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Traiaing Workshop oa Gooparativs Education
Ifethods and Audio~¥1Bual Tedialcues* Mepal

my 19 - Jane 3, 1980

IMTaODUCTI011

In iile modern age science and tedinoloi” are making contribution
in every field. However, body doe”™ not liave an access to these
riches 0of tfe## age. Iteveloping countries of Asia hav®O specially been
suffering froa want of modern technology snd ita suitable application.
"jfhis is particularly so in a country like Uepal. I1%isdem means of
Qiafflunication are yet to be developed fglly in this land-locked and
mountaaeous country. Trsasndous efforts are neededv-to laport> adapt
and develop modern aeans of cGamanicatd.oa so i”at the fruits of technology
and the aessage of Cooperation could reach ccmBon ,peopl©® in rural Hepal. .
Heedless to say that most of the rural people, -t o are famers or labourers
are obliged to lead a life of ignorance, dostitutioh®”™ 3 |pv8rty» It may
b®© mentioned tiiat out of total j»pulation of I3 milHoa 38 pe:960nt of
HapalGse people live in villages and 93 per cent of total ppalation
depends on agriculture, directly or indirectly. The population has been
growing rapidly. It is estimated ‘ttlat the popa3.atloa of Hepal would be 25
millioa by tho year 20CW A.D,

Oooperative approadi and teehaiques have en answers to the socio-
eeonaaic ja*obleas facing Sepal bat people are to bs raadd aware of i1t, ife
have to use all aieans of coamunication to reach rural people and i/in theo to
cooperative side. Our means should be sb#il9 , ecoaolaie, deaocratic and
effective# The cooperative education is to be spread not only among farsa
households, a”ibers of coo|sratives and their leaders but also emoag

managers and eaployoes of cooj”ratives. Qair task is stupendous,

Ike Department of Cooperatives and the Cooperative Training Centre,
feiiliaandUl have been engaged in cooperative education and training in Mepal
since 1962* However, much more efforts were needed and aodera methods
and techniques of education and ccssaunication to be used. educational

materials and audio-visual aids are r~uired. The country urgently needed

e 2/ -
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/
trained persomel at the Cooperative tvaxXf

in tilo field, who could train others and spV

iaiprove mamg&aent of pr~ajy cooj”ratives,

mBASIHG MIRKSHP

During 1979-SO, the CXC had 9 teadiiag staff incX”®
Saae of -fdel were trained abroad in modern aathods and tedik,
Goox-)ea?ation and cooj”rative edueatloaj throu” progrsioiaes org"\
the 10A BOSC, ILO and other organisations. HOverthQlOss, all the™\

fflsabers needed continuous training and op|K>rtmSities for self-develo™”

30 as to radle a better coatilbutioa toward coopsrative developaent in

It was ia this context t"Nat the Training idorkshop on Gooperativ© Education'
I'Sfethods and Audio-?isual TedsniquQs for tha coojKsratlve educators was
organised hy the Departiasnt of Cooperatives in collaboration ijith the

IGA Begional Office and Education Centre for Sou'feh-East ABxa? Hew Delhi end
held at the Cooperative Trainiag Centre, Kathaandu# fycm 19th Jfey to 3yd
June 1960, AIll the nine faculty members of the OTG and tm cooperative
educators frcsa tiiQ Sajha Central Organisation, ifeliinisndu. participated in
the Workitiop.-

miM BATUIISS

1. It was a full-tlitt® Workshop organised by the CtO as a part of its
on-going prDgrsaiae, So special biidgetasy ctllocatioas were available to the

Principal for the purpose*

2. It was a pES-oduction oriented workshop, [liich etaj™iasis was laid on
= pdBductlon of audio-visual aids as e part of training jmckagesj aeant for

cooperative education and training,

3* Bxcept the Specialist in Educational I'Et&ods of tiie IGA ROEG, New Deld

all other resourc® persons were secured loca% on a part-time basis.

4,. The participants worked in small groui”™ sad j™ovide™d training inputs

tiaie to tiae.

$. conducted in English and Mepali languages. However,
most of the material dis"feribated was in English and short presentations were
mB.de audio-visual aeans. the undersigned prepared and used a
training jsickagd on Psychology of Adult Learning during th© Workshop.
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6* Aa Ordaibitloa of «du«ational lastejEleXs ixicludiag I10A GE®.S aad
ILO mTCOH materials and 14i0© training packages on vas?iOns subject areas

was arranged in the prsaises ol* the traiaing contr©. It helped the

participants to get ideas and infooaatioa for ~oduction,
7, Evaluation and feed-bask was made integral pert of the workshop.
8, Soae of the audio-visual ©ids _pfeparsd 1 th© participants could

bo p?e-t®stod in th© Field and revised during the workshop.

9, ihe coordinators of the worktop worked with the partipipants
p*-ovided training inputig® In this conneotion the undersigned prepared
a set of overhead transparoncies on OEMkS and a set of coloured slidos

on thO© Cooperative ~.r*ialng Csatre, Kethmaadu, during the workshop.*®

10* The parbiaipants showed keen interest in handling and maintenanGe
of still caaeras and other audio-visual equipients sudi as Iém FiM
Bsrajector, Overhead Projeetor™I™lides 1™oJOctor. Scsae of these equi]aents

hav# been secured by the CTG rough e ILO.

Soae Suggestions

It will be worth”ile to follow-up the workshop ends se® that
modem tecshniquds and materials ar© used Gooperative trainers
and field educators in Nepai. [In faot suds workshop should be made a

part of the regular facul-~- developaent progrskasie of tho GfC*

It is also suggested “Uiat GJG should adopt scmo cooperatives for
the orientation of its trainees and for field testing of educational

technlquea/njateri”s.

to achieve this aM, til® research and evaluation wing of thO GTG

should be sti“ohgthened and ej?p®nded.

A brief report on the workshop is enclosed herewith*
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smitaHG yoaj”op @F cQOI®s&TiIvi B"mohnm
MTHQBS mp AgDIQ-.VISUAL mcHMO]3ES. HSML
ifey 19 » Jane 3. 1970
Pos—|=-5HV:J
A Hfitionsl level Woafks&op ms held at the Cooperative, Trainiog

Centre, ffethiaanda, Nepal 19 to June 3]} 1980. The Warishop was
joiatlgr organised by the XGA Bagional Office and Bdueatiaa Centre for
South-last Agia,, Hew O®Ihi and Bepartraent of Cooperative®, funla™liry
af Land Befoxms* QoyOn»ent of Mepal, It was attended by 10 i>artic.ipents
(list attached as amexe-A) frm thO faculty of the Cooperative Training
Centra and trm th© Central Office of 3&JM, Kiathaandu, Sepal. Dr, Iliam fii
Joint Mrestor (ldusation)# ICA BOEG,. oonducted the mHork”ojp gitfc the active

&ssistance of Mo Suiya Bataa “alcya# Acting principal of the Cooissrative

Training Centre, Hepal#

1"e Workshop was inaugarated by Hr. Basudev iya&urel, Secretary,
~Fijaistry of 1®nd Bsfoasas on the 19th i"&y 1930 and the Closing Cereaony
was presided over by Mp, I™“war pragad Shams, Joint Secretaiy of the
Itolsitry of I;and Refoms on 3rd June 198Q,

The main objectives of th® Worktop, which was of 2 weeks® duration,

were s

i* To orient the participants ia various eduaational methods snd
teohniqaes, suitabl® for cooperative taraining sctivlties in
Sepal,

il. To guide and BBSIst th@a in developing sfeills for the preparation
and use of different kinds of audio-i“visual aids as a part of
Training Fsokagea*

iii. To facilitate dsv@lopient of relevant j~ills in hBndithng-——————--
partioij~tive techniques and eudlo-visual equipaents.

A copy of the pxogrmm of the Worktop, whicii was skill and.
jJaroductioa oriented, is enclosed as annexe-B, A list of the aateriel

pa»due@d and used during th© Workshop is also enclosed as aJjnOxO»G»

During the Morkshop - Fsysiiology of Adult Learning, HuEaan Cc®auni3at
Process, principles of Gurrieuluia Developaent, and different ifethods and
Tecshniques of Coof£®rativO Education wei” introduced to the ~rticipants

with file help of siaple visusl aids. Special mpiasis ms laid on various

77
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kinds of audio<»Visual aids liiidi could be used by ~operative teachers Ixa
Hepal to make their training and educational progrsaaos more e~fectivs and
interesting. Saae of these aids were ehalk board, overhead tranaparencies#
flip, charts, flann©! grajiis, magnetic board, slid” and fiMs. 1hO
participants also learned how to use and maintain various felnds of amdio”
visual equipaents such as still caaerfej, slide projector, oveiSiead
projeetor,, "aM légk fila projector., Aftor a brief ,ifl*" W& <i%ion. to the
eonsept of Xrsiniag Paclcagd md it® use in oooiprativfe training and
education”™ the participants were divided into three grou|”™ &nd eadi

~oup me given a gpecial eissigmeht of prepariag a training Facljage on
the subject of i1ts own <Moise# "As a result,. %&,0 following "“packages based
on simiil® visual aids were |;re]®rsd duriag the ior&™op.-~by 1O three

group of partioipattts:

(1) A Training Package on Fuaictioas and Advantages of Cooperatives.
(@) A Traiamg Fackag® oa ikjerd 1*feaagers Eelatioa?iiip,

(@) A "training” Iteekage on ,LCRkag® and its ecalat&l in
Agricultural Cooperatives.

12iese training packages woOr® saailaly based on aiJttple audio-visual
aids such as cdiartg, paters, flip diorta, flannel grajha and oveihead
transptrehciesi S«i0O of 1&0 aids prepared by t&e pjrtieipants were taken
by thm to a locel cooierative for pre-testing, and these were revised in
view of the cQaaents and suggestions received ia liie field. Later on,
rsjs“esentatiyes of the groups pres™ated their raspectiv® packages in sk
Worktop for saaiaents,* fhm” packages will furttier b© u@ed on their target
groups in thO© field and revised sccordingly before a large scale production
is coaside®ed, la addition to -UieoretiGal and jracticalL prograames followed
in the Glassroea "the psi™tioijsnts uet® taken out for® study visits to goa®
of the Opeoialised ageacies engaged in ccsifflunicatioa and extension work in
Nepal and located at Kiathatandu. Besourc© Parsons from iijese institutions

were also used for handling various sessions of t&s “Workshop.

In order to acquaint ike partieijfflats vrith aodern evaluation
techniquasv x"dfous evaluative aothods were used during the workshop. At
th® ?ad m evaluation foia was indiTi“ually filled in by thm* She response:
sitowod that aost (8/10) of the particilaritg were of the visw that the
objectives of the worktop yer© fully aehieved and two mentioned that th©

objectives were partly aehieved. the partioipants, howevsr, suggested that
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the duration of the progreoaes “ould be increased mSt more- resource

invited. Biey ~ould be given some incentives for inoreasiag participation
in the JorJcshop*

It aay, however, Msmentioned that in spite of limitations of time

and resources# tbe i@®rticii«nta could produce useful and attractive
visual "ds as a prt of their training imckages* Sies® jadiages along

other educational aaterials produced EBY foraer participants of the
IG& Ooia?ses for tTia.ners were dialilayed in a special exhibition organised
at thO© OooperativO Training Centre# felteiendtt. She educational aaterials
produced V the Cooperative Educaticm %t®yials Advisoj” SorvicQ of th®
1GA vas riso displayed in th« B:/~ibition organised by the participanti

thmselves* &0 eMiiibitiott “"icl™included the display of new fePainlag
packages and other matsrials produced —fee participants during the
Worktop proved very effective laesans of training.

vn/
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4. i“fethods of Gooperativ® Educatioa - Br. Vir
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8, Blow the fundsfflientals of your csmera*

9, Gar© and JMntenance of Audio-Visual Squipaeat

10, Selection and Evaluation of Aduio~Visaal Aids - Dr. D. Vir

11, Draft 1™nual of Training Paclcagea Imsed on Audio-Visual

Aids - OBM&S UNIT, Sew Delhi .

12.1 Training Package on Board-Bfeneger Eelation”ip- for Cooperative
Junior Instructors by Group 111

12.2 Training Package on Fonotiofls and Advantages of Cooperatives
Ijy Group 11

12.3 Training Pacfcagd on laeJcagd and Its Control in Agriculture
Cooperatives by Group 1
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14 ,, Supar Store - A Case Study by Dr, D. Vir
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19, BEvalufi“tioa Sbhitas
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int "roduction

-This is an age of human- progress through Cooperation and modern
technology. Science /and technology are making contribution in every field.
However, every body does not have an access to these riches of modern age»
Developing countries of Asia have been specially suffering from want of
modern technology and .its“suitable application. This is particularly so
in a ootiirtry like Nepal, Modern means of commuhica’*tion are yet .to be
developed fully in this land-locked and mountaneous country. Tremendous
efforts are needed to import, adapt and develop modern means of communication
so that the fruits of technology ejid the message-of Cooperation could reach
common people in rural Nepal, Needless to say that most of our rural people,
o are"farmers, are obliged“to lead a life of ignorance, destitution and
poverty,: It may be mentioned that out of total population of 13 million 88
percent of Nepalese, people live in villages and 93 percent of total population
depend on agriculture, directly or indirectly. The population-has been
growing rapidly. It is estimated that the population of Nepal would be 25
million f)y the year 2000 A, D,

Cooperative approach and techniques have an einswer to the socio-
economic problems facing Nepal, but people are to "be made- aware of 1t. We
have t©" use all means®™ of communication™ to reach rural® people and win them to
cooperative side. Our means should ke" simple,- economic, democratic and
effective. The cooperative education is to be spread not only among farm
households, members -of cooperatives®™ and their leaders but also among
managers and employees of cooperatives. Out task is stupendous.

The Department of Cooperatives and the Cooperative Training Centre,
Kathmandu, have been engaged In cooperative education and training in
Nepal since 1962, However, much more efforts are needed and modern methods
and techniques of education and communication are to be used. New educational
materials are required. We need trained personnel at the Training Centre
and in the field, who can train others and spread cooperative idea and
improve management of primeiry cooperatives.
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TRAINING WORKSHOP.

The CTG has  teaching staff including the Principalo Some of them
have been trained, abroad in modern methods and®techniques of Cooperation
and cooperative education, through programmes organised by the ICA ROEG,
and .other organisationso Nevertheless, all the faculty members need ocon"cinuou™
training and opportunities for self-development so as to make a better «
contribution tovrard cooperative .development in Nepalo It IS in this context
.that the Training Workshop on Cooperative Education Methods and Audio-Visual
Techniques for the cooperative ed"ocators is being organised by the Departmenf
of Cooperatives in collaboration with the ICA Regional Office and Education
Centre for, South East Asia, New.Delhi, and held at the Cooperative Training
Centre, Kathmandu»

OBJECTIVES
1o To orient the participants in various educational methods and
techniques, suitable for cooperative training activities in

Nepalo

20 To guide and assist them in developing skills for the preparation
and use of different kinds of audio-visual aids as a part of
Training Packages,

.30 To facilitate development of relevant™skills in handling
participative techniques and audio-visual equipments.



PROGB# IMME

First Day 19 May 1980 6 Jestha 2057 Monday
1000 - 1130 Registration

1130 - 1230. Opening Programme
1230 - 1330 FIRST SESSIONo

Introduction to ICA - Cooperative Education® Materials
Advisory Services (CEMAS)
Introduction of Participants and Resource Persons

Training Course Objectives and Its Mechanicso
1330 - 1400 Tea Break

1400 - 1530 SECOND SESSION
Xum

Psychology of Adult Learning & Human Communication Process

- Dr. Dharm Vir, Joint Director (Education) &
Specialist iIn Educational Methods,
ICA, EOEC, New Delhio

- Mr. Ghirinjibi Karmacharyal
Agriculture Information Officero
1530 - 1700 @P.OP WORK ON CURRICULUM DEVELOPMENT- FOR COOPES;J]IVE TR/INING

Second Day 20 May 1980 7 Jestha 2037 Tuesday
1000 - 1200 THIRD SESSION

Methods and Techniques of Cooperative Education:
a) Traditional Methods *"*
b) Participative Techniques

- Dro Dharm Vir
1200 - 1330 FOURTH SESSION
Lecture Method - Introduction
- Mr« Surya Ratha Shakya, Acting Principal, CTC
Demonstration of Lecture Method

- Mr» Shambhu Baniya
Instructor, CIC,

000M0 o



N530 - 170
1700 - 1530
<1530 - 1700
Third DAj
1000 - 1200
1200 - 1330
1330 - 1700
i400 - 1530
1530 - 1700
Fourth Day
1000 - 1200

Tea Break
FIFTH SESSION .. |

Practice Sessions on Some Participative Technique,s
- Dr. Dharm Vir

GROUP WORK ON STUDY CIRCLf] METHOD

21 May 1980 8 Jestha 2037 * Wednesday
SIXTH SESSION

-Audio-Visual Aids - Its Role iIn Cooperative Training
-Classification of Audio-Visual Aids
- Dr» Dharm Vir

SEVENTH SESSION

Non-Projected Aids and Its Uses (with practicum)
a) Chalk Board"
b) Magnetic Board

- Mr= Surya Ratna Shakya
Tea Break
EIGHTH SESSION " "

Continuation 00000000<,,,
c©) Flannel Graph
d Flip Charts

- Mro Sham®bhu B« Baniya

GROUP WORK

22 May. 1980 9 Jestha 2037 Thursday
NINTH SESSION

Projected Aids and Its Uses (with practipum)
a) Film Projector 16 MW

- Mr, Bala Prasad Sharma
Asstt., Agriculture Information Officer m
Agriculture Information Section
Department of Agricultureo



! [
1200 - 1330 TENTH SESSION

GoutXnii3ion e000000000
1530"—-"1" 0- Tea Break
1400 - 1700 Continuation o=e.,000<.0»
b) Slide Projector
w,,-" - ©). Overhead Projector

- Dr. Dharma Vir & Mr« Shambhu Baniya

FIFTH DAY 23 May 1980 10 Jestha 2037 Friday
1006 - 1200°weELEVENTH SESSION

Principles and Techniques of Photography
.- Mr. Bala P, Sharma
1200 - 1330  TWELTH SESSION

Continuation 00,=.
1330 - 1700 Tea Break
1if00 —--1700THIRTEENTH SESSION n

Practice sessions on Photography

SIXTH DAY 23 May 1980 12 Jestha 2037 Sunday
1000 - 1200 FOURTEENTH SESSION

Concept of the Training Package - lts Role and Uses.

- Dro Dharma Vir

1200 - 1330 FIFTEENTH SESSION
Selection of Topics/Subjec.ts for Training Packages.
- Mr. Surya Ratna Shakya T
'1330 - 1400 Tea Break
1400 - 1700SIXTEENTH SESSION

Formation of Groups

Preparation of Training Packages

Guides: -Dr. Dharma Vir

-Mr. Surya Ratna Shak;ya,

-5-n
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26 May to 28 May (13 Jestha to 15 Jestha) Monday to Wednesday "~
mmPreparation of Training Packages "o R |
Tenth Day 29 May 1980 m." I'6 Jestha 2037 . Thursday

1000 — 1200  SEVENTEENTH SESSION *

Preparation of Training Packages Continued«
1200 - 1230 Tea Break
1230 - 1700 Study Visit to Training Materials Production Centre,-
m m Jawalakhelo

Eleventh Day 30 May 1980 17 Jestha 2037 = Friday
1000 - 1200 EIGHTEENTH SESSION

Presentation of Training Packages by Groups,
1200 - 1330  NINTEENTH SESSION " "

Continuation
1330 =100 Tea Break

mlifb - 1530 TWENTIETH SESSION

Continuation,
1530 -1700 GROUP W/OK

Twelth Day® 1 June 1980 19 Jestha ,2037 Sunday
1000 - 1200 TWEINTYFIRST SESSION

Introduction to Case Study Method : Incident Process,
Management (eee, In-tray Exercise, etCo

- Dr. Dharma Vir

1200

1330  TIVENTY SECOND SESSION
Discussion Leading with Cases (Two)

- Dr, Dharra Vir
- Mr, Surya Eatna Sh”ya

1330 - 100 Tea Break
100 - 1530 TWENTY THIRD SESSION



Continuation 0=00,oeo000
1530 - 1700 GROUP WOEK

Thirteenth Day” 2 June 1980 20 Jestha 2037
Introduction to Role Plays

Dr. Dharm Vir

1200 - 1330  TWENTY FIFTH SESSION
Demonstration of Role Plays
-Mro Surya Ratna Shakya
- Dr. Dharm Vir
1330 - 100 Tea Break
M0 - 1530 TWENTY SIXTH SESSION
Continuation ., >eooeol
1530 - 1700 GROUP WORK ON EVALUATION TECHNIQUES
Fourteenth Day 3 Jime 1980 21 Jestha 2037
1000 - 1200 Plenary .-
1200 - 1330 Recapitulation/Evaluaticn/Follow-up

1330 - VKO Tea Break

100 - "xClosing Ceremony

anj/o
CTC/Kathmandu«
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Secretary, Ministry of Land Seformsi
Joint Secretary, Ministry of Land Reforms,
Registrar, of Cooperatives, .

BistinCTtished Guests and Fellow Participants - . 3\is

On behalf of the International Cooperative Alliance Segional Office
and Education Centre for South Asia, | have great, privilege to convery our
best wishes on the occasion of the inaugural of the Training V/orkshop on
Cooperative Education Mehtods and Audio-visual Techniques being held at the
Cooperative Training Centre, Kathmandu. This is the first effort of its
kind in the new Nepal, The training workshop is being held by the Department
of Cooperatives, Ministry of Land Reforms and Panchayat, in collaboration,
with the I. C. Jt. This workshop is just beginning of training of cooperative
trainers in .Nepali We hope to continue our collaboration with the cooperative
movement in general and the Cooperative Training Centre in particular. With
the establishment of the national level cooperative union in this country,
our collaboration will grow further. It may be added that the I. C. A, .
Regional Office and Education Centre has”~ready been providing necessary
assistance to the Department of Cooperatives, ,in tiie field of. cooperative
training, trainers®™ training and. assessment of Cooperative memberseducation

camps,

/
The present workshop which is of two weeks dtiration is alcill and

production oriented. It will c”~tainly contribute to faculty development
of the draining Centre and result in production and adaptation

of suitaU”™® producation suitable educational material- of. cooperative

education training in Nepal, The main objectives of the training
work are ’
\) orient the partiiipantB in various educational methods and
techniques, for ,cooperative training activities in
Jfepal, .

Jo guide and assist them in deyeloping skills for the preparation

atid use of tfiffet"ent kinds of audio-visual aids as a part of
3”Ni*aining Package”, and

©® 57 facilitate “~velopment of relevant skills in handling

PartiSipati®e techniques and audio-visual equipments.
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I 1-1TERNATIOm COOPERATIVE ALLIMGE

INTRODUCTION

The International Cooperative Alliance (IGA) is one of the oldeat of non-
governmental international organisations. It is a vrorld-wide confederation of
cooperative organisations of all types, Eounded by the International Cooperative
Congress held in London in 1895» it now has afiiliates™ in 66 cbuntries, serving over

336 million members at the primary level. It is the only international organisation

entirely and exclusively dedicated to the promotion of cooperaticn in all parts of
the iilorld.
Besides the Head Office of the ICA, Which is iIn London, there are three regional,

offices, viz., thfe Regional Office & Education Centre for South-East Asia, New Delhi,

Indiai the Regional Office for East and Central Africa, Moshi, Tanzania and the
Regional Office for V/est Africa, Eingerville, Ivory Coast. The Regional Office in
Mew Delhi was started in 1960, the office in Moshi in 196S9and the West African
Regional Office iIn 1979.
The main tasks of the Regional Office & Education Centre are to develop the

general activities of the Alliance iIn the Region, to act as a link between the ICA
and 1ts affiliated national movements, to represent the Alliance in its consultative
relations with the regional establishments of the United Nations and other
international organisations, to promote economic relations amongst meraber-movements,
including trading across national boundaries, to organipe and conduct technical
assistance, to conduct courses, seminars and conferences, surveys and research,

to bring out publications on cooperative and allied subjects and to support aiid
supplement the educational activities of national cooperative movements. The Regional

Office and Ed.ucation Centre now operates on behalf of 14 countries, i.e. Australia,

eaead/ ,,



Bang®laSesh, India, Indonesia, lIran, Japan, Hepublic of Korea, Malaysia, Nepal,

Pakistan, Philippines, Singapore, Sri-Lanka and Thailand.

EDUGATIOK PROCKRMFE
Since Its Inception in 1960, the I.G.A. Regional Office and Education Centre
has been organising various kinds of cooperative education and training
activities for the benefit of the cooperative movement in the South-3J;ast Asian
Region including Nepal, So e of these are %
1) Top-level conference of Ministers and Cooperative leaders and other
policy makers in the field of cooperative development.
2) Experts® Conferences and Technical Meetings on important cooperative
subjects.
5) Regional Seminars and Workshops for middle-level cooperative
personnel and government officials,
4) Teachers®™ Training and Development Programmes»
5) National level seminars, workshops and training courses=
6) Field level projects in cooperative education and training.
7) Consultancy and the Cooperative Education Materials Advisory “rvice
(CawAS)
8 International seminars in collaboration with Swedish Cooperative

and
Centre (SCC),UN/other organizatiorfe.



Participants and delegates from Nepal have been attending- the 1.GOA.
educational programmes in the Region especially in the Regional Courses on
Training Methodology and Techniques. So far three courses have been organised
at Pime by the 1,G,A, ROEG and three Cooperative Teachers have participated in
them.

In addition,the Principal of the Cooperative Training Centre,Kathmandu,
has been a member oi the South East Asia Specilists Group in Cooperative
Training (SEASPECT), This group which meets frequently advises us on
cooperative management and teachers* training material production activities
Mr. S.R, Shakya, Acting Principal of GIG, is the member of SEASPECT and also
a LiaiBon officer for the EIAS work In Nepal.

Let me add a few words about CS'L-S, 1,e,, the Cooperative Education
Materia.ls Advisory Service, started by the IGA to improve cooperative
education methods and materials in developing cooperative movements. The
@& "IAS has been discharging clearing house functions for cooperative ediicatoira
and Cooperative Training Institutions. It also has produced a series of mannuals
and cooperative training materials. The GEMS Unit at New Delhi has been assistin
in the production of training packages, case studies™role plays, case books
and manuals on modem methods and techniques of cooperative education for

.use In S.E. Asia region and elsewhere.
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We will work together for the coming two weeks and contribute otir
best to this common endeavour. We are grateful to the Cooperative
Department, under the leadership of Shri Vasnayat who has invited us to
assist in this very iuportant field of cooperative development and I
would like to assure that whenever thyou need our assistance we will do
our best to meet your requests. 1 take this early opportunity to thank
your officers and staff in the Department and at the Cooperative Training
Centre for their valuable assist”~ce and willing cooperation in the

conduct of the training workshop.

We are grateful to Shri Basudev Pekhurel, Secretary”™ Ministry of
Land Reforms who could find time to inaagurate the training workshop
and say a few worSts-of ehcauragement to us. . .

,1 am happy to see that willing cooperation ia also forthcoming
from the cooperative institions such as Sajha and we would much benefitted
by their, experience of the representatives present here. At end, | would
like to convey our thanks to the Department of. Extension, Ministry of
Agriculture and the Training. Material Production Centre of the Ministry
Land Seforras and Panchayat, His Majesty’s Government of Nepal for
providing resource persons and other necessary asistance for the conduct

the present workshop.

anj/o
CT0, Kathffladh.-



International Cooperative Alliance

A Himi1AYM EFRJIDBT IN GOOPSRATIVE EDUCATION

~ Dhara Vir

Goopsrative Education is a broad teim used for fonaal and non-
fonaal activities undertaken by cooperative institutions and their
personnel for their os;n improvements, to achieve cooperative goal. These
persormel raay be divided into the follovw/ing categories;

- - a. general members- and prospective members,
b. elite aembers and leaders, including cooperative workers,

- Cc. managing canraittee mCTbers and office bearers,

d. managerial staff and other employees, and

e, cooperative promoters, trainers, educators and the govt,
representatives.

Education of employees is often referred to as cooperative
training, as it enjiiasikes on the business management and technical sMIls
much required by these personnel in discharging their duties» It should
not be taken tiiat these who must be trained in specifics do npt need
cooperative education in a broader sense. "In fact, it is all types of
personnel employers or employees of cooperatives, should be activ?ly
involved in the process of cooperative education. The very ataiosfilere of
cooperatives should be educational and developnental. The process of
cooperative educative education should be continuous and be based on the
principles cf mutual self-help and donocracy. This would mean sharing of
relevant knovw/ledge, skills and values among different categories of
cooperative persojirel. It is not™ possible to achieve this aim, unless
there is effective system of education and communication v/rthin the
cooperative movement in general and the cooperative institutions in
particular. The International Cooperative Alliance which is the world body
of te, cooperative movement has been making Himalayan efforts for prcsnotion
of cooperation and cooperative education, specially in the developing parts
of Asia, Africa, America,and the Oceana.
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Psychology of Adult Learning

teachers ™ notes

(Use blaafe flip ML

Characterstics of Adult Leernerst

1. Enumerate some diaracterstlcs e.g. more experiences and

saotlonal maturity*

2. Encourage participants to add to the list, e.g, individual
differences*
3. Divide the list as facilitating and unilating factors for

learning e*g. encoui-agoaent vs. punishment,
4. Some suggestions for cooperative trainers.

5, Recapitulate and concludo; Adult trainee must learn himself,
The trainer works as an organiser, motivator and facilitator

of learning.

Background Paper ; Psyiiiology ao™"Msim"g<Sfl-eai>of Adult Learning”
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Unit Kxiniber
1. % proper plg”™jag, organising, directing

evaluatingJa™”™"er-jnanage”™"oan create

favourable circuastances for

2* Learning \sy understanding is quit® ccBuaon

aolong adults# besides uw. ta'chipIIea of

earning

1, A cohesive and homogenous group o* learnei
facilitates learning froa each other,

2. The groups should he ~all and methods shoi;

encourage "effeetive-pirti®sipRtioa and-----

interaction aaaong aeaberg.

-ir ~leory of-learning-ia applied 1n

human caamunication process.

2, Leaning takes plac©® in the-areas of

knowledge skills and attitudes,

(24 fer.c2e.0
KOM.>y*al ssvneaM



? &

mo
&P
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TRAINING V/ORKSHOP
ON
COOPERATIVE EDUCATION METHODS AND AUDIO-VISURIL TECHNIQUES

May 19 - June g, 1980

COOP.IRATIVE trining centre
KaTI"LMANDU, NEI'/i,,

PSYCHOLOGY AND M_\NAGEMENT OF #"DULT LE/IRNING

by
Dr= Dharm Vir

Jointly —'=mised by

INTERN.\TIO\/"1 COOPER.\TIVE ZiLIj"iNCE HIS MAJESTY"S GOVERNMENT
Regional OFfice & Ed.uc3.tion Centre

Department of Cooperatives,
for South-East Asia

Kathmandu, (Nepal),,
"'Bonow House' Friends Colony,

NEW DELHI - 110 OO5
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PSYCHOLQCT MB mUGEImTO OF ADULT LEAMING

After birth, a human being passes through different stages of developmEnt
viz. infancy, childhoods, adolescence, adulthood and old age. He is bora with some
characteristics and potentialities. His personality comes under the influence of
environmental and cultural factors and it is also affected by maturation and
learning processes”Duting the adulthood some of these affects get stabilised
and others continue to change his personality, thus making each individual unique.

The educators are expected to take the constant factors into account and
systematically change the variable factors in the desired directions, For
example, they have to assess the existing levels of adult understandings,
intelligence, abilities, interests and develop programmes for development of
useful knowledge, skills and attitudes.

The main aim of educating adults is to develop their personality in a balanced
manner, so that they adjust themselves better in their environment and whenever
necessary make- changes in their environment. Cooperative educators accept the
hard fact of competitive society and prepare cooperators to face challenges of
free economy. They also aspire to develop such leaders and managers who would
help in the establishment of new social and economic order.

In specific terms, objectives of adult education are to bring, by formal or
informal means, relatively permanent changes in the following aspects of
learner=s personality?

i) Icnowvledge and understandings
1) attitudes and interests

i) skills and habits, abilities and aptitudes
iv) values and appreciations

V) thinking? creative, objective or critiiial



A person is motivated to do something to satisfy his needsj interests and
desired goals. Learning processes are accelerated when adults are motivated to
achieve goals they set before themselves. Incentives can further accelerate the
process of learning, 'tut the iIntrinsic interest is most important for self-growth
"and learning. Human needs and wants can be divided into the following categories?

1) security needs, sV as safety.

2) physiological needs, viz, hunger thirty, sex etc,

3) social needs, sense of cooperation,belonging, prestige, importance.
4)psychological needs, sense of achievement, desire for self-fulfilment.

An individual gets interested in a thing, activity or thought whenever one or
more of above needs are satisfied by paying attention to and getting involved in
relevant phenomenon. Some interests develop because of maturation process. It
means that some sources of motivation are intrinsic or hereditores and others are
extrinsic or environmental.

Sometimes, frustrations occur when adults fail to achieve the desired goals. .
These frustrations can be expressed by them in several ways, viz. withdrawal, repre"
ssion, fixation, aggression, regression, rationalisation, sublimation or self -
evaluation and improved efforts. In management education, ability to overcome
frustrations gjid to think objectively and have sound Judgement is considered most

important. The adult learners are also expected to acquire skills in decision-making
and problem-solving.

Some characteristics of Adults Learners

I Adult learners already heAe acquired some”general”pecific abilities,
interests, attitudes, prejudices, habits, values and different levels of
emotional maturity,

2, They also acquire some knowledge, skills and experience by learning and
working in different kinds of environniento
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3. Previous experience may hinder or help in the learning process.
4. There are individual difterences among adults iIn terms of rate and quality
of learning,

5. Motivation for educating adults may be based on intrinsic and extrinsic
factors.

6. Adults have many responsibilities, viz. iIn work place, at home and in the
societyo They have limited time, energy and money. *

70 They would like to be involved in the planning, implementatioia and

evaluation of educational process.

8, Without Immediate reinforcement and practice the learners tend to forget
the lessons leamt.

9, Adults, specially female, and older adults are generallyshjr and get apathetic
iT proper attention is not given to them.

10, With advancement of age (@bout 40 years) there may be slowing down in
learning psychc-jnotor skills but many adults become more active in acquiring social
and linguistic skills and pursue similar spiritural interests. .

11, Individual a™=ults would need assistance iIn the transfer of learning to

job sittiation.

12, Education through small groups facilitates individual learning process,
improves interpersonal relations™fi"oMunication., It also develops team spirit

and leadership qualities,

S”IE PRINCIPLES LEAMIWG

1. The trainee leams what he does. In practice, this principle dirccts the
trainer to arrange the conditions of learning in a way that will enable the
trainee to make the currect responses early In the learning situation.

2. Learning proceeds most effectively when the trainee®s correct responses
are imiediately reinforeed. The evidence shows that the use of reward for correct
responses and non-reward for incorrect responses iIs more effective than the use
of punishment.



3. The frequency with which a response is reinforced will determine how well
the response will be learned. The evidence shows that in ijeneral It is best to use a
continuous schedule early in trainihg and then to shift gradually to some form of
intermittent schedule iIn order to maintain the response at a high strength.
&> Practice in a variety of® sel”™ing will increase the range of situations in
which the lea,ming can be applied. Furthermore, such varied practice will mle the
trainee more resistant to forgetting.
5* Motivational conditions influence the effectiveness of reward and play a
key role in determining the periormance of learned behaviour.
6. Meaninj”ul learning, that is learning with understanding, Is more
permanent and more transferable than rote learning or learning by some memorised
formula,
7. The trainee’s perception of what he is learning determines how well and how
quickly he will learn.

There are many ways to attract the trainee"s attention to important stirauli.
The problem is nisually not one of finding a way® the problem is usuallj”® one of
recognizing that the important stimuli must be perceived correctly if learning is

to proceed.
8. Trainees learn more effectively when they leaiTL at their own pace.
9. There are different kinds of learning and they may require flifferent

tralning processes.

SUGGESTIONS FOR ADULT EDUCATORS

l. Assess the existing level of learner’s knowledge™needs and interests.
Learn about their attitudes, prejudices, skills, habits and previous experiences
in relevant areas.
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2. In the light of above assessment set goals and objectives for educational
programme. It s necessary to plaHj implement and evalua.te the programme iIn consul-
tation with the learners. ;twill be more effective to involve thefp actively,
3. The learning process should be related to the previous e cperience. Remove
prejudices and other barriers in the way of learning.

4. Arrange situation condusivo to learning. Motivation for learners should
be relevant and adequate in terms of their needs and may be intrinsic or extrinsic.
5. Communication of new information and ideas should be at the level oi their
reception, skill may be imparted through demonstration and practical work.

6. Use of participative and group methods should be preferred in order to
promote learning and develop leadership qualities,

7. Arrange for self-"efxort In learning and re-inforce the lessons learnt.
& Make provision for periodical evaluation and follov-"Up.
0. Hivide learners inmana,geable and homogenous groups. Nevertheless give

due attention to individual differences in learner®s personality.
10. ~iv*ld fatigu—e, and punishm.ent for mistakes. Give due recognition to
progress in learning.

GOKGLUSI015

Although, there are several theories on learming, the corrcllr %nly a.coepted
principles of adult learning can be summarised as follows §
1. Adult trainee must learn for himself, no onecan leam for him.
2. Each trainee learns at his own pace, and Tfor any age group thereare
considerable variations in rates of learning.
3. A trainee leams iTjae when each step is immediately strengthened or
re-inforced.
4. Full, rather than partial, mastery of each step makes total learning more
meaningful,
5. A trainee iIs more highly motivated when given responsibility for his own
leamingi he leams and retains more,



6. Treated as a group, traineas leam from each other,

A tradner can either manage learning resource or he can operate as a
resource, A training manager should ha.ve the following f unctions in-cooperative
training situations Plsiining, Organising, Leading and Controlling. While wox-king
as a teaching resource he should notiX™atej reinforce, get feedback, involve and
encouro.ge practice and trcinsfer learning to other real situation.
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i-m® adWYjJi"ncATiol"j progsss

- Ghlranjibi Karraacharya

A. Concepts and Definitions 5

@

Q)

©

@

The soifntific study of "\Iho ssys what, in which channels to whom,
with wa,t effect'"— HoD. V/ell,,
Gomm-unication In the process, by which two ormore people exchonCé&
ideas, fa.ctSj feeling or impressions in a way that each gains 3
common understandins of the meening, intent and use mf messa, e, -
- JcPaul, Le.acans.

CoiTimunication is an information transmission process which
originates ata mind aad ends at a mind. All be’sis of hyJen
communication 1s "intrapersonal.
CommAuiication is a spontaneous and simultaneous symbolic transaction
within and between individuals.

- Wenbrug & ¥ilmot.

Rural development activities have definite objectives to be

achieved. Rura.l workerrs have a great challenge of illiciting beha-
vioral dhan-es of"rural people tovw/ards the desired direction. In
such context ooiTimnicaction can be conceptualized as a process in which
the communication end the recelvers can establish® a aomr.on
understanding and impressions In ways of doing things so that desired
beha,vioral changes can be achieved.

Modjel of CommTmjcationg™



[O) Source 3 Could Le a person or institution
- Reliability n
- Accountability ,
an Gomi] mj.c ator™ i person or a c;roup of individual intentiona®J
aV _"ae:ed in oconinraitiicating-. =
- CoiffiTiuriication skill
" - Attitude
- IvnowledEje

- Sccio-Eoo-status

- CulturBo

Credibility Hxpertness, Trustworthyness Intention.

/jialystj Mvisqr, Advocater, Innovator,,,

dy

atn fies s, 1-lessage is the C(azp of comraunicationo It mixst be

received5 understood, accepted aiid actec upon by

audience.

(@) C;odc_j;ir S Spoken words (lanriuafiej), Art, Si.jns, Gestures

Gonaiderin terms of a level of difficulty of code for

the audience.
(b) Select; and organize content,
- ideas should be isolated for presentation.

- idea.3 must be tested,

Orf:,anizations Ghronolocical, lorjical, psycholog®ical

(©) Presentation 5

- Kepetiticn - RecapitiTlation

Contrasting ideas

Appeals.

Inductive - deductive

" , General - specific

Explicit - Implicit

e_e00

.ooo/ao



m (V) Bpla.tion

- (.t and effect

Descriptive

Interpretive

Justification

“ Evaluative

*Jle3S ay_shoiild bE
- Reliatle
- Realistic
- Relevant

- UnderstaiidaMe

(IV) Channel s
Means of tranatnmittingmessa-;e or ways of presenting messtxc'e
so that they are received” lay seeinfTs hearinr;;, tquchinij’
smellin3 and or tastin,"”, . .
- Individual contact; \I'D.ce to fe"ce)
- Groiip contacts Liscussionj Lecture”™” Demons”,ration.
On-the-job truininCc
- Mass contact s Radioj liotion pictures, BcoJrs,
Booklets.
(@ Generally communication is more efiiective when more
channels a,re used (\vhen more senses are stimulated)
(b) Use channels tha.t stimulate senses-directly rnd

parsdlelly.



(/) Receivers or Audij”™nces

A person or persons who receive ths moss?.3e, All.fac tcrs that

opcrcite on the source or cm.hmunicator operate ecpzally on the

Heciver.

- Selective perception
- Not empty minded Attitude )
Frame of Referonco Social values Knowled-"e(Overt

experiencesj exposition extend. Skills )Behavior
a™Bs s=X;. socio-eco status

- Individual diilierence

G. Functions of Human Gormnujiications

- Fa“cilito.te higor mental development process,
- Link vjith outer environments (Physical, social,
economical, political)

- Regula.te, ond predict behavior
Pi.-Tosss:;
To inform, to persuade, to promote propo."janda,, etc,
D. TJbevelj:"“raental or Ject _suEJTOrt ~comrfuni’ca
- Direct to the clientele for participation, adoption>
or availinf® services of a development agency.
- to the Field sti"fs to enhance performance co.pahility,

to updsi,te, to inform, agency®s prograinTie, policy and

priorities.



BACKGROUi ro/jgSTIFICAJIOH

~Cooperative training activities in Nepal have so far been concentrated
m~Anly an preparjing and developing personnel involved in .organising, auditing
and propoti”~g cooperative societies* Bulk, of these target groups are departmeni
staff st™ioned at the Department of Cooperatives and.-its field offices across
the cotmtry, While these efforts have resulted in the organisation of a wider
network of primary-level cooperative societies in the coiintry, n nevertheless
the con”~”™ion is- inescapable that the movement as "such remains chronically
affected by. a lawer degree of performance of these societies due, at :yast in
pgrt, to the. poor development and inventory of managerial skill so important
for successfu3ii operation of am:y organisation. Provision of training for
development of skill anl incxilcation of knowledge among cooperative employees
has been by and large overlooked in the past. And-yet, it is no doubt

. tremendously important.

Efforts toward the=>training of managerial personnel have remained limited
only to organis”~short-duration pre-service basie .course with more emphasis
laid on accounting and principle aspects of cooperation* Neither follow-up of
the basic course nor any other skill-oriented training programmes have been
organised. Since the last ye” (197-9)» however, some attempts have been made tc
organise skill-orientated training coiirses for cooperative employees. According
five short dauration (10 days) field-training programmes, including two for
managers, were organised in five districts of Nepal, The Cooperative Training
Centre, which is the only institution in the field of cooperal®ive training and

educal"ion, intends to continue such skill-development programnes in future too,

A systematic, scientific and need-based fiiiiffiflninc curriculum is an
important prerequisite for the success of such training courses. Below is
given a tenative curricul-um outline designed for managers of pripary cooperati-v
societies, which emphasizes Sore on developing job-related skills of the
target group. Before finalising the curricalum we, however, recommend to conduc
a siarvey of. the target gwoup to identify and establish"the training needs
and components, A survey form which may be used for the purpose is attached

herewith, .



Curriculum Outline 2-

1, Title of the Course,:  In-Service Management Training
2, Taxg"et Population : M~agers of PriHa3y Multi-purpose Cooperative Societ

3. Qualification &
Experience - - 1, Certificate level and at least one year experienc
at a Cooperative Society or Matriculation and at

least three years experience.

2, Completion of ijasic Course on Management/Accountar

4, Age Group t Betvreen 20 to b years
5, Duration. = T™™0 Weeks (60 Credit hoiirs)
6, Venue S Headquarter of the concermed districts.—preferably at

the District Union OfFfice

7. 1I"luber of Participan-

ts : 20 to 30 trainees.
8. Facilities & -—— o-daegiJ 1"Veod; “WSXAIZAN0
Eeffources e - D™y Alletvance, Refreshment™

9. Course,Co-ordinator;

10, Main Aim J To mmprove thO joh-pergormance and managerial skill
of the participants by orientating them In the .jdo-
related, modem knowledge and techniques of cooperati
ma‘agement.

11, Terminal Objectives;  On the completion of the Course the participants will
$e able to do the follovjingss-

1. To formulate and Implement annual _programe, plan
and budget for a cooperative society.

2. To prepare, analyse,-interprete and act upon the
various financial statements.

3. To manage and control the personnel and office
Tacilities more effectively and efficiently.
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4. To market the” agricTilture. produce of mem“ber
farmers and supply their needs, economically
and to their satisfaction.

57 To mage. and control -the handling and store
of majorsfarm produce?and other supplies.



Syl labus jlO-0 j £xM-efeiu«>-0 S-

C-g><s"33USt.mAjv<" >0 oDt"A-<0*>0 M_ Y~oro-3*-C*«0 ,

I, Planning Budgeting and Controlling

Formulation of Annual plan
Formulation of operational-budget-
Implementation -~

2* ginanci” management
Preparation of Final Accounts
Caixiulation Amalysis®™ of Financial Ratio
Financing of the Society sources & needs.
Ass=_sts Management .

3. Co-operatiye. Kno\fledge

Introduction of Co-operative
Principles of Co-operative

4. Marketing of A,”iculture produce =

Introduciion

Role of Co-operative Societies in Agriculture Maretii
Salesmanship.

Pricing policies

5. Supply. Management -

Introduction = =
Factors to be consider in Supply

6. Public Relations

Intofluction

7. Staff Management
Organisation
Control
Viork measurement &.job description
mSnployment Records & procedure
Motivation
Solving Camon- Staff problems. .



8, Office Management.& Comunicatioii

m9. Stora”™ Management

10, Discussion on problems

Keeping Records
Filing

Office Management
Banking -

Report Writting

The Costs & Benefits of Stock
Storage method

Handling of prod-uce

Leakage and 1ts prevention
sStore Control systems



Toti” T..
Survey Irnn

DistrictM—————— ® ———-Hame «f the G*«perative _ _
Address n " =N
1 « Name -

2, Present E«sition_

3. Age - m— Yrs.*®

% . Educati«n Backgr«Tind“_

5. Training Experience
-Yes ; . 7 N*

» t _II

(if yes, please specify the nature, duration and major subjects of the

. trainings®

Title of -the Training Sub.iects

6* ¥Ork Experience

.Yes No

( IT yes, please mention the service years in the cooperative in your

present position an~he position you held immediatiiy before it) -

Years

a. Present Position

b, Previons Position



7.. Job Requirements
(please mention the regular duties/activities you, as an employee In the
present positiion, are supposed to do)

A.

B.

C.

- B«

8,. \'/et are the major problems areas you are presently facing In your present
position and en which you think you require more skill and focnovwdedge to
overcome then?

a. Planning Areas : 3 n N /

b* Marketing Area

c,—- Personnel Areas



d. Financial Areas

e. Accounting Areas

f. Others, if any."(Please specify)

9, Vhat do you like to learn in a training designed for developing your
skill and. knowledge ? .

(Mease be specific and brief)
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B2UCATION MOBILE
CAMP

(1)
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FHEPARED BT;-

Group

Mr. SHAMBHU BIKAP.AM BANITA
Mr. JSETENDRA MAHAT "‘ABHILASHI"

Mr* BABURAM SARESTHA



Cpoperatlva Education Mobile C™b

1.Name of the project

2»

Jdm

10.

11.

12.

13.

Needs of the training:»

Target populatiom-

No of participante:-
Age; -

Qualification
Langu”e: -

Media

Teaching methods
Venue

jJuration
FaciMties

Resources

Curriculan™ of Cooperative Education mobile Gas

To developaent the economic, social and aoral
support a»d to Buccessfully conduct their

profession.

Maaageaent comiaittee executive sssmbly and

general raambers of the cooperatives.
Below 55

Above 18 Years

Literate

Nepali

OHP, Flip charts. Flannel graph, and chalk

board.
Lecture, role play guestion-answer and discuss
Building of local cooperative society.
Fourdays

Es 20/- perdiuiH and refreshment.

(a) Available manpower from CTO. and other

concerning District officers.
(b) Pen,Note books and booklets etc.
(c) Family planning devices.

(d) Saiaple of the improbed seeds, chesiicai

fertilizer and insectisides and pesticide

To impart Knowledge about the i«portance and
advantage of Cooperation, Coop in~agetnent and

the way of modern agricultural techniques.
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(3)

Specific objectives After Goniplition the Caap the participani«i$S

be able.

(a) To practice which they learat in the casj

(b) To teach others and to demonstrate which

they learnt dating the camp.

cttrrienlam ontline

Modgle - aim. ~ Methods Sessions

CooTPeration i~

@) ;
()
©

(D

Management ,-=

@
Q)
©
@

Introduction and its “la and advantages, 1
Use of cooperation, (Cooperative Principles)

Helationship among managing conmittee: executive
assambly ~Md general assaaibly, and their right and

duties.:

General Knowledge about coop, acts, rulee and bye

laws.

Cooperative management
Formiilation of programming and budgeting arid its exedution
Evaluation system of programming budgetingand its execution.

Abrief introduction about economic and theadministration

rules of Coops. 2035*

Agriculture :»

@;
(b)
©
(D

Method of modern agriculture techniques "
Liveetok development and vetenary
Agricultursd lendii”™g procedure

Utilization agricultural credit



Q)

€))
@
C))

4%)
>
&)
@)

Dupitlation Education.

@) Cooperatifri and population Education
(b) Family size and wielfare.

©) Ifeternity and ~hield he~th Care.

Group discussion and Evaluation
of the programme.

Follow-up
The manager of cooperative society will be the Coordinator of f«lloiii

programme and the programaie would be conducted through study circles.
Evaluation for-mate ,
Evaluation of member .education

Cap '

( 1iil-rup by members

District !'s eecccee . -Datei”

Dxiration of camp . Short Long Adegate
Method of camp conduetion Bad Good Excelent
Subjects Included - Inadequate Adequate Over

If ildadequate or over suggestion please,.

iay
Usefulness of the programme* inadequate Adequate More.
No of participan™t Inadequate .Adequate More
Educational materials distributed Inadequate Adeqv/~te Vore

Suitable time for csmp conduction (month) ...._.

4 « A



Date.

Baily time-tablft en a!7-

Cooperation 1st day
10.30-11.30 11.30-127~30 12 .30-13.30 13.30-14.00 14_.00-15.0i
Introduetion and; © Belatidnahip Tea Break General Knowled(

its and
.advantages ai

cooperation

Mergjgerent
Cooperative

managetsent

Agriculture 3rd day
Method of modern Livestok Agricultural Tea Break
agriculture development and lending

techniques vetenary procedure

PoTBulation Education Itth day
Cooperation and Family size Maternity Tea break
population an.d welfare and chiild

Education health care

Use of Cooperation among
_cofflmittee executive
[ ] ..assaably and general
assmbXy and their

right ~d duties

2nd day

Formuiation , Evaluation & .Tea Bre”
of progafffflin-!" Systoa of

gaud todgeting programming

and its Executior budgeting

and its Executor

about Coop.,actd

rules and bye Is

a brief introduc
about Economic a

the administrati

- rules of Coop. 2

Utilization agri<

ural credit

Groupdiscussion t
Evaluation of th«

programme.
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11,

12|

U allL. - - "\
Am of

Curriculum Development

(for Junior Instruetors)

; iPrepared by:-

- = 3rd group ~
1. Hatna B, Shahi
2, K, N, Shrestha
3» <= Aryal.

Course =L Trainers”™ Training (Junior InstruGtors* Training) =
Target group Junior Instructors

Qualification Interm~iate (I, A, 1, Coin.).

Experience Preferably persons haii6.iig working experience in the

cooperative movement#

No. of Farticipants (30 - 35)
Age group 18yrs. - 55 yrs,
Duration of the Course 3 Months,
Venue Coop, Training Centre”™ Kathmandu”®
Course Coordinator J- Principal, of the CTC,
Facilities a) Residencial facilities

b) Travelling and Daily Ai~w”nces,

c) Eefresliment

d) First aid treatment
Resources Coop. Training Centre,
Introduction and Need of -the Training:-

CTC has been conducting mobile Camps for the members of the Coop,
societies through out the kingdom, with the ~elfcof their Instructors#
Siaee"j:-his programme is being expanded and”~o, of the camps increase
up to 63 for the coming fiscal year. Since the CTC has limited numbers o
Instructors and available time, it is not possible to conduct all these
mobile camps by the Instructors of the GTP themselves, which are to be =
conducted in rural areas. With this fact™it iIs aecided that one Junior

Instructor is to be stationed in each District Coop, Office,, so that he



ivo", -84-

will be ma(ie r*ponsible in conducting these mobile camps in the line,
-directed by the CTC, 3esides he will also, work as a Coop* iixtension
worker in order t© promote the .coop nsovement and feedack the problems

to"-eic.” “ -N n n

It: is. olH<rasJ*that these Jimior Instructorneed to bhis trained in
order- to enable them to po”~es required, knowledge®and skill so that he

.could performe his duty properly and efficiently.

13» Aim:-9 a) To train the participants regarding the various aspects of Cooper

and Population Education. ,

b) To orient thera with different Teaching Methods and Techniques,

14,. Teminal Objectives;--,

a) After completion of the couise. the participants will be able to i
duct mobile camps at the rural 3~~~ independently.

b) Participants are expected to promote the cooperative feeling amonj

merabers and ensure better participation.

15» Subject Area:-
A) Gooperation
& Definition
- . s History and Practices - -
~ Cooperative Principals’

es Main features and classifncation of the Cooperatives.

B~Coopei-ative Act, lans.t by laws
- Cooperative laws in Nepal

Cooperative legislation in India

C) Manap;enienti>-
General concept of Management ..
- Structure
"- Function of the Manager
r? Board of director m ~ n
of the Manager

Programs Planning.



Accountancy and Auditing
-T Principal-of Book Keeping,
Journal i lager and registers
- Different financial accounts ,
- Final accounts.

general knowledge of Auditing

B) ~ral Economics
i- Agricultural Credit

- Agricultural Marketing,,

F) Agricultural Science
Cropping patteiia
m  General knoi-;iedge of-the soil n

" Agricultural inputs and their use -

“ a) Chemical fertilizer,
b) H. Y. V.,seeds- -
c)_Insecticides and pesticides
d) Agri. implements, -,
- Principal of Agri, Extension

- Philoaliopy of Agri, Extension

Q) Population Education, . , ,
« Popiilation Education-through. Coop.
- F~ily size and. family waifare
« CqntraceptiA methods
~ Care and development of the child and mother (prenatal aiid

«Gst/natal)

H) PsycholcgTotof the _rtiral people
~ ChiMeCtersté&cs of the rural people aad their prejudice and
-aspiration ,
- Psyi;bology. of the ad.ult learning.,
- MotJLvation,

-aValiums and norms.



[ ?) Sural

Sociology;” , .

Social strativication

iiinguaguestic difference and food habit.

Social and religious.institutions

Group activities. =

76

Coimunity ~d commtinltz development programme,

Local custtunes and traditions

< Indi~vidual and social problems

- Leadership functions & Public speaking

16 . Teac™jdng iMeihods and techniques.

Individual method

a)
b)
D

Farm and home visit
Office call or office visit

Phone call

- Group method

a)
b)
©)
d)
e)

Lecture cum question,™ answer method
Lecture cum discussion method

Group meetings

Study circles (interested group)
Bole i>lay *

Symjiosuira, Fanel discussion etc.

. Seiainars®,. workshop etc.,

Study visits
Method demol”stration -
Debates.r

liesult demcJp~tratipn



ey

~ Mass Mehtbds
.a) Posterjs, pmplets”
illustrative™ ma-terials)
b) Eatdisbhy," v, .-
c) Exhibutions,

"booicletsj folders (with

-.Techniques;-

* Maintainence of the available Audio-visual aids, preparation

and art of handling them properly and efficiently.

- - Language - Nepali
18, teaching Methods and techniquest-

Lecture CTim discussion method

- Participative method

— Use of available Audior”visual aids,

19, Naluatioa
Heme and class assigiuaenfcs

"Annoimce and un announced Quize»

Mid terai Sxaaiination *
; mn

~ ™Merminal isritten examination witi~help of the subjective and

m " objective questions,

- Questionidrs and interviews,

tothmendii.



THIRD SESSION

TKAINING W CRKSHOF
ON
COOPERATIVE EDUCATION METHODS .AND AUDIO-VISURiIL TECHNIQUES
May 19 - June 3, 19°8)
coofer tive tr-lning centre

K;.TH\WhNDU, NEPi-ilo

METHODS OF COOFERATIVE EDUCATION

by
Dro Dharm Vir

Jointly organised ky
INTERNATION.VL COOFERATIVE iJ.LIK¥.CE
Regional Office & Education Centre

for South-East Asia
""Bonow House** 43, Friends Colony,

New Delhi - 110 005

HIS MAJESTY"S GOVERNMENT
Department of Cooperatives,
Kathmandu, (Nepal)»



€9

METHODS GiIF GOOPEEATITi EDUCATION
Dr. Dharm Vir

1. IHTECOTIC™PION .

¥e will discuss in this paper methods of education for the members and the
employoGs of the cooperative movement in the context of developing movements
in South-East Asia. Typical methods of cooperative education likely to be
useful iIn this Region will be discussed. For lack of space, no attempt will
be m¥“e. to, describe.the methods of cooperative education used by the various
movements iIn the Region or tp examine their limita.-tions..

The methods :of cooperative education can be meaningfully discussed only
with reference to the audiences. The two main types of audiences are the *

members and the employees. In addition to these two major™ audiences, edtication
programmes msy have to be directed at potential members in order to e:ipang the
area of Influence of the cooperative movement. The sympathy and support of the
social gxbups, such as youth, women and personnel working in the government
development deportments, could also be important for ensuring a coordinated
development of the movement.

¥e- will divide the paper into two parts dealing with educational methods
for members, and methods of training for the employees in the cooperative
movement, I=i/herever possible, ,reference will be made to the methods suitable
for social groups outside the cooperative movement,

1,1 Choice of Method v

It should be Filenti"aed that no single method would generally serve the purposo
in an education programme for any particular group, of people in the cooperative
movement. 1t "will be necessa,ry to use aevor educational methods together in

order to produce the desired inpa.ct. Availability of organisational support
and resources will also effect c,pj.ce of methods.

The considerations important in the choice of education methods for axty
particular group are the objectives of the education programme-, the subjcct
-m gjtt™ to be taught, and the academic baclcgrotind and cooperative e3cperience
of the participants. Por instance, If an education programme is “being for-
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mulated Tjith the a,im.of org”ising cooperative gocieties, the methods suitgjjpio
may be the organisation of promotional meeting®, and group study by the pptenti”™]
members. At the promotional ,meetings, the extension -worker will ,try to interest
pp-tential members in ‘the cooperative movement and v;ill discuss, with them the
principle®s of CoopeEaticnj the advantages of cooperatives, .”~d the technique

r.-f organising them.-The; potential members may then study the usefulness .of a
cooperative society in the context of their owi problems, together with the..”
techniques of its organisation.- - -

"1.2 Audiences iIn the Cooperative Movement

The nature of an audience, .--will have a great bearing oh the selection®of educa-
- tiori methbds-;-Ariy analysis of menX.ers and employees in the "mo-vement -for
education purposes ishould be with regard to their functions and responsibilities

in their respective® cooperative™s,. The mimbers of cooperatives may be classified
in the following groupsg

1. General
m - m 2 fil.lite members and msnaging® committeo membeiZB, m
5. Office-bearers. " ]
The term elite memliers may be understood to mean those members of “the -m
. cooperative societies who are actively interested in the work oi the society
and who, given proper training, would be potential leaders. m.

A broad clc,ssiiication of cooperative employees may be as followsg
I. Junior personnel,*”

2,. Intermediate persmi-iel...
-"3. Senior i1jaB.gerial personnelo ™ - -

Social groups, outside the cooperative movement-but interested in education -
progreonmes, may, be classified as followss
1. Those persons who are not In the cooperative movement, but who may *
mbe-willing™—to" _join ~cooperatives. - =n
2. Important social groups, such as youth and women. "

3. Personnel working in the government departments,
4» Leaders in the local self-governing institutions.
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2. EDUCATIOKIUL WMETHIDS PR IM4BEES

r - L ]
In this section, we \ill deal X“\¥ith techniques for ordinary member"s and elite

leeiK”ers, The techniques for .elite members will be applicable to managing
committee members as well as office bearers,

2,1 Techniques for® Ordino-ry Hembers

The- general body meeting provides an excellent opportunity for the members to
learn about theilr cooperative society and the various aspects connoctod vdth it*
At these meetings, the sjinual report is discussed abi the broad policy of the
society is defined. However, the general body meetings of cooperative societies
are not usually well-attended and special efforts should be made to increase
member attendance. Frequent membership meetings may be organiseds these need to
be made attractive by o.rronging additional recreo,tional and social programe™l

Mass Media : -

Mass media mainly include vradio, films aad TV. _Although a large number of
people can be contacted through these channels, there.are certain limitations.
It has been found in Great Britain and the USA that mass media "‘typically rein®
force or activate existing values and attitudes, only veiy rarely alter them,
and scarcely ever form or originate them''. Thus, the educational influence of
mass media may be superficial unless they are used In a well-disigned educatio-
nal programrae as for example in group discussions.

GooperO.tive Publication™s )

Newspaper , magazines and publications are the carriers of Icnovledge and can
exert a great influence on the masses. The cooperative movement can utilise
newspapers to provide both members and the general public with information on
its ideology, achievements and problem.So If the newspapers brought out by other
agencies are to be effectively used by the movement, the ?.pex cooperative
organisations should develop relations with the general press,.,ad feed them
with a,rticles, news-stories and other usefMil inforraationo
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The .oooperative unions in advanced cocperative movements bring out megazines.,
for members and also publica,tiona on socio-economic conditions and the coopera—"
tive movementO “The family magazines viz., "Vi" and "le-no-Hikari® of the.
Swedish and Japanese Cooperative Kovenents respectively are good examples among
such publications. These journals deal not only with matters concerning m
Coc,peration but include articles of general interest such as short storiesj
pictorial pages and children®s comicso The adveneed movements-also birng out
specialised periodicals for various categories of personnel, such as the board

m of directors, managers end accountants.

The building up of librrj?y end reading roon facilities by various cooperative
societies for their members iIs mother instrument through which education can
be carried to the, members. The pioneering Rochdale Society, os is vjell known,

;pla.ced special emphasis on building up a library and providing &'uiet, reading
"facilities to the mem.bers. It should be mentioned,however, that the efficacy ox
printed material iIn the Region would be restricted on account of widespread
illiteracy, N

2.2 Techniques for Elite Members e

Particular attention should be given to the "elite” members in cooperative
educational programmes - several reasons; Firstly, elite members -re a
elected potential source from which managing committee members will ba elected.
Secondly, they will usually take the lead in discussions and help In arriving
at decisions at general body meetings.. Finally, knowledge impacted t.; the elite
members is likely to be passed on to fellow members in informal meetings -between
the two, since the former talee more active part intommunity life.

Study Circle gid the’correspondence C"Ese Methods

The study circle ae%hod, "*ich has yielded very good results in the Scandinavian
countries and other advanced movements in the VJest, is. particularly suitable for
the elite members, the members of managing committees, office-bearers end
jJunior employees. The method is useful in informing the above groups ox members
about the activities and the current problems of cooper>ative movements ond in
providing them .with necessary ediication for developing leadership qualities.
Another vcxiant -of this method is the group discussion method x“erein discussion
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sheets are used instead of the study materir-1.. The discussion groups and the
study circles, "-an also he organised .-with the help of films, radio hroadcasts,
TY progroiianes and specio2ly produced stud.y materials.

The study circle inethod® .as _pro.ctised in Sweden, is mainly hased on indivi-i
dual reading of specially prepared study raaterialj ~oup discussion on the
"questions contained in the material under the guidance of trained leaders, aiid
correapondence with teachers working at. the mcentral orgejiisatioh. The method
""Bibeing used effectively hy the,.Swedish Cooperati e Union and Vtoolesale
Society (ICP), the Oorrespondence Course Institute not only for member education
but for the education of coopera,tve employees as well.

PTOject Tdethod

Under this method,” the group carrie.s out a project of local significojn.ee, such
as "tre construction of a road or a warehouse required for the cooperative

society, I"lenbers®™ participation in,?ji r.ctivity of this kind, under the o.egis of
the cooperative society, increases the sense of member participation and often,
leads to pride of c.dieesiTi.ait alaong members. , -"

geBiira,r?‘and Gonfer.ences C e ,
The seminar is an educational technique based on the active participation .of
members® In d.iscussions " the subject under study. There are tv;0 ways in v;hich
seminars can be conducted. One® way is to include in the seminar programme lectu-
res-from specialists, group discussions on selected questions, nnd plenary
meetings tc discuss group reports and the report of the seminar as a \flole.

m Documentation may include selected readings, and papers prepared by the
lectures, on the subject under study.

The o+her method Is to divide the participants on the"basis of./their
specialisation-into two or three discussion groups, after a general introducti-
on on the scope and methods of the seminar. The sponsoring organisation may

me"prepare agenda notes on the topics included iIn the seminar prograiTime, sad™
indicateamong-other-things, points for discussions in the agenda-notes. The

—agenda can be."split up into two or three parts and each assigned jo different
working .groups for discussions, ilfter the groups have prepojred the reports of

Athdi'p discussions, a plenary session may.be organised®to consider the group



reports. In both these forms, field viisits may he incl-aded in the seminar <
progretraniies. . - ] ™ "o

The First method of conducting the seminar is likely to giwe" better educatio-
nal results than the second, because of the use -f expertise. A similar techni-
que can be used In the training courses for employees as vsell-; The mechanics
of the semino.r in the second form approximate those of the conference« It calls
for much greater knowledge and experience on the part of the pe.rticipants than
the first™ method, " “"

The practice of holding week-end semicars,for the lea.ders cf the primary-
societies is widely used by the oxlvanced movements. The seminar tedWidue
con also be used with great advantage for leaders at the secondary levels.
INCXE cases"the seMnars are called conferences in order to lend them-a- I
status snd make then, more a,ttractive, HY¥eYer conferences which are nore

forKial £4d pragmatic , can also beused for educational purposes,

Stduy Tour

The cooperative movement has made extensive use of this toclmique for the
education of its membersj leaders and employees. Members in a particular loca-
lity-nay be taken to see the wvrorking of-a successful cooperative society in a
neighbouring area and to observe for themselves the methods and practices
followed by it. Study tours are also arrcaiged internationally for leading
cooperators of one country to sttidy the organisational structure and opera.ti-
onal techniques of cooperative movements iIn ether countries. It is essential

to plan the study tours thoroughly™ otherwise they are likely to degenerate
Into sight-seeing excuxsions, "

" Training Courses

Some cooperative movenents in South-East Asia orgrnise short training

courses camps of the duration of two to three days for ordinary members and

one or two-week courses lor“managing conMittee members. Such courses are.-gene/
L rally organised in the members” loca,lities and in the.evenings when members

have leisure time. The instructors go from place to pla-ce organising these

COUrses.



The experience of several countries of Sotithf‘East Asia in-this field indica-
tes that it is not possible to provide continuous education® to the .ordinary
memhers thrnugh the training course nethod. Further, while the costs involved
in conducting training ccurses aJre high, the effect of the "method so far as
ordinary raenhers are concerned is not greo.t. It v~aid,. therefore.-, a.ppear that,
an intensive education nsthod, such as the .training course, should be used

inainly for the office-bearers arid enployees, .-

" 2.3 Reanie _
Cooperative education sh*uld be need oriented broadly based so that interested

public and the menbership as a whole gain increased knowledge and provides
support to the elected leaders in their societies. Further, a selective
approach would be necessary, x-jherdby the movement concentrates its educational
activities ot the elite members, a po:tential source of leadership, and elected
members to equip them for the eff.ective discharge of their duties in 1je
societieso Finally,mcoopera,tive education methods should be such in which
democratic procedures are used, so that the members receive training in parlia-
mentary procedures during the study prograi®jine,

3. 1-1BTHIS OF EMPLOYES TEAIKING - . .

¥e will d.escrite belov? the training ipeth.)ds with reference to the employoc-s
within, the cooperative mcvement as a whole, A judicious ccmMnaticn of several
methods j-ith varying emphasis may be necessary with reference t. the dii™ferent
types of employees. Am important consideration to be kept in view in formula-
ting the- training pragrairimes fcr the employees is that these® junior ~.—mployees,
who have shown ability-and who are vfilling to put in the-necessary effort f.r
ed-ucation, should be able to assume more responsible positi-ms through partici-
pation in courses at successively higher levels. Thusj while the elementary
..tra,ining courses .for the junior employees may emphasise on-the-job training
and practical “errkjthey should also give the trainees some knowledge of the
prin<iiples and structure of the cooperative movement,

/#"e



3.1 Training Cp-urses " m"’ - i
The most ani-—-in system of training Is the organisation of training coiirses.
Quite often the movements in the developing countries are tempted to look m

to the universities for guidance iIn forr.Tulating the sj*"lla’bi, and for deciding
upon the training methods for the employees. However, the objectives of
training programnvaes for cooperative employees are not necessarily the siike as
in the case of university education. The objectives of coopero.tive training are
the development of skills a song personnel in the pesformance of their specific
tasks, together X'dth the fostering of initiative and competence for aiialysis
of problems as they arise.

| on-
The traditional lecture method, in spite of many limita-tions, will na*turally
have a place in any education system. Lectures are useful for presenting
study material from 3.variety of sources to trainees iIn a“"systematic"lorm;
they also help studrents understand the various view p*™Mnts on a pajrticular
problem or the implications of differing given situations. The tes-cher can open
up new vi.-"t KoiEiG."™ fhQuog M s stud!.@ite through his wide-ranging knowledge
and stimulate thinking®™ on their part by well-directed reading.

It has been recoipnised that the work of the teacher canbe made more”“e:q)licit
and interesting throu h the use;of audio -visual aids. Theteacher ng,™ use“vari-
ous teaching aids and’demonstration material, such as theblackboard;, maps,
chiarts and film-strips. In a practical subject like Cooperation,- the need for
the use of audio-visual aids cannot be overemphasised. Por instance, a teacher,
who s tiying to explain the stonking of goods in a cons\imer cooperative shop,
can do it more effectively through the iise of slides showing arranf.ements of
goods In a successful or a model shop. o,

Further, the lecture can be made more effective by turning it into a dis/
cussion between the students and the lecturer. After giving short exposition
of about 10 to 12 minutes, the teacher may pose leading questions and involve
the students in carrying the discussion further, The teacher may also use the
last few minutes of his lecture period for ascertaining the extent to .which the
students have grasped the subject and for indicating the reading material.



3.3 Grcsr ™Mi*oussion Method i
The group discussion technique has already been described with reierence to
member education. In order to make group discussions efxective In the training
courses, It would be useful If ,the teacher suggests reading assignmeuts to the
trainees a few days prior to the discussion and asks them to read the relevant
material before coming for the group meeting. The training clsss, if it is large,
may.be divided into se™eral small discussion groups and the discussion carried
out under the guidance of the abler pupils. Through this method, the trainees,
will learn parliaiiientary procedures 90 essential for the work in. a eocperative
society and will develop power of expressionmand confidence. The participation
in group discussions may help the trainees to locate certain points in the
lectures which they have not” clearly understood and which they could later

check with the teacher.

Zd4-2raa.tiCP.1 ,
Practical training should acquaint the students in detail with the vjork of

cooperative societies by creating sn understanding of their proble.ms, develop-
ing practical skills for specific jobs and training the students iIn locatirg
and solving the problems. The main methods of _practical training are outlined

belows ]

lior&lhon.s ' "

Workshop is more elaborate form of practical assignments or projects, iIn which
a.;p-oup of participants work together on some practical or productive assitst+
ments and thus acquire relevant skills application of I<nowvledge md new mode
of behaviou r oFor example, iIn™ a workshop of"teachers the participants may be
divided intosrr-,?! groups and assigned the task ofmdeveloping the curriculum
for a oo.urse, designing a management training programme or preparing audio-
visual aids for their use In the class, with the assistance and resources

.available from organisers"mana,gers.



"Although. G u .rkLilioprequires much prp-rration on the, part of trainers.and: /
expenses by tIT r-rvWNiserSjit has been foimd very effective method of coopei?a-
tive education specially for trodners treiningo”

The products of materials produced m.l used durinij® the workshop can be tested
in the field and circulated-on a wide/ scale, after suitable modification,

Fracti“cal Assic;™tents Projects [ -

The trainees™ could be {riven practical assignsients depending upon the aims t9

be achived in their trrdnins. For instance, the shop assitants In a consuiaers”
cooperative shop may be asked to handle the customers and the necessary weighing
machines. The senior executives being tradned for managerial tasks, may be given
assgniTients invo]ring specific problems, sudh as analysing the-"capita,l problems
of a society and su™esting measures to develop funds for achieving efficient
operationso "The trainee may be assigned a responsibility to do the suggested
reo.ding and to prepare a paper on a particular su.bject. The paper can then be
discussed in a seminar between the -teacher and the trainees'concerned. The
discussion may be carried out in such a manner that 1t vjill stimulate and prov-
oke discussion. Such- a system will develop in the students faculties of inde-
pendent study and thought together with a capacity for critical analysis and
for expressing, their ideas.

Study Visits

The"trainees may“be taken to visit, various primary and"secondary cooperative®
institutions in the field of their study to familiarise them with the
organisational struct®“re and activities! of cooperatives and to give them an
opportunity to discuss problems with the leaders and officers of cooperative
societies. Some precautions are .necessary in order to make the study visits
fruitful. First, the students should be given -broad idea about the society _

to be visited and then they should ke" asked to formulate questions through
further information could be collected by them. ,Secondly,, the number of tra,inees
to be ,&2J7en to an institution should not be very large. Thirdly, a trained guide
or a lecturer may accaipany the trainees bo that the programme s conducted on
proper lines. _However, the etudy viGitohave some limitaions. They can be too
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hurried and so may give only a superficial v*-ew to the, trainees since not. much
“time.can be spent at each society. - .-
mPar_ticipation in the ¥ork oF Cooperatives . . -
The- —trainees should be attached to a cooperati v institution for a fixed period
of time to caxxy out certain duties, under the guidance of an-officer of the
society. The tasks that may be e”ssigned™th theia should be similar-to those;
they will be called upon to perform later In a similar institution, =

Such oli-the-job training is useful .for the purpose of developing skills =,
m among the trainees and for informing them about the typical problems they are
likely to face in their work. It would also enable the trainee™ to "study much
-more-"closely the organisational set-up and the operational practices followed,
<Howevers this kind of training demands- considerable attention and time from
the officer of the society to whom a trainee is attached. The officer should-
have a sympatheticmunderstanding of the trainee"s pro.blems and should be aware
of his oxm contribution towaiis the training, of cooperative personnel, Quito
often an officer,immersed iIn his daily tasks, may be unable to givo the trainee
-imdivided or adeq,u@3;te attention. Such a. situation con-jiderable diminishes the
value of on-the-job training.
Further on-the-job training is likely to turn out to be purely®procedural
unless adequate care -is taken to see that the student comes in touch ivith
the day-to-day problems of the cooperative society and the manner in which
these problems are dealt with- In order to achieve this objectj’they should
be attached to senior officers and even associated in the preparation of the
agenda papers for meetings and reports on various problems and projectsj as
also .with the deliberations of the managing committee.

In physical sciences> the student acquires practicrl laiovledge by carrying
“"mh experiments in the laboratory. InZthe social sciences the laboratory is”
‘a'mite. society or "organisation In which the student must study life situations iIn

order to acquire first hand lcwowvledge,” This applies to the cooperative

N\dvenient also, ’ - - n
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Typical base studies and research are important tools of practical training
since they give students an insight into the problems of the c.ooperatives and
train them in methods of collecting and analysing relevant information. The -o
students may a,lIsodevelop judgement, since they will be asked to suggest
approaches to deal-with the® problems studied by tweiilo Prom —te 7, int°i” visy”

of training the -students™.""m"inds,” developing their critical fa,culties and the—
ability to deal .with™"iidtal life situations, the case study m,ethod is likely-" -
to be of great value.

Recent trend in cooperative mjshagement training as the increasing use of
different- kinds of problem” oriented.case studies such as management case, ®
in-basket execrises etc. Management case study is a written or docuinented
description- of an actual situation where it is necessary for learners to
idently the main manageinent problem, to state alternative solutions and to

decide what should actually be done by the menager iIn the situation described.

Role Playing

Definition prepared at the United Nations Instit\ite for Training and Resesxch-.
GfAIMR) in 1970<"Role playing iIs a training technique iIn .which participants
in persons assume an identity other than their owmn to cope with- reg.l or "
hypothetical problems- in human relations and other areas'.

The role-fittiiig and role-tsicing are other terms some-times used to describe
this technique. There is an.elem.ent of play in the process but the role playing
is not a drgjma. However, it can bo interesting, involving and a good fun.

Role playing is another particijpati-."" technique -being used frequentliy by
_cooperative trainers. Ina'/role play’\the learner actually talces decisiois and
}plolement e ré?ngllgungegdsgég"ja& '‘Siis in handling role plays, as aftltudlnal
changes and interpersonal relation .in a .group are involved.

5,5 Some =Ques.”Sens

We have discussed above various methods I"or classroom teaching and the practical
work for students, which can be used iIn the training courses. In important
question to be considered now iIs whether lengthy tra.ining courses should be
organised, giving intensive basic training for certain categories of employees.



or whether the training system should comprise of a series of short courses.
Several Regional Seminars on Cooperative Employee Training organised, hy the
IGA Regional Office- and Education Centre indicated that a majority of coopel-
rative iInstitutions in the Region -were not In a position to relea.se their
employees for long periods of training as It involves employmcait of substitutes.
This is one of-the reasons v;hy training centres in the Region largely receive
training™personnel, working in government cooperative departments. Thus,
it would appear that if the training prograjnmes are to be made practical
propositions for cooperative societies, the courses should be of shorter dura-
tion. Also, -mjry junior employees without a certain basic academic qualification,
are not in a position to talee advantage of the advarxced training offered by
the training centres. IT short training courses are devised on a ladder system
i.e., at successively higher levels, i1t would be possible to. train the junior
employees in course of time for the advanced courses.

The second question relates to the possibility of combining, for training
purposes, iInto one progranrae the correspondence coursa3 the study circle method,
practical® work being done by the employees duringtheir employment period with
the” society, and the short training courses. Such a combination will help-to
ensure that the costs of tra,ining programmes in the developing, movements are
kept as low as possible5 or to say it in other words, ““tte maximum possible *
benefits will be derived from the I-imited resources available for training
purposes. \'fliike some practical training durinfthe training courses is essential,
the work being d"ae by the .employee iIn his cooperative orgajiisation could be
arranged to link it with his practical training. The employees who are under-
going such training programmes should be properly gmded and supervised by an
escperienced person®. It may be necessaDry that the person supervising the work,
of the understudy, be given some direction, as also some remuneration for the
work to be done by him.

In small societies, the supervisor may te the manager himself while in the
bigger societies, the supervisor n?.y be the departmental head or the immediate
superior of the employee concerned. The emploj”ee could also carry on individual

studies through the corre"spondance courses while he is working with the society,

-...000.y" 99-
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Such an, integraticn.. of practical work done by the employee in his society it"™"
selfecombined with the study circle method and the ladder system of training
courses j will, provide an, economic and*effecti®ve system of training courses for
the deyel”™ing movements,. Secondly, since integration between the theoretical
teaching and practical work would be esta.blished, such g system will not _hawe®
problems of transfer of trainees from the classroon to the field,

4o CONCLUSION [ "

¥e have “mediscussed a variety of methods for member education and employee
training. For general membership, the methods mmtioned included general body
meetings, ma.ss.media, and cooperative pu.blicationss for the elite members, who. e
would be potential lead.ers.and for the elected members who need training in
thelr present tasks, some intensive jeducation®methods req*ulringgreater effort
on the part of the participants were outlined, lhe methods suggested in this
connection were those-.of the study circle, group discussions, projects, seminars,
conferences "and training courses. ¥ith"regard to, employee training, the import-
mance of suitable ocobinati,pn:, of - _theoretical and pracitigal training during

the™ training course vas. empha,sised. However, aq overwhelming emphasis on the
training ootirse alone in the employee training system would be eztrava.gont

for develbping m"cvements. It waS"™ therefore suggestod tha,t the work of the
employee®in his society, study circle-, courses .ad training courses should be
suitably inte*/ated iIn .order to- bring alrut the desired results, [
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SIMPLE TECHNIQUES
OF GROUP DEVELOPMENT

Definition of a Group

According to p iNchologists a group may be defined as a social unit

possessing the following basic characteristics:-

(@ It consists of two or more people;
(b) there is iInteraction and coramunieation between,the members;

(©) there are one or more symbolic objects present; eo go the objects
and principles of cooperation; the motto of ~all for each & each
for all",

(d) each person has some kind of relation with other members and one
or more symbolic objects; e» g, in the executive of a club or
association, and

(e) they have unit awareness, Vvizo among the board members of a well
run cooperative society»

Why Groups Fail ?

Most failures in groups are due to one or more of the following reasons:

(@D The  atmosphere inhibits group action, e g¢g» In a teacher oriented
classo

@ The group is not composed of the right combination of persons.
Their objects and interests differ too mucho

@) The members lack skills in playing their respective roles.

() The organisation is not suitable for accomplishing desired purpose.
For example, cooperatives being mainly business organisations are
less suitable for political or charitable purposes.

Diag:nosis of a Groul)

Sociability of individual members and social climate of a group can be
measured with the help of psychological tests and sociometric techniques. For
example, the teacher of a class may ask his students to name three most
popular classmates in order of their preference. He may ask each individual

eol/. =
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students to note down these names on a slip of plain paper and hand i1t
over to him. The s tijdents may write confidentially three names in order of
popularity and they need not put their names on the slips to avoid
identification and consequent unpleasantness» These slips duly completed
should immediately be collected by the teacher iIn the class itselfu The ©
results of data collected from students may be analysed and iIf necessary
results announced in the class. Use of such a technique will arouse much
interest in the class and will lead to Improvement in the social perception
on students,

There are other techniques in which some social indicatcrs are listed
to show characteristics of democratic leaders or Integrative Vs» Disinteg-
rative tendencies in a mgroup. The indicators written on separate cards
are mixedup at random and then the students are askedto classify them
according to given instructions. Suchgames have been found highly
interesting and useful for group work In the class. The specialists iIn
business management use several types of “business games” in their
training programmes and involve their students in the educational process.

Objectives of Group Development
Some of the objectives which can be achieved through group
development techniques are as follows:-

(D To make the members of a group interact and participate In an
educational activity,

(@ To make the members understand that each of them can be more
effective when they belong to a group,

@) To develop in them abilityto express their ideas and
communicate effectively in a small or large grow,,

™ To develop interest in group work, ."ad social outlook,

(G) To develop democratic values and social attitudes among members
and thus promote cooperative leadership,

(0) To develop ability to think quickly, clearly and critically.
Techniques of Group Deve?opment
Some of the important techniques of group development are discussed

briefly in the following account. These techniques are:-
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"Problem Census™% "‘circular response', '‘agenda building', and “‘brain

storming’,

""Be-Hive'" or 'Buzz Groups', "Problem Solving”, and "Role Playing",

The etraluation has also been discussed as one of the techniques which can
help in the assessment of group activity and ultimately in group development.

I»

@

@)

Problem Census

A teacher may ask specific questions in order to know the exact
problems, e» g. what are your difficulties in getting loans from
the local cooperative?

For collection of problems, the technique of “circular response*
may be used. According to it, the group members are asked to sit

in a circle, facing each other. The teacher then asks students one
by one to give answero He may start clockwise or anticlockwise,

and complete the circle» However, he does not force any of his
student to give a reply. He should write dpwn in brief the problems
enumerated en the blackboard, without muchj discussion.

(ii)Classification of problems: The problems collected should be

clarified and classified according to the purpose. For example,
problems which can be solved by students can be put in one group.

(iv)Giving priority to problems (agenda building): Out of the problen

1.
steps;

®
@
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classified, irgesrtant ones should be selected and put in shape of
agenda for further discussion.

The technique of Problem Solving* should ensure the following

Identification of the real problem ea g, farmers pay more when
they are not organised,

Collection-of-fac.ts and relevant figures for solving problems, e.
g- the rate of interest charged by private traders, and by the
cooperative societies, etc.

-Analysis § Pro.jection: Finding out suitable solutions (through
brain-storming, buzz groups, etc., to be discussed later).

Decision Making; Selection of suitable means out of the alternative
ways to solve the problems e. g. organization ofa thrift and
credit society, and education of members for that purpose. The
technique of ’role playing” may help in focussing on problems in
implementing a decision.

Jction e. g. calling a meeting of active farmers with the help
of the local cooperative educators, and deciding to have study
circle on bye-laws of a thrift and credit society.
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() PBEvaluai-.ion of results: whether members participate in the meetings
of study circle an"dn"e ready to organise a thrift and credit
society, _

I11,, Brain Storming :

Members of the Group are asked to suggest solutions to the problems
identified. They should be encouraged to give their solutions spontaneously,
v/ithout much reference to their limitations "ifs® and “buts"o No body sha?"
be allowed to judge or laugh at any one for giving impractical suggestions»
The teacher may say “wilder the better’o It is better to record all the
suggestions on black-board as fast as possible, possibly with the assistance
of one of the of the group,, In this way a list of solutions can be
collected by storming the brains of students. There should be a time-limit
fixed for each session (-3 minutes)»

IV' An example of ™Sole Playing™:
(time allovw/edr 10 minutes)

There has been serious mismanagement in the local thrift and loan
society. This has been revealed partly in the regular process of supervising
the activities of the society, partly by a series of complaints by different
members to the CooperatiT/e .Departmento Some of the complaints are ;

(1) The chairman uses the cash of the society for his own purpose,
-Sagie: when the auditor asked the society™s cash to be produced
C395»75) he produced four fltes of 100 each and said the society®s
money W8 included in the ~00),,

(2) The accounts of the society are not written regularly, (A member of
the managing committee asked for the cash-book to be shown to him
ard 1t Was ford that the book was not written for 3 months),

(@) The gsr.eral oody meeting of the society was not called in time as
per usual practice,

™ There are 8 arrears of loans due from members. No action has
been taken against such m.embers who have not repaid last year®™s
loans, Nev; loans have been given only to a few members known to
the chairman even though they h”~d not paid last year®s arrears,

G) The society fsis no”™ been able to complete the building, the amount
for which was sanctioned lact year. Government subsidy for the
purpose has not been drawn eo far although it was sanctioned a
year ago, >
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A mCooperative Officer visits the society and the meeting of the
executive committee is held. One com]plaining member has been called to explain
his grievances at the meeting. One of the members is assigned the role of the
Cooperative officer, 2 others amongst them are chairman and secretary of the
society, and some of the participants act as committee members, vhatever
happens at the meeting iIs observed by rest of the members. Soon after the
role playing session, the observing participants are asked to give their
coments, about the behaviour of role players and lesson derived from the

session.

The purpose of this illustration is to show a method v;hereby it is
possible to effectively teach the members the importance active member
control and make them understand some,of the issues involved in the effective
operation of the society. The most important’result is that the members
perceive social relationship better by playing different roles and thus
experiencing the feelings of others and appreciating their points of view.
One or tw/b members of the participating group may be appointed by the teacher
as special observers to watch the functioning of the group.

""Be-Hive™ (approximate time allowed t 5-6 minutes) An Example:

A cooperative society iIs faced with the problems of insufficient ..
utilization of i1ts marketing facilities. The members do not send their,
produce regularly but often sell it through other channels. The general body
has on Its agenda a discussion of this problem. The managing committee is
anxious to knov; more adequately the members®™ own reasons for not utilizing
the services of the society to the desirable extento

An Education Officer from the district cooperative union has come to
the general body meeting to help discuss the problem with the members. He
decides to divide, at random, the members present in the meeting into five
groups. The groups are asked to elect their own chairmen and secretaries and
find out the main reasons of their non-patronage to cooperative society. The
groups are expected to work separately but in proximity with each other so
that their “buzzing®™ sound may.accelerate the work of different groups. After
5-6 minutes the groups assemble again the _.general session. Each group has
to give within 10 minutes the main reasons for the non-patronage of members

to the cooperative society.
x5 0B./.0
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One of the purposes of this demonstration is to show how a cooperative
educator can evoke a lively response from his audience ih a gentral™ body
meeting where conventional methods, such as lectures, often fail to produce

member participation«

Etialuation

Assessment of educational programme can be either internal or external.
It can be a combination of both. By internal evaluation we mean that the
participants and organizers in the programme together assess their
achievements and failures so that performance of both parties could be
improved by.gaining insight into problems and through refreshed approach for
solving these problems. This type of evaluation should be encoirraged iIn
cooperative education programmese Internal evaluation should be periodic and
finalo

It iIs necessary to define in advance the immediate objective,
intermediatory goals and final aims of any educational programme, before
the educational programme is evaluated with the help of several methods.
Internal evaluation, 1T conducted properly, makes the group increasingly
active and responsible.

Sometimes, groups of students can be given group tasks such as discussi
on a question of common concern, enactment of a play, group singing, picnic,
study fiyun etc. The task should be common to all the groups, so that the,
performance of one group may be compared with other groups with the help of
common criteria. IT a group achieves a score iIn assessment, say 15 out of
20, then each member of that group should receive 15 scores. The inter-group
comparison will generate competitiveness and ultimately cohesiveness within
each group,

A group game for self assessment of integrative and disintegrative
behaviour by the group members is given in the following page,
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A Group Game for Assessment
of

INTEGRATIVE Vs, DISINTEGR/UTIVE BEHKVIOUE

Individual behaviour either builds or destroys a groupo The following
terms represent either integrative o.r disintegrative behaviour of a group
member including the leader. These terms may be reproduced each on a separate
card (onit the numbers) and distributed to the _members of a group as they
assembleo The group should be instructed to assemble In two sub-groups
according to the way the term.s fit together to define a certain type of
behaviouro If the two subgroups are correctly formed, the cards will be held
as indicated by the two listso This should provide plenty.-gf discussion.

Integrative Behaviour Disintegrative Behavicu;
Approves & helps in correction® Blames & corrects
2. Concedes differences v~ . Accepts no differences
/S0 Discusses Lectures
y/hc Expedites © Postpones
Extends iInvitation/participateo Warns, threatens
Flexibility v4. Rigidity
Grants permission/requests. >/7. Refuses requests
Helps define the problem Insists he is right
W/ Participates w9 Withdrav/s from activity
Protects status of others v~O, Attacks status of others
Suggests broadly Wants to determine details
w12,  Sympathetic Unsympathetic
N3 - Wants consideration of his views. /13> Wats his way.

Out of the following titles, select the most suitable one for the lists
given above.

Builders Versus V/reckers
Democrats Autocrats
Peacemakers Quarrel makers

anj/,
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Extract: from the .Training Pafikage on TEACHING TECHNIQUES
ICAZ/ILO Course in Training M"ethadology -
and Techniques of Cooperative " om,
Staff Training in S-E Asia
Pune & Turin, 1977,

1. Chalkboard

It is a piece of commercial ply about 5cm thick of desired length .
and breadth* Its one surface is- painted with chalkboard surfacer (generally
four coats - two“vertical and two horizontal) either in black or in grey or
~reen* Choice of colour is optional* The board may either be mounted on to
the wall, in front of the audience or kej)t on aboard stand- Chalks of various
colours are used for writing- Dustless chalks are also available these days.
Ohalks should be soft so that they do not screech when you write on the
board- , "

Advantages
- Generally available and inexpensive
V - durable , N
- gives larger area for the user
- large enough to be seen by the audience
- requires no advance preparation
- ideal for mathematical, work, illustrations and diagrams.
» \ .
Limitations
- requires the teacher to tiim away from the class
- the teacher tends to ignore his audience and speak to the board

- dusty and messy to hands, clothes and to the neStrby equipment e. g,
OHP 7

- dramatic and unusual effects not easily possible-

Cautions
- write for the audience and not for yourself
- use capital letters for better clarity
- use colour chalks for emphasis
- use dustless chalks when possible
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— ,do not 6tatd...in fim,t""-of the "beBd.-when M4gking
iomn note

- do not overcrowd the bofird

- do not talk to the board -

clean™ the board before leaving the class

2. Magnetic Board

The magnetic board is composed of a tin sheet.covering the chalk
board. The sheet (preferably iron) is first cleaned and rubbed with a fine
sandpaper, then painted with a chalkboard surfacer (two vertical and two
horizontal paint coats) in green or grey colour. The surfacer serves a
dual purpose - first, to serve as a chalkboard and secondly to provide ah
attractive and sober background to the cut-outs which are displayed. To
hold cut-outs and cha™|s and other material, small bits of magnets are
used. These can either/round or strips. These can be fixed with glue or with
adhesive tapes. Better use®masking tape so that you can remove the magnets
w-ithout spoiling the cut-out.

Advantages
- permits combination of chalkboard and magnetic board

- good for demonstration of movements"e, g. traffic control, movement
of goods

- can beused as a pin-up board with magnets serving as drawing-pins
- can serve as a flannelboard with the help of magnets
Limitations e T
- due to i1ts weitht, portability of the magnet board is limited
- expensive
"- suitable and cheap magnets are hard to find

Cautions

, — throw cut-outs lightly but firmly on to the board for a dramatic
effect

- do not put excessive glue or thioli adhesive tapes over the magnets
as this might reduce the pulling force and the cut-outs might slip
down [ .

- do not store™ magnets iIn dusty and moist places,
- keep your cut-outs as light as possible.
- rehearse before use.
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5. flip Ohftgta G
A number-iaf largesized (gpnerally 100cm x SOCQ? white sheets are

clipped together on the top and pegged on to a plain board which is moxinted
or rested on a board stand,”™ Newsprint®, brown packing paper or white glazed
paper can be used for flip overs. Water-based markers (also called magic iInk
pens)are used to write on these sheets, ,Sheets are to be turned over after
use. Charts can be prepared also In advance, otherwise use them like the
chalkboard. It is-something like a big sketchbook.

Advantages
- good for explaining s story which needs only outlines or simple
figures®
- useful for one time briefing which does not need any advance and
elaborate preparations»

- It Is quick and avoids dust, mess and time In erasing. Simply turn
the sheets over

m - Sheets cn. be returned for revision, and summarisation
- easily available and inexpensive
“ portable flipovers with stand are commercially available now.

Limitations

although the sheet is large enough yet the writing space- tends to
be limited

presents some transportation problems

dramatic effect is limited

storing is difficult as curling takes place due to rolling
- (for storing, either the sheets have to be laid flat, or suspended-
along with the wall or iIn"a specially designed frame,)
|
Cautions n
- conceal the top of the chart with a blank sheet until ready for use

- turn the sheet over carefully otherwise it mitht tear and cause
disturbance in the class

- stand on one side of the flipcharts while using them.

-— when finished with the talk, roll up the pages '‘topside out” so
that when you use them next, the bottom of the sheets will nob curl
towards the audience

- always keep, some felt pens (markers, magic ink pens) ready as they

tend to dry up fast - so check the markers before using them
markers

(it is always good and useful to keep the m - with their top on).

_ 3 -
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- draw illustrations in light yellow pencil in advance if thee-a are
to be presented in the class - this will save time and also you
can demonstrate a bit of your confidence to your, audience™

[ ] Flannelgra—ph

The esential parts of the flannelgraph are a paper surface seen by
the audience and flock paper used on the backsides. The flock paper enables
the visuals to stay in place when i1t is placed on a piece of flannelcloth.
Sandpaper, blotting paper, felt, flannel can be used in place of flook.
Foam rubber sponge, light balsa, wood aifd nylon hook and loop material will
also do the job. The illustrations are drawn on thick cardboard and are
cut out properly™ The flock paper is then fixed on the back side of these
illustrationso Each illustration is numbered in a serial order on the
reverse side in the same order ,in which they will appear on the boardo This
IS done keeping iIn view the theme of the story to be toldo Illustrations can
be obtained from various journals and magazines or drawn free “hand by the
-trainero

Advantages
- not very expensive to make
- is not very technical
- can be prepared beforehand and permits re-use
- builds upmthe story in Ia logical manner
- attracts and holds attention due to its characteristic and colour
- 1llustrations c” be altered,” replaced easily

- can be used to communicate any iIdea cooperative mathematical or
scientific

- ideal Jbr use in employee training and member education
- permits dramatic effects

do it yourself models easy to construct

Limitations "
- cannot be used as a chalkboard for writing
- visuals have to be prepared in advance»

Cautions
- number the visuals carefully
- rehearse before use

N eoo/«l



- keep the visuals and theme in one cover

- keep the flannelcloth clean and brushed up for better hold of
illustrations by the flock.

5. Oberhead Projector

This machine projects large-size trans-parent images onto a cinema
screen under normal daylight conditions. The light originates in front of
the teacher and projects behind him enablii\g the teacher to continuously
remain in direct touch with his students. Transparencies or acetate sheets
are used to write on. The teacher writes on them as he would on a n6te book
and the image would be something like the ones written on a chalkboard.
Transparencies can be conve®"niently produced by drawing”or writing directly
on the sheets with a spirit-based felt pen* They may also be prepared using
a photocopy system. Cardboard frames are used as mounts to these transparencies
for -storage and longer use. These mounts are also used for preparing overlays.
Advantages

- the trainer can always face the audience

/
- he can use and write on the transparencies sitting down. He can

continue making notes on these without,being noticeable

, — self-made, commercially prepared, coloured, overlayed and a
variety of transparencies can be used”

- roll of plastic sheet can be used as, a chalkboard "
- easier to write on a horizontal stage

- permits use of colour

- permits use of window type transparencies

- it is clean and quick

- can be used in bright room

Limitations

- some pens smudge and colour the. fingers and spoil the transparencies

involves heavy equipment - projector, transparencies, screen, pens

transportation problems n

light from the machine and the screen can affect the eyes of the
-user

- improper placement of screen may distort the projection and may
give a keystone effect

- electricity supply has to be constant and it should be available
in all classrooms ~

cannot modify the transparencies procured from professionelso
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Cautions
- prefare your transparencies In" exact sequence \
- rehearse the. theme and the material before use

, — do not point to the projection of the screen, “(point on .the
transparency with a pencil) -

- ensure that the projection screen is parallel to thelevel of the
lens of the projector to avoid keystone effect

- svjitch off the projector when not In use

- do not move the projector while it is still hot otherwise the bulb
will get damaged

- test the felt pens before use and keep them capped when not iIn
use,, They may dry up- | i

~Slides and Filmstrips-

One single photograph taken on a transparent film, duly mounted, is
taken on 35"® fiLh (colour or black and white). It may be mounted in glass,
plastic or cardboard and the mount is always 2 inches square. Instead of
cutting up 35@™ filJil into individual frames and mounting them separately,
they are often proBerved in strip form which are called filmstrips.-Filmstrip
frames may either be full-size (36 x 2’"m) or half size (22 x 18mm). Strips
run through the projector either vertically or horizontally and it is
important to check which way your filmstrip goes and ensiire that it will fit
into your projector.

Slides constitute one of the easiest amateur means of bringing real-
life situations into the classroom Less expensive and simpler® to operate
than film, easier to edit and present the ideas. These can be presented
either with an oral ard instant commentary or with a pre-recorded synchronised
commentary. Unrelated slides can be taken away if needed. This is not
possible with filmstrips \-hidh have to run through its full length.

These are the most potential means of communication if properly and
carefully employed for a group of 25-~0 persons.

Advantages
- easier to make with not much of costs
- ideal for communicating ideas to a group at one time
- oral comentary/- is possible and language is no obstacle -
- slides can be interpreted differently when needed

AN v .,0/0,
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- easy to carry around, store and retrive
- can be used over and over again-
m - enables a quick, feedback from the audience

Limitations
- because of the teachnical equipment some trainers tend to keep away

- replp-cement of a particular slide .is not easy as it involves taking
mfresh pictures which means time and effort

- Filmstrip is rendered useless 1T one of its frames runs out of
context -

- room needs to be darkened

Cautions . " N

- needs to be carefully related to the subject and an advance rehearsal
IS necessary

- keep the supporting notes ready for oral commentary n

- retain the-framefor longer duration where needed'*for abetter
- understanding

- do not touch themiddle of the slides with cily*“fingers and do not.
leave them near heat and moisture,

7. Films

Mo_tion films have a great role to play in cooperative education and
training programmes. A broad categorisation of films, which,involves a
certain .degree of overlapping™is: (1) informational, (2) skill or drill,
@) appreciation , (™ documentary, () recreating, (6) dramatic or" episodic.,
(7) custom, (@) ress,”™ (@) scientific, industrial and technical, (0) ~
provocativeo

Informational films inform, instruct or provide knowledge about
people, a process, material events, geography, spcial conditions, past
events, occupation and theorieso They are true teaching Tilms because they
= provide understanding and act as a teacherO Films, carefully selected and
relcted to the subject-matter, can therefore help reinforce knowledge and
informationo T - >

] Motion pictures are-produced iIn.four sizes €. g. 70mm, 3Gmi, 16mm an
8m, both in black and v;hlte and colour”™ 16mm and 8mm are the most suitable
1p.r education and training pxtrpgseso
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Screening of films involve-the use-of—projec-toi>, -screen and-a
variety of films. The rooin need |0 be darkened emd the sound system to be
effective and pleasanto Also a qualified and experienced projectionist is
a musto Thero should al3o Ic a pro]33r storage, reirival, and maintenance
service to put this L*ffecti~e media to a. proper UBe»

Advantages

- can communicate one single idea at one time to a large number of
"people

- audio and visual effects are presented at one time

- can present a real life situation through the medium of camera
and the projector |

- Films provide- variety and stimulate interest

- gives greater information in shorter duration

- It brings outside in the classroom

Limitations
- quite complicated to use
-— needs elaborate -operations to usem
7 nelaction,.and vaailability of relevant Tfilmsisdifficult
- editing or change is not possible
- verbal commentary and dialogues cannot be, changed , -
expensive and technical
Ca-u,Jtions
- - select only the relevant film and previev/ it before making its I-
- ’let the technician handle the projector
. -t boi7ch the film w? the mmiddle and with wet or al:,” had,:;
keep-the projector®clean®and ready.-for use -

uce thQ.accompanyingaotee, -kr.; .teaching, while uteing .ths filmo
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Qufft AMD MAINTENAINICE OF AUDIO-VISUAL EQUIHM-TT

For effective Infomation coiimiunication, you are provided a

number of machines and equipments®

Such machines, and"eqtiipmentsas the Tilm projector, the elide
projector, the Ffilmstri projector, the tape recorder, the. mike, the
public address™ system etc, can only help you In your job at. the time of
necessity if they are handled mtli care and proper maintainedo Hie
advantages of these machines for easy and quick communication.are lost
if they are not kept ever ready for use any time you need.

These Audio-visual machines and equipment are very delicate
and are in no way different from other delicate machines. They need

therefore constant care"for gi“ving you satisfactory service.

Here, are a few tips on how. to handle and maintain some of
m-Audio-Visvial, machines -vtiich you usually _need,

FILM PROJECTOR 16 "M,

CLEMING OPTICAL PARTS .

Before every soy, "ad,“ycany other time -bhat app“ears necessary
the pi>ojeotion las,, ,.codenser lenses agjad the apertui*e on the equip™ient
must be kept clean.,and-"free “fla” dirt and oil. These must be cleaned
with the cleaning kit or lens cleaning tissue, either of Tswid may be i—
secured from your dealer at a nominal cost.. Remove Tde dust with a
soft camel hair brush goplied™fy-ery lightly and carefully. Alternatively -m
lens cleaning tissue may™M?" used with equal care, Praotibally all these
lenses are removable from the.project™or and must be cleaned frequently*
H<er attempt to remove or,.Ojust the’lenses of the sound optial system.
This requires special training.-iand equipment,

A Cotdi™,-... 0.2.-,



CLEMIMG FILM HVDLI1JG PMTS

Preparatory to cleaning the aperture,open the filili gate
remove the lens and the removable gate show especially in the B,& H*Prqgjector,
Clean-and"polish with a soft clothi IT dirt or enulsion has gathered and
hardened on ;the show, “remowe by mbbing with a soft dampened cloth.
To avoid scratching polish surfacej Use no darmp, tools.
To clem™"the apetature, insert te. brush at the first sigh of contact with
the saifety shutter™"
Slovly-idraw the brush, tuming 1t in a clock wise direction and re."e all
.dust and dirt. Clean the film channel by opening the gate and iInserting, brush
into the channel In. a vertical position with the gate partially closed, move
the brush up and,4omn to remove all dirt and enulsion. The machine must not
be running,
PROJECTOR LUERICATIOH . - -

The application of projector oil at the proper is a“simple but
g very important part of gperartion. Correct lubrication- Tall assure long,
troublefree life of the projector. Lack of oil will result In serious dainege
OiL cups and holes are readily accessible -without remomng any part of the
machine, and the lubric on points should ke; given careful, attention.

To saturate the felt reservoirs within the sprocket shafts, disconnect
the projector from the main and the speaker, and lay 1t on the table. Insert
the tip of the oil can in the,holes and sgueeze the bottom of the O1l can
three times. After every 100 hours of use, grease the spoolarcioAfter every
100 hours of operation, place on drop of projectoi* oil on the snubber and the
rollers and on idle rollers where film ontars and passes,

"EXCITER LAMP

Replace the eciclar lawp cf the sare value properly, .

FUSE
Replace the fuse with a new one. It should be apere size.

Conctd, ,0.0. 3/-
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PEOJBCTUE LMIP

Before attempting to ciiaage a lamp, disconect-, the main from

the wall, socket,

-REALECTOR

Occassionally i1t is dssii?ablo- t polish the reflector and the

ma™ilate condenser, iIn the sare manner as the projection iens. The reflector
i1s removed by pulling, out the holder, Folish carefully and replace the-reflector

G,

D,

PROGSDUHE

E1IE PROJECTOR .

Set up the projector, check the folloTdngs
Belts and pullys, sprocketsj®rollers, gate, lens, lamp house, lamp

"motor, speeds, governor, .clutch and trip,” take ups, i1llunination, still
picture, film scratches, lubrication system, etc,
IN3PECTIHG THE SOIOID EE-PRODUCTIOI STS1EM

Check the following;
Exciter lamp, photocell, tubes and fuse. .Test the film its
quality and all the sound controls,

mm CLEMIIG SOMI) LMS

Do not with a loosen screw. To do so will necessitate retum
of entire"assembly to the factory or the nearest service centre for

resetting of lens,,
GENERAL OVERHAUL ]
.8 To overhaul the projector better remove the components In a systematic

manner one after another as detailed below

I, m Remove projector from case I1., Govermor

2, Remove lanp House- 12, Film Shoes, upper and lower
3, Rateoe still plate 13, Peed sprocket

4, Remove the"motor N 14. Sound spi“ocket

5, Shuttle 15. Film chanrel clips ~

6, Main drive belt 16, Film channel

7, m Starting lever [ 17, Aperture Plate

8, Safety Shutter 18, Lens mount

9  Flywheel; unit 19, Lamp adjusting nut

10, Tale up pullys 20, Projection lamps

Gondt 4/-
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22, (Ca—=joar pi 281 S~p action micro sitch
2, Exaiter lanp 5., Shutter support p3ate
27r*  Impedance, looppull assonbly . 28, limming the projector,
"BETTER ALWAYS KOTmB .FOLLOMNG SPARES

I,, 100 Volt 7500r"1000 watt 1™p 2, Exciter 3am,
3, Pilot.lamp 4. Complete set of amplifier valves®
5, PYEj CGail. 6, Set of spring belts,
OTHERMACERIAIS

You need*the follo*wing other materials.

Projector stand, Screen ( Size according to requirement )
Aidditisnal len8.( ".coording to requirenient),2ecord payer , .p.crophon™e either
hand or pedestal typeMifty unit for mixing microphone and reccrdsq GhangS«ver
for use with dual pr«jeetorsy Auxiliary speaker, Monitor speaker for ust In
oprating b=x, 50 feet spe”er extension lead, splicer, rewinder film eement.
—-resistance unib «r convertor for D.C operation, Convas coners,Anplifier fuse

amp, lens el™ming tisssues, Can of oilj Brush, m"Ecasfoimer and

, few tools, . , _
strip/slide projector

Por the projection of the still pictares the 35mm , Filnstrip-, slide
projector Is necessary. It is better to p3a.ce the projector on a sturdy
movable stand facing the screen;’ There interchangealxle film strify’slide
Oarrier assembly with each’projector.. Remove the film strip assembly fit the
slide carrier for showing the slides and for showing the film strips the slide
carrier 1Is required to b repjla.cad by the filmstrip assembly < The single or
double frame Film strips®can be projected either vertically or hflri3:._ntally»
Dust and foreign matter “mfitm reflector, !lewses, film gates and slide compart
ments should be renoved “carefully with a soft brush or a soft cloth.

Actually many of the directions for maintenance of motion picture
projector are applicable to the operation of the 3 mm, Filmstrip and slide ~
projectors, i brief] the projectionist must!

Contd, o ,.5%-
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. Set Y. egqpdiprent  (gererally Tilm strips or slide projectors must be

acQd near to tlie screen than 16 im, projectors)

Check fillm being sure 1t iIs in te proper position for projections,
Frame and focus the film strip or slide,

Thread the projector- properlyo

Advance film at proper sigmnal, <

Remng the film strip mannually unless projector iIs eg—"ped with
the remng attadment,. Handle the film strips by ates;,.



INSTRUCTIONS FOR USING THE BELL & HOIfflL MODEL S0IK SERIES
OVER-EHIID PROJECTOR

IMPORTANT SAFEGUARDS

When using your photographic equipment, basic safety precautions should alvrays
be followed, including the following :

1,, Read and understand all instructionso

2.. CIc'pe supervision is necessary when any equipment is used by or near
childreno Do not leave equipment unattended while in usBo

30 Care must be taken as bums cak occur from touching hot partSo

40 Do not operate- equipment with a damaged cord or if the equipment haa
been dropped or damaged-until it has been examined by a qualified
serviceman,,

Position the equipment In such a way so as not to block any air intake
‘or exhaust openings,

6, If an extension cord is necessary, a cord with a suitable current
rating should be .usedo Cords rated for less amperage than the equipment
may overheatc Care should be taken to arrange the cord so that it irill
not be tripped over or pulled,

70 Asways unplug equipment from electrical outlet when not In use. Never
yank cord to pull to disconnect» > -

8b Let equipment .cool completely before putting away. Store the power
cord properly In the storage area provided,

9= To protect against electrical shock hazards, do not expose this egip riat
10 rain, moisture, or other liquids.

10, To awvoid electric shock hazard, do notedisassemble this equipment, but
m take 1t t a qualified serviceman when some service or repair work is
required. Incorrect reassembly can cause electric shock hazard when.the

equipment iIs used subsequently.



HELPFUL HINTS ON UTILIZING
THE OVJCRHEAD PROJECTOR

The overhead projector is one of the most versatile training and educationa
aids available for effective visual presentationo They"re simple to operate and
provide maximumum impact.

Here are some of the basic rules to follow for the preparation and use of
materials ad® for the placement of the projectoro

PREPARATION AND USE OF TR:.NSPARENCIES

- Avoid transparencies that are too busyo A full printed page of material
is fine in book form, but contains entirely too much material for the
viewer to grasp easily when projected. Use as few words as possible to
"put the points across™

Have the lettering large enough for. legibility without straino ITf material
must be typed, use a biling typewriter or one with standard capital letter™

Bright contrasting colors make transparencies interesting and stimulatirf;
Colored gels, wax pencils, colorod ink pens, etc,, may T used for this
purposeo

-Avoid the .use of,fine detail in the corners or at the" edges of the transparunc’ ,
Keep the main data centered for maximum clarityo

Use overlays to dov/” data changes o™ the "building” of segments into an

o/veral I pictureo

IT you need to cover up portions of the transparency to reveal only certadn

mm portions at a tine., use a.piece of heavy white paper UNDER the oripinc.lo
Move the paper occluder as needed to reveal the desired parts of the
transparency at the proper time» Be sure to use WHIT.E paper instead of
black to prevent unnecessary heat build-up,

Do not cover the transparency from the top or place any opaque materials
on top of 1t with the lamp on. Because projection lamps give off heat-,
the transmitted light may be reflected back with a white material but
must not be absorbed or stopped by dark material.



The -us=e of regular photographic film (not heat-developed film) should not
be attempted as these materials tend to absorb an excessive amount of
heat due to silver content. Transparency Tilms are desi|/ned especially
for overhead projector use and should be the only type emplqyedo

Your audio-visual dealer iIs an expert on overhead projector transparency
materials and techniqueso He"l1l bo glad to helpo

anj/o
CTC/KathraanduO
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Sqow the Fundamentals of Xbur Camera

[ | I0ow these basic things about yqur camera— or any carera,
They are about the same for all cameras “Wiether you have a press
type or SHm .

To make good pictures, certain adjustments must be made on
the carera,

you have "f' numbers or settings. Find them. The f*stop
determines the amijrit or volure of light TSaxh enters your camera
and strikes the film, =

At f, you Mt the mazimun amount of light. As you stop
dowi or move frod.Yup t 16 you cut down the light mth each
setting. Th.s, we say Is stopping dowvm,

tonard ¥, 2_cuts the ainouat of light
in half. Each
half = And eacly \
you double yo™
two settiv/

exposur’en



g |

Suppose 8 and 1/60 sec. is the correct exposure. But you decide that
because you have something moving In the picture (suph as livestock)
you need to shoot faster to stop the actionsay to 1/125 sec.

lhen you go from 1760 to 1/125 you cut your exposure in half. To
conpensate for aiis- change the T stop to £.5.6 doubling the amount of light
«shich enters.) Conseguently— F,8 at 1,60 Is the same exposure at .5.6 at
17125 Understand this relationship and you can see that the follomng
exposures are tte s.Ne:

f. 16 a 1/8 5.6 Q 17125
.11 a I/I5 f.5.6a 1/250
f.8 q1/60 f.&,5a 17400

(@ GieT ortime setting Is for timeshots, you open andclose the shutter
manually,

®), The B orbulb setting 1s also for time daots. But you opentheshutter
and 1t Immediately closes when you release the trigger.

Use ae .Alkn

A~™1n speeds or ratings also affect your e:~posure. For black and ‘diite
h

4-nr\n cLoJl-cvoi— jii— — mfen_-i,+: We, ~c3U_ascfeiclj___aJ__3ilhjsiiajfcb ¢?j:?.Jh o 0.aT.1"3e



Some caiiieras have viov finders unicli you adjust for distance or parallez.

Check The sun Before Tou shoot

Hoy/, let"s talee a picture. Ydth normal b3sack and white shots have the sun
coming In over your shoulder at a 45 degreeangle. But mth pasture and field
crops, have the sun at right aiigles to the camera so that you get a strong
side light, (Experiment \/ith this— stajid mth yourback to the sun in a green
fieU . Now look — at hegrassu——-m  ————— -

Note how flat it looks. Now look at it to the side mth a 90
degree angle and see hoY/ the"highlights kid reflections show up.) "Hiis is
what malces your outdoor pictures of this typo good or flat.

With outdoor color shots there is one rule. Use a flab light by
keeping the sun directly at your backo

Coiuposition Is Important

FollOT/ these rules in talcing picturess

a. Take close-upso (Tliis is the biggest one point where we fail, 7&
K T mil oxe A .



Older type cameras may slioot sloT/or than the setting. This is because
the shutter spring may have wealcened.

These cameras are sometimes synchronized for flash shots only up 1/50
or 1/60 second. On these particular ciliaas, use a Wahlah fi*.shoulb. These
buMs have a longer light range and less pealc light and are fitted for this
type synchronization. It"s a good idea to ,consult a cameraman It you have
this type aiiiers,

w@in shooting terraces-you to get them early in the morning or late iIn
the aftermoon., At these times, the sun mil cast heavy shadoi/s and this is
vdiat shows them up In your pictures.

Ui/en shootingmore than one person or group— get them close together,
people lool-arnuch farther apart m pictures than they 3,ctually are.

Keep people in pictures from looking at he camera. You’ll usually
get a more useful shot by having them busty and v/atching ghat they are doing.

IT you have a camera equipped mth flash gun an.d solenoid, try shooting
some of 3rour flash shots Tiith the gun held o T the camera.

On extreme close-ups of people (six feet or less), it is hard to avoid
buniing out the faces. You com avoid the duallgr faces by putting a handker
chief over the .“rflector to shield the bulb. Or you buy a reg-ular shield
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SEIIJCTIOl MD EVALUATI  OF AITOIOJgSUAL MTERIALS

B. Vir, Specialist in Educational Methods

Psychological- researches have indicated that more than 80% learning occurs
through direct purposeful experience and self“directed activities of learners.
11_a ver ]ihe less a.modem teacher lcows that ahout 50 per cent of
esS place
human leamin”ythrough eyes and ears and therefore the lecming through these
sense-organs is t he mede more effective with the help of audiot’visual aids.
’He also knows that only 10% learning is acliieved 'by reading or hearing words.

N of Audio Visual Ailds
TheNe are many types of aids which a teacher can use to make his lesson
increasingly effective. These"alds can he classified as projected and non-

projected or graphic aids. The following classifica,tion is presented for

discussions
a. Audio aids - Tape recordings, gramophone records, radio broadcasts
b. Visual aids - Chalk hoards ,magnalic boards, charts, .posters, flanp™™
graphs, photographs, bull otin boardsj exhibits, slides,
film-strips, silent films,etc,
c. Aiidio-Visxial - Motion pictures, tenievision, programmes close circuit
Aids T.V. (Video-tapes) jdraraa, puppetry, etc.

Motion pictures or films have the unique advantage of audio, visual in
movement. Most of the time,” teachers do not have suitable audio-visual aids
for their use. However, sometimes there are many ailds available on one topic.
For example, one cm find many posters and charts depicting the advantages or
the principles of cooperation. Under such circumstances, a teacher will
egjiiire the aids available and choose the best. A comprehensive catalogue ci
audio-visua,l aids will go a long way in helping the teacher to choose the
most suita,ble ones for his purpose. There are many aids prepared in advanced
countries and distributed in developing countries. For example, some foreign
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emissions iIn ¢ covintry maintain loan libraries of excellent films and film-

strips in different countries. However, it is difficult for us to use many of
such aids effectively in cooperative education progrojimes as they hardly touch
on local problems. Oi course” these aids have informative -and’inspirational
value, and therefore they can be used by a teacher oi‘ter making a careful,

selection,
A N

Soae Criteria for Selection of Audio-Visual Ailds
\hile selecting an audio-visual aid, a teacher should ask the follvrcing
questions to himself, ilnswers to these cluestions Will help him to asce’gtain -
vaKie of the aid in relation to the lesson to be g"iven by him,

Nem Are the .aids and otifer facilities to be used rea.dily a.vallable?

Suppose a teacher wants to show a film-strip on the functions of a
primary cooperative society, then the film-strip on the subject, a
projector and other accessories should be in good condition readily
available to him. The teacher may also need the assistance of a proje-
ctionistr He has to ensure that there is proper supply of cirrrent afi:
the r*om is darkened enough,

il Can the aid serve purpose of the lesson and be adapted to local.

conditions?

An aid produced in a foreign country must be judiciously used and, if
possible, be ada.pted to local conditions. The teacher. shoulcT check thm*®
the use of such an aid should not create a wrong impression cn the '" m
learners. He should also see that comraentaly cn the aid is pe." -
the local language and suiting to local. conditions. For this, a teach
has to know about his learners and the objective of teaching,

ii, Is the aid worth the time, expense and effort involved In prccurin,-,
using and maintaining it?
IT the structure of a cooperative society can be shown through a de;: x"§*
made on the black-board, a teacher does not reed to arrange a film-s -+

show on the topic. It may be noted that mechanical aids especially cf
projected type have been found much expensive in developing cuntrie,=3,.

oo LA
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Is the Eiaerial. in k aatisfactory condition?

SoretirtiGs,- the use of old and defective material leaves © imfavcurable
impression on the® learners. This often happens in film-shows. Care shoiild,
therefore, he tslcen In Hnecking the physica,l conditions of the material
and also, of the equipment to he used.

In the aid suitable for the a/%, intellifitnce, tastes and experience
of learners?

Childeeli aie likely to show keen interest in an aid hased on simple
stories , The ac”scents would like the audio-visu.a.l aids involving
them actually whereasj adults would show m"re interest in ail aid invol-

ving discussions of complex pro®~lems of socio-economic importance, viz. ,
house-hold economy & inflation, cooperative societies and private

N

traders, etc., s
Vi. Is the aid suitable for the size .of the_group to .ke tari*ht?

A teacher may have a very good dwa,rt on the subject to”be taught but
“the same may be less effective bocause of the large size of the group.
Under such circumstances, slides or a film-strip on the subject will do
a better job. IT the "sizz of autdiencfe is rather large™ the teacher

would need assistance of a loud speaker.

Poes it malie learners think critically?

<An educational aid should not be propo,gandistic and therefore it should
not present only one side of an issue.” The aid should therefore present

ade™ate facts iIn such a way that learners are &ncouraged t) think
critically on the issue. VJhile teaching co—:peration it would b'e worth-
while to tell the learmers not only the disadvantages of private enter-

prise but advantages also.
viil. Does It arouse and sustain genuine interest of learners?

Some ailds arouse interest due to their novelty, but they do not arouse
genuine iInterest in the topic under study. The learners may get more
interested in the figures shown in a film rather than In the content of

the film. Y A



" Is the aid_realistic and factually accurate?

An -unrealistic aid may be mis-understood by the learners. IFf me/ Chairman
of a cooperative society is always shown dressed in a western style,

the learner may then form an impression that a western style man is

the most suitable j)erson for the chairmanship of a cooperative society.
The aid should a,lso give accurate and upto date information on -the topic.
IT tha™™ :xo unrealistic features :n film or ther aid, these shoiild be
explained by the teacher.

Does it contribute satisfactorily to the topic under study?

A Tilm-strip on the principles of cooperation nmo,y be used for the
recapitulation of a lesson on the topic introduced by a teacher. The,
same Film-strip may not do justice to a lesson on the byei-laws of a
cooperative society'. <

N e Poes the aid help to improve the relationship betwe en the teachers gzid
the learners?

Some aids e.-j, use of bulletin-board, generate group activity and thus

help in improving the social relationship.

Is there a tec!.Gars™ fauide available to help in the proper use of the
material?

<

The guides should contain the points for introducing the aid and also
points for discussion on the topics -under study. It should also indicate
the follow-up activities to be undertalcen after the lesson wo.s given.

3. Heed to produce special materials

The member organizations ”specially cooperative unions,are producing,
audio-vistial material for local use. However peculiar needs of the region m
should be assessed and audio-visual aids be prepared accordingly. It may be
indicated that there are some topics on which few audio-visua,l aids ha.ve been
produced. For example, there is e dearth of aids on the modem methods and
techniques of cooperdtive education. International organisa,tions MECO, |1,L«O0,

- International Conferation of 1"ree Trade Unions and International Cooperative
- /
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Alliance" (CEMAS)%%/}hers interested- i cooperative”™ and adult fiiilsrtioli have
produced some audio-visual niateriaii® and guides req,uired for developing countr-
ies1 The 1GA PtSiTiaal Office and Education Centre for-South-East Asia has
produced a set of slides on the study circle method and a training .package

on shop layout aid display in consumer cooperative shop. -

4« Evaluation - [ -

Evaluation req’uires making of objective judcements about relative effe-
ctiveness of some thing In tems of ohjectives and set criteria* Gkei:e are
1SeVersl fiational Orgafiis#lions engs™ed ML thg“prodtietion of audio-visual aid#’
for edlieaiionj prooa;;afidaji "publidi-foy anil pttDlic relations work. The national
chopeirative unions ayre amohg such agencies. Some of the unions have separate
audio-rVisual aids production units* These units ate not ifl cloSe t&uch with
the Tield jhence their products are som.etimes based more on hunches than on facts
gathered from the field. It-has therefore teen felt thg,t most of the materials
produbed at the national level is not found effective In the field, gNESCQ
the governments of some of the South-East Asian countries were aware of such
deficiencies of audio-visual ma.terials for“adults produced in the region,”

Some agencies such as Uiiversities orid TINISUWO therefore sponsored some projects
involving the eva].uation of readin,, materia,ls® produced, for the new literate
adults* The projec/ts for India were implemented by the Research, Training and
Production Centre of JaiiiiaMilia Islania (The National Muslim University) j lew
Delhi. The RTP Cthreffirst gdldtlcted;a> Survey of the existing illustfated
reading materials and discovered that thefe wag a dearth-of suitable material
oh development th'ass, including Cooperation,, On evaluation of the then existing
matierial In Hindi, the Centre found that inost of the material were poorly
illustrated and therefore could not be understood bjr the new litoro™c adults.
The figures collected wro alarming. There were 36,7 per cent .books having

no illustrations thus x/ere quite poor from the vi“al point of view. There were
more than 7” per- cent of books™ of which iiee new litera.te readers understood *

less than 40 per cent of the contents. There is no scientific study available
on the effectiveness of other types of mat.erial viz., posters, charts etc. |
The time,has come when some evaluo-tion of audio-visiial aids production
programmes should be cond.ucfed in the Cooperative movements of South East /isian

Region. ] -
B«
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5. Steps to 1)0 Taken ] T [ |

To begin “with, all the audio-visual aids to e produced should be tested
in “the production process and secondly at a stage when they a,re being used by
the teo,chers, V/hon funds are available;, the audio-.visual material®-:already produif
od” in each country should be evaluated scientifically and workshops held to

adapt and produce new inateirals, by the users with the assistance of specialists,

Techniques of Evaluation

One of most popular techniques of evaluation, used in cooperative®
education is comments from co-workers and specialistsj also ,rea:ction of
"leamers. Host ofmthe teclmiquea of evaluation are however based gn methods of
educationa.l principles and research. Questionnaires5 interview schedules,
tests and content analysis and exrperimental techniques are frequently used iIn
assessing the effectiveness of the lessons given and the audio-visual aids
used therein.

It is con.paratively easy to assess the effectiveness of simple aids
produced by a teacheb? or by ah artist directly un.der his guidsjice, Hor*
projected aids like charts, posters, flannelgraphs etc. can be prepared
by a trained teacher without much expense and used by him In the desired
manneij. After gathering the reactions of his learners, he can improve his
aids 8Bd prepare severaH. copies for his on use grd “for other teachers
as wrello A stage may come when the audio visual aids so “"developed can

be prodticed on a large scale Xid used Ver.ely.

Some aids are expensive and difficult to prepare. Specialised skills,
suf:ficient time and energy are required to produce aids like Filip-strips
motion pictures etc. It will therefore be wise to ascertain their efiec-
tiveness before the final copies are brought out. Suppose a film-strip
is to be produced on the organisation and functioning of study circles
for the membei”s of coopera.tive societies. In the production process

| drawings for the frames can be prepared of such a size that t':,ee ji be
shown beforehand to a gro™p of learners and also to some ejsperts, A



tentative® commentary on these®™ drawings may: be prepared and used while
the drawings are shown to the learners who should, be asked to give
comments on the draw/ing and the commentary thereon,- The comments receiv-
ed can be used with a.dvantage for the improvement of the mat™ie,! under

preparation®

The same Tilm-strip after its production can be tested In the field

ad, the reactions of learners "oted. Ppr example, a set of slides on the
shop lay out and display produced in the 1.CA Regional Office and Educa-
tion Centre on an ed)erimental basis, was shown to selected gatherings
and theilr reactions are being noted. After some time, the mater_i%hdwill
be finalised*w-th the help of comments received from the leamers/the
“‘experts. Afterwards? a large scale production of this film strip would,

bp undertaken,

iv. Sometimes, content analysis of the material produced is done by trained
analysts with the help of some content analysis sheet. The content
/analysis method is often used to find out the dlffez"ence bet™Yyeen
—-educational and prolagmdistic material. To be sure, it would be wise
to use both field testing and content analysis in determining the
effectiveness of an audio-visual materials.

7= JEil nc for-field testing ©

Some evaluators., have evolved standard procediu?“es for as"sessing the
effectiveness of audip-vijsual aidSo In order to collect valid and reliable”
data? which would help in the evaluation of at audio-visual material, they hays
evolved designs for feild testing of the aid. To collect data some forms ha\e

also been developed,

ik = Some extension workers in India took the film-strip tO’be tested to a
Zviliage and showed 1t to a group of villagers. Immediately after the show, the
villagers were asked,some questigms on the content and presentation of the film
strip. During the showing of the film-strip, the reactions of the villagers
were noted by the observers. It was claimed that sufficient material for the
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improvement of the Film-strip could be gathered by follow/irig the above raethodo

ii. A more elaborate technique for the evaluation of a film-strip was used
in an"lITI.o00 Training™Camp held"in the 1"ysore State of India,- According to
the procedure evolved, some villagers were selected from the nearby villagesc
They were taken in a c™oup io -the training camp where a film-strip with
commentary on It s shorn to-them. Immediately sjfter the showp each villager
was called separately and shorn the same film-strip. This time no commentary
was (Jbven, The”inter viewers®vjerej asked set questions on eedvirk...re of the
film-strip. The answere given by the villagers provided the basis for _-limroe-

ment of the film-strip.

ii. The most modem technique of evaluation iIs based on the method of experi-
ment,According to this technique, two similar groups.of learnersare foimad

One group which is called the ""experimental group” is taught withthe help of =
the O.ud™\o-visual material to be tested. The other group lcomn as the "centroll
group'” istaught the same le-oon without its use. The teacher for both the

groups is the same personwho uses a c.ii"iilar method o1 teachingo Ee is thenable

to assess the difference"smade by "the use of the audio-visual materi al,
V.

8. PYints_ to "“Remember ] -

- An audio visual aid-has a very specific role to play ina

lesson. It would be wrong to e'gpect too much from it. 5

In order to bring alout any ~i;-nificsnt change in the behaviour
of a learner, he needs several lessons aided by selected audio-visual

aids and follow-up activities. Any overt change in the learners-”
attitudes and skills may not therefore be perceptible immediately,

- 1i1. As tecider's personality and approach to teaching effect the
"mgtion so muchy it is difficult to isolate the effect of an audio-
visual aid®" on the mind of the learner. H™yever5 an effort should bo
made to cnalyse the situation and due importance should be assigned
to the material.



_bome SifFestions For Planners n -

i,, VAiile developing production plans it may be kept in Mnd that the -
cultural “background i the people in South-East Asia iIs different
from that of others. Religion and history have influenced the minds
of Asians iIn Ifeir own vays. Educational standa™ds are also different,
Because of widespread illitera;cy and semi-illiteracy, there®™"is .a

B,p "between the people of the developed®™ countries and those of the
developing, countries. Cooperative Movements in the S-E Asian
countires are also at different stages of development. Special audio-
visual materials are therefore neede™d to meet” the peculiar needs® of

" the region. The effectiveness of all these aids should be tested

before thejr are produced on a large scale. . |

ii. Although a teacher can produce, use and assess the effectiveness
of simple aids, yet i1t vrould.be advisable-for him to consult some
technicians, meducationists, psychologists and experts,, on communi-
cation and evaluati®on,

iili, Prepartion ad. evaluation of technical aids like film-strip, films
etco, are specialised jobs. Therefore“experts on prodiiction and
evaluation should be employed at 3.udio-visual aids, centres. ,

iv. Some countries have, a large scaleaudio-visual aids programmes.
Evaluation of production,, distribution and use of ciudio-visual ailds-
under such a programme should be carried out by an independent
agency specialising in .educational evaluation ad” social research.
However, representatives of the bodies running audio-visual® progra-
iass"may be taken on the evaluation team,

v. Bath Tield testing and content analysis approaches should be ~

~ employed in"collectirg data for evaluation work,

vi. It would be economic to have a central audio-visual centre for the
cooperci , tive movement In each co"untry. Such an arrangem.ent woulld not
only facilitate the coordination of the efforts of various organi-
sations, Wt help in developing an effec;tive programi*ae for proper
usevaluatiori of audio-visua?2 materials.
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CHIIPTER -1 : COMMUNICATION PROCESS aND THE
ROLB OF aUDIO-VISURriL AIDS

INTRODUCT ION

Communication in teaching is the process of passing of certain message
(be It knowledge, know-how, skills) from the teacher to the learner, and m
learning iIs the process of understanding the communication and adaptation of
the message (knowledge, know-hov/, skills)” Thus, all teaching is a matter of
communication - preferably two-way communication in which the learners benefit
from™ the teacher~Svspecific knowledge (of certain topics, skills and know-how)
and the teacher bWefits from the experience, practice, and general knowledge
of the students. The aim of all teaching therefore could be identified as
to coverthe knowledge/information/skills in such a way that asfar as
possible it is understandable and applicable by the learnero

From the above it is quite clear that effective communication is- an

important element in a teaching,”"learming situation.

From teacher’s angle effective communication depends on the following

two main factors:

i) - the teacher has something to teach, has a message,
has specific Ichowledge,,

" i_1),the teacher hess the kov."ledge of the techniques, tools and
methods to pass on his knowledge (message).

The purpose of teaching therefore, could be'/ identified as *to help the
student to understand ad, not merely to instruct’”, which means that teaching
to be effectove- must have perfect communicationo

Elements of Communication Process
It i1s- general view/ of the experts that message does not contain any
meaning but meaning is attributed to the message by the receiver accordii™»
his knowledge and understanding. The point could be further clarified if one
looks to the basic ingredients in communicati.on process in the teaching
systenm,
\ L0000/



These are: (@) the sender of the message (teacher), (b) the
(knowledge/know-hov;/skills), (©) the receiver of the message (the learner)»

- S = sender
S ———E

message
R

receiver

The .teacher (S) who has some message sends it to learner "(R), As
pointed out earlier the messages of the teachei* is p;enerally iIn the coded
form such as in the form of words, sign ,ad symbols etc» I're learner®(R)
receives these and tries to understand and adapt them. Hence much depends
on how his understanding and adaptation of the message is In confirmity with
knowledge and understanding of the teacher. IFf the learner reacts to the
teaeher about the message, and If the teacher finds that the reaction shows
the proper understanding ,of his message, he could assume that communication
is effective and vice-versa. The reaction of the learner communicated- to the *
teacher is called the '‘feed-back” process in communication which helps iIn
correcting the break-down points In coramunicationo The modern communication
process in teaching visuAlises the two-way process of communication®as
indicated below:

___,S= Sender -of message
. F Receiver of Message
F= Feed-back
The feed-back received by the teacher helps him in determining the accuracy
of the message. *

Role of Visual-Aids

It has been iIndicated earlier that one of the preconditionsof effecting
teaching is that the teacher has the knowledge of the techniques, tools and
appropriate method of communicationo It is in this context that various
techniques of teaching and training have-been developed to make the teaching
andmcommunication more effective. Experience have shown that appropriate use
of audio-visual aids as communication tool is one of the most effective
technique In modern teaching. A picture at* a symbol is worth thousand words.
It 1s in this context that the concept of Training Package based on audio-
visual ailds has been developed. The assumptions are that a given lesson plan
of teacher .based on well designed audio-visual aids would enhance the learning
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process and save the learning time of both the learner and the teacher. The
visual aids help the student perceive various problems more easily by
stimulating- their interest, removing monotony, and involving them mentally.

Audio-visual aids facilitate learning and make it more durable» The
cone of learning given below indicate, more impirieal or concrete is am™
experience, better it will be in quality and-quantity for learners,

CONE OF EXPERIENCE

M\ Verbal® Symbols
" Visual SymbolB
X BeTTidpigerigadio
\ Motion pictrues
\ Educational TV
Exbibits
\ Study Trips

\Demonstr-ations

ve Dramatised
\ experiences

\-Contrived experience
Direct -Purpoi™ful Experiences



CHiIPTEE - I11; CONCEPT OF A TRAINING PACIL"iIGE

Meaniug of Training Package

The growing realisation of the need of niricing the training effective
has given birth to a new approach in training commonly known as the technique
of training package based on audio-visual aidSo The dictionary meaning of
m"Package® refers to the act, manner or privilege of packing: a case or other
recept?_ble for packing goods, in a pack form. In its crude sense the word
tr'"ining package also refers to a cystomatic collection and arrangement of
training and educational material on n particular subject based on audio-
visual aids and placing them in a packet. Thus i1t could be defined as an
instructional device containing trainin”educational material -divided into,
cohesive modulles and facilitating an effectivemode of transferring knowledge
and skills through the use of audio-visual aids, exercises and
evaluation devices.

The concept of Training Package is based on t0" development of Modular
aioproach in lesson planning for the purpose of imparting training.

What is Modular Approach

A modulo is an identifiable pa.rt of a curriculum including one of the
aims & contents of a course, and activitiesto achieve that aim. The modular®
approach 1n lesson planning aims at firstly, identification of main subject
area, secondly breaking of the subject area into specific topics (called™unit
module) and thirdly dividing the topics (unit modulle) into sub-topics (called
unit detail or sub-unit module), A sub-units includes specifie objectives,
knowledge to be imported, stills to be inculcated & behavioral dwirige to be
brought about.

The training materials prepared under the modular approach, each unit
module or sub-unit module though consist of independent mvaterial they in fact
remain--inter-relatedoEach unit could either be used independently or can be
put together to meetthe total requirement of a given subject matter area of
trainingo

It may bo mentioned that curriculum is a well designed course of
activities, (both formal and non-formal) which en”~re that "the"aims and
objectives of an educationol effort are achieved in most economic and

— aao/ ot



4
+~JL

effective mannero In cooperative education the overall aim of trainers iIs to
ensure that learners get relevent ko"™ade-, skills and attitudes and change thtl:
behavior in the desired directiono This would result in improved cooperative
management member relations & better development of leadership.

FIGURE - 1

MODULAR APPROACH

V9D >q

AREAS OF TR;>INING — ———— ————mmmm —mmmmm — e

IDENTIFY SUBJECT AREA

|
Stages in Training Fackapre # - N
It will appear from figure-1 that the modular ajpproach which is adopted
in the preparation of the training package has got four primary stage before

the actual work of training package based on audio-visual aids are undertakeno

The first stage refers to identification of the training area arid the
subject area to meet the requirementSo The second stage refers to breaking
of the subject area into specific topics vmich may fall under the subject
areao The figure-1 shows that there are 5 topics In a given subject area»

The third stage requires identification of the specific topic to meet
the specific training needs in the subjfc m rea» For example one may identify
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unit module 3 (subject topic) as the specific area of’training (Figvire-1)=
After the third stage in which the unit module is identified the next task

is to break this unit-module (subject topic) into sub-unit module. This reGr.r
that each topic should further be sub-divided into minute details according
to the training needs in the specific area. In figure -1 the unit module 3

iIs selected as the area of training which is again sub-divided into 3 sub-uni~;
modules which will™ne: ;essitatede™tail subject matter analysis of the unit
modiile 3 o | "

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 modern training techniqueb However, the efforts in
this direction has been of casual nature rather than based on scientifically
evolved modular system.

The concept of training package has added new dimensions to the modul
approach in the sense that It is a step forward to strengthen the modular
approach by facilitating the training through the inclusion of audio-visual
aidso This illustrated in figure - Ho



CONCEPT OF mJNING P.MXi.CE

IDENTIFIC..TION OF TR™iINING"AREA

FIGURE - 11
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It is" apparent from Figure-I1 that after the details of the sub-"nif
modules are worked out the actual work of preparing a training package s-ferts®
According to the approach which is being follovw/ed for each sub-unit module
there-"Should be a production plan and actual prod-actioft of training materirls
including such ma—~erials which are based on audio-visual aids,, This assumes
tha.t the verbal or written training material has to be reinforced, by the
gppropriate audid-visual aidSo Thus, each sub-miit module In a given unit
module (subject topic) will have written/verbal training material reinforced

by audio-visual aidSo tex materials are though independent but inter-relatedo
When these independe(t” sub-unit materials are put together they form a
complete training package on a given subject area (un}t gjodule)

k concrete example is given in Figure-111 to further illustrate the
pwinte
FIGURE - 111
TRAINING PINKiiGE
ON
F.R  EXTENSION



CH/IFIES -111 : PLiHFAIKG ;1 THOINIKG P..CKAGE

Choice of Sub.pcca

Preprxaticn of a Trainirxg Package.requires a let of planning and
efforts on the part of tascher as comparsd to the use of other teaching
techniqueSo

Once a teacher has decided to teach 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 gxven technique to deal with the subject to
mclce the learning effective. Some topics may better be covered through case
method; some through role plays, some v/ould necessitate v/orking out of
practical exercise and some topics may be more effective through the lecture
raothodo Yet a fov; topics may be much more effectively coramunigated through
the technique of Training Package= Of various te?chniques opened for choice to
the teacher, the teacher should select such technique which evinces the best
promisGo Since the technique of Training Package gives high weightage "o the
use of audio-visual aids it becomes all the more important for the teacher to
be very careful in selecting the technique of Training®Package as trainings
techniquBo "if care is not taken in this re"ga,rd, he may land himself in
difficulties-in mtransl™*ting the subject matter -imo visuals which could have
been conveyed to the students more conveniently and at minimiM cost through
some other technique. Thei“oforo in planning to prepare a training package
appropriate choice of the .subject or identification of the problem to be
discussed is the. first ti.sk bofoie the teacher..

Target Population

iL particulST subject area could be matter of training for different
levels of learnerSo Hov;ever; tne treatment of the subject will differ
according to the level of the lecme.f,, This is also true In respect of the
media to be selected to deal wibh a subject In the preparation of the
training package the teacher must clearly identify his target populationo What
are the characteristics of the students who v;ould be served by it, their job-
age group, qualification experiences and other relevant factorSo This iIs
necessary because the training package to be effective should meet the level
of intelligence of the participants. For example, the specimen of training
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package on shop layout given.o,t the end of the Manual is meant for middle level
managers in a departmental store who are graduates- iIn the age group 25 to 55
years and have had an experience of v/orking in a ret."s.il store for at least 3
yearSo If this training package is to be used for senior level executives and
managers of the store, it would have to under;”o considerable modifications.,
Hence, i1t is pertinent to ensure that the training package is prepared keeping
in view the level of the participants®

Defining Aim and Terminal Objectives n
The training object:.could broadly be classified under two heads
i0 Bo Main ~dn ~nd the Terminal Objective,,

Main Aim of any training prograriime Is stated in a broader context with
reference to the broader raaegpet+""-. needs of the organisationn For example,
if a teacher wants to prepare a train?_ng package on ohop lgjj-aut, c subject
area which falls under the broad subject head of. Retail Management the msin
objective could be stated as "Increas”.ng Sales™ and the training in floor
management V/ill lead to better sales., VJibhin this broad aim the termirjal
objective could be identified in the context of the skills that is cxpeoted
to be achieved by the participants In order to increase salesp In other woi“ds
it refers to the specific task which the participart will be able to perfcx™m
on the completion of the trainingo "Il the terminal objective of the traiT-g
package on shopmlayout -could be identified as fol3-Oxus:

On the completion of the training the participants will be able to qo
the follovjing ;

1) manage the floor area on scientific lines so that the sale, will *
increase,

i) manage the floor area in such a way that customers could feci that
shopping is a pleafure, m

iii)manGge the floor area Into self service area and counter orlle r
-such a v;ay \that best use of the space ismade by jolacing propo.
commodity at pioper place, etch
The distinction therefore, between the mainaim and terminal objective
is that while the \I"mer refers to achieve broad management objective ,the latter
aims at giving specific skills and knowledge in order to achd.evc the W=



In the preparation e trainin —Qack% Vi careful exercise zf,
ti mgln y on asiS O t%e' erm a? o%%ctlves » s ,
required to identify terminal objective,>/=hat the vjhole lesson plan i o0 |
developed on “Modular® concepts

Given below is angther example in respect of Aims and Terminal ObjectiveSo
Subject of Training : Course in Training Methodology and Techniquesc

Alms : To improve the training dm give-participants oommand
on effective training. To enable the teachers to
"develop and produce their own training materials,.

Terminal Objectives At the concluEion of bhe programme the participants
will be able to do the following:

a) The participants will be able to understand and
ute moderri teachiiig-techniques such as case” study,
role play.; training pcckage, etc,

b) The participants coujduse the various audio-visual
equipments t" make the training effective...

C) The partir~pantc will be Sible to produce and use
their own training package to male the training
effectivp,,

Time factor Time factor iIs very important in the prfjparation of
training package= The duration of the programme has
its bearing on either enlarging the area of terminal
objective or reducijig il:o Therefore, before the task
of preparing the training package is undertaken sthe
teacher shau],d take into consideration the time
sivailable for dealing v;ith the subject of topics or
a given lesson within a topic., The terminal objectives
then have to be adjusted so as it could be covered
v;Tthin the stipulated time as provided in the syllabus.

Project Format In order to hav3 better planning in the preparation
of the training package the teacher could adopt the
project format approach, A project format in short
is nothing but a written statement of plan of action®
An example of the project format is given as Annexe-A,,
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A careful look at the Project Format will reveal that it requires a
lot of imaginaticn and complete advance planning vw/hnich cculd serve as a guide
to the teacher iIn preparing the training packngOo

Collection of Materials

- Collection of materials is an important ste\? for the preparation of

an effective training package™ Once the terminal objectives are identified,

the teacher must attempt to collect the relevant materials v;hich could help

in achieving both the Aims and the terminal objectives of the training package,-

-There is no cut and dried formula to offer to the produc.ers of training
package for the™ best 5" most suitable way of collecting materials,, Much
depends on the resources available, the objectives nr uses to be made of the
training package and the information needs of the producer. variety of
strategies are being employed to secure information by the teachers,, These
methods may take the form of observation, case study references from libraries,
personal interviews with the subject jtitter specialists etco

Whatever method or technique the teacher may employ for collection of
information, he must consciously apply some tools of systematizing and
recording.of the data» He may use small cards or note books on which to write
key words with photographs.) maps™ scales etfj, as supplementary materialsc He
may also utilise a note log ydth a set of s;;b-headings dealing with different
items of the subject» Whether or not the original notes are recorded under
sub-headings5 they must be reanalysed and placed under the appropriate
categories.. Such categorisation will laciiiLate the shifting and sequent -~.
of materials for script writings
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K Name 0? tho Prcj -0

20 Media
3> Languaf™-fc
=X Producers of the Packabce Co-ordxnator
5. Target Pomuation
Age Group
Aol -
80 Other relevant factors

9- mMain Ajm of the Package®

100 Terminal Objectives a,
b.
d.
1= Attached documents a0 script of the

bo teacher®s notes
c, student"s™ notes

12.. Keasons for choice of the media

N"are of the Teacher Preparing,
Date: the Training Package
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CHAPTEP-  IV; CHOICE OF M/ AND VISUIMLISATION

The most critical stage in the production of a training .package is
the choice of media and visualisation»The teacher has a wealth of informati ~
and materials available, with him but he faces problems in putting these
ideas and knowledge across to his audience. As has been pointed out earlier,
the” technique of Training- Package helps the teacher in communicating his
knowledge more e-ffectively with the help—of suitable audio-visual aids.
However, the major problem in respect of the use of the audio-visual aiis
is the right choice of media to make the commianication ~effective. Should he
communicate his ideas through the flannel graph or via the magnctit! board
or through the use of slides? ITf the use of overhead transp.arencies could
be more effective than all other aids? It is in this context that the
teacher has to analyse carefully the various factors which should be taken

into consideration in making a choice of the communication mediae

Choice of Media

The question of selecting a proper media comes at a stage when the
teacher has prepared all the material for the different sub-unit modules of
a given topic. In the choice.of media he should twloe the following aspects
into consideration:

P

The capacity of“the teacher iIn producing audio-visual materials arl
skills in handling audio-visual equipments. The teacher must look to his
own capability in converting the materials into visuals. If he could himse]
draw simple figures? If not, could he get his ideas converted iiito visuals
through the help of an artist? Can he handle audio-visual equipments? He
must be in a position to distinguish the effectiveness of the one equipment
media over the other.

20 Receptivity (Level of understanding) of _the audience: The choice of
media Is again greatly affected by the level of understanding of the targ
populationo

Subject matter: The subject matter of teaching itself affects the
choice of media to a large extent. If it contains more figures, ,fcrms,
schedules then probably the dwic.e of overhead projector could be approprir
Similarly, if the subject matter deals v;ith the principles of display in
retailing, the best choice could be the use of slides with the help of sli"

projector. - .



Apart*from these .there are many material and-practical factors whi“e®
should be taken into consideration before the choice of media is made some
of tliese prominent factors are identified below:

; ie Facilities available to the tgacher to produce audio-visual
materials such as, graphic room, equi;ment, photographic equipments,
projection facilities, recording facilities, etc,

ii. Another important material factor is the availability of finance
and institutional support for yproduction of material including the support
in terras of personnel, transportation, etc»

iiio The teacher must also look to the environment in which he is
ultimately going to use the material. If he is going to use i:he material
in class room situation or In open air? If the material is to be used "outside
the class room as vie find in case of member education the choice of media
will get confined to few Items,

iv,, Other important factor for consideration which has a bearing on
the choice of"media is the availability of production mat™ial.- A teacher
must select only such media for the use of which-tlie material is available.
For example, a teacher may decide to use coloured slides with the help of
slide projector, but coloured slide films of the required processing
facilities may not be available in the country,

v, The physical facility available in the class room must also be
considered before making the choice of media. Is the room sufficiently
convenient to use the aid that the teacherhas in mind? Can the room be
easily darkened? Is ventilation good? Is the electric supply available? etc,

vi. One of the iImportant precaution that a teacher must take iIs tp
avoid the multiplicity of media for, treating a particular subject. Apart
from creating operational problem for the teacher, it may reduce the,
effectiveness of the techniques. Experiences have shown that a teacher at
most should use not more than two medias during a session.

Consultation with the audio-visula experts -
A teacher who decides to use the technique of training package based
- on audio-visual aids may not nefcessarily be an.e:”ert in thp use of audio-
visual aids. In such a situation once the material or ideas to be visualised
are ready, he should consult an aud io-visual expert. The expert can 6olve
many 6F‘the—probl”~s that a teacher faces In giving concrete shape to his
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yislE-_1 ideaSo In order to ti“e the best-out of him, the following steps may-
be taken: -t "

a) The teacher should consult the audio-visual expert with his full
script and hold a fairly frank®and. serious discussiono The best way is to
leave the script with him and give him some time to go through the material
and then agree on a specific time and duration for holding consultations
-with him. In order to got the optimum benefit from the expertise available
with the expert it iIs essential that the teacher should give his own vie/
points v;ith regard to the manner iIn which the teacher wants to present the
subject in the visual form the teachers should ensure that the expert hes.<
clearly got the point. This will help the audio-visual .expert in exactly
converting the idess, of the.teacher into visuals,®

b) Once the visualisation part of the material is ready the teacher m
should take necessary®steps tomsynchronise the visual materials with the
written scripts y - o~ -

Cc) After the first, attempt is accomplished, the teacher may request
tlhe audio™ visual expert and his team to review the material and the teacher
could undertake the corrections wherever necessaryo

Preparation of Sequence Sheets

Wheit is a sequence sheet? It is a sheet of paper containing®three
principal parts”’(@ subject heading including “the page number,” (b) one’half
part on the left side contains black squares for visualisation,”™ and (c) the
right half part contains horizontal lings meant for® written script of the
subject mattero An example of the sequence sheei;.given as Aniiexe-iBo"

As has been pcdnted out in Chaptér-11 a training pack deals with
one subject, and the subject is divided into various modulgs (or elements)
and each module into various sub-modules. Each sub-module is connected with
the other sub-modules .ad the subject is handled in stages. It is the
treatment of the suisject step by step ad, the SEQUENCE SHEET is the basic
instrument in breskint?; down the subject logically and effectively.

The box (or the sequence) contains the rough visual which is syncrond
with the narration and the script dealing with the subject .The written
narration is the job of the teacher himself. He can visualise his narration
in a very rough manner® in tlie squares provided. These squares are used in
order to present the -visual iIn proper sequence®,
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EXTiMPLE OF A SEQUENCE SHEET

Subject : Channles of Marketing sea¢e No 7
Presentation ; 10 minutes |
Discussion " 5 fAinuates :UnitNoo HI
S. No» Suggested Visuals Verbal/Narration

The Teacher has to give the private

SLIDE trader”s characteristics as the following

showing the shop of buys at lowest price

a private trader 2« farmer has to carry goods to him and
6, waste his time and money =

30 private .trader does not pay cash price
immediately ~ "
He only buys best quality goodSo

Secondly, the barter system-should be

POSTER )

Exchanging expensive expl2=red, .
farm produce with points to be stressed ;

cheap consumer 1= Low price for farm produce

%;ngggzybucket) 2 Wastage of time and money for transports
7
Thirdly, the extension worker explains the
SLIDE functioning of the Government Marketing
showing a Department and gives its defects.
Government

Collection Centre’ 1o Corruption and indifference

2e They sometimes buy from middlemen

30 Farmers have to carry their produce to
collection centre

kc Low and fixed price for farm produce

— 18— ® o 6



Visualisation n
In visualisation the following factors may be considered;

a) The visualisation depends upon the script and the subject under
discussiono The teacher should, therefore, Tirst prepare a rough

\

scheme of visualisations
b) Always prefer simple figures to complicated and detailed figures,

c) The pictorial figures and forms of symbols planned to be used
should be of national characteristic*

d) The words and numerical figures age to be of broad and bold type
so that they are seen from a distance,

e) Initially very rough draw/ing are to be prepared by the teacher
himselft (preferably in pencil). These are to be suggestive in
character,

N The final visualisation should be attempted after having consultations
with the expert who may suggest modificationso .This is palrticularly
necessary In such cases where the teacher does not have the background in
the use of aud.io-visual media. " , " "
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CHAPTER-V : FIELD TESTING ;;ND ViJjIDATION

Ob.iectives 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;

* i0 to te"st"the validity of the material with reference to objectives,
iio to examin,e the effectiveness of the material in the sequencial
order and in terms of the contents concerned,

ili, to examine the effectiveness of various types of audio-visual aids

used in the communication process, and

iVc to improve the teachers performance in the light of the feedback
receivecio
Field-tests provide an opportionity to make suitable improvement
(and adaj)tation of the material) from the point of view of effective
teachingo

Techniques of Field Testing.
There are various techniques which could be adopted for field testing.

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

thetype of teaching material which iIs required to’be testede
The field testing techniques could broadly be classified into two
types.

Ao Classroom testing
B. Close door testing

The basic considerations for field testing relate to the target

group and target situation®

Before we actually discuss the two techniques, we"could briefly discus?
the points i= g, the target population for testing and the target situation
for testingo

The selection of the target™ population should be® in accorda;nce with
the learning objectives,. For example, if one wants to test the teaching/
training package on shop layout, the target audience for field testing should
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of shop floor msinagemento There is ro. point in testing such material among

salesmen/sales supervisors or among the managers of banking or credit
organisations the target audience must belong to.the specified sector for

whom the material iIs intended to be used subsequentlyo

Similarly, in the field testing“which aims at verifying certain facts
the test should be conducted, in real life situation*

A, Classroom testing technique

The essence of this technique is to expose the trainin™ackage*
before a selected target population in a class room situation/ least two to
three times» The main requirements for the use of such a technique is

io necessary physical facilities,
110 necessary equipment and materials used in the packagec <
iii» adequate tine.,

Methods

i. Use Participative Technique ; It is often found that the audio-
visual technique becomes a one way traffic, if it is not used intelligently .
by the teacher, as a result of which must of the effectivenessof the audio-
visual technique is losto In a test situation It 1is absolutely necessary
to involve the target population in the learning situation butat the same
time avoiding unnecessary discussions leading to wastage of time*

ii» ldentify areas of tests : Before the fTield test iIp conducted by the
teacher it is essentia], that he should broadly identify the areas which he
wants to test. He should make a note of such identified areas and try to

focus the discussion on these areas. This does not mean that the areas which
the teacher has .rot identified should not be open for receiving coments,.
The test areasmay cover the following aspects in a training package

(@ testing of subject matter - i1ts coverage - contents and concepts  used,
() testing of the script, (©) testing of the sequence order as followed iIn
the package todeal with the topic, (d) testing of the effectiveness of the
visuals used, and (e) testing of the effectiveness of media used,

1110 Testing of Visual Aids; While using the visual aids under test
situation the following aspects be taken into consideration:
(@ the suitability of the visuals used iIn relation to the symbols and
subject matter, (b) visibility of the visuals used, (©) utitity of the visuv?
used and .scope for replacing one visual method by the other, and (d)
operational problems iIn the use of visuals» The teacher should identify the
d;ifficulties”™ that he may rae In the handling of the visuals.



iv. HBaopdina af Jaat jiesul'tegi ft haa @®#ten been ebotpved th&t a"&A
mander the participative technique of training the only method of finding out
the test results used by the teacher is the ™evaluation form' whibh covers
the subject matter very \Fidely» In this process the teacher misses many

vital points brought out during discussionso . -,

The system of test notes by the teachercould form an important -
informative material to improve the product.. Some teachers are found us»i ng
,the blackboards to note*doiAfn the various points emerging during the“discussion!
But these are erased by the teacher himself with the continuatien of the
discussion, For this purpose the teacher could profitably use the flip chart
board with the. help of a marker, noting dovm the main points of disciission and
the broader areas®of consen-sus which the teacher could refer subsequently™

Vo Use of Evaluation Form; At the end of the course the teacher should
give"™ a questionnaire to the target audience inorder to know theirreaction
broadly on the following aspects: (&) Adequacy of contents covered iIn" the

mPackage, (b) Receptivity regarding the knowledge imparted, (C) Presentation
of subject matter, (d) Use of visuals in terms of time/clarity of un“derstandinj
etci™® and (e) General suggestions®

After the evaluation forms are received by the teacher he should
compile the data and analyse themo The test notes in the form ofthe Flip
chart sheets should also be examined and analysed by him after-which he could
prepare a comprehensive note makingtse of both "test notes™ and evaluation

W reporto " |

/ The observations as received by the teacher should be analysed by him
objectively and necessary modification carried out in the package at appropriai
placesc These suggestions could also be discussed with experts.before modi-
Tication wherever consideredappropriate., A specimen of evaluation form on
shop layout and display is attached as Annexe-C, at the end of this chapter
which should be taken as suggestiveo Each teacher may evolve hisown
evaluation form according to his needs of trainingo

Re-Testing;

In order to ensure qua.litative production it may be necessary to
expose the revised training package for re-testing before the appropriate
target audience to examinemthe-effectiveness of the materialo The whole
process discussedearlier could be followed for re-testingo
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Bo . CINose door %stlng

i"Close -door testing refers to .a test situation wherein the -train’ing
package Is shown to a selected gojlip of a.udience= The select group may belong
to three categories of personnel 1i,, e, the subject matter specialists and
manag"ement personnel in the field and the audio-visual experto The basic
difference between the class room testing and close door testing is that in
wthe former case ﬂlwe material is used as a teaching material where as iIn the
second case the material is used as demonstration material. In the second
method the material is throvm open for discussion whenever the experts want
.to comment and discusso The "teacher makes simultaneous not ing of the coments..
It 1"s not necessary to have further evaluation after the demonstration and

1

discussions are overo ] -

[ N
-The teacher should incorporate the points emerging from the discussion

during -the process of modification of the packagOo

The next step involved in the close door tesing.is to again expose the
material before the selected expert and to see the effect of the,changes madeo
AR ot SRS e oie Fre X MREeRE NSV Ee J5prSalYabe i ene
appropriate "1f a combination of the two" methods "is made to derive further/teacher
first to conduct close door testing, carry out the suggestions and then test the
same in tXe class room situationo After this the teacher may take necessary™steps

to give final shape to the package,,
9

Modification and Finalisation of the Training Package
Planning Modification:
Identify and classify areas of modification into:
io modification of the"script,
iio modification of the contents and concepts,

iiio modification ofthe sequences,
Ivo modification ofthevisual™, and = .

Vo modification intheuse of media, .

Time and Cost factor in modification

M odification, of the training package not only involves considerable time
but it" may also involve considerable amount of money» The First three areas
under the head planning modification of the training package are exclusively
related with teacher"s efforts and normal secretarial assistance available to

23
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hinio These could be carried out by the teacher by phasing his busy time scheduleo -
The main ob;jiective” in such modification shoul.d be to make the subject matter move
effective by its logical presentation,,

\

As for the cost factor in modification is concerned it is suggested that
the teacher before carrying out modifications involving costs(particularly in
relation to S.. Noo iv &v under the head planning modification) should appreciate
the physical and financial constraints under which he s functioningo This is
extremely essential if he iIs planning to modify the media used for visualso Such
changes may involve a lot of costo It is always advisable to consult audio-visual
experts before a modification is attempted in the visualo

Draft Modified Package: ] -

A draft modified package containing all the changes both In the text of
the package as well as the visuals be discussed with the expertSo The Misuals to
be modified may be only illustrative in nature providing "scope for further
refinement= After consultation with the experts the modifications may be givén
final shape in, the package.



Annexe-C

A specimen of Evaluation Form on Training Package
on Shop Layout & Display =

(Please give your franl; and free opiniono Do not leave
- anymcolumn blank)

Name of the Respondent

Designation

Organisation

A Content ;

1) Have you understood the various concepts and principles
to be folloitfed regarding the chop legwt? <

Yes/No
Remarks ;

i) Can you now study the layout of a store and give
suggestions for improvement:

1iWhat is your overall reaction to the subject
matter covered in the lesson

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 with the subject?

Yes/No

Remsirks: .

»0‘,..



ili)Have you any suggestions to offer in respect of the
use of media o make learning more effective?

Yes/No

Remarks

iv) Do you think the same purpose could be achieved without

audio-visual aids?
Yes/No

Remarks

V) Do you consider this a.metnod of saving time in the

class or more consuming?
Yes/No

Remarks

vi) Do you feel that you were involved in the learning process?
Yes/No

Remarks

General Remarks & Suggestions



CHI"TER-VI; HOW TO UoE A TR.\INING PACKAGE

The training package contains a number of modules (or unit packs) and a
complete” text of the manuscript of the training package, project format and
evaluation sheet. It would be worthtil® at this stage to observe the steps that
should-be followed iIn its usage by the teacher in a given teaching situation.
This v/ould make the task of the teacher much easier - specially iIn a situation
where the teacher using the training package is not the producer of the training

package,

Guidelines for the Use of Training Package
For the convenience of the teacher the guidelines for the use of training

package is divided into the follovring categories :

a) Preparation before coming to the class room,

b) Class room-arrangements including, equipments required for the use of-
training package; -

Cc) Precautions while teaching;
d) Handouts; and N . |
e) Use of feedback informafeiono

a) P¥ypHE nns Viftirfi mrndF th class

i) The teacher should be through with the subject matter for which the *©
m training package is prepared; ) , ,

ii) The teacher must go through the script very-carefully and do further
reading on the subject -matter If necessary;

ili) The teacher should prepare his own notes (@part from the script that is
available) to facilitate him to use the training package™ m

iv) IT the teacher is using the slides during presentation of the training
package,, he should see that they are placed in the slide <tray/cabit iIn
sequential order iIn advance. It is also advisable to preview them before
usings them in the"class roomo Similarly, if the teacher is uoing
overhead transparencies,mhe must arrange his transparencies in fhe- \
sequential order giving them serial num.berSo

V) The, teacher should likewise check before hsmd whether the other
relevant teaching materials are arranged™ in accordance with the
mscript.

-a? - - - b o,c/,.



b) Class room arrangement
i) It has been"pointed out at many places that the training packagc
makes imtasi-"e use of the audio-Visual aids and media., It is, therefore®,
essential that the teacher should see that the audio-visual equipments
which are to he need during the use of training package are notonly
available but are available In working conditiono The placement of tbs
equipments should also be examined by the teachero

ii) If the teacher is using the training package in a teaching situation
for the first time, it iIs advisable for him to rehearse it before hando

iiij The teacher should ensure the proper fitting arrangement fad lighting
arrangement to make the use of audio-visual aids more effective..

¢) Precautions \ihile teaching through training Package

i) The Tirst precaution that the teacher should teice is in respect of
meeting the needs of slow and fast leamer.. Since the technique of
training package heavily depends on the use of audio-visual aids the
teacher while handling the audio-visual aids must look to the needs of
slow learner also,, It is, therefore, advisable that the teacher should
not handle the aigs fast,

i1) The teacher should speak less and allow the visuals to speako

iil) The teachu™r should use participative teaching techniqueo In no way the
teacher should be a one way communicator vwhon the lesson is iIn progress,
<He should give the opportunity jto the participants to raise questions
and clarify any matter that arise during the delibration of the lesson.
In a situation wiere the students are silent observers the teacher
should arouse- t.ieir interest by asking questions and involving them in
the subject mattero

iv) Be a good listner. The participants raising any issue be given
sufficient opportunity to clear their mind,

V) During the progress of the lesson, the teacher should summerise the
issues covered from time to time and invite comments. There should be
final summarisation of the learning objectives at the end of the
lesson,
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vi) The teacher should not be hasty in completing the lesson and pr.ovide
opportunity to the participants to take down notes wherever they
Teel necessaryo

vii) When the teacher has to use one or more visual aids simultaneously
he should ensure that they are arranged in such a way as to avoid

any over lapping,

d) Handouts

iifter the presentation of the training package if the teacher packs up
all his material and leaves the class v;ithout leaving any notes or handouts
for the students, he is not likely to achieve fully his teaching objectiveso
It is, therefore, necesse’ry that a teacher should prepare in advance’a short
synopsis of his lesson in the form of a handout and distribute the sam((?1 after
the lesson is over, Thi.s will ap."fde the par.ticij>ants to refresh treir,

memories on the subjecto

T) Feed-back information

In the iInterest of improving the —training package the teacher should
obtain specific feed back information on the package. This he should do in
addition to the feed back that a teacher may receive enuring the progress of
the session.. A specimen copy of the feed back information that may be required
" improve the effectiveness of the training package is enclosed, at the end
of Chapter 1V,,

000/q ¢



CHAPOSIR-.711 s SUl"a"JYy AN "STHPS TO FOLLOW IM THE

GOKSTRUCTipN MW * m
By making use of a trs.ininc peda_'je’ in educei.tion and training prpiprames
the teacher is 2oin:i to make his-ovm task a? well as the task of the learners
es.gy. Given beloiv are the suimary®of steps to be iollowed in-the preparcition m
of a Tralninc™ Packaijes N "

4

I. Select the subject - it can be a broad subject, not, necesse.-rily a

prccise ae,. " - , -V

20 ldentify the taxget popula.tion for which you are ®inc io0 design the
training, pa,ckaje. All trainin/j packs C3Zinot be effectively a.pplied 1o all

types of people. -

5. Set. the Il AIM of the training peda™"ce. This has to be defined con-
cilely as possille. There should not be too many of ideas and themes iIn
the MIH AlMo *©

4. Define the OBJECTIVES tha,t you msh to achieve after “the application of
the training package. These should be the terminal®™ objectives. Hde use
of the project format.

5. Be aware of the availability of material. ,

6. Select the right 4mpe of media and talee into considerati“on its availability.
, The media should be related to the general level of understanding of the
target popula.tion. Do not make It too sophisticated. >
7. Collect suitable information from various sottrces. It would be necessary

for youto make trips to farmers, their fielri®j meetings with experts,
consulting of standard documents arid dojrfiiningc of informs._tion from vell-

/est>abl ished resource centres. e

8. Plan or organise the instructional m.aterial. i*fde use of a iesson plan and
m prepare your teaching notes..The instructional material should be In a

seguence.



TRAINING PACKAGE ON
FUNCTIONS AND ADVIWTAGES OF COOPERATIVE
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by
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Construction of T

Name of theProjec™t

Media

Producers of thePackage:

Target Population

Noo of participants
Age

Qualification
Language

Teaching techniques
Venue

Duration
Facilities

Objective

Specific objectives

Pro, i&pt Work
Proiect Format

i Functions and Advantages ofCooperativeo
:OHP, Flip charts; Fannel Graphs®™ and cholk boardo
@O Mr» S BaniJa-
@ Mro Bo So Shrestha
@) Mr,, Jo Mahat

; Management CommitBee Executive Assembly and
memDers
General Assembly/of CooperativeSo

; Below 53

; Above 18 year-e

> Literate
Nepal i

; Lecture, Sole Play, Quation-answer and Discussiono

; Building of local cooperative society.,

> 1 hrso
\

; Sso 20000 .perdium and refreshmento

; To impart knowledge about the introductiorL, aims and
functions and advantages of eooperativeso

> After complition of the training the participants
will be able :

i) to practice what they learnt in the tr*"ining

if) o, teach other fellow/ members what they learnt
during the training, ,

iii) to demonstrate®vjhat they learnt during the
training,



Attaghed d<akKientp () Script of the lession
(@) Tfansparancies (OHP), Flipcharts, Fannel Graphs,

Reasons for choice Ci) For motivation and effective Communication
systen,

\
(i1) Mental participation of learners in learning

process, -
(1) It meets the learners ooSil,

(av) It helps to fulfil the aim.

Contents m The main subject ™Functions and iidvanfeagee of
Cooperatives" hes, been divided into-three gub-units
(1) IntiDoduction of Cooperative, (ii) Aims and
Functions of Cooperative and (iiil) IFtdenteerfs of”
Cooperative,,



LSEQJEI\CES!—EEI' EOR AUDIO-VISU/i MATERI/ii

Poffe N-"arber

Subject: Funr-_tions and /;.dvattabes of C.ooperative

Sr» Noo  Suggested visuals

VAN
- Eli-p charts =

lo1 In the lauk of Unity
no one win be successr

1lo02 Unity is etrcnth

"Ue Eannel Graphs
= 1 Advancing loans and
agrio inputs

2 Teaching on agrio
(education) SCo

Unit Number,

Bec™:<"groud information
berb™/Narration

Sub-unit 1
"Introductj on
(i) Two are better tha.n one.

(i1) Cooperative means joint effort for common

objectives,

(i1) The ecCnpmically and socially weak people
can be free from eqilioitation through

N

Cooperativeo -
(iv) Selfhelp through mutual help,

Sub-unit 11 ~
Alms and Eunc-tions of Cooperatives:
(@ To create a expD-oJitationless society;

(1) Coopera.-tive provides crfedit on moderate
interest rate,, < - -n

(i) It provides improved setis., chemical
fertilizer, pesticides and insGcticides
and agriculture
equipments in a fair price, .

(iii) It provddes technical assistance x:d
u
know-how to the farmers,



~ A Cogpo, Socicty is (iv) It provides consumer goods (salt, suger,
selling consumor gbcdK oil, x;ice etc») In a fair and cheap
price.

(®) to uplift the moral character and family
welfare-

gub-runitml 11
4  Coopo helps to uplift jJri.dvattagp of Cooperative
the ecOo condition of the (i) Cooperative socicty advances loan at
society mombers reasonable rate-keeping in.the mind of
productive purposes,

(i1) 'Rare chance to misutilize -tre loanj
@iy, It provides marketing facilities,
(v)J-t looks- over the common welfare,

Hayjpy family Qv) It provides education in different a
aspects of social welf,are. such as;
Family planning and maternity and child
holth cure.

r'/yx/cio/sic/ji/T m

anj/o

CTO, KATHMaiVDU.



LE/JCAGE MD

Mame of the Pro.ject

Methods
Media

Jjan _igua™
Prodiicsrs of Peciciv<e

Target PopLilg-tion

QusJificetion/Expgrience

Bk ora¥™~MNs _tiilon-

ITS GONnaOL la AGrulCUITEY;
QOPRII?:1YiJS
PHOJECT FOEriAT

Leslcage and Its Control in Agrictilture
Cocperatives,

Lecture Cifj/chsoussion.

Plip Charts @HP Trimsp.arencies ~Chalk board,

Kr, Siabas K,G,

I"'tx Diwakar Adhikari

Fis. Rcphipa Rai

Managers ox Primarj™™ Agriculture CooperativG
Societies

20 to 35 Years

Intermediate and at least one year experi-
ence at a cooperaotive or SoLoGo and three
yesirs experience.

Cooperatives in agriculture sector are
presently undertaking® multiple functions
-inclti_ding sale and purchase of cons"orer
supplies, a.griculture produce of aemloer
farmers an.d agrc-inputs. Though no syste-
raatic study into the ma.gnitude of lakages
and their impact on the cooperaitivo
business activities has been carried out,
it has been observed that leakages that
occur during transactions are considera.bly
highj thereby affecting the profits.bility
of the societies.



i

Hana™"ers are rb3ppnaible for minimising
mboth t>e jiiagTiitude an"d impact of lealcages
in "™der to incre3.se proiitj boost eroploy—
ees” morale and sa,tisTy consimiers. However,
in orr case, they a,re doing a poor job in
this regard mainly because of lacic of
proper knov;ledge about the techniques to

bring dovn leakages to s minimum.

Training ccur,?0s designed in"the past for
managers did not contp.in a topic on leMucag”;
and its control, I'li :~cognitiou of the neeci
for providing soije knowledge and
techniques "about leaH[PB»icl their control;
the syllabus of managers® training has been

\
revised to include the siibject,-

It is thought that the preperatioh oi this
training package would gr-eatly help the
trainer conduct the session on leckagfef
and also facilitate”rainees to appreciate

and aot upon tne oubject more effectivel}/.

Managers of agriculture cooperatives should

be "e:rposed to the concept tuid itechniques

of leal":a,ge control”; for reasons listed belowr;

li to know o-bout the.major causes of non-

profitability of cooperrtive business”®

2. to understand the linkage betv"een, lea-
kages ajid higher cost of mr"u.""ning cocnera--

tive businesso

3» to.identify the causes of~lsakages in

cooperative business transactions.



Main Aim of the Pade.a’e

Terminal Ob_jectives

Attached Doctura.aits

Reasons 1or Choice o1 the ILdia

Content

Diirs-tion
Yanue and facilities
Date

4» to calculate and measure the extent md

cost of leakages,

5. to take steps to minimise the cost/
impact of leakages.

6, to increase the profitability employees
morale and consumer sa.tisfaction,

s To enable trainees to minimise leakages iIn
agriculture cooperatives through the better
mmanagement of store;

s 1,, To enable trainees to appreciate the _ .
impact of ledcages on business perfor-
mance .

2. To enable them to calculate aiid measure
leake_ges.

3, To enable them to idnntify ohd eliminate
the various causes of leakages./

m "4~ To"enable them to control leakages and
increase profitability,

3 a. Script of the lesson
bo Students notes
c. Visual media (Plip Charts OHP Trans-
pfirencies)
s I, For effective com.lunica,tion of the
concepts and techniques under question,
2, Por convenience to handle and prepare.
5. Lesser time coKsuming,
% The topic ''Leakage and Its Control” contains
the- following parts?
1, Backgroimd Information
2, Causes and Points of Leakage
3, Methods of Lealcage Control
s kg hours



LEF"iKiiCE ¥NND ITS CONTROL
IN AGRICULTURE COOPERATIVES

SCRIPT OF* THE LESSON

Flip Chart Vet is leakaga ?
Leakage refers to loss in either the value of physical unit/
quanitity of commodity that occur during the movement/
handling of goods from receiving to issuing/s.ellirig points®

i " “ Leakage is the goods which disappear without being paid for»
Leakage is an unrecorded and uncontrolled loss.

Leakage may also be expressed in a simple formula : Book
Value of the Stock - -Actual Value = Leakage

Leakages may be expressed In both physical quantity and/ or
monetary value.

Examples;

OHP Transparency Leakage iIn Value
Sales value of year®s purchase: Rs 50,000

Lessj ?rice reductions

50,000
Less, inventory at selling price
33,50C-
Actual cash received 37»300
LERIKACE 1,200
vs Leakage in Physical Unit
Purchase®of sugar in the year: m 270 Q-
Less, inventory at the mend -5 g»
235

Less, sales In the year 230



OHP Transparency Cost of Leakage
Leakage is a cost,, IT is the most unproductive cd3t=* It

cuts the profit margin of increases the losso

The actual cost of leakages may never be knom., Its impact
on employees®™ morale or sales position cannot possibly be

calculated.
Calculation and Measure of Leakage , N
ho In terms of Units

1o Unit shown by Stock Ledger-Actual Uhit in the
Store = Leakage in unit

20 Total value of leskage-J-
( - . Cost per unit = Leakage In unito

Bo In terras of Value (Money); /
10 , Leakage in unit Cost perunit (CPU) = ToLi-1 leakr.ge

"2 Total value of the stock shown by Stock Book
~icial value of the stock = Leakage

It, is advisable to express leakage as a percentage of sales™
This is done by dividing the amount of leakage by sales and

|
multiplying by 100,
Formula :L x ,100

Where, L
»S

leakage

Sales
Boraple - L = 1200, S = 50,000

1200

50 000- x 100 = 7J

This ratio is,useful for :

Comparing the trend of leakage as a whole or per product line
betw/een t*M periods.
Establishing the normal or standard leakage to record acl

control cleviationso
000700



Leakage and Its Consequences
Reduction iIn profit

Increase in price

Beteriorsirion in eniployoos™ morale

Bid image of cogoer?.tiv-.7S,

Recepitulation
I'lfet 1s leakage ? [ R

What is the cost of leakage ?

How leakages are calculated-in value,

What are the consequences of leakage ?

Caus0"S and Points of Leakage
How -loes leakage occur ?

in unit ?

Natural factors like noisture, heat, driage, etco

Receiving vjrog qa"-tty

Receiving wrong quality

Wrong pricing

Wastage in weighing m

Damage due to" rorients, iInsects, <etc,,
Wrong payment ,

Shop-lifing, burglary, pilferage
Damaged goods

Price changes not registered
Perisiing of goods

Dishonesty of shop personnel

Unregistered discaunt to customers®

Civing av/ay goodtSo
- 6

oao/ oc



OHP Transperencies _

Points of Leakage 3
Leakages occur-at the following points ;

During Transport
Mode of transport

Damaged/defactive packing
Dishonest transport personnel

Loakagq at Godcnw/Shop Level
Goods received short ,or wrong quality

Wrong Wrcigment

Bail storage

Mixing of new stock with good already iIn the

store without weighing
Driageshrinkage, breakage, spoilage
Mishandling

Accident®in shop (dropping,” spilling)
Pilferage, shop-lifting

Wrong price - marking not noticed
"Damage by rats, etc.,

In I-.coountin:
Goods received not entered

- . -arithmetical errors
Heturns unaccounted
Discount unaccounted
Price variation not accounted

Wrong stook taking



OHP Transparencies

Flip Chart

anj/o
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Recanitulation

Vifet are the causes of leakage ? Natural factors,

loose control or no“control and negligency and
m/
inistal ;5,650

What are the points of leakage~”

Control of leakage
A mechanism to control leakage is an absolute necessity,

Start with studyiag the causes ajid points of
leakages

Review the systems in operation to control

leakages
Locate the points where imjjrovements are necessary

Design such system which is practical, efficient
and also economic, and review it from time to time

Always make sure that rules/measures” devised .nre

strictly -adhered tOo

FIX*TION or ESSPONSIBILITY IS A MUST TO COKTEOL
LE. iKAGE. n .

T/IKE NECESSI.RY MEASUPJE ONCE ONE IS HELD EESPONSIBI.".

DO NOT CONDDNEo

Some preventive measures®are listed below:

-» B

Effective, supervision

Feequent stock taking or stock verfication
Security arrangement

Price-marking, checking of cash memo and condificr™;
Pre-packing of articles-

Streamlining of control

Sample vjeighing for large amount of goodso
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1. Name of the Project

2. Media

3. Language

4. Package Prod-acero

'

Target Group

6,, Age Group

70 Qualification
8 Main aim of the" Package

9 Terminal ofcject.ives

1 0 Att™8.ched documents

11. Reasons for choice of the

media.

171.

TmiMIKG PACKAGE

BOAPID-KAKAGER NEELATIOKSHI™ 1K COOPEMTIYES

Postersj Charts, OoHoPo Transpar”cy sheets

etc,

English

Shahi

ICBo Shreatha

J,P, Aryal

Junior Instructors

18 years and ahove

Intermadiate (loA., 1. Com)

To apprise the Junior Instructors a.bout

the relationship “between the Boaxd and the

manager of Coopo Society,

At the end of the coursep the Junior

Instructors will he able to s

a. Convey the Board meiTibers and 1lanagers to
uD.derstand and aware of their f-unctions,

V " rights/ "duties and mutual understanding
in" perfoliiming their respective, responsi-

~ hility in cooperatives effectively,

h. help, to develop harmonious reletionships
between the Bogjrd and managers.

Script of the lession

2. Teacher’s nots"h

3 Student®s note

Easier to handle and efiective.



SCauBi0S SIMT JQR ICIDIC-VT.STIAL MOBBIAL il ’

Subject s Board-Maiiager Relationehip in Ccoparat.-i.ves Page MNo< |

Sr. 1.
The lixistriiotor presents the orgeni™a/cioc”;

chart and gives explanation such as s

I,, Gereral body consists of all the .members %k

Transpar”cy sheet . o
have pur-chased the shc.re Gl the eociity,

organisational struc- i .
m 20 The Loard is elected by the genersJ bDdAT fj:

ture of the prima.iT coop. o o

a, specific jjericd of tinie.
f"tnager is rippointod by tne Board of
Directors,

4,, PIcinning comjaittee co-iisists of fhv; Eemoer;-.
from pji‘cg the jloard,

5,, ward saD-coiTiraittee cr™nsists cf 3 1
r~ombers by the Rogistrar of the Coop.

6,, district Cooperative raiion is c-mposod of
roprocori-~"ative of al] the primary "-wp,

sooioti“3 includiiig nominated members froF

allico 3,::;encies.

Subject s Board Mana”™ger Rolaticr.:;hjp
:?°/Tct;".o83 & Rer.Dcr..sibi],ities of the Beard

Flipchart I. It is ® f." "jal «ou.p 0?..ect=d by "the general

Pun.ctiou and responsi- for period of four years

bility of the Board rc3p.7ncibilit,7 xo conduct the al"fairs of tig
coop, £°.",i3ty,

T rt v¥ ec-"ential"y a policy making bod*r.
L recr"iicG, supcrvisss, controlj and
"e.-313 t-e perforonance of the manager

under the pro“ision ox ™inaiicial Admi-nl_-j" -

tioii T,aw, 055~ of tho coop, society.



Portraying the chairman
presiding a meeting wi Lh
~Ne board and Manager

N

Q)

J
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It formQlates programme planning & budgetin/::
and then get 1t im-plementedo

It evaluates and revlevis the progress of the
society,

It usua.lly meets once In a month & discusses
according to the ag”™d and draws conolusion,,
Decision- talcen hy the majority ol the
presented neijibers is considered valid,

Board +a responsible for all the legal
aspects of the society.

Responsibilities of the duinrficl

5 w

Chairman is elected by the Board ineabers for
a period of 4 y*s from among members,

He presides OXer the meeting of the Board as
well as general body,

He signs the proceedings ol the society.

He supervises, controls and M>Ws the
manager in matters relating to society"s
activities,

He collects information from the manager
regarding the progress of the society,

He keeps Board members informed about the
action taken by him or by the manager,

He conducts the meeting oi the Board with
reference to the agiida,

He exercises decision making votes, iIn ca.se
any iIssue gets equal votes.

He gyl delegate some of his authority to
manager .



Plipcliart,
Showing the rights &

duties o;. the manae<er

Transpar”cy

Decision making process.

Rights & duty of the ljamager

lo
2,

3

40

5.

6.

7.

8.
9.

10.
11.

12.

- 3 - N

fie .is apaid employee of the society.
Hels the chief executive of the orgaiiisa.tion

and the link hetween the Board & the members.
He actsas, a secretary of the- Board and Gene-

ral assembly meetings.
He supervisesand controls the works of the
society’” & run day to ds.y affairs.
KeMhelps the Board in making policies &
programiiies. -

He looks after the management of the eooiety
on behalf of the Board.

He receives direction from the chairman &

, reports back the prOiSress of the society,
Tomaintain books qf accounts.

To scrutinizethe loan applicationforms

"and reconr.iends to the Board fOT sanction. N
To recover loans in time, xrom the mei:bers.

He a,ssumes the’responsibilities for .
e:recution of the progjranee™ ad diz;ected by the
Eoard,

He must imform~“the Board about, the performa-

nce of the society, regularly.
Decision mailing process

Understajnd general. Objective and the *
specific objectives.

Indentifying te" problems.

Collect relavant data® iInformations ctc,
Explore each alternative separately,
Evalute each alternatives.



Flipchaxt
Board Manager relation-

"Ship, How it break down?

T

How Manager breaks

relationship

How to maintain good

relationship

6.NAdjust, iIntegrate and choose the Isest

alternatives.

7. Plan the prograiimie«
8. Execute the programme,
9. Evaluate the progaitiiTie and reconsiderate

Reasons for Breakii:» the W .tioiiship betwera

(from board side)

Lack of -Linders™tanding of the organi3a,tiona2

objectives.

2. Lack of understanding Meziagers responsibility.

&

N oo e

Failure of authorising delega.tiono

Failure of representing all members interest,
Failure of providing iIncentives.

Monopolising over all and operational polices,
Monopolising employment oi -the staffs.

From Managers* side

1, By not recognising Boards authority.
2,”By not understanding the objectives.
3, By failing to provide necessary rolavant

inforfilctaan”™ and recom™dation to the board.

40 By providing undue xacilities to the board

members,

5. Insisting on relative.s employment.

How to maintain gxd” relationship

1, Election of the devoted and comp”ent board

members.

2, Selection of competent Maneger-,-
3, By conducting regular.meetings,
4« Non interference In each others dwp.in



50 Joint ex"fort by the hoejJ and miodaaiuro
6» Collective action by board merabeis.
7. Pormul&tion of suitable odirii.iittees,

8. Understanding, each others responsibility-
9. Avoid friction and tension between boaxd
and manager as well as among the board

nembers,
10.1lajiager acts as a link between Board and

other employees»

Conclusion of_ the pj3,kage

lo If the relationship between Board and
Result of the good Manager remains .-oodj the society flourishes
said bad relationship and moves up,,
20 If relationship breaks down the society
crumbles and manager and Board member
become ineffective and theii- prestig-e.and

social respect get hampered®
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MANAGER®"S RESPONSIBILITY + A CASE STUDY

Teacher®s Notes (Not to be given to trainees)

The case on the Manager’s Responsibility isused for stydy
in the following ways:

1. Issue one copy of the case study material to each
participant in advance so that he may study it.

2. Give general i1ntroduction nf the case’

3. Divide the participants into small groups to.wjrk
out the advice.

4. Ask each of the groups to elect a chainman and a

secretary.

5. Ask -fhrem to analyse the situation and the series
of events.

6. Get the secretary from each group to down his

group fTindings.
7. Continue the group meeting until the preparation of
the final repr—+t.
8. Ask to meet the plenary sessi6n.
9.. Ask the secretary of each group to present his re[thrt.
10, Ask the participants to discuss on the findings.
11. Give opportunity to each and every jt.articipant to
ask question and comments, ;

As a teacher you may focus an attention of participants
nn the follDwing points,

A, , The manager might have saved the cooperative fTrom
the loss i1If he had looked after the personnel manag e-*
- ment.

IT he had made the leave report in black and white >

the cooperative all the "mistakes done by him would
have been subsided.,

2. It has been clear that the general body members wexce ~
nnt quite aware of the responsibility and the respen-"



sibili"ty"'nf*the raanagemgnt cnmmittee. So there 1iIs a
need for education for them to remind them that all ,
the members of both of the organs have theii®™ own
responsibilities to operat® Ccoo, jerative smoothly,

3. There 1is a provision that*"District Cooperative
office is to audit the books of accounts and supervise
all the activities of the cooperative. However, It is
found that i1t did not, perform ,its duties iIn time. Its
failure on duty led to create the problem in the

n cooperative,

The cooperative h"MI’no business plan. If it had i1t the manager

should not have reguiied to bother for collec"ting demands of

consumer goods on and’un.

As a responsible diethi executive*" «fficer of the cooperative,

the manager should have made.necessary arrangemerat of the

personnel so that the smooth operation of the "cpnperative may

be continued,eBesides this™ he should have given a report about

hie absence tt“the cooperative.

The management cpmmittee of the cooperative might have taken

necessafy action for the resumption of i1ts operation and

against the manager,- But i1t appears that i1t did not take

care of thw?,

It appears that the management committee was absolutely

inactive and had been failure to"exercise its authority

in time..

It 1s noted that the manager hecj no goo% relation with

the chairman because the verbal message about his i1llness

sent through him was not communicated to the cooperative.

Nor did he mention about It before the meeting of the

management committee. 7 -

The auditor might have discovered the factual state of

affairs of the cooperative iIf he had"siidied i1ts policy,

rules and convention and enquired of its members too

about them.
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IT the :iegligent and irresponsible acts on the part of the
manag."3r would not occur inthe cooperative i1t should not
get a heavy logs.

Te™ "J.partment of Cooperative could ,have sent the fact
ficiir;c. team after i1t found that the general body and the
managcnient committe3 were determined in their decisinn on
the issue that the manager should compensate fnr the loss
incurred in the cpoperative.

Should the corrarative teach the persons directly or iIn-
.dirLctly invo/.vad In its activities for i1ts smooth and
sound 3p“l™ton? Stimulate participants to point out the
coimrehensive espect on management.

1. Dis-;uss on responsibility of the general body and the
management committee and the manager with reference O
functions®"of the management. Pcint out responsibility
and functions of the auditor, the District Cooperative
office and the Djpartmsnt of Cooperatives iIn the light
of the Cooperative law.

2. Discufs hoW members of the management committee and the
gener 1l membera might be taught to exercise their
rights and duties.

3. Point out that the control over the manager by the
organs of the top n"anagement is Important i1f the
cooperative iIs to operate effectively and efficiently
(you msy point out the controlling devices)



Part 11

MANAGER®S RESPONSIBILITY - A CASE STUDY

The ,1 3un Cooperative Society was registered iIn 1965. It has
more than 200 mairer members. It Is rendering services of consume
goods end agricultural, inputs and credit to its members. It has
some formalities to be performed that it must collect demands of
goods to be bought before it makes purchases and a sub-committee
In saies and purchases is responsible to thihk over the demands
collected, to decide quantity of goods to be purchased and to Fix
on the price of the goods to be sold.

In 1970 the manager of the Alaun Cooperative Society deputed
by the Department of Cooperatives bought a bulk of consumer goods
He started to seXl them for some days. After that he did not attei
the society for two months. He communicated a verbal message to
the chairman of the society that he had been 1ll. Except the chai”
rman nobody knew his whereabnut. In the society there were three
employees. Manager, salesman and peon. Of the total staffs a ties

Junior Suaft".
giving his resignation he had been absent from the society but
his resignation was still in pending iIn the society.

After two months the manager attended\;he society. At the samt
time an auditor from the District Cooperative Office came to.
the society for auditing its accounts. When the audit work of the
society”s accounts was completed i1t was found that there was a
total shortage and damages of the goods worth Rs 7,000. Out of
that amount; the shortage was Rs 1,000 and the damage Rs 6,00Q. W\
The auditor called him for an explanation on this matter. XVie
manager produced -his explanation report before- him. In hs expl-
anation he gave arguments that the goods could not be sQid in
timej salesman did not attend the society;, following V,is resign-

ation he (manager) could not attentt 1t on account of hi” 1illnas.
There was no arrangement to make the peon i1nvolved "M -“gaxes and

purchases. The monsoon rjin which was leaked from roof
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of the society building damaged the goods. These were the

justification given by the manager for the-remissions. The

auditor considered them and recommended iIn his report that

the damages and shortages of the goods worth Rs TpQOO were

remissive, Rs 7,000 was shown In the society"s accbunts as a loss.
The balance sheet of the society showed that there was a heavy loss

amount Rs 10,000 including the amount of Rs 7,000, There was a & -

total pusiness turnover of Rs 20,000. Out of that amountj the

aoxiwry dealt with consumer goods worth Rs 50,000 and the

agricultural input supply and credit worth Rs 70,000, The

auditor submitted i1ts report to the District Cooperative

Office. The DCO sent it to the Department of Cooperatives

for i1ts approval. The Department- of Cooperatives approved it

on the condition that it should take ratification from the

general body of the society. The approved audit report was

sent back to the society through the DCO,

As the manager received the audit report he called upon a
meeting of the management committee for the decision to fix the
time for holding the general body meeting. In the meeting of the
management committee the audit report was presented.

There was provision in the bye-laws of the society that when
the audit report was presented before the general body meeting,the
management committee must present i1t with uts remarks or comments.
So i1t decided to present it b" *Fjre the with the following
remarks and fixed the date to be held the GBM.

1, Goods were purchased without collecting the demands of

the society’s members,

2, order to sell goods, prior approval was not taken from

the sub-committee on sales and purchases,

3, Price of goods was not fixed on by the sub-committee,

4, The manager as a responsibl .person, was absent for

two months without., giving any notice,

5, Goods were not stored with due care of.

6, No arrangement was made for repairing the society’s store.



7. m No necessary action was even taken up.following the
salesman®s resignation. e

a. Since the manager®s irresponsible acts and negligence
gaused the society had a heavy loss it was bound to
claim the compensation from him.

The general body ratified the audit report with the remark
made by the management committee, and decided to claim the
compensation from the manager.

A copy of the minutes book was, sent to the Department of
Cooperatives 1iIn order to take action against the manager.

The manager was not satisfied with the decision taken by
the GB. He appealed to the Department of Cooperatives against
the decision and presented the following arguments claiming
that he had no fault about the damages of the goods so he was
eligible to have remission.

1.m Time was not available to collect the demands of the
consumer goods due to the paddy sowing season and
crowded customers iIn the store. =

2. Since the time was not available to call the meeting
of the sub-committee, only salable consumer goods
were purchased and their price was the same too.

3. " The chairman was communicated a verbal message abowt-
his (manager) sickness.

4. The consuijper goods which were to be sold were put
with due care of iIn the racks,

5. It was unknown that there was a water leakage from
the roof.

6™ Since he (manager) had been ill, he could not take
necessary action on the resignation of the salesman
and replace him by new one.’



The Department of Cooperativ.e carefully studied the
decision of the GB and the appeal of the manager and wrote a
letter, suggesting that the GB should consider on this matter.
The GB was firm™ in its decision. Even the Department of
Cooperatives did not feel to iImpose on the society to remit
Rs 7,000 as compensation from the manager because the publec
funds were involved. Again,, It suggested that the M should-
sympathetically reconsider on the matter.

UuS S 1 _ 12.5S
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Annexure 1

ORGAIMIZATIQIMAL CHART
OF

THE ADAUN CuOPERATIVE SOCIETY

\Ilffieneral Body
-

} Management Committee

Sub-Committee on

Sales and Purch-
ase
"Manager

{mSalesman

Peon
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Annexure 2
PROFILE OF MANAGER

THE ALAUN COOPERATIVE SOCIETY

Possessed a School Leaving Certificate

Junior Field Officer d* the Department nf
Cooperatives.

Trained iIn cooperation and i1ts allied
subjects.

With five years experience on cooperative
activities,

Considered as an active manager of the
Alaun Cooerrative Society.



Annexure 3
JAB DESCRIPTION OF MANAGER

To operate the business of cooperative society., *

1

2. TJo do m"management of cooperative societ

3. TJo.draft its annual programnie and budge 't

4. To call the meeting of Management Commlt’tee and General

Body with the concurrence of the chairman.

n administer over the employees.
6. Tp sign all the checks counter signed by the chairman.
7. To be custody of and be responsible for all the funds

and properties.
B. To maintain the books of accounts.

9. To represent the society in accordance with the decision
of the Management Committee.

10. To implement the decision and policy made by the Management
Co.mmittee and its General Body consistent with the bye-la\

11. To present the financial report from time to time before
the Management Committee,
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KISOZ1JCl AGRICULTURIIL COOPERATIVE SOCIETY,
KISOZFiKI VILLAGE, MIE PREFECTURE (J-1PAN)

Introduction

Kisozaki village i1s located on the eastem tip of Kuwana county in the
north-eastemn part of the Mie Prefectureo It faces the Pacific ocean on the
easto Most of the area is paddy land below sea level. In September "1901 the
devastating typhoon and floods brought a big damage to life and property of
farming population of the area., Consequently the local cooperative went Into
a -big losso In order to tum misfortune into a blessing, the cooperative and
its member farmers care to the conclusion that the cooperative could come out
of deficit and advance further only if i1t actively helps In improving fammers’
economic and social conditionso

The cooperative decided to do everything possible to’meet the members®
needs. This concept of-mutual self-help, developed among the cooperative
leaders, employees and members finally brought a big success in the recovery oi
the cooperative and i1ts members® economic conditions and consequently advanced
the cooperative movement In the area» The society has decided to assist the
farmer-members in establishing farming complexes with glass and plastic paper
houses for increased production of green vegetables which is In much demand

in the countryo

Brief histipipy

The society was established in the Kisozaki village 70 years ago and
registered under the old Industrial Cooperative Association Law of Japan
(1900)0 Since then it has been rendering very useful service to i1ts farmer-
members and otherso At present the society has been functioning as a primary
multi-purpose cooperative and is registered under the new Agricultural
Cooperative Societies Law (19°7) of the country. The society has not gone
through the process of amalgamation®which has been in vogue in the agriculture.;
cooperative movement of Japan. Nevertheless, It has been successfully expandin,
its area of operation and services by assisting the member-farmers in acquirin,
newly reclaimed land from the Bay of Japan. lts President-cum-Manager
(Managing Director) 1is representing the farmer-members in the local village
committee which will be engaged In distribution of land. The Central

000/0 o
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Government of Japan has undertaken the project of land reclamation near the
Kisozaki village and its transfer to the farmers for agricultural development.-.

Present situation

At pr~ent, the society covers an area of more than 12 sg,kmo located
on the delta of Kiso Rivero Major crops grown by the farmers are paddy,
tomatoes, green pepper, melons and cucumber. The total paddy land available
to them is 526 hectares and upland (hon-paddy) ha, only. Most of the land
is used for paddy cultivation. Because of the active assistance being given
by the cooperative and other agencies the production, of vegetables and livesto®
has been improvinge

There are about 20,000 chickens and 50 pigs being raised by the mem“iersr

Economic—oasiness

The eggs and vegetables are being collected by the local cooperative
and sold in the nearby markets of Kyoto, Nagoya and Osaka citieso The average
value of the agricultural products marketed by a local farm-family comes to i
Yen 1,500,000 per year, which means a good income to the farm households.

The business achievements of the cooperative are given in the Table K
for the last two financd.al years. The financial year of the cooperative runs
from 1st February to 3'Ist January of the follow/ing year.

It may be noted that the society has been making appreciable progress
specially.in attracting deposifes. However, the achievement in supply of
productive items (inputs) remains alm.cst stationary. It may also be added
that the cooperative distributes patronage dividend to members according to
the amount of thsir respective transactions iIn supply of inputs., consumer
supply fcredit and deposits, etc.

Membership
The society has the following membership
(1) Regular Members (farmers) kh2 households) -
(i) Associate Members (others) 98 (90 households)

Tota], 5"0 (27 households)



All the farm-families and some of the non-farm families of the area

are members of the society.

It may, however, be noted that most of the

regular members are part-time farmers. Only 122 i» eo 28, 1 per cent of the

total farm-families are engaged in agriculture on a full-fime basiso”

The part-time farmers are divided into the following two categories :

(i) Category-1 (207 farm households 47=7")= Those Wb have or

more income from agriculture,

TABLE 1

including poultry, piggery etc«

ACHIEVH4ENTS OF KISIZi:ziKI /iGRICULTUEAL OOOPER:-.TIVE
(Unit : thousand Yen)

Activities

Deposits,
savings of
members

@Balancd.)

Loans
(Balance)

Borrowings
(Balance)

Marketing
(Total)

Supply
(Total)

Demand
Time Depésit
Sub-total

Short-Term
Medi-um/Long Term

Sub-Total
Operating Fund

Facility Fund
Sub-Total
Rice, Wheat
Others

Sub-Total

Productive ltems
Consumption Items

Sub-Total

Insurance Contract in force
utilization & Processing

Fiscal
year
1971-72

183,825
782,720

966,575

73,969

358,403
3i ,048

33,312
67,360
155,167
286,617

AL, 79N
100,679
72,580
253,229
1,976,810
3,679

-3-

Fiscal
year
1972-73

302,239
952,301
1,254,540

77,095
363,788

440,883
32,586

60,934
93,520
185,894
313,186

499,098
179,434

78,369

257,803
2,661,260
8,921

Per
member
Household

464

1,655
2,119

144
619

763
61

90
151

325 ,
572

897
343

144

487
4,426

Ic/0 (



@) Category— Il (105 farm households 2«29 Those who have less
than incore from agriculture. ,

Organisational structare and functions of the society

As per bye-laws of the cooperative society, the general body meeting
is held at least once iIn a year, The members elect a team of 21 Board of
Directors and 5 Iritermal Auditors for every three yearso The Board of
Directors, which meets frequently, elects other office-bearers including the
fulltime Managing Director™ (In this case the President of the society has
been elected as 1ts Managing Director as well).

So far the cooperative has not opened any branch office, as its area
of operation is very small. It covers only 26,hanlets. The organisational
chart 1 dions democratic as well as intemal organisation of the cooperative.

Functions

Sections

Administration Accounting, supervision, planning gducation, publicity-
telephone-broad®casting.-

Banking Deposit, loan, Insurance.

Productive Items Supply Supply of production rtems, machinery, tools etc,

Ts m Management Technical guidance, marketing, utilization.

Better living Supply of daily necessities, cooperative supermarket
guidance for better living.

Trucking Transportartion of goods.

It may be seen that there are no hierarchy of departments and sections
in the cooperative. S0, the President-cum-Managing Director remains in touch
directly with the employees as well as the members,

-

000/00
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~ployees

Besides, the full-time Managing Director., there are Jk employees, most
of them are office workers. The society has two Farm Guidance Advisers and
one Better Living Adviser who frequently visit the farmers and conduct
educational programes, .with the help of voluntary leaders and workerSo

The Farm Guidance Advisers of the Farm Management Section and the
Better Living Adviser of the Better Living Section the main educators and
communicators with the raerberso In addition the Managing Director who has
long association with the society and other employees, especially section
chiefs remain In touch with members and assess their needs and problems.
The business and development plans of the society are based on this assessments

Physical facilities

The cooperative has 1ts own building providing business accommodation
and facilities for holding meetingSo It is, therefore, convenient for the
members and women committees to meet frequently and exchange experience and
ideaso " .

At the hamlet level, there is usually a comunity hall fumished with
facilities for holding meetings of small groyps.. The farmers®™ commodity and
cooperative women groups can meet there at regular intervals.

Media of Conmunication with Members

The cooperative uses various methods and.techniques In communicating
with the membershipo It has undertaken-multifarious activities and provided
services for meeting the economic, social, cultural and educational needs» It
has even gone In assisting the merbers®™ households iIn getting e.ffective
medical service which has been outlined, later. In addition to the democratic
and formal methods, the main media used by the cooperative for member
communication and education are listed below :

1o Informal® contacts with memberso

2 Business contactSo

30 Farmers®™ comodity and other special groupso
Cooperative women™s groups*™

%0 Incentives for educationc

— oool/ eM



60 Basket delivery system.

70 Telephone Broadcasting (Wire-communication)Systenic
80 Publications and audio-visual aids.
9,, Educational and cultural services for members and their families.

Informal contacts with members

The President-cum-Manager (the Managing Director) of the society has
grown with the societyo He has developed close contacts with the m.erber-
farmerso In fact he is their elected leader who also works as a full time
Manager of the societyo According to him these contacts are very valuable for
cooperative businesso

The society has made an extensive plan,based on the expansion needs and
aspiration of i1ts memberso The members seem to be confident that the plan will
be materialised under the al>le leadership of the President-cum-Manager ..

Business contacts

The employees of the cooperative especially the section chiefs have
day-to-day contacts with the mem.bers and their farm-householdso It is on the
basis of their assessment and information regarding the possibilities of local
development that business plans are made and presented to the Board of
Directors and later on tc the members through regional meetings and the
General Assenbly..

At present, there are special committee to assist and advise the Board
in developing and exeeuting business plans. Periodic meetings of members and
their representatives are held at the office of the societyo The meetings of
representatives and cooperative women®s groups will be described, later.

Farmers® Commodity and Special Groups
According to the types of commodities grown, the farmer-members have
been divided into various groupSo The main groups are ;

Plastic Green House Group 103 Members
Glass Green House Group 23 vs
Poultry (egg) Group 15 n
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The Commodity Groups meet at mutually convenient places, e. ©
community houses of their villageo They generally meet once a month under the
leadership of their President who acts as a communicator between the group
members and the society» He also represents his group in the representative
meetings held at the society every montho

The two farm guidance advisers and the Section Chief of Farm Management
Section attend the local and society”level meetings nf the commodity groups.

The society .assists In the deliberation of the group and follows up
its suggestionso Specific instructions are prepared by the society and
distributed among the members in printed form. Only members meeting the basic
requirements of the group and following iIts iInstructions are admitted®

At present the CGre.en Glass House has been becoming increasingly popularo
The society has made special arrangements for collection and marketing of
tomato0"S and other vegetable grown in the glass™houseso The Central Government
of Jipan has been given special assistance for such modernisation of
agriculture.

Cooperative Women®s Groups

m The society has evolved an® elaborate system of communico.tion with
women and young housewives. The Lady Chief for the Better Living Section
deserves special mention and appreciation as she has succeeded in reaching
all the farm households through the hamlet level women groups. There are
about 500 active members in these hamlet groups.

m hamlet usually consists of farm-households. There are 26 hamlets
and there 1is one group In each v;hich meets frequently, under the guidance of
their mutually nominated leader. The group nominates two representatives for
commun® lcating between the society and women members. These members are
nominated in alphabetical order for a period of one year. The representatives
from women®s group are voluntary workers who receive some training in
handling the groups. Sometimes they are taken out on the on-study or cultural
tour. Further five of six hamlet groups each have been grouped into a Zonal
Committee. So there, are five Zonal Committees in the area of operation of the
cool”erative. Representatives of hamiet groups meet at zonal level, elect
their own leaders, who conduct-the meetings In their respective zones and
represent the members®™ households,

118- eDO//oo
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At the level of the society, there iIs cooperative women®s committee,

consisting bf the follovdng members

Zonal Leaders of Cooperative Women"s Groups 5

Representative of the Kisozaki Agricultural
Cooperative Society (as Chairman)

Better Living Adviser of the Society 1

Other officials of the society also attendthese meetings, which are
held three times in a month.

The organisational structure of Cooperative Women®s Group has been
shown in the Chart 11=

The committee discusses and approves the plans of education, iInformation
and other better living activities prepared by the society. The overall
approval of course is given by the general body meeting of memberso

The Better Living Adviser and the Chief for better living section
PCEVEY BaRlRERS ot S RS ot o TR LS B ST gPE L GioPes s acting
as a channel of communication/undertake educational programmes. Both men and
women can come together in the local educational activity if the subject
under discussion is of common interest,m

Incentives for education

The participants in the educational programmes are given certificates
and prizes for having completed a course. The le-No-Hikari Association helps
in holding various Kkinds of readers® contests. The contenders from the
Kisozaki Cooperative Vforen®s Group has recently won one of the national prizes
in Readers* competitions.

Basket Delivery System
It may be noted that the Better Living Section also runs the Super
Market for the benefit of members. So there is practical coorclination between
the activities of women"s groups and business efforts of the society. The
cooperative has evolved an unique system of home delivery of certain consumer
items for farmers®™ families living at a certain distance from the society"s
9 .
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officeo It is called the basket delivery system, under which baskets contatini
goods of daily needs such as common salt, soyabean, sauce, meflicines, etc. are
delivered by the society at the farm-houses of memberso The articles consumed
by the membersare chargedfor and replaced at regular intervals, Ihe head
of the women®"sgroup in the hamlet provides help in the efficient running
of the basket delivery systemo

There are 200 baskets placed at present at different households.

Telephone Broadcasting (Wire Communmcation) System

The society has the special telephone-cum-wire broadcasting, facility
for use of its members andemployeeso The telephone exchange and broadcasting
system located at the mainoffice of. the society provide.the most convenient
two way channel of communication between.

@ Members and the cooperative office
® Members and other colleagues
© Members and leaders.

The member®s have at their home a special kind of telephone equipment
which can

The society broadcasts programmes three times a day for half an hour
duration each time. For the rest of the time this facility is used for two-
way telephonic communicationo The wire-comraunication facility has proved
very useful for day-to-day communication, emergency announcements, education
and recreation of members and their families.

Publications and Audio-Visual Aids

The cooperative brings out various kinds of publications for better
communication with and educa.tion of members. Some of these simple publications
are :

1o Annual Report including business plans for thecoming year.

2. Guides for commodity groups e. g. onGreen Housingfarming,
tomato cultivation, cucurber® cultivation.

aoo/D o
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Flan of short-course for womeno
Il lustrated poster an. Food for Better Healtho

5o Cassette tape-recorders and sophisticated audio-visual aid
equipment like Video-tape-To V,, machine t" show video-tapes
purchased from le-No-Hikari Association in the educational
meetingSo

In addition, the cooperative arranges to distribute different kinds of
pO23ular magazines, pamphlets, d.-.rts and other information and publicity
materials For example, it soils and distributes magazines like le-No-Hikari
(Lanp), Chiso (Good Earth) etCo It has also i™ocured and distributed among
members co"pies of the Reconstruction Plan for the Agricultural Development
Area of Kisozaki Village, published by the Kisozaki Village Council.

The cooperative has helped in the formation of a separate association
which looks after the interest and problems of farmers engaged in green
house vegetable cultivationo The reports of such associations are published
separately and circulated among the memberso

Educational and Cultural Services
for Members and their Families

For promotion of educational and cultural activities among the members,
various kinrfe of programmes are undertaken by the cooperativeo For different
kinds of projects, special groups are formedo In this way the cooperative
trios to meet the educational and other needs of members. However, the needs
of members differ according to their economic status, sex, age, types of
crops grovm and subsidiary occupations followed etc» For example, the needs
of full-time farmers will be different from those of the part-time fnrmerso
In spite of the difficulties faced in meeting the varying needs of members
and their families, the cooperative has been providing exemplary service to
members, notably in the field of educationo

Planning of education and ="other services
Whenever the cooperative intends to develop educational iirogrames or
make important changes in them, It is first discussed in the internal meeting
attended by the President and Section Chiefs of the Societyo Such meetings
12 -



and 19th
are regularly held on the Stvfcf every month. The matters decided at these

meetings are discussed again at the meeting of all employees for their better
understandin g Then the decisions are brought to the notice of the Cooiierative
Women Committee of the Cooperative,, Meetihgs of this Committee are held three
times in a months Ultimately the decisions and plans are communicated to the
individual members through hamlet groups®™ meetingso The Better Living Adviser
participates in local meetings of house-wives.

The leader of hamlet group — a voluntary worker — is responsible for
dissemination of ideas and acts as a popular medium of communication on behalf
of the memberSo In this way, the cooperative develops the educational and
cultural programmes and takes decisions on policy and related matters.

Examples of soipe educational atd cultural programmes undertaken by the
society are given hereinafter*

(1) Guidance and Education Programmes of Kisozaki
February 1, 1973 - January 31,197..

Period Subject Particulars "(Thousand
Yen)
Budget

February-." .pril Farm Management Measures for conversion of
paddy training for poultry
farmerso Formation & utili—
aation of vegetables and
fruits production groups, 250

Better Living &
Cultural Education Medical inspection, Cooking,
"ifforen"s General Assembly,
Study on Better Living
TechniqueSo 230

Eduoat-".on and
mlnformation Observation trip for Vfomen™s
Groupo Study on agricultural
Chemical for women®s group,
Horee life planning, Club
Youths Group, 290

May-Jully Farm Management Hamlot group meeting (i™-egetables
& fruits), study meeting on
Buttorbar, . 350

-13-



August-
October

November-
January

Better Living
Education
Education and

Information

Farm Management

Better Living
Culture

ict '

Promotion of cultural health
and Hygienics activitieso

Group activitieSo

Women®s role, observation trip
by VJoren Groups” officials

Development of second crop
after paddy, Development of
poultry activity, promotion
of advance order practice for
necessary inputs for paddy«

Culture, cooking, role of
mother, children education=

Education, Information Book-keeping, House-hold

Farm Management

Better Living

Culture

Education and
Information

p3ianning

Green house farming Seminar
for vegetable cultivation,
observation trip to advanced
areas of Green House Farmingo

Medical check-up by mobile
unitso

Medical treatment,,youth
education, V/omen"s Group yearly
partyo

Home garden living planning
for house-wiveso®

30

180

200

30

10

20

370

10

Total Budget 2,200

too/ 0
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By provision in-the Agricultural Cooperative Law, at least 207 of th
final net profit of a-cooporative socicity should be allocated for educatior
and iInformation activities of the following yearo. The cooperative has
allocated Yen 800,000 for the financial year 19775< However, this allocati
forms only a part of the total expenses incurred on educational and cultura
development programmes, Besides, the prefectural government and the Village
Cctincil give some subsidy to the cooperative for providing technical
assistance in changing thelr crop pattern.

S@me Problems

The cooperative has succeded well in organising women"s groups at th
hamlet level and coordinating their activities with the cooperative busines
In some of the meetings of women®s group men can take parto However, It wou
be useful to attract mor© men to group meetings. The cooperative may therefi
consider the possibility of widening the scope of cooperative v/aoren™s group.
Such a broad-based approach would benefit both farmers<house-hold and their
coopere™tiveso

Conclusion

The™ Kisozaki Village Agricultural Cooperative Society is a small-siz(
farmers®™ organisation which imdertake multipurpose activities for its 50
memberso It has not gone through the process of amalgamation, and is still
progressing well mainly because of expansion programmes and effective membej
commimication and educational activities. The cooperative women group activi
successfully combined with the supply of consumer goods and other services
are noteworthyo Similarly farm guidance activities have been combined with
the work of Farm Management and Marketing 8ection» The socliety seems to have
a judicious combination of individual and group approaches for member
communication and education« However, mass approach iIs being used by the
cooperative mainly through its telephone-broadcasting facility meant for the
memberso

The cooperative assesses the needs of its members through various
coomunication channel and responds to these needs by providing effective
serviceso The combination of the positions of President and the full-time

-19-
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Managing Director in one person seems to have worked well for effective
communical;ion w/ith members living more or less in a compact geogrrphical

area.

The Kisozaki Agricultural Coojoerative has recently won a national
award In the readership competition organised by the le-No-Hikari ii-ssciat;
with the help of agricultural cooperatives»

The popular reading and audio-visual material brought out by the
le-No-Hikari-the National Publishing “XLssociation of agricultural Gooperatii

are making important contribution in the field of member education and
communicationo

anj/,,
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SUPERSTORE

- Dhaim Vir, .Phw»
- ICk ROEC, New Delhi

The Consumer Cooporativo Store (Super Store) was run by Sitapur Consumel!
Cooperative Society iIn the Loart of a large size city Sitapur= The store has
250 employees and a daily turnover is of Rso 971000/- per day» About 5,000
customers visit the Super Store daily. There are 2,000 members of the society,
many of them womeno The store ran Into a serious problem of shortages of goods,
mostly because of pilferage by employees and shoplifting by sustomerso During
1978-79 "tte turnover of Super Store was over Rs. zk milliono However, the
shortages amounted to Rs, ~0,000/- which were about 2% ofthe turmovero

One day a middle aged v/amen visited the Super Store and bought a piece
of dress material from a salesman in the cloth section, which Was operating
on the ootinter salessystemc, She took away the cloth piece after getting it
packed but without obtaining a receipt from the salesman for the payment made.
When she reached the exit poii?® of the Super Store, the doorman asked the lady
to show the receipt for the clofeh purchased. On her failure to do so, she was
taken to the manager by the doorman, without the knowledge of other empilioyeesc
The lady informed the manager that she had paid the price to the salesman,’
but he did not give any receipt for the paymentwhich was Rso 1"5/- When asked
why she did not insist for the receipt, the woman customer saild that she was
e/ and did not know the procedure In the storee

The Manager decided to conduct himself, an iImmediate enquiry and, on
checking the cash at the counter of salesman concerned, he found some excess
moneyo The salesman said that the lady customer did not pay for the cloth,, so
he did not issue any receipt»She took away the cloth without his knowledge
v/hen he was busy in talking to other customerso The excess money in the cash,
according to him, was because of the mixing of his own money taken out for
change «

The Manager found out that the vjaren customer was a teacher in the
local school of repute and it was difficult to suspect her. He also found that
the lady customer had recently enrolled herself as a member of the Super Storoo

anj/ e»o0oo0o0o0
CTC, KATHMANDU.
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International Cooperative Alliance

"Regional Office & Education Centre

for South East Asia “Bonow House®

~3? Friends Colony,
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Case Method In Management Training

There is marked difference between the knoVvledge of a management
technique and the ability as a management skill. The upgrading of theoretical
knowledge of a management techniques does not represent major problem” It
is the skills of effective pré&ctical application of management.techniques to
live situations which are really a major problem. In other words, apart from
the knowledge of management techniques, one of the fundamental tasks of a
manager s to make decisions and implement dicisionso In the real life
situation, the decisions taken by a manager is generally based on various
facts and other information as may bo available to hifflo However, in most
cases, a manager does not have access to, unlimited information and he has to
use his sense to make decision on incomplete information and under conditions
of uncertainityo One of the ragj.xr objective of Management training and
education therefore is to improve the ability of manager to take wise decisions
and make plan for their successful implementation.. This is precisely what = *
the case method In management education aims to dooThe prime purpose of the
case method is to help students develop "their skill iIn discovering and
defing the vital questions that need to be answered and then to learn haw to
set about finally the answerso The assumption is that-the trainee can best
attain .managerial understanding and competence through the study, contemplation
and discussion of actual situationso The case method could thus be defined
as a problem solving exercise In a written form of an actual management
situation where i1t Is necessary for trainees” to identify the problem to
state the alternative solutions and to decide what actually should be done by
the manager in the situation described,,



mls different from a research case study or success story of a cooperative
or other organisation management case study is a written description of an
actual management situation where i1t.is necessary for trainees to identify tho
problem, to state alternative solutionr.® and to decide what a‘ctually should
be done by the manager in tie situation deseribedo

The case study may again be either a true or fictional account of a

situation depending on the purposes of the exercise» Usually a teacher will
prefer to use a fictional study 'besed, on actual situations in order to offer,

a complete description including all the elements he wants to presents

/

Historic Development; The" classic experts iIn the field of business
administration believed that it impossible to teach m-anageraent since -t
v;as an art vjhich could only be learnt on the job as opposed to a science vhid*®
could be learned in the class room or laboratory.. However, during the early
part of the twentieth century the pioneers of management education at the
Harvard Business School in the U- So Ao studied in detail the method of learDi-:~
adopted in other disciplines, particularly of teaching methods®in medicine

Law,

In the teaching of medicine i1t was observed that much of medicine ib
taught by studying cases; in teaching hospital, medical students examine
actual patients or ’cases” and decide what is the diagonosis and wma"; should
be the cureo

The patient is protected from what may be their mistakes by the teacher/
doctor who comments upon and corrects their diagosis and remedies and recomelid.=i
what he believes to be the correct diagnosis and remedyo

In.the teaching of Law they found that much legal teaching centres
around the.study of “cases”; iIn legal ‘terms these are descriptions cf pieviouR
legal decisions; by studying these, students can build up a knowledge of
precedent so that they can apply the principles of a previous decision to a
hypothetical decision in the class room and then to an actual legal sr-OTonts
in real life when they are qualified.

2



The pioneers of management teaching also observed that scientists are
taught laws; these-laws differ from legal "laws® since they describe what w/ill
happen when certain physical conditions are fulfilled; much scientific training
consists of learning to recognise situations as being example to which previousj
developed laws apply.

In the early years the case study method Was started in a perhaps
mistaken attempt to "provide business students with sufficient examples of
past decisions "o that they would be able to recognise situations when they,
occured a™ain and apply similar soluationso

anj/o
CTC, k;xthmandu=



= Extract from PARTICIPATI"VE TEACHING KHEBDI)S

p- 19-21, produced by CEMAS LONDON

"2,7 ROLE PLAYING

In a case study exercise, students are asked to say what they would do or
recommend on the basis of the information provided, In a role play exercise ti
are asked to"imagine that they are actually participating in a real life

situation, and to work out thelr responses to the situation as it develops.

Role playing can be fun, but is not a game. It is.a-serious and useful trainir
technique which, If well’conducted, has great.learning potential, for teaching
eap athy, or the ability to sympathize with and understand the emotions of
another person.

As In the use of case studies, the situations depicted in“"role play exercises
should be closely related to the working ejgierience and needs of the partici®
pants. The students should be able to readily perceive the relevance of the

exercise to their own circumstances.

Advantages

(@) Role playing is a valuable training method because i1t develops the
capacitjr to amsl., se information, to make judgements, to describe and
explain, t argue and to persuade=

(@)) Since the effects of making mistakes are not the same as iIn real
life, the p;—rticipants cgji feel sufficiently secure to experiment

and to try out new ideas.

.- -A



Q) By playing roles opposite to those played in real life, people have
the opportunity of experience of the other side of the issue being
discussed. For iInstance, those whose working responsibilities include
interviev;ing other people caa play the part of a person being inter*
viewed, a manager can play the part of a discontented employee or
of a trade union leader, or a salesman can play the part of a

difficult customer.’-In the process, the participants gain insight
into the other man®s point of view and the attitudes that shape it.

Por supervisors and managers in particular-, this is an extremely

important attribute,,

y itations

@O Role plays require considerable class time, and space for® acting out

the situation.

(€)) Inexperienced teachers often cannot keep the students in the- serious

mood required.
3) The value of the exercise iIs lost If the teacher does not knoWm >

enough about the dynamics of human behavipur to help thestudents
draw out the lessons"from the experiences.

@) Peeling®™s can be hurt by inept management of role__plays.



\den to Use a Role Play

Use a role playjs'\/\lnen you need to,teach the hiinian rela,tions as”ject of

cooperative operation.

For examples -

@ Relations hetween the managing committee or hoard of directors and
the co-operative managerj

@)" ” " Personnel relational

G) Member relations |
@) Ptihlic relations!
(5) Relations between salesmen and .auctore™s. ~

V/hen Hot to Use a Role Play

\
Do not use a role play to teach a process in which the emphasis is ons .
@O Technical skill5
(@)) Order, of step-by-step procedure5 -,
(3) Presenting factual materialj or - -
@) Doing computationso -

,Hote that Role Play is primarily designed to teach those who act in 1t. It is

quite different from using a play as a demonstration in vfhich the actors

show something-they already know to the audience.



How a Role Flay Operated ] ;

(@) The mm“ber of players in a role play exercise should 'te limited to
about five, as above this ntiinter it becomes difficult to keep the
discussion focussed on the points of main®interest,

@) Each person taking part in the role play receives, a description of
a situation, with additional information about®"the chaxacter hé] is
to play. This additional information is not made available to the
other people faM.ng part in the exercise.

G) Using the information provided, the participants th” proceed to act
out the part, as they believe *tte person viould in real life. They
tiy hard to portray the emotions of that person, even-.if they are
not attractive or likeable. The details of the action and, In oarti-"
cular, the dialogue 3J%& made up by the -actors ds they go alom™", in
response to the situation that develops, "Ko cffijtures or sceneiy are
used.

(D) The teacher stops the action before the problem situation is resolved
as soon as the factors that created the problem and the emotional
factors Qj:e revealed. (This is done to focus attentibn on the
learning expedience, rather that on the "‘plot)#

G) Students not participating in the exercise act as ofevers. They
are expected to offer gn analysis of iifeat they sav; In the drama,
and 01 the human problems and motivations involved.



® The situation can be re-played, reversing the rolesj with the " " &

observers talcing the parts and the First players as observers.

(7) Group discussion follov;s on what was learned from the exercise.
Preparation
(€)) It i1s necessary to prepare well-thought-out descriptions of the

general situation, and the particular role each _participant iIs to
play. Sp™"CinGn Role Play No, 1 “Leading A Cooperative® is an
example of how this might be done. There are four playerss the
-president, the Vice-President, the Secretary, the Treasurer,
and a managing coniiiettee member .
() Each player is given g copy of the "description of the situation',
(3) Each is also given.a copy of the paper describing his cun personality
. and role, but .is not.rgiven details of the other characters. This
arxangonient malces for .spontaneity, and calls for the e”rcise of
imagination and quick thinking on the part of all players,
@) Players should not be rehearsed in their roles, but teachers should
ensure tha,t—_each fully understand wha/t is elxpected of him,
6) -It is useful to "brief’ players "separately, and to emphasize
particular points which.the-teacher wishesto bring outp
®) Make sure you d, not assign a person to a role which involves
humiliating him by showing that he s incompetent at the job he .
does iIn real life. Be very cautious about givinganyone a role or a

personality type which is very close to his owmn real one. It would
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usually be safe to let a good salasmaii play the role of a salesman
so that he can pre.ctice the relevanit skill. It would he very dage™*
rous to let a domineering or insecure Manager play the role of a
domineering or insecure Mcnager, especially if any “of his real

subordinates are present.

Befor undertailing a.role play for the first time, the teacher should read

about them.

Exercise

Test yoiir recall of the section on Role Play by completing the following

sentencesg
@ ., Sole playcn. teach enp?, thy xhich is the ability- to _ with
and_ ,,» mte emotions of another person,
o® Role play is primarily designed to teachthose who 7  i*t*

It is quite different from using a play as a demonstration in w/hich

actors show something they already to the audience.
© Make sureyou do not assign a person to a role which involves »
him by showing that he I8 - ..__.__._ __. in the job he does iIn
real life.
@@ In a roleplay the details of the actionand™ in particular™ the

_are made up by the SS they . along.
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Intema, tional Goopera,tive Alliaxice
Regional Office & Education Centre

for “‘South-East-"Asia-"
w'Bonow House™ 43s iTiends Colony ,

Kew Delhi - 110065 (India)

LEABIITG A COOPEMTITO

(group role play)
- by Dharra Vir,”Ph,L,,

ICA ROEG5 Navj Delhi

W eachers_iMo_teon Rol e Plaj_

(@ot, to be distributed among students)

PART -1
I» (b.iectivesg A, To introduce role pla.y and demonstrate the group role
play technique.
B, To give petrticipants some experience in role playing
and conducting managing coimuittee meetings.
Go To discuss the use of role playing in management
training and cooperative education.
2, Target Populations Teachers under training from Cooperative
Training Institutions.
36 Group Sizes 8-10
4. Mat Mial JSee ded 1) Kame Cards lor roleplayers,
(For conducting ii) Role play brieksj
Role Play) , Observation Sheet,

iv) Description of general situation.

eooooo0 ./ .o



Hagdou™ Materialg (@ Chapter on Role Play from Participative

Ito be gxven to Teaching Methods published by GETmS, ICA, London,
all participants = = "

at tho time of" 1) Yoluritary Work in a Cooperative (iijinexe-A)
summing up as . -

reference materials) (Group™ Role-Play Exercises) T

i1) Selling Cooperation (individual Role *

Play by Prof, S. Khandwala and Dr, D, Vir)

Background Matorialg (@ "Role Playing” - pp I t 18 of chapter
(Participants to
obtain read) - m frnm An Introductory Course and Ti-aining

Methods for Management Development™ by loLoO.
() Manual for Study Circle Leaders, by
» Dr, M, Yir5 ICA ROEG, New Delhi

Piy?ther Re™™ (@ ILO Management Peyelopm™t Manual 4%
(participants to
obtain and read)

Chapter on "Human Relations, Case Studies
ad,"Rolewlaying”

() Craig and Bittals Training and Development

m Fandb™ook Chapter®ll, "Role Playing” by
lalcora Shaw

Pa,rticlpan_ts *39. lo President (Mr, Thomas)

Play Roles 20 Vice-President (Hr, Abdullaldr) .

3= Secrt;tary (Mr, Prajnun)

4, Treasurer (Miss Murthy) * >

5 One Committee Member (Mr Singh)

(two committee members are absent)
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Classrooni arrang™ements 1. Some Fixmiture in a room, five dwa,irs

Application iIn the

around a table for role players. Other
participants vhill face the role players

at some distance, but should be able to

hear the role players,

(D Introduce role play and mention that in a

role play exercise the participants are
asked to imagine that they are participating
in a real life_situai™onj and to work out
their responses. It is quite different from
demonstration of a dramatic play in which
the actors shovf something to the audience,
they already loiov." Also mention that a role
play is hot a game but can be fun. There
can be various types of role play, viz.
--SAJSS 3wle plays and individual role-plays.
Both types can be used as effective traiiiing
technique In some management situations. In
group role playsthere a.re more than two
role players and in individual role plays

there are £nl™ two.



() The main purpose of role playing is to let
the pa-rticipants munderstand3 e:cperience and
appreciate the thinking and feeling®s of
others whose role they o,re taking and playing,
it will help them in objectively perceiving

in improving inter-ipersonal relationship,

(3) Give general instructions to all the role
players that they should accept facts as tiven
and assume the attitude implied in their roles.
Wlen facts and events occur that a,re not
covered hy their respective role, the role
players shcjld make up things ts.t are
consistent vdth the way it might "mo. The
feeling and the mode of heh-aviour should be in
accordance with events that trajispire in the ©
role playing process, ilfter the role is over5
they shoul d njpt continue to feel offendedj if
their feelings ha,ve been hurt during the

process.

(@) Give the cereral description of the situation.
Select five participants for playina

different roles, on a voluntaiy basis.



®) I"ifteen minutes W'.">ac- the role play
demonstration give each participant his
respective role pla.y hrief and ask him to

re-d it alone

(®) The role players should he sent oirt of the
class room with the instructions that they do
not talk to €3.ch other. IT necessary.; each
role player is briefed about his role

individually.

(@) 01w G- rest of the trainees cokdes of
- Observation Sheet (AnexenJ3) and ask them
to observe the behaviour of role plaj/ers

during the process of the role,

(@ The process of role pla.ying may continue for
about 15 minutes. To nal-e role playing
effective the instructor can use devices5
such as doubling, role re;oetiti®;n, i-ole

reversal, etc.

(@) Stop the “role play befor the problem
situation is resolved. Soon cater the role

play is over ask each role player about tne

*00000



wa> they felt during the role play, Whetherj

they feel any chcmge in their attitudes.

(10) Then ask the observers to give their ohserva—"
tions according to their assignments» They
should tise the given rai.ies and not the actual

names of role players.

(1) After the e:qperts ha,ve given theilr opindons
the role players may be given an opx“ortanity

to give their impressions as to what tr..spired

du.ring the role play-.

Time Avocation; -,0 minutes (30 minutes for role playing and



Amiexe-A
FAHT -~.11
Desj5m.jgtj.o™
1. There is a cooperative college "boing run by the National Cooperative

Union of an Asian coimtryc Ir. the year 1931, the employees of the college
formed a thrift and loan society. There are 6 members who regula,rly contribur
te five per cent of their salaries as comijulsory deposits» The office bearers
(who are honorary workers) are elected every yeaXo Besides two absentee

commettee members .the following are active ofiice bearers for the current
years

1. President {tr, Thomas)

2. Vice-President CIr. Abi-ullah)
Secretary dlio Pramun)

4. Treassurer (Mss Murthy)

5. CommitteeMember Mr. Singh)

The President he.s received seireral complaints from the merabers affainst

the behaviour of the Secretary and the Treasurer.

2, The iriain complaint againfjt the Secretary is that he is not enter™
mt-aining "‘the loan applications in a systematic manner and the conplaiirb
against the Treasurer is that she is not immediatelymissuing receipts for

the deposits and other payments received from the members.
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3. " The President called the Secretary and the"Treasurer and discussed the
complaints from the members. The Secretary and the Trea;s-arer blanied eo-ch
other ior the mis-moxia“ement and said they have no time to devote to .

cooperative wort and are prepared to resign,

«, To solve the .intemal problems and to discuss members® complciiiits ®

the President calls the meeting of Managing CoiiEirttee in which all the office
bearers and one Managing Committee Member participate. Two mans.ging Coirmittee

me/.bers are as usual absent.
(For distribution among respective role players)

The Role-,Play Brief for President (I'f. Thomas)? You are an acti¥e and
educated cooperator with a desire to serve the- members ailid also to motive
others for cooperative work.. Being the Vice-Principal of the college, you do
not have enough time"to look into the routine. mana,gement oi the society and
complaints of individual members. Moreover, j\ju are usually out of station

on official work. You try to persua.de the Secretary and the Treasurer to do

their work properly and appea.l to others to assist them in the discharging
of their /- "duties. You, however fail to understand the diificulties =
as

of your colleagues in the cooperatives, and expect them.to be
and apathy/ejfthusia,stic 3s you are iIn cooperative work,

2, Role Play Brief for Vice-President (Mr, Abdullah); You work as a
mPersonal Assistant to the Principal of the Gollege and is not interested

in cooperative work. You are elected as the Vice-President with the hope that
you V/ill get interested in the cooperative in due cdurse, but .your hea,w"

official duties .keep you away from the routine management of the cooperative.



5* Role for Secretary (Mr. Pramtin®); You axe an aGcounts clerk in the

office of the college with a short temperament. You had worked asTreasurer
during the last year. You have a big family to support and to increase your
income. You,have, been trying to improve your qualifications through a part-
time course in accountancy. You wakEt that more, honorarium should be paid to
you, as besides your duties as a Secretary™ you claim to help the Treasurer
in medntainiiig the accounts of the cooperative . YU do not like to hear

criticism from any body for the wolunts.ry work being done.by you».Your .main

complaint is that the Treasurer does not know how to maintain accounts, nor
she tries to learn from you.

4. Rl e Play Brief for TrEasureE (r-1i_ss You are anew person in
the coopera.tive,, You do not know, how to maintain accounts, of the cooperative.
However, on receiving assurance for assistance from Mr,, Pramun (Secretary)

you hdd O.greed to work as a Treasurer, Your office duties do not dlow you

to devote much time to do the cooperative work. You are given an opportunity
to attend a training course organised by the local District Cooperative Union,
But you did not avail of the opportunity because of your other pre*occupa.tions
and lack of interest. Your main complaint is that no body helps you in mainta-
ining accounts not even the Secretary who had assured you earlier, of all the
assistance. You also say that the honorarium given to you by the coopera.tive
is not enough, Morevers you demand some facilities from training centre, SO

that you can do the Treasurer®s work conveniently, during office hours.

mA



5. Rol.e PI3™ Brl.ex for. Manaffln/-? Comittee Member Singh) s You work
as a messenger boy in the college and were elected as a managing committee
member of the cooperative. You are a yoimg man full of enthusiasm and energy
for the cooperative. In spite of your hea,w duties outside the premises of
the college, you attend to the cooperative work assigned to,yo-a, You also try
to eMttend meetings of the Managing Comi“arttee regularly., Your main complaint

is that other office beai-ers are not fully duty conscious. Specially, the

Secrets™ry is not guiding the manbers properly and he is often showing parti-

ality in processing loan applications»
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vgtori Sheet

(Tg be given only to observers)

The following items a,re furnished as a guide for observing what the

leader (president) did and how others reacted.

I How did the leader present the problem?

a.

In presenting the problem did the lea,der have the attitude of

asking for help?

bo Did the leader present all the facts?

C.

d.

Was the leader™” presentation of the problem briefand to the
point?

Did the leader scrupulously avoid suggesting a solution?

V.tet things occured In the discussion?

a.
b.
C.

d.

Did all group member participo,te?
V/as there free exchange of feelings between [group members?
Did the group use social pressure to influence any of Its menbers":

On which member of the team was social pressure ued?

60 /s the leader pen®nissive?

f.

g,

Bid the leader avoid talcing sides or favouring any person?

I'Miet/ere the points of disagreement in the group?
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/et did the leader do to help problem solving?

a. Did theleader ask guestions to hold the groupexploreideas?

b. Were all ideas accepted equally by the leader?

c. Did theleader avoid hurzying the group to developasolution?
d. Did theleader avoid favouring any solution?

e. tdo supplied the final solution?

. Miat did the leader do, if any things to" get unanimous

agreement on the final solution?
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Conclusiong (ot’ ©© be distributéd among participsnts).

1, Suphasise that Sole pla.ying” is not a game but can be fimo It is
a 1iseful training technique which If well conducted has :,reat
learning potential for tgaching emphathy or the ability to
appreciate and understan/emotions of other persons. The situation
depicted iIn role play exercise should bo closely related to work
experience and needs of the participants*

(objective A)

2, The Role Pla.y is raost effective when used for changing attitudes
and thus for improving inter-personal relations in inanageuient

situations, (Objective ()

3* Mention that the role paly has different forms, viz. of gx'owp
role paly, individual role plg*® and role paly with or without

observers, (Objective B)

4« Point out the value of devices-such as, doubling, role repetition,
role reversal in malving role playing more effective,
(Objective A)

5. Distribute copies of the whole role play exercise (Annexe A and B)
alid other handouts araong all the trainees-. Discuss the limitation
and importance of role play in improving human relations,

(objective A & O

6, Suggest some further readings on the subject.
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by
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e N - ROLE PLAY ,nm [
(The Jana Mukhi CoojDerative Society)
- by Surya,Ratna Shakya
Part Is
Background Material®™ for Taachers (not to be given to students)*

1. Dbilectives; 1. TO emphasize the roie- a good effective
manager should play iIn a cooperative so"ciet\
2. To demonstrate how to conduct its managing
".comittee meeting In an effective manner.

2. Target Population s—
1; Manager , ° ,
2. Members of the managing”~committee

3. Group Sizes® 15 -20 participants iIn th,e.class,

4. Material Needed: [ n N A
1. Rol.e play brief

2, Observation guidelines
, @ 3. Description of general situa.tion
8. "Name card for the role players.

5.7 Chalk board = -, ">
6, Chalkmsticks " = " e T
5. Participants to play the role?” , . AN

1. "Chairman Mr. Ravi
2. Member Mr Hani
3. Member Mr. Pr-Dm



Cooperative Offic.er Mr, Shiva
5. Branch Manager of ADB: Mr, Shyam®
6, Manager of the Society Mr, Badri =

6 m Applications

In order to play the role specified, selection of the
mparticipants should be made on a voluntary basis. Each parti-
cipant should be briefed of his role with the use of a brief
at least ID to 15 minutes before the start’of the role play.
The "rest of the members of the class should be kept as silen\
observers while the role play i1s In progress* They should be
given an opportunity to constructively com.ment the conduct
of the role play on the basis of guidelines provided to them,

7. time Allocation:. 3D minutes,-

8. Class-room arrangements;
a. SiIXx chairS® and a, table for the role players.
b, seating arrangement iIn front of the role playe:

c. Sitting accommodations for the observers.



PART Il m " =m [ ]

General Situationt ,

. The Jana Mukhi Eooperative Society, deals ,with ac"tivit ie
agricultura,l c3edit, agricultural inputs., consummer goods,
marketing of the agricultural prod uce etc, so as to faciiitat
these services,to its farmer members. It has,an advisory orami
ee to advise i1ts manager who“is appointed by the A_gricu ltuiBal
Develop-ment Bank. <The members of the advisory committee are
actively involved®™ In its. major issues and activities. So the
aociety is smoothly running In accordance with their advices,
Tlie ADB is acting as a management “committee of the "society ser
a notice to the manager ordering, that since the"potato sowing
season has alree.dy s,tarted, the potato seeds should iImmediate],
be bought from the Kathmandu District"Cooperative Union and sc
them to the farr.er members and non-members as soon® as possiblt

The manager of the society calls a meeting of theadvis
committee. The meeting takes place In the office of the societ
A number of" decisions have®unanimously been made on purchase c
potato sesdso ~Th.e decisions are to buy one kilogram of the pot
S"seds. as sSmplf; and to immediately confirm the rate of commiss*
The last decision is that if the, sample_ 15, proved.as ar improv.
variety, the society will byy potato seeds as much®_ as™ farmers
need. But the/manager fgllgws the ,ins-truetion made .by the,, ADB
apdbuys 5.tons of potato seeds on Crethit,, cpntrajry to the ..Hecit
on .of the advisory committee* The price of,.the ,potato_seeds is
fixed on one.rupee pa,” kilogram. The rate”™pf commission iIn the
sales 1s 10 percent, _......
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The potato seeds are kept iIn the society’s stor& for FEl.
Only 5 kilogram potato m.seeds are sold within a period of two
weeks." Out of 5 tons of potato seeds i1Hote than®50 percent 1is
rotten. Farmers feel that the price of .the" potato seeds is
about 40 percent costly comparing with the local market. Even
their quality i1s not better. The members of the advisory
committee do not cooperate iIn their sale. Ln"/such a situatior
the _manager calls a meeting of the advisory committee. The
manag-er“qf the local branch of the ADB a'd the District
Cooperative Officer are invited to attend the meeting.



Role of the Chairman Mr. Ravi.

You are the chairman of the Jan,a, Hukhi Cooperative Society
before the-B epart ment o°f Cooperatives®™ authorizes to 'use the po,wer -
of the management com,mitteB -to the ADB i.nmaccordance -with the \ ,,cin
decision of His®™ Majesty "s Government of. Nepal .so as to stre.ngthen
the management of the G.oope,ratdve .societiesFollowing the. ta&5%"
over of the -power of the management c.ommittee, you being, honest,
dedicated, active and enthusiastic have been nominated as a chair-
man of the advisory,committee of the society by the Cooperative
Ccnsolidation Committe e at the district level. The society -also
has done well iIn i1ts activities on account of your good advice”
and contributions.. But you have a complaint that the manager of thj
society cou"ld not do well as much as you expect..

You have a,conception th"at the socie"ty can be run and developE
in well mann®er un:der the people®s management and it is only possiblE
to create more consciousness and positive feeling on cooperation.

As a chairman ,you feel that yoO impartally discharge your
duties in-the meeting of the advdsory co,mmittee and .the manager
in th-e activities of the society.
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Role for Member Mr. Hari

Since you are active and sensitive you have been the-, member
of the advisory committee for the past three years. You have a
close®relation with the manager'and\a support iIn. each and évery
action tak.en by him. You always say that any allegation .or -charge
which 1is brought against him iIs unfounded and baseless. You flatly
dismiss it. This iIs because you have a decrooted impression on
manager that the work he (manager) does, i1s>In the ih#ezest of the
society.



Role for Member- Mr. Prem

For the last five years you have been working as a mamber
of the advisory committee. As you believe that people®s management
iIs hadly influenced by the local iInterference on ea*h and every
activity of the society and that you are iIn favour of the managemer
by the external agency to the society. But in your opinion the
management by the external agency must pay attention for the pcime

interest of the society and must be able to inspire the people®s
representatives by means of using the various methods and techniqg-
ues concerning to the business management.



Role for Cooperative Officer FIr.. Shiva

You are a person with a long experinence on cooperativa
activities. SImce a long time you have been working as a Districi
Cooperative Officer. Ya. have known all the affairs of the Socdei
You have to make, to bring the manager, the ADB and the advisory
committee,together for the dsvelopment of the society and its
management. You beddievB that the society®s management can be
improved with cooperation and coordination between the advisory
committee on the one hgjid and the manager and the ADb on the ath:
hand. When you inspect the society and its activitiesyou haVe
found the facts which areas follows;

i No attention is paid for the interest of the society,

2. It seems that there is a lack of commercial approach
in the society"s business.

3, m PMoordinatea approach toward? the society"s activit.:.
iIs neglected.
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Role for Branch Manager of the APB Mr. Shvam

You Ijae been working In the local branch of the 'ADB "
since a long time. You are fTully aquainted with all the affairs
of the society and its activities because, you are responsible fc
its management. You feel that the ADB is only responsible for
the management of the society and i1ts improvementj it can giva
instruction to the society which is bound to follow 1t.
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Bolsfo-r fanager Mr, Badri

- You are a trained person. You have been working
as a manager for the last three years iIn the society.
As you have a dual responsibility you must be loyal
not only to the ADB but also to the society..You also
have known that ttie society belongs to i1ts members and
is for them.

You feel that you should be given advice by the advisory
committee as and when required; you are not bound to follow
its advice; if you are satisfied with i1ts advice, you fTollow
it; i1f not satisfied, you discard i1t; and i1t is up to you to
decide.

You have a full confidence that you have discharged
your duties according to the instruction given by the parent
organization.
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What the observers are to d.?

(This 1is used by the teachors if the objective of the
Role Play is to emphasize i1ts '"Role of a Good effective Manage-
rJ

t. Was the manager fully aware of his responsibility?

2. In presenting the problem did the manager present
all the facts?

3. What® do you think about the decision of purchase of
the potato seeds?

4. Was the. manager®s presentation of problem brief and =
to -the point?
5. Did the manager try to persuade the members of tha

advisory committee?

6., How was the relationship between the manager and
the members?

7. How was the relationship between the manager and
the Branch Manager of the ADB?

What the observers are to do?

"iThis is used by the teacher It the objective of the
Role Play is '"to demonstrate how to conduct the .managing comm-
ittee meeting'.)

1. How did the chadirmQn perform b®s role? hisl

2.Did the chairman give opportunities to speak to all
its participants?

3. Did the chairman try to control the tense situation
in the discussion?



4. How did" the chairman make effort to maintain the procedu-
res of the meeting?

5. How did the chairman control i1ts members of the group
who wanted to dominate the discussion?

6. What did the chairman do to its members who contradicat-
ed his 1i1doae?

/- How did the chairman inspire the silent members for
speaking?.

0, eDid the chairman sup-up the dijlcusi™ion?

3.How many members do you think to be dissatisfied w-tti
the meeting?;

1G, What do you think the result of the meeting?



Part 111

Summing up of the Role play with an objective -""To
demonstrate how to conduct the Meeting"

b iectivea

1.

Process

Approaches

The meeting should be conducted to meet the minds of
the participants.

The meeting should be over within a limited time.

n , J F / _,

1

I, w »

X s ,
There should be pre-determined agenda and it should

be distributedm xn advance. B" Ne £ *
Ji “jce.. .

. Systematic —p.roc-edure should be fTollowed.

Procedures of the meeting should effectively be
maintained.

Corrective measures should be taken up to ovoid the
short-comings.

There should be free and frank mindedness.

There should be feeling of trust and confidence
among the participants.

There should be Impartial judgement among the
participants.
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Communication Skills

1. When meeting is started, there should be iIntroduc-
tion among themselves.

There should be an exchange of i1deas between partitrz
cipants.

3. Everyone should listen and see to each others,

4. When the meeting is closed. There should be
satisfaction among the participants.
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Summing Up of the 1B Play with an Objective
”To Emphasize Its Role of a Good Effective Manager"

HELPING FACTOR;

Objectives should be very cfkear.

There should be free and frank mindedness.

1
2
3. There should be a presentation of facts andfindings,
4

There should be trust and confidence, between the manager
and the participants.

5. The approach®"should be vory positive.

6. The manager should be aware of his responsibilities.

7. The reporting should be very clear.

8. Ihe manager and the participants should be open in mind,

9v Thu manager should be attentive and should have listening
patience,

ID. Thei® should oe g positive feeling when the expEession
IS mads.

11. IT the suggestion is acceptable, it should be accepted.



Hindering

1.

©

10.
11,

F3ctor:

Advising and telling should not be done all the
time®

There should not be prejudice iIn judgement.

The manager should not judge himself.

> 1 Win - you lose " principle should be discarded.
There should not be alwaj?s negative approach.

"I am always right"” should not be always followed.

When there is an 1ll feeling the insecurity feeling
will prevail.

Opinion should be given frankly.

There should not be a strained relation between the
manager and the participants,

Irrational approach should be avoided.

Action <flav should not be enforced hapahzardly.



GEMS UNIT

International Cooperative Alliance

Regional Office & Education Centre i"40
for South-East Asia "
""Bonow House™™ 43, Friends Colony-

New Delhi - 110065 (India)

BHARTIYA KRISHI SANGH

- Dharm Vir, Ph.D.
IGA ROEG, New Delhi

PART - 1|

Background JWterialfor teachers : (not to be given to participants)

1. Ob.iectives 'I'To demonstrate to the group, the inter-
personal and communication skills required
in selling ideas to Senior i1 danagers’.

2. Target Population; Salesman, Sales Supervisor, Sales Officer
and Sales i1%nager of l1%rketing Cooperative.

3. Group Size; 15to 20 including the Role Players.

4 . ivkteidal Needed; . (@) Role briefs

,(i1) Description of the Situation

(ii1) Observation guidelines

(iv) Name cards for the Role Players.
() Chalkboard, chalksticks & duster

5. Participants to Play the Role:

() Mr; Ramashanker, Field Representative

of Bhartiya Krishi Sangh
(i) Jir. Dina Nath, General Manager of
Indore District Cooperative Bank.
6. Application; a) In order to play the roles, players
\ should be selected from among the
participants on voluntary basis.

Role Players should be supplied with the

role briefs according to respective

role assignment just 15 minutes before

Role Play starts.



b) The observers should be given observation’
guidelines a few minutes before the Role
Play starts. The observers should keep
quiet during Hole Play. After Role Play *
is over the observers will aake® comments
constructively.

©) The Role Players may give their own views
about the roles played by them,

d) The teacher will c”™efully collect points®
from Role Play and also from views and’ <
comments of the observers.

e) The teacher will ask questions regarding
learning of the participants they received
and thereby evaluate the whole exercise.

T) The teacher at last will sum up everything
systematically.

7. Tine Allocation: ilole Play s 25 - 30 minutes

8. Class-room Arranggaents; a) 2 chairs and one snail table for the®
Role Players - Name-cards of the Role-
Players should be put on the table in
such a way that the observers ,cn see
the names.

b) Sitting arrangment i,mth table for the
observers, preferably in semi-circle way.
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1, Description of Situations

Me. Rama Shankar is oaployed as a ELeld Representative of Bhartiya
Krishi Sangh (BKS) Ltd, He is required to convene a meeting of Secretaries
of local service cooperatives in an interior area of Indore District

The purpose of one day meeting is to provide some training to the
Secretaries and their supervisors in -tte preservation-and use of various
kinds of fertilizers supplied by BKS. The Secretaries are required to
receive Tertilizers and distribute them among farmer members of their -
respective cooperatives. They also help manbers in making production plans.
Farmers often ask questions about the prices and proper application of
fertilizers but the Secretaries are not skilled enough to satisfy faisiers.
There are more lilan 500 members In each cooperative covered by a Secretary.

The Secretaries of cooperatives are full-time employees of the
district level cadre controlled by the Indore District Cooperative Bank.
They have too much work to do, especially before a crop is sowmn. They are
required to attend several business meetings at their respective branches
or at the Head Office of the Bank. Me. Shanker wants to hold the Secretaries
meeting at one of the Branch Offices of the Bank and Branch i%nager has
tentatively agreed to the proposal made by him. However, the permission of
the General Ifenager of the bank iIs needed.

Rama Shanker goes to the Headquarters Indore District Jilla
Cooperative Bank and meets the General I fereger.
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2. Role brief for Rama Shanker - Held Representative

You are one of the Jleld Representatives .of BKS for the last
three years. Your job is to promote the soientific storage and use of
fertilizers produced by cooperative and distribute through local service
cooperatives. Your area of work iIs one of remotest part of Indore District.
You are asked by your Area i™nager whose Head Office is in Indore City
to train all the Secretaries of the Service CoopEratives in your area
in the scientific preservation and use of BKS fertilizer and promote its

sales.

You are a chain smoker and like to talk to people, especially

senior officers. . ,

\%

You have decided to convene a one-day meeting of all the Secretaries
and their supervisors of your area, at the Branch Office of Indore Cooperative
Bank, which is centrally located and considered most convenient place in
the area. The Branch I%nager of the Bank has agreed to provide facilities
for the meeting. However, he has advised you to seek permission from the
General %nager of .his bank for holding the meeting.

You go to Indore District Cooperative Bank andmeet the. General
lyhnager . ]
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-3.-Role brie-f= for ~Dina"Math®

You are the General i1%nager of Indore District Cooperative Bank
which is very popular afiong the faitaers of the area. You are very busy
in Tinalising the loan applications of the service cooperatives for the
next crop. However, you decide to meet Mr, Rsma Shanker, Field Represent-
ative of the BKS. You are well acquainted with BKS and its Area Manager.
However, you feel that,not enough is being done by BKS to keep you
infoimed and involve you in its promotional and other activities. You
are hurt because you were not kept informed so far and therefore, you
raise fake objections to the proposal of Mr. Rama Shanker.

You are an able administrator, but you get annoyed with people
who 1Intermpt “ya while you are speaking. You do not like to smoke

but like to take "ai™ (beatle leaves).

Guidelines for Observers;
1. Observer, Mr. Rama Shanker only and not Pt. Dina Nath, as our
objective i1s t learn about "Sales-nanship Skills™.

2. (@ Was Rama Shanker well prepared?

(®) Did heestablish the rapport?

(© Was he sensitive enough to see the annoyance of Dina Nath
at his smoking? ,

(@ Did he notice that Dina Nath liked to be infoimed about
the activities of BES?

(e) Did he apologise to Dina Nzth for the past lapses in
not 3,teforming Dina Nath?

() Did he notice that Dina Nath was keen on getting involved® in
promotional activitiesmnd that objections raised were
superfluous objections?

(@ Did heanswer the objections raised by Dina Nath In an evenwne?

@D Did he maintain his calmness throughout the interview?

(1) Did he lessen the objections of Dina Nath by listening tohim
and not entering Into arguments with Dina Nath?

() Did he achieve his objectives?
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PART - 111

”

(For the use of teachers only, not to be given to participants)

Analysis. Implications and sumraing-up;

Like any Salesman, the Salesmen of ldeas are required to know

an essence of selling. Every Salesman should know that heart of selling

is the Sales Interview. The Sales Interview consists of 4. stepss

(@ Approach the customer.
(b) Present his product or idea,

(©) Answer his objections. .
(@ Close his sale in such a way that he achieves his objectives.

IT the Sales Interview is to be successful, the Salesman -

(1) is to plan out for the Sales Interview.

(i1) should have thorough knowledge of the product or the idea
he wants to sell.

(iii) should have the understanding of the human® behaviour,, the
client"s psychology and his own personality.

(1v) should be thoroughly familiar with the sales communication
principles and practise them. The ISOPLE formulla given inm
Role Play No.8 can be useful to the teacher. ,

(V) ask questions to get their view-points and feelings. Open-
ended questions like what, when, where, why are useful to
collect data and get to the heart of the objections.

m/
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jJ Annexe-C

A specimen”™of E"/aluation Form on Training Package
e on Shop Layout & Display

(Please give your franl; ad. free opinions Do not leave
" any column blank)

Name of the Respondent,

Designation

Organisation

A Content :

i) Have you understood the various concepts and principles
to be followed regarding the shop layout?

Yes/No
Remarks :

i) Gan you now study the layout of a store and give
suggestions for improvement:

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

B Teaching Techniques

i) Do you consider tho raedia/s used As effective? - \

i1) Do you consider that the use of visual aids
reinforced your understanding of the concef)ts
involved with the subject?
Yes/No "

Remarks:



iii)Have you any suggestions to offer iIn respect of the m
use of media to make learning more effectlve7

Yes/No

Remarks

iv) Do you think the same purpose could be achieved without
audio-visual aids?

Yes/No N

Remarks

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

Yes/No

Remarks

vi) Do you feel that you were involved in the learning process?
Yes/No

Remarks

General Remarks & Suggestions



o rTw)
TRAINING WORKSHOP ON GQOPEEATI®/?: EDUCATION METHODS
AND ADIO-VISUI-~\I* TBCHNIQUBS
"mm " May T - Juae ~31fSO0"— "
(Jointly organised by Department of Cooperatives, IMG of Nepal and International
Cooperative Alliance, Reri.""ral Office and Education Centre,” New Delhi, INDIA),,

/g TIATION ERH

Ao 1 Coverage (strike opt which is not applicabl.e and do not sirn or write
your ncime)

a) Your opinion on the coverage of the Adequate/Inadequate/Excess=

subject matter in the sylla*tio
\

b) If you consider the coverajje of the
subject matter in the syllabi as to
be 1nadequate what new topics you
v/ould like to be added =

)

o

©) IT you consider the coverage of the

subject matter excessive in relation
to jrour require;r.ents which topics
you would like to be dropped

S)
b)
o

Ao 2 Mftet is your opinion about the allocation
of sessions to the following wean)is :

a) Adult._psychology = Adequate/inadequate/excecr”™

oooloo
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IT inadequate, suggest number of sessions :
to be ihcreased No. of sessions

IT excessive, suggest number of sessions

to be dropped Noo of sessions
b) Communication system Adequate/ inadequate/excessive
IT inadequate - nimber of sessions to be increased No ]
IT excessive - nimber of sessions to be dropped No "
0 Methods of Cooperative Education Adequate/ 1nadequate/excessive

IT inadequate suggest No« of sessions to be increased : No*

IT excessive suggest No, of sessions to be dropped No, ]
d Use and effectiveness of Audio visual aids : Adequate/inadequate/excessive
- If 1inadequate, Noo of sessions to be increased No« B
- IT excessive, No. of sessions to be dropped No»>
e) Practical training in the operation and maintenance of
Projected Aids : Adequate/inadequate/excessive

- If"iInadequat”e, ftoo of "'sessiond™ to be iIncreased No» -
(with name of the Project Aid)

- ITf excessive,” No" of sessions to be dropped Noo
“(with name of the project aid)
[

) =m Technique and demonstration of preparing Adequate/inadequate/excessive
training package

- If 1inadequate, No, of.sessions 0. be added. m No»
IT _“excessive, NoJ.-.of sessions™to be dropped® “m Noo
Bo Treatment and handling of .subject-.(tick mark) Including circulation

and use of background material® .

Subjects*® " om

Psychology of adult learning ;Excellent/very good/satisfactory

] = = poor

o2t amo/om__



C-1

2) Human Communication Process

3) Methods of Cooperative -

Education

4) Salient features of projected

aids:

5) Salient features of non-

projected aids

6) Eole of audio visual aids

modern teaching

7) Concept of training package

8) Demonstration of training

package

9) Practical sessions on

operation and maintenance of
"audio-visual equipments

10)SeeBi ™ """ Photography

1"DSession?case studies

12) Session on Eole plays

Sills acquir.ed

in

Have you acquired the skills in

the operation and maintenance of
the follovdng machines:

;7w

Excellent/very good/Satisfactory/
poor

Excellent/very good/Satisfactory/
poor,

Excellent/very good/satisfactory/
poor

Excellent/very good/satisfactory/
poor

Excellent/very good/satisfactory/
poor

Excellent/very good/satisfactory/
poor -

Excellent/very good/satisfactory/
poor

Excellent/very good/satisfactory/
poor

Excellent/very good/satisfactory/
poor
Excellent/very good/satisfactory/
poor

Excellent/ very good/satisfafctor;;, -
poor

1) Bell g&Howell 16 mm projector Fuily/partly/not acquired

N

=



-3)— -Overhead Pro jector
1)) m Slide Projector
5) Still cameras

C-20 Have you acquired the skills iIn the
preparation and handling of the
following non-projected aids:

1) Flip over chart

2) Overhead Iransparancies

3) Flannel cut nuts/magnetic Out
out

C-3» Have you learnt the technique of
| preparing a training package
(ITf not, give reasons for the same)

G-"0 Have you acquired the skills (visuals)
of preparing”the trainsng package
(,f not, give reasons for"the same)

Effectiveness of Training package

i) What is your opinion about the
effectiveness of the technique
of training package in teaching
(delete which is not applicable)

ii) Do you feel that you could use the
technique in your training situation

ifi) IT *No® what are the problems that

you visualise in its use:
E-1, General
1) Do you fesi that the objectives of

the workshop has been

Fully/partly/not acquired
Fully/partly/not acquired

Fully/partly/not acquired

Jully/partly/not acquired
Fully/partly/not acquired

Fully/partly/not acquired

Fully/partly/not acquired

Fully/partly/not acquired

Highly effective/very effective/
noderately effective/not
effective

Yes/No

a)
b)
o

Fully achieved/partly
achieved/not achieved
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