOPMENT OP TRAINING MATERIAL-I, Manila, June 4-23, 1984

WORKSHOP EVALUATION; Week-3 
(End of the Ooiirse Evaluation)

At Week-3 Eyaluation - June 18-June 23

1 , Introduction to the Development of Training Packages
- Bfe, Hayati M3, Salleh - ,

/ / / / « ( ©
Contents - £ j  Adequate F I  -Adequate /~7 Inadequate

A  ®Good /  /  Pair
^eiy / / / K i i ©  

Presentation - j[J  Good ‘ L J

Comments

2, Cooperative Union of the Philippines - National and 
International Context - BGten, Arcadio S,  Lozada -

Contents - /  /  Adequate / /  Adequate /  /  Inadequate

l/jl ©  Very . , , / / / / ( &
Presentation f  /  /  Good  ̂>' ' J f  Good Z 7

Comments

aiios) (D
3# Visit to Centro Bscolar Uaiversity 

(tv Studios) /
^  Pairly 

Relevant / /  relevant /~7 Irrelevant

Explain why;

/ / / / / / / /  ®  

Briefing / " /  Adequate

Materia]]/// / / /  jji  

Provided /  /  Adequate

Practic
Session W  Adequate

/ / / ^^airly 
/~7 Adequate

CO
/ __ Pairly
/  /  Adequate

/ / / J r  Fairly 
/  /  Adequate

/~7 Inadequate

/~y Inadequate

/  ®/~7 Inadequate
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/ l/im  0  n i l  G ^a ir ly  

Facilities / /  Adequate /~7 Adequate /~7 Inadequate

4, Practical assignment - Training Package

Conunents

B, End of the Course Evaluation

5, Do you think the main aim and objectives of the workshop 
have been achieved?

/ / / / Z L ®  ™
/ /  Fully achieved / /  partly achieved /  /  not at all achieved

Comnients

6  ̂ Do you think all the relevant areas have been covered in the course?

f / m i l l I I ®  ±  o >

Z 7  Z V  0̂

Indicate the areas you would like to add: __

Indicate the areas you would like to drop;

7* The knowledge and skills acquired by you at this workshop 
would help you in your work, ^

/  i f ^  Highly _  Not
‘ /  /  effective /  /  Effective /  /  effective

Comments ________________________ __
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8, Your general impression of the workshop

a) Duration of the course 

/ / / / / / / ®
l / V  Just enough /~7 Too long /~7 Too short

b) Boarding ^rangements

/ / 0  ///(jvii &
n  Very good /  /  Good /  / I'air

c) lodging arrangements

l//fiiUJi &  ^
/ / Very good /  /  Good /  /  Pair

d) Overall handling of the V/orkshop

/ / / / / ( P  / / / / / L ®  _
/  /  Very good /  /  Good /  /  Pair

9* What will you suggest to make -this kind of Workshop 
more effective.

10* Any other comments
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Main Objective

To enhance the effectiveness of Cooperative Trainers and 
Cooperative 5’ield Educators by exposing them and training them 
in the effective use of various training methods, training aids, 
development of training material, to achieve a better rapport 
and communication with their respective target group.

Objectives

By participating in this Workshop the participants 
should be able to:

1, acquaint themselves with the availability and utili
sation of audio-’Visual aids and methods that are presently avai
lable and in use in the Sub-Region*

2, understand the concept of communication under diffe
rent conditions e ,g ,, individuals, groups and masses and with 
varying emphasis,

*

3, understand the various participative methods of train
ing which could be usefully employed in the training of various 
categories of cooperative personnel,

4, understand the various methods of education which could
be usefully employed in carrying out member education/extension
work,

5, understand and achieve skills in the use of various
audio-visual aids in communicating with the people,

6, develop and practice their own training material (com
bined with appropriate training methods) e.g., training packages 
and the techniques of production of training material, and

7, achieve sufficient skills in carrying out evaluation 
of training methods and training materiaD.,

- m u H m  "

/cmr



International Cooperative Alliance

TORZS'iO? iVALCAnuX ; ^ESK-III 

Additional co*:i:nonts

01 - i'Teed for more exercises

- She enlightened us on the concept of training packaccs

- '/.;ore dia,dramatic illustrations on transparencies 
wo’ald have provided greater assistance

- Good idea to make use of participants as resource persons

0 2 - Olas to know h is  deep involvement in  the movement

- Very informative

- Very eloquently presented

05 “ 'The participants could have a hajid in the production
of a short TV programme

- Everybody got the feel of working in a TV studio

- y/e had a firsthand knowledge ii,. actual production 
of a video programme

- '7e had a firsthand experience on how to produce 
a simple film production

- Because I  have now knoTOi how to produce script 
sound and other items

- Bocauce it teaches how to make such good scriijt 
va.th visual aids

- Exposure to TV stiidio and to get some 
experience in recording of TV programme

- J’irsthand experience of a VTh production/operation 
of a studio

0̂1- - £ach one v/ould have been given a chance to present
their work for further criticism by all

- Individual works gives us better and actual insights 
how to prepare training package

- We have learnt a lot in this exercise

- We have short of time because v/e cannot think of oth;.‘r 
possible concept about the training package

- More facilities (m^aterial) should be provided to give 
more exposure to the participants of new things

- Some fin ish ed  product of training  packages must be 
evaluated whether they are good or not



International Cooperative Alliance

- Good experience

- Participajnt-resource persons did an excellent job 
in telling us how to produce a technical material 
like the training packases.

- Sho'ws hov/ the V/orkshop Director could make the 
participants work as resource persons as well

05 ~ Although in the last two days things were done
too hmrriedly

- I obtained more inputs now than ever before

- There are two man /̂ objectives v/hich cannot be 
fulfilled  v/ithin three weeks

- Good exposure to various problems in the respective 
countries and insight into the know-how 01 audio
visual production and instruction is valuable

- Better rapport/coLimunication with the target groups 
could be facilitated v/ith the use of new methods 
and' approaches learnt during the V/orkshop

- I am glad that the Course Director was able to 
Carry the group with him and through with the 
Workshop

05 - Llore time needed to be exposed to modern media
and audio visual equipment. Country papers 
were not quite comprehensive, therefore, the summary 
did not reflect the real position and problems

- Subject matter of creativity and* visual perception

- Areas to add; Editing, croping of articles etc. 
in the production of bulletin

07 Will improve my work

- The training package helps me a lot

- I would be able to share my experience ?/ith my 
colleagues v/ho are involved in the production of 
training aids

- Had the benefit of working v/ith the Course Director 
while he v;as, working in Indonesia in our Centre

- A good help in organising group work and group 
discussions



International Cooperative Alliance

09 - V/aite hoard - ma[7ietic or other booj-ds - should
also have been used

- Require particip.an':s to re-echo this in their ovm 
cooperatives

- Allow greater oarticipation from the participants

- The ICA should make use of former participants as 
resource persons as v'/as done this time when
Us Hayati Salleh was used by the Course Director 
to handle various assigrjnents

- There should be monitoring and follow-up system
on participants' performance e.nd acquired knowledge 
from this workshop

- Put more practical assignments

- This is the best

- Shoud be executed in some of training centres for 
smooth running of practical, work

- More secretarial facilities in order to cope up with 
the typing and copying work urgently required
at short notice

- A production teain of artists could ho,ve been 
provided as a back-up supi)ort

10 - './e hope to be able to -̂et in touch .vith the fellow
participants and ICA tio be appraised of whatever 
de'we.lopment relative to education and training in 
their respective countries

- A follow-up of this Workshop is  a must after a. 
lapse of at least one year

- Overall the workshop had been fruitfjl in terms
, of new knowledge acquired, new skilla learnt and 

meeting new friends

- A bunch of flowers of appreciation for our 
course director. Good job done

- Keep up the good work. ICA gets thv) credit as 
it  deserves it .

- Collaboration aa?rangements with the CUP were 
fantastic. Our appreciation to the secretariat staff,

- I am satisfied.

- Please convey our appreciation and gratitude 
to the ICA Heglonal Office.



SECTIOir s VI

Tills eeetion contaiBS speeches deliveTSd at thB 
inaugoral^on session of Worksbop, as well as 
some px^actioal matters inoludlziis a cop;f of tSi* 
Gertifioate issued iso tb© partslaipaiits*



ICA-CUP SUB-REGIONAL WORKSHOP ON TECHNIQUES OP AUDIO-VISUAL ISTSTEUCTIGK
AND DEVELOPMENT OP TRAINING MTERIAL-I, Manila, June 4-23j 1984

INVOCATION by Pr, Benedicto A, Jayoma

Almighty GOD, we, an international group of cooperators, heartily 

welcome you in our midst and please, stay with us to inspire us in our 

cooperative sharing to improve education in cooperativisia through Methods 

and Techniques on Audio-Visual,

Guide us, a part of the several generations of cooperators, to 

develop the tenets around which the movement started and has continued 

to grow. Remind us to be fired by the spirit of Rochdale Pioneers as we 

go on the task of learning the modem discoveries on audio-visual aide. 

Remind us to be imbued by the Schulze-Delitaoh drive for brotherhood of 

man as we search for updated experimental psychology on communication. 

Remind us to be filled v;ith Raiffeisen’ s desire to promote character 

training as we get deeper into value formation. Remind us of the mis

sionary constancy of Disjardins as we look for effective audio-visual 

methods. Remind us to Peline’ s situational and legal approach for ex

panding membership as we seek for firuitful motivation in cooperative 

education. Remind us that today half a million volunteers all over the 

world are inspired by authentic cooperative spiritto spread the move

ment while we on our part are exchanging views and experiences. Remind 

us to thoroughly and honestly examine ourselves of the personal motives 

why we participate in the movenrent. Is it for economic reasons? Is 

it for financial gains? Is it for honor? Is it for the glamour? Is 

it for the excitement to be with other cooperators? If  this be the 

case, inspire us to be sorry for this fundamental mistake. Inspire 

us to make honest resolve to learn and live the original objectives 

that brought out the birth and the growth of the cooperative movement 

so that we could form part as an authentic and reliable link in the 

chain of cooperators who have produced achievements for the coopera

tive movement throughout the years,

THANK YOU DEAR GOD,



ICJA-CUP SUB-REGIONAL WORKvSHOP ON TECIffllQIJES OP AUDIOVISUAL INSTRUCTION
AHD DEVELOPMENT OP TRAINING MTERIAL-I, Manila, June 4-23, 1984

Welcome Speech delivered 
diiring the Inaugural Session

By ATTY. MNUEL P. VERZOSA 
CUP's Secretary-General

On behalf of the Cooperative Union of the Philippines, Inc. 

(cup) , the apex national cooperative organization in our coimtry, I 

welcome you to this international seminar on audio-visual education 

co-sponsored by the International Cooperative Alliance and the GUP,

In the coming weeks you will be very much engaged in exchang

ing information, experience, techniques and expertise in the field of 

audio-visual education with the end in view of enhancing the effective

ness of your methodologies and techniques. Your highly specialized oc

cupation has contributed immensely to the adequate, accurate, and 

timely transfer of knowledge and skills to, and the development of 

desired attitudes among-, the people. And we feel that this Seminar 

will further improve your deliveiy capabilities as well as those of 

cooperative education and training organizations and institutions in 

South East Asia, In a world constantly bombarded by information explo

sions, competition for attention of the human mind is increaein^y 

becomming keener. Hence, the need for continuing improvement in audio

visual education through seminars like this. We wish you success in 

your continuing efforts toward this directic'n.

While you are with us, we hope that you will find your stay 

in our country fruitful, pleasant and enjoyable. You will note many 

things common to our countries in terras of climate, people, language, 

culture, economics, politics, etc; as well as things unique to the 

Philippines. As you come into contact with Philippine society during 

your off hours, you will leam many things about us which will give 

you a better understanding of our country-and people thus, contribu

ting to better international relations.

So my friends, v/elcome again and please feel at home. Do 

not hesitate to let us know how Vi/e can be of servic'e or help to you,

THANK YOU.



ICA-CUP SUB-EEGIONAl T/ORKSHOP ON TECMIQDES OF AUDIO-VISUAL INSTRUCTION
AND'DEVELOPI/ENT op training  MATERIAL-I, Manila, June 4-23, 1984

Message from the ICA delivered 
during the Inaugural Session

By DAMN PRAKASH

Seminar director

1 With your blessings and good wishes, we cosnnience formally our 

Sub-Regional Workshop on Techniques of Audiovisual Instruction and Deve

lopment of Training Material- Part I, until June 23, We assure you a 

hard work, and of course, we look foiv?ard for a happy and enjoyable 

stay here in Manila,

2 The main objective of the Workshop is to supplement the efforts 

of the International Cooperative Alliance in this part of the world to 

enhance the effectiveness of cooperative trainers and cooperative field 

educators by exposing them and training them in the effective use of 

various training methods, training aids, developnent of training ma

terial and to achieve a better rapport and commmication with their 

respective target groups,

3 Participating countries are: the Philippines, Indonesia,

Iiilalaysia, Thailand, Singapore and the Republic of Korea, The 13 par

ticipants come from the national cooperative organisations and national 

cooperative training centres in this Sub-Region. These are all ex

perienced cooperative trainers and cooperative educators,

4 In the recent years the Cooperative Movement hae diversified 

its activities. Business volume has increased. Membership has been 

growing. Number of employees has been increasing. Consequently 

modem concepts and methods of management are creeping in the coope

rative system. Greater and varied demands are being placed on national 

cooperative training and education structures* This naturally resijlts 

into development and organisation of more professional, educational 

and training programmes. Extension programmes are also undergoing 

stresses and changes. All efforts are geared towards providing more 

infomation, skills and material. These efforts ultimately demand



more and better training material which could provide professional and 

realistic support to cooperative trainers and educators and even exten

sion workers. Some efforts in this direction have been made by national 

cooperative organisations as well as by the International Cooperative 

Alliance and the International Labour Organisation. These are done 

through the CEMAS and the MTCOM. National organisations in several 

countries of this region have been engaged in the adoption, transla

tion and adaptation of training materials produced by the GEMS and 

the MATCCM, A number of training packages and other kinds of training 

materials are being produced even by the national organisations and 

training centres on their own. The training matorial here also in

cludes audio visual aids and materials, etc,

5 The International Cooperative Alliance itself has been assist

ing the member-movements by way of providing training opportunities to 

faculty members and field educators in the techniques and methods of 

training with special reference to adults.

6 The present Workshop is one link in the whole series of human 

resources development programmes of the IGA for its member-organisa- 

tions. In order to provide a more effective backup to the W'orkshop, 

a number of background papers have been developed. The Philippines 

happily has a very large stock of competent professionals in educational 

and training technology. We have, therefore, tried to enlist the pro

fessionals from the Philippines itself to act as our resource persons 

during the period of this V/orkshop, I am happy to infoim that there 

would be eight guest speakers assisting this ?/orkshop,

7 The Workshop, which is now being conducted in this beautiful 

country in collaboration with the apex cooperative organisation of the 

Philippines i .e .,  the Cooperative IMion of the Philippines, is the 

first in the series. The second workshop wô ild be held some time du

ring December this year or January next year either in Sri Lanlca or 

in India, The work done at these two workshops, experiences gained 

and the recommendations and suggestions received, would be able to 

provide the ICA with a better appreciation of the present educational 

programmes and strategies for the future.

- 2 -



8 The International Cooperative Alliance is the wdrld body of 

the cooperative movement. It was founded in 1895 in London. Its 

membership now covers 67 countries throughout the world and its affi

liates have a total membership of over 366 million at the primary le

vel, (Ehe ICA is the only organisation entirely and exclusively dedi

cated to the promotion of Cooperation in all parts of the world. The 

headquarters of the ICA are located in Geneva, It has three regional 

offices - for South-East Asia; for East and Central Africa and one 

for West Africa.

9 The ICA Regional Office for South-East Asia, located in New 

Delhi, will be celebrating its Silver Jubilee in November next year. 

The servicing of Cooperative Movements in this part of the world is 

done through the ICA member-organisations. The Swedish Cooperative 

Movement has been providing a lot of technical and financial support 

to the IGA in carrying out its technical assistance prograiames,

10 I take this opportunity of expressing our very sincere thanks 

to the Cooperative Union of the Philippines, its dynamic Chairman and 

the Secretary-General, in providing us with all possible facilities, 

and assistance, I believe, and can perhaps assure you on behalf of 

our participants, that our work here would be smooth and our stay 

happy and enjoyable,

THANK YOU VERY MUCH.

- 3 -



ICA-OUP SUB-REGIOHAI. WORISHOP CN TECMIQUES OF AUDIOVISUAL INSTRUCTION
Alffi DEVELOPMENT OP TRAINING MATEEIAL-I. MANILA. JT3NE 4-23 1984

SOME GUIDELINES FOR THE PARTICIPANTS June 2 1984

1 aease go through the Workshop Memorandum once again carefully.
In case of any doubt on any issue, please get in touch with the 
Workshop Director.

2 Practical matters connected with this V/orkshop are fully 
supported by the IGA Member-Organisation i .e. ,  the Cooperative 
Union of the Philippines Inc. The Secretariat to this 
7/orkshop is provided by the Cooperative Union and is headed 
by Ms NELIA HERNANDEZ, Progranmie and Operations Officer of the 
CUP. To sort out any practical matter kindly get in touch with 

her,

5 Hotel Bills. Hease note the following points;

a. Arrangements for payment of room rent for all participants 
have already been made with the Hotel Management, The rooms 
are available until June 24 1984.

b. The ICA will not, therefore, cover any other costs e.g., 
signed bills, liquors, drinks, laundry, food, medicines etc. 
Participants will please clear all such costs themselves 
before they leave the country upon termination of the 
Workshop,

4 Pood and Pocket Allowances, Hease note the following points:

a. For participants a total si;mi of £200 per day will be paid 
in the following manner; ('Breakfast B40, Lunch E60,
Dinner £60 and Pocket allowance £40), A corresponding 
deduction will be made for any official lunch or dinner. The 
payment of this allowance will be made in two instalments.
The participants would thusbe free to eat anywhere they 
like,

b. The lunch break will be for nearly two hours. Please adhere 
to the announced work programme of the V/orkshop - afternoon 
session begins at 1400 hrs until 1700 hrs (hopefully),

c. Right in the neighbourhood of the Hotel, a number of good 
and reasonably priced eating houses are available. Our 
national participating colleagues could kindly assist in this 
matter. But be carefid. with what you eat, lest your 
stomach faces a problem,...

Nelia Hernandez Daman Prakash
Head, Workshop Secretariat Workshop Director.
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