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PART-T

This section contains the Main
Report of the Sub-Regional
Workshop; Recommendations of
the Workshop; Programme Follow-
ed; list of Participants;

and a List of Background
Papers distributed at the Sub-
Regional Workshop

ICA-CUP SUB~REGIONAL WORKSHOP
ON TECENIQUES OF AUDIO-VISUAL
INSTRUCTION AND DEVELOPMENT

OF TRAINING MATERIAT-T.
MANILA, PHILIPPINES. JUNE 1984




ICA-CUP SUB~REGIONAL WORKSHOP ON TECHNIQUES.OF AUDIO-
VISUAL INSTRUCTION AND DEVELOPMENT OF TRAINING MATERIAT-I.
MANITA (PHILIPPINES). JUNE 4-23 1984

A BRIEF REPORT OF THE WORKSHOP

Introduction

01 In the recent past greater emphasis is being laid
by the National Cooperative Organisations (NCOs) and
the Netional Cooperative Training Centres (NCTCs) in
the development of human resources and infra-structure.
Efforts are also being made in developing facilities
to produce and apply various communication skills,
materials and resources. Cooperative trainers,
cooperativeé educators, cooperative extension workers
and cooperative educational instructors are being
exposed to various methods and techniques of training.
These treiners are given brief introductions to
various methods and skills in order to enable them

to communicate effectively with cooperative members,
cooperative employees and members of general public.
The whole exercise is directed at making the coopera-
tive institutions more effective and viable.

02 The National cooperative organisations are also
engaging themselves in conducting cooperative member
education/extension programmes with a view to enhancing
member participation in the affairs of their cooperative
organisations. The cooperative educators/cooperative
instructors, in this case, deal with adults, women

and youth. In many cases the literacy level is low.
They have, therefore, to make use of simple tools

of communication and adopt more direct and persuasive
methods of communication. It has been observed that
these skills and means need further improvement and
support.

03 The NCOs together with the NCTCs also conduct and
operate cooperative training structures — for
cooperative employees and in many cases for the
members of managing committees of cooperative
institubtions. The cooperative trainers - in this

case the faculty members of national cooperative
training centres -~ make use of communication tools
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methods and materials, Since these faculty members
often deal with technical aspects and face literate
target groups, their methods and techniques have to

be somewhat different. Some of the training institutions
have been keenly developing their own audio-visual
resources and material production units. It has been
observed that wherever such facilities exist these have
been underutilised mainly becsuse the faculty members
some time are unable to make use of various machines
and equipments. In many cases where good hardware are
available, the software production is either difficult
or it is expensive, Wherever the faculty members have
demonstrated some initiative to produce their own
software these have been rather unprofessional which
meant waste of resources and efforts. The resources
invested in such facilities do not bring the desired
results,

O4  Keeping the above in view, the ICA Regional Office
and Educabion Centre for South-Bast Asia (ICA ROEC) has
been offering various opportunities and courses in

the field of trainers’ training, which also included

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

05 It was in this context that the ICA ROEC decided
to provide further initiative and offer further
training programmes to cooperative trainers and field
educators in the field of audio-visual instruction and,
material production by holding sub-regional workshops.

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

Main Objective °

07 To enhance the effectiveness of cooperative
trainers and cooperative field educators by exposing
shem and training them in the effective use of various
training methods, training aids, development of train-
ing material, to achieve a better rapport and communi-
sation with their resPect}ve target groups.



Objectives

08 By participating in this Workshop the selected
participants were expected to be able to:

i acquaint themselves with the availability
and utilisation of audio-visual aids and
methods that are presently available and in
use in the Sub-Region, -

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

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

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

v develop and practice their own training
material (combined with appropriate training
methods) e.g., training packages and the
techniques of production of training
material, and to

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

Participation

09 The Workshop was attended by 11 regular and

two observer-participants representing the Republic of
Korea, Republic of Indonesia, Malaysia, Singapore,
Thailard and the Republic of the Philippines. The

list of participants is annexed to the report.

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

i The participants should have been working

\ with the cooperative member education/
Extension/guidance programmes of the national
cooperative organisations/state/provincial level
ceoperative organisations, and having an experience
of field work for about two-three years. The
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participant should have undergone some training
course in training/educational methodology and

should have dealt with adult members of a coopera-
tive society. The participant should have some
experience of producing some educational and training
materials including audio-~visual aids and used them
in the field situation; .

ii The participant should have been working with
the national cooperative training institutions as

a regular faculty member for at least 2-3 yecars.
Faculty members having experience of handling
audio=visual equipment, reprographic and repro-
duction machines are likely to benefit most from
their participation in the Workshop. Persons
handling micro-teaching (closed circuit educatvional
television) equipment are most welcome. Preference
should be given to those who have already done some
work on adaptation of training material and pro-
duction of training packages.

Background Documentation

11 The participants were requested to prepare
comprehensive country papers according to the pre-—designed
outlines. These country papers were presented by the
participants during the course of the Workshop. Later on,
towards the cnd of the Workshop, a summary of the

national papers was preparced and presented.

12  The ICA ROEC also produced a set of background
papers for the use and benefit of the participants. The
participants were requested to make use of these back-
ground documentation in order to follow the work
programme of ‘the Wérkshop. Two of these background
papers were the draft manuscripts of handbooks: one,
Manual for the Development of Trainihg Packages, and
the second one, Handbook for the¢ Development of
laterial Production Actvivities, A list of background
pPapers circulated is annexgd to the report.

Work Programme

1% The work programme followed at the Sub~Regional
Workshop is amnexed to the report.



Study Visits

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

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

ii International Rice Research Institute at
Las Banos

iii Graphic "Arts Division of the National Mcdia
Production Ccentre, Government of the Republic
of the Philippines

iv Kodak (Philippines) Inc.
v PC~INP Cooperative Credit Inc.

vi Philippines Universities Audio-Visuval
Centre at the Far Fastern University

vii Audio-~Visual Centre and the Television
Studios of the Centro~Escolar University.

17 At some of the above mentioned institutions,
particularly at the Graphic Arts Division, Philippinecs
Universities Audio-Visual Centre and the Centro-Escolas
University, the participants were able to undertakce somn
practical assignments e.g., in Screen printing process,
multi-vision production programme, and production of

one hour television programme based on simple writing,
script writing, and intervisws.

Working Methods of the Workshop

18  Participative method of training snd communication
was adopted for this Workshop. The participants mostly
worked in groups ~ smaller groups. The advantage of
working in smaller groups was realised by the ICA already
in advance for such a technical activity. It was in

this context that the activity was sub-~divided into two
sub~-regional workshops.

19 A good quality of inter-personal rapport among
the participants was achieved which was amply cvident
from the three periodic evaluations. The Workshop
Director only provided the groups with resources,



Resource Persons

14

15

16

In order to cover all the topics included in the
Workshop Programme, the ICA ROEC, in- collsboration with
the CUP, enlisted the support of various resource
persons from within the Philippines itself. It was dome
with the belief and understanding that adequate expertise
was avallable within the host country itself ~ local
universities, technical agencies and the cooperative
organisations, A list of resource persons who assisted
the Workshop is annexed to the report

Areas covercd by the resogrcc persons were as
follows: '

i

ii

iii

iv

vi

vii

viii

ix

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

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

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

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

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

Lagyout and Designing of Education and Training
Materials for Adults

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

Script Writing., Techniques of simple writing
for training material for adult learners

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

In addition to the above, several other topics were
covered by the Workshop Director as well as by other
resource persons e.g.,, the President of the CUP,
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materials and motivation, and rest of the work was
done by the sub-groups, often sitting late in the
afternoons, producing written reports, training packages
and participating in several ocutdoor assignments.

20 The entire work was preserted to the plenary
scssion, a day before the concluding day. The work was
comuentcd upon by the participants, Workshop Dircctor
and other available resourcc persons including the
officials of the CUP. The Workshop participants then
met separoately to work their recommendations for the
use of the ICA authorities.

21 The participents chairced scveral sessions, and one
participant, who had earlicer participated in one of

the ICA Teachers’Training Courses, cven undertook a
special assignment to introduce a topic on the
"Development cf Training Packages" with great success
and confidence,

22  Another perticipant prescnted a special paper on
"Development of Cooperative Training Material - An
Indonesian Experience of Developing e Production Unit",

25 A special assigmment was given by a resource
person in photography. The results were displayed and
commented upon by experts, The wimmers-were awagrded
prizes by way of encouraging them and appreciating the
good work done by then,

Group Work During the Workshop

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

G.I Working Group on Summarising Country Papers,
G.II Working Group on Manual on Training Packages,
G.IIT Working Group cn Handbook for Material Production,
G.IV Working Group on Workshop Evaluations, and

' G,V  Working Group on Workshop Recommendations.

25 A brief description of the work done by the
Working Groups follows: )
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G.I Working Group on Summarising Country Papers

All participants were requestcd to produce
comprehensive country papers and prescnt these
at the Workshop with a view to provide maximum
possible information to the group to facilitate
the working of the Workshop. This Working Group
went through all the country papers (Indonesia,
Korea, Philippines, Malaysia, Singapore and
Thailand). The summary was prcsented to. the
Workshop for general informabtion and comments,
The main points made by this group were as
under;

Training Methodology Used: All countries of the
Sub—-Region make use ol such mcthods as the

lecture, discussion, case study, group participation,
role play, group dynamics, mobile audio-visual
units, compuer, management games, workshops,

study visits, simulation, radio and publicabtion

of training material. In some countries the

cmphasis on some methods i1s more whilc in

some others, it is less on cther methods.

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

Audio~Visual Aids Used: The following audio-visual
aids are employed in These countries to enhance
the quality of training and education of wvarious
groups ;

~ Chalkboards and White Boards

~ Flannelgraph and magnetic boards
Flip charts

Bulletin boards

Posters, graphs and charts
Qverheaa projectors

Opague projectors

Video-tape equipments

. Filmstrips and slides

Slide projectors

Audio-tepe equipment

Film projectors

— Flashcards

Public address system etc. elc.

Pl

{ AN T T I S B

|
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It is noteworthy to mention that among the
six countries represented, the National Agriculture
Cooperative Federation (NACF) (Republic of Koreca)
made an extensive use of audio-visual aids to train
an estimated potential btrainces of 2 million
farmer-members., The NACF employs the following
audio~visugl cquipment:

Movie Projectors 54 units ‘1omm
Movie Projectors 99 units Smn
Slide Projectors 231 units Automatic
Slide Projectors 219 units Manual

Teape Recorders 75 units Reel-~to—Reel .
Tape Recorders 602 units Cassette
Television sets 559 units Colour
Television scts 458 units B&W

V.C.R. 2 units VHS-tLype
V.C.R. 3 units Betamax
Mcvie Cameras 9 units

O.H.Projectors 44 units

Amplifiers 37786 units

Other equipment M54 units various items

Malaysia also employs multi-image audio-
visual presentations. This work is mostly done by
the Department of Cooperative Development to support
extension and mepber educabion programmes,. In
Singapore various cooperatlve organisations have
been making use of computers for their management
and tralnlng purposes. Slngapore s NTUC-INCOME
hag been using micro-filming and computer activities
for the benefit of policyholders as part of the
education and promotion programmes,

In most of the countries, it seems that the
common problem relates to audlo—v1sual aids and
equipment i.e., scquisition and full utilisation
for member education and training activitices. There
is a great nced for training of personnel in the
use of audio-visusal equipment and in the production
of software.

Training Material Froduction Activities: Among the
training material produced by the perticipating
countries, are:
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Books

Leaflets ard bulletins

Pamphlets and brochures
Audio-visual aids

Training packages

ILO-MATCOM training materials and
its adaptation and production

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

I I

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

Problems faced: The Working Group identifies

the following problems in the field of audio-visual
aids, training material production and other training
related matters:

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

~ Lack of coordination smong organisations
and institutions engaged in cooperative
education and training activities,

~ Unsystematic channelling, duplication and
overlapping of functions,

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

~ Lack of full-time, qualified and competent
personnel to manage the cooperative
development, education and training pro-
grafmes and the audio-visual aids production
units on a professional scale,
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- Inadequacy of skills in translation,
adjustment and adaptation of training
material to suit training needs and
requirements,

- Need to pool talenfs and expertise to be
tapped as cooperatlve resource persons in
gducation and training activities, and

~ How to increase the eifectiveness and
capacity to reach out to the members in
the villages especially those cooperatives
with large mempership.

G.Id Working Group on Manual on Training Packages

This Working Group mainly went through the manuscript
of the draft of Manual on Production of Training
Packages based on Audio-Visual Aids. The manuscript
was distributed among the participants for coiments
already in advance. Some of the important countents

of this Manual are:

- Communication Process and the Rols of
Audio=-Visual Aids

- Concept of a Training ?ackage

- Planning a Training Package

— Choice of Media and Visualisation
- Field Testing and Validation

- How to Use a Training Package

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

G.IIT Wofkiﬁg Group on Handbook for Material Production

With a view to initiate and consolidate efforts
of cooperative organisations and training centres
in the field of training material production, the
ICA had developed a Handbook on Development of

v Cocperative Training Mabterial ‘= Methods and
Techniques, the draft of which was distributed among
the participants for their comments and suggestions.
The, Working Group studied the draft thoroughly
and suggested some slight modificaticns and
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adjustnents. The ﬁandbook covers the following
areas:

- Target grours for cduca tion and training

-~ Sources of Traihing Material '

- What is a Training Vnteriasl

- Coﬁcept ol a Trainiag Package

= Training Motorial omnd Traliniag Syshen

-~ Prodaction cf Training Msterial

~ Methods to Tollow im The Ercducihion Pz ws
- How to Adept a Trainizg Material

= Time Planning

.3
=t

e
&
e

- pvalughion and Valida

~ Prokhlams Generally Fazed

&.IV Working Group con Wor thop Evalvations

Ll

A smsll group was constil among Tve
particigants to conduct, ﬁan:¢fte aﬁﬁ present
periodic evaluations. Three such fmlu'*lonf VERE
thus conducted - Week-I, Week-II an Week-IIL.
Week-IIT evaluation was also the End~of-the ~Wor
Evaluation. Some of the main points emerging ou
of this evalustion are:

F
=
A
‘S‘:
<t
)
£
'J
L
[N
k4

- A ma Otlcy of participants feltv that the
objecu* e¢s of the Workshop were fully
aohie"ra, and that 21l tha relevant areas
have been covered by the Workshop.

~ A majority of the participants felt that the
knowledge znd skills scquired durir
Workshop would be beneficigl and ciic

- A1l Dractical arrungemenfﬂ - adpinistrative
as well as academic .~ vere rated =g pood,

~ Duration oi the Workshop was rabted ac
reasonable,,

- Good exposure He various probleus in The

espective countries and insight inco

know-how of audio-visusl aids production
and instruction is vslusgbie,
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- Better rapport/ccmmunication with target
group could possibly be achieved with the
inputs received.

~ Buch- a¢tivities should also be conducted at
the national coopcrative training centres.
The ICA could support such programmes.

- Had a firsthand experience on production of
material and the multi-vision/multvi-image
presentation. The presentation of different
audio~visual aids and equipment supplemented

our knowledge in this area.

The participants were thus able to evaluate
themselves and participate effectively in the
running of the Workshop = a good exemple of team
work between the Workshop Dll@ctor and the parti-
cipants. This also resulted in learning-by-doing.

G.V Working Group on Workshop Recommendations

This working group was specifically charged with
the ‘task of suggesting the points on which the
Workshop should work out some recommendations for
member-organisations, training institutions in

the Sub-Region and aloo for the ICA Regional Office.

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

Practical Work Done by the Workshop Participants

26 In addition to the group work done by the parti-
cipants, they also undertook some practlcal assignments,
Thosc are describeéd hereunder briefly:

i. Development of Training Pacxages~ The following
training packages were produced by the partici-
pents during the Workshep duration:

a;, Preparation of Grephic Maberial

be. What is Life Imsurance and How
Cooperative Insurance Helps You

c. Deliquency = Failure to Honour Members’
Commitment

d. Credit Management
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e. Cooperative Understanding

g Int;oduction'to Agricultural Cooperatives
g. How to Apply for a Loan

h. Internal Auditing

i: Fearm Guidance ~ Using the Agri Material-
j+ Elemsnts of Lifc Insurance Szlesmanship.

“dii.Development of Simople TLit. rqturo- The parbi~
cipante werc able to produse & number of illustra-
tions and examplcs of “lﬂpl& lelflpts brochures
and pamphlets, as a part of praﬂtmva assignniént.,

‘1il.PToauct10n of a Telcvision Programme: Tha
Participants were able to producc twe simple
television programmes at the Audio~-Visual Centre and
TV Studios of the Centro-Escolar University. These
were: i) A Threshold to Abundance —~ based on simple
gcript writing -and simple photographs, and
ii) The ICA Audio-Visual Training Course, bascd on
interviews and dlSCHSSlOnu with the partlolpanto.
The participants were able to acquaint themselves
with the equipment and procedures.

iv. Production of a "inhouse" journal entitled

AVA WORKSIOP PROPILE: Tho partlclpants were able to
proquce a-simple journal by using sketches,
1lluotratlohs, photographs and adopting the collage
system based on the participants themselves, The idea
was to demonstrate the skills acquired during the
Workshop on production of simple material by using
the most easily materials and machines.

v. Photography Contest: Mr D Galila, i‘t a; the
Tesource persons had given ah assignmentt on'
photography to the participants., They were éxPected
to oro&uce photographs of the following: sun géﬁi
night photography, moving car, freezing the N
wovenent of a caxr, close up w1th the blurred back~"~.
ground, close up thh the 1nffocuq background. These *,
results were later on examined by & panel of

Judges together with the resource peroon.

27 By pro&uclng the above materla;, the part+c1pants
were .able to practice some of the skills acquired during
the YWorkshop.
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Formal Ceremonies sand Other Details

28 The Workshop was inaugurated by Madame Nelia Gonzales,
Chief of the Bureau of Cooperative Development of the
Government of the Republic of the Philippines in the
presence of several distinguished Cooperators. A welcome
address was given by the Secretary-General of the
Cooperative Union of the Philippines Inc., Atty Manuel
F., Verzosa. lir Daman Prgkash, iorkshop Director conveyed
the greetings of the International Cooperative Alliance
and explained the main objective of the Workshop. He
expressed thanks op behalf of the ICA, the participants
and on his own, to Madame Nelia Gonzales for gracing

the occasion.

29 The Closing Function of the Workshop was presided
over by the President of the Cooperative Union of the
Philippines Inc.,, Gen Arcadio Lozada. He very kindly
distributed the Certif1Cates of Attendance and prizes
among the participants. Gen Lozada had very kindly

also participated in another session of the Workshop at
which he explained the working of the Cooperative Union
and its fubture projections ard touched brlefly on the
CUP Corporate Plan for 1984.

50 Mr M.K.,Puri; Jcint Director, ICA ROEC, who happened
to be in Manlla, was also 1nV1ted to meet the partici-
pants of the Workshop, While at the Workshop he gave a
brief talk on the recent trends and developments in

the Consumer Cooperative field in the Region. Mr A Pinlac,
Chief of the Training and Education Division of the

BOCD also explained briefly about the activities of the
BOCD in the field of training and education in the
country.




-16-

ICA~CUP SUB-REGIONAL WORKSHOP ON THE TECHNIQUES OF
AUDIO~VISUAL: INSTRUCTION AND DEVELOPMENT. OF TRAINING
MATERIAT~I., PHILIPPINES. JUNE 4~23 1984

WORKSHOP RECOMMENDATIONS

Based on the background material presented at the
Workshop, discussions held among the groups of
sparticipants, lectures: ‘delivered by resource persons,
observations "made during study visits, the Workshop
participants made the following recommendations for
the use of cooperative organisations, national coopera~
tive training‘'institutions, and the ICA with the hope
that all parties together and in collsboration with
each other could work in improving training and
education activitlies in the Region for the ultinate
benefit of Cooperators at the local level,

General

o

02

03

Keeping in view the gqod work done by the ICA .

and the ILO in the field of cooperative development,
with special reference to cooperative education

and training in Region, the Workshop was of the
view that s8till a lot of work needs to be done %o
evolve specific policy on codperative training so
that responsibilities are given to-National
Cooperative Organisations (NCOs) to provide
education and training facilities to members of
cooperative societies at the grass—root level.

There is a great need for developing a National
Cooperative Training Counecil/Committee for Coopera-
tive Training, within the framework of the NCO,

to .develop sultable training and education
strategies, programmes and their implementatlon.
These committee should be quite profe851onal in
their character.

Special efforts should be made in the field of
identification of manpower needs, training
requirements, training pensonnel training material
and hardware and the training of trainers/fleld
educators, )
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Estdbllshment of Nationmsl and Intefnatlonal* ‘

Tentre of Tralnlng Wanagement

o4

05

The' NCOs and the National Cooperative Tralnlng
Centres (NCTCs) should try to establish, in their
respective countries, a Natlonal\Centre of Coopera-
tive Training Management in’order fo provide
systematic and eppropriate educagtion and training
opportunities to cooperative training and education
staff, Assistence and collabcratlon of the ICA
could be sought ‘in this field.

The ICA, together with ite Member-Organisations in
the Region, should work towards the establishment
of anflnterna%ional Centre’ for Cpoperative Training

Managenent with a view td provi training
Programmes. *bf’cooperatlve trainers and. eduuators.
ok

Audlo-Visual Educsghken end’ AuBlo-Vishal. ALds

06

07

08

The NCOs. and NCTCs should lay more emphasis con
introducing more of audio-visual technidues in
their programmes, AV eguipments .and sofitware
should be pooled popether and they should be made
ServiceaBje and all facylty members should be
traineéd in the use of, such, equipment. Special
training programme$ should be condugted by NCOs
and NCTCs * Jn thls field with the help and ‘

collaboratlon of tpe IGﬁ ROEC., o

‘”‘J

In order 4o facilmtate the“work of ‘cooperative
trainers, Rédource Cantres/Medla Resgource Centres/
Audlo—V1sual Resource Centres should be developed
at the NC a.aqd NCOs . These, centres sholild equip
themselves with maﬁerlals llke :8lides; graphs,
graphic material, photogranhs, sketches, films,
ta.pes3 etq. etc.

Assistgnce in. the d@velopment «of such resource
centres can be obﬁalnad from technical agencies
like the hational uiiversities, teachers training
colleges, and Radio and Television Stations and
from the ICA ROEC..

R
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Library and chumentation Centres

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

Material Production Activitices

10 Recognising the fact that a large amounsSof

training and education material is already published
by various agencies and organisations in various
countries, and realising that there has not been
any real coordingtion and. collsboration in the

- production of treining- and education material,

the Workshop was of the view that the production of
training material should be systematised and, if
possible, centralised, in order to bring in quality,
uniformity ané a better coordination.. In this
context the Workshop reccmmended that NCOs and
NCTCs should try to establish Cooperative Training
lMaterial Production Units, In order to establish

. thesec centres or units, initial feasibility

studies and other preliminary support should be
undertaken with the support of the ICA ROEC

and other technical assistance agencies,

11 The main objective of such centres or units should
be 10 generate adcecquate and quality training and
2ducation materials for training and education
activities in varicus countries. The main activities of
such centres should be: adoption, adaptation,
adjustment, translation of existing material
produced by various national and international
organisations, production of handbooks, handouts,
lecture notes, and other material produced by
trainers within the country; production of audic-

- visual aids e.g., posters, charts, slides, OHP
transparencies, slide-tape programmes, public
relations material etc. In this context the
cxample of Cooperative Training Material Production
Unit in Indonesia could be worth a study and
adoption.
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In corder to establish. such centres or units, the
services of cooperative trainers who had partlcloa ed.
in various Training Methodology Coursées of the ICA
and this Workshop could be usefully utilised.

The Workshop suggested that various development
orgenisations like the Cooperative Departmﬂrt,
Cooperativé Unions and NCTCs could pool their
existing resources into oOne 51rgle Material
Produegbion Unit in order to csvoid durllca tion of
efforts and wastage of resources. 12¢ unit could be
adequately staffed with professicrals and provided
adequate funds for its operations.

In order to facilitate and guide the work in tha
magterial prodauction field, the workshop g*"07*‘"
recomisendad that the ICA dlqtr¢b1fe videly the

two docunents among the NCOs and NCTCs. These

documants ere: i) lanual on Production of Treinirg

:qﬂ;ageo and ii) Handbook for Production of Traiming -

Material, which were endorsed by the Workshop.

The workshop strongly supported the develourensy P

we? of training packages spproacn in educs sticnal

end training programmes. The Workshop aprreciaved
the work dona by the ICA-CEMAS and ILO-MATCOM in
this field.

The Workshop, while appreciating the production of

proto+yneftra1n1ng material by the ICA-CEMAS,

strongly suggestcd that greater efforts onDMTJ be made

to prov1de intensive Clearing fouse Services to

trainers in the Region. The ICA~CEMAS should provide
then with more information on developments in
trairving techniques and technology.

scellgﬂeous

s

The Uorkshop suggested thebt a natibaal register

or roster of experts and specialists in COﬂpe*ati“e
aducabion and training should be 1n1t1ated and

prepared to qndeﬁtake various au51gng£nts

The wWorkshop expressed its appre01uted and satistaction
the orzanisation and conduct of this Worishop mnd
suggested that such training opprortunities should be

fered to a greater number of trainers in the Region,

[

4
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The Workshop expressed its gratitude and gppreciation
to tue workshop Director for professional conduct

of the Workshop, and to the Cooperative Union of the
Philippines, for providing en efficient secretariatb
and other supporting facilities in the conduct of
this Workshop. :

The Wworkshop strongly suggested that the reports

of iorkshep~I ahd Workshop-II should be distributed
widely in the Region in order to generate a good
and positive climate towards developing audio-
visual and cooperative training material production
pregrammes and activities.,




_21..

"WORKSHOP PROGRAMME

Sunday., June 3 j984

Arrival of Participants.
Stoy at Bayview Plagza Hotel,
Workshop venue at Bayview Plaza Hotel.

Monday, June 4 1984

‘0900 - 1200 01 Registration and Inaugural

Inauguration of the Workshop

= Ms Nelia Gonzales, Chief of the
Bureau of Cooperavive Development
Goverhment of the Republic of the

Philippines
1200 - 1400 Tunch bresk )
1400 = 1700 General Introductions

Working Methods
Practical Arrangements

- Mr Daman Prakash, Workshop Director
-~ Attty Manmuel F Verzosa, Sec-Gen., CUP
- Ms Nelia Hernandez of the CUP

Tuesday, June 5 1984

0900 - 1000 02 Workshop Objectives and Introduciions
to Workshop Background Papers
- Mr Daman Prakash

1000 - 1200 03 Presentation of Country Paper/Singapore
- - Mr T.H. Nga

1200 - 1400 Lunch break

1400 -~ 1700 O4 Cooperative Education and Training in

the Philippines - Use of Training
Mevhods and Aids : Panel Discussion
= Attty Manuel F Verzosa of CUP

- Ms ILennie Manzano of ACCI

1700 =~ 1900 ‘ Discussign on the above.



Wednesday, Mne 6 1984

0900 - 1030 05 Preséntation of Country Paper/Malaysia
- Mr Mas Aziz
s Hayati MA& S5alleh

1030 = 1200 06 sudio~Visual Aids : Classification,
\ Availability, Their Production and
Utilisation
. - Mr Daman »rrakssh
1200 -~ 4400 Lunch bresk
1400 - 4700 07 Use of Tralning Aids in Adult Education
with special referente %o cooporative
education and {raining
- Mr Servando GJrcia .
[ XY . .
1700 - 1900 08 Presentvation of Country Paper/Thailand

- Ms Anpel Luangpirom
7 = Mr Surin Prechuasart

Thursday, June 7 1984

0900 - 1200 09 Photography and Reprogrzprics -
imltiplication and Levelopment of
Training Matérial (with special
empha51u on use of pho+o::aphs)
~ Mr Doane Gsalila

1200 - 1400 ' Lunch break ~

1400 = 1700 Practice Session (Handling of camera,

' _ all about the films, processing etc.)
1700 = 1900 | 10 Presentatioh of Coudtry Paper/Indonesia

‘ - Ir Ngatiyo Ngayoko-
Friday, June 8 1984

C9CC - 1100 11 Presentation of Country Paper/Philippines
- Ms BEstella BSoriano
- Ms Victoria Abril
- Mr Gonzalo Saljvatierrz Jr
- Mr Fredie B& tlome
1100 ~ 1230 12 Resource Cent%e Library, Documentation
Centre and Lnformqtlon Centre in the
Service of Cooperative Trainers
- Ms Digna Mendoza

1230 =~ 1ﬂ00 Lunch bresgk
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1400 - 1500 1% Presentation of Country Paper/Korea
-~ Mr Huh Sun
1500 = 1700 14  Cooperative Training Material Production

Unit atv Puslatpenkop in Indonesia
- A Case Study
- Ir Ngatiyo Ngayoko, and

.. - Mr Deman Prakash

1700 - 1830 Dies sion on the above.,

Saturday, June O 1984 h

0900 -~ M200 15 Grzphic Aids -~ Simple Visual Aids with
spscial reference to low-cost training
material development
- ks Iva Penamora

1200 - 1400 Lunch Break

1400 - 1700 Practice session on Session 09, and
sigbt~seeing trip to the city of Monila

-

Sundoy, June 10 1984
' Holiday
Monday, June 11 1984

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

1200 - 1400 Iunch bresk

1400 = 1700 17  Layout and De81gn;ng ~ Production of
Simple Material
- Mr Damsn Prakash

Tuesday, June 12 1984

0200 - 14200 18 Development of Cooperative Training
and Education Materials., Approachy
Methods and Techniques. Special emphasis
on ICA-CEMAS and ILO-MATCOM.
~ Mr Daman Prakash
~ Mr Alfredo Sanchez, Manager, Centro-
Escolar University Consumer Cooperative

Afternoon FREE (Philippines Netional Day)
Wednesday, «June 13 1984
0200 - 1200 19 Script Writing. Techniques of Simple

Writing for training materigl for adults
- Mr Rogelio de los Santos

1200 ~ 1400 Imnch break
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1400 ~ 1700 Yisit to the Graphic Arts Division of
the National Production Centre, TV-IV.

- Screen printing practical work
- Multivision demecnstration

1730 ~ 1830 ~ Practical matters
- Group formations o
- Information on study visits
Thureday, June 14 1984
0200 -- 1800 Study Visite:
- hgricultural Credit % Coops Institute
- Intvernaticnal ERice Research Instibtute
Friday, June 15 1984
0S30 - 1800 Study Visits: ,
~ Kodsk (Philippines) Inc
- Philippines Universities Adudic— )
Visual Centre {(Far Eastern University)
~ PC~INP Cooperative Credit Inc
Saturday, June 15 1984

0600 ~ 120C 20 Presentation of the draft of the Manusli
on Production of Training Packages based
on Audiovisual Aids
- Daman Prakash

Group discussion on the above,

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

Sunday, June 17 1984
Holid&y

Monday, June 18 1984

0900 - 4000

Gencral review of study visits and

impressions/experiences gained.

s~ General discussion

1000 ~ 1200 21 Development and Application of Training

Packages in Cooperative Education and

Training - A Concebt

- Ms Hoyati Md Salleh
(Participant-Resource Person)

hd

1200 -~ 1400 Tunch Break
1400 - 1500 22 Practical Assignments., Methodology of

working+in groups to produce trairing
packages.,
~ Mr Daman Prakash & Ms Hayati Salleh
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1500 - 1700 23 Cooperative Union of the Philippincs,
its corporate plan, strategies - national
and international context.
~ Gen Arcedio S Lozada, President of the
Cooperative Union of the Philippines Inc

1700 - 1900 24 Assessment of Photographic Assigmments
- Mr Doane Galila Resource Person
~ Gen Arcadio Lozada -dJudge

Mr Daman Prakash . -=Judge

- Mr Servando Garcia -Judge
- Ms Nelia Hernandez =-Judge
Tuesday, Junc 19 1984

0900 - 1300 Visit to the Television Studios of +the
* Centro-Escolar University for practical
work on:

application of simple writing
handling of video and TV equipment
production of TV programmes (2 progs)
genergl discussion

Guided by:

~ Mr Rogelio de los Santos
- Mr Daman Prakash

LI T B

1300 = 1400 Lunch break

1400 - 1800 Prac'tical Assignments

Wednesday, June 20 1984

0900 - 1700 Practical Assignments

Thursday, June 21 1984

0900 - 1200 Practical Assignments

1200 - 1400 Lunch break

1400 ~ 1700 25 Comments and discussion on the draft of
the Handbook on Development of Training
Material

-~ Group reporting
Friday, June 22 1984

0800 - 1100 26 Summary of National Papers. Group
wors and reporting. '
- Chnairman: Mr T.H. Nga
~ Zecretary: Ms Hayati Md Salleh

1100 - 1200 Enc-of-the Workshop Evaluation.



1200 - 1400 Lunch bresk

1400 - 1500 27 Presentation of selected training
packages produced during the practical
assignments

1500 - 1700 28 - Presentation of Evaluation Report
~ General introduction by Mr M.K.Puri
- General introduction by Mr A Pinlac

1700 - 1900 29 General assessment on the Workshop

and discussions.

Saturday, June 2% 1984
0900 -~ 1200 30 Workshop closing formalities.
~ Chief Guest: Gen Arcadio S Lozada

General reporting & Summary: Mr D Prakash
Concluding Remarks: Gen Lozada
Distribution of Certificates

Distribution of Photo Contest Prizes

Afterncon FREE

L I

Sunday,'June 24 1984

Departure of participants from Manila.
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PARTICIPANTS

*I. Participants to the Workshop

01 Ir A. Ngatiyo Ngayoko, Trainer
PUSLATPENKOP (National Cooperative Training
and. Development Centre)

Komplex Puslatpenkop
Jalan Gatot Subroto, Jakarta Selatan.
Indonesia

02 Mr Huh Sun, Manager
Education Division
National Agriculture Cooperative Federation~NACF
75, 1st st., Chungjong-Ro

Jung-ku
SEOUL. Republic of Korea
03 Mr Mas Aziz Mas Mohammad

Assistant Director, Education/Publicity
Department of Cooperative Development
Jalan Mahameru, KUALA LUMPUR

Malsysia

o4 Ms Hayati Md Salleh, Lecturer
Cooperative College of Malaysia
10% Jalan Templer
PETALING JAYA. Selangoxr Malaysia

05 Ms Victoria O Abril, Lecturer
Junior Auditor
Philippines Federation of Credit Cooperatives Inc
42th floor, C.I.T,
Santol St.Mesa., MANTILA
Philippines

06 Ms Estella M. Soriano
Chezirman, U.P. Visayas Cooperative Credit Union, Inc
University of the Philippines/Visayas
ILOILO CITY. Philippines

o7 Mr Fredisindo M. Bartlome, Chairman
Education and Training
National Capital Region Union of Covperatives Inc
San Juan Municipal Building
San Juan, METRO MANITA
Pnilippines




08

09

10

11
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Mr Gonzalo A Salvatierra, Jr
Training Officer

Visayas Cooperative Training Centre
2nd floor, Guadalupe Coop Building
170 M.Velez St., CEBU CITY
Philippines

Ms Ampai Luangpirom, Chief
Periodicals and Publishing Section
Cooperative League of Thailsnd

4 Pichai Road, Dusit, BANGKOK
Thailand

Mr Surin Prechasart, Artist
Cooperative Lengue of Thailand
4 Pichai Road, Dusit

BANGKOK . Thalland

Mr T.H. Nga

VITCO

Assistant Menager, Development & Training

NTUC INCOME

Trade Union House Annexe
Shenton Way, SINGAPORE-0106
Republic of Singapore

IX. Observer-Participants to the Workshop

12

13

Mr Marlito P Tuzano, Accounts Clerk

PC/INP Cooperative Credit Union, Inc

Camp Crame, QUEZON CITY
Philippines

Mr Wilfredo M Pascua, Menager

PC/INP Cooperative Credit Union, Inc

Camp Crame., QUEZON CITY
Philippines

IIT. Resource Persons to the Workshop

14

Gen Arcadio S Lozada, President

Cooperative Union of the Philippines Tne

Room 400-G Delta Building

West Avenue, QUEZON CITY. Philippines
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16

17

18

19

20

21

22

IV
23

oo camcm e
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Atty Manuel F. Verzosa
Secretary-General
Cooperative Union of the Philippines Inc.

Ms Lennie Manzano, Lecturer
Agricultural Credit and Cooperative Institute ACCI
University of the Philippines
College, LOS BANOS Laguna
13

Ms Digna Mendoza, Executive Director
Philippihes University Audio Visual Centre
Far Easte.n Univergity, MANITA !

¢
1

M Lourdes P Gutang, Vice-President
Academic Affairs
Far Eastern University, MANILA

Ms Eva Penamora, Chief

Graphic Arts Division

National Media Production Centre
Bohol Avenue, QUEZON CITY

Mr Doane Galila
Consultank -~ ==
United Laboratories
Makati, METRO MANILA

Mr Servandq Garcia, Officer-in-Charge
National Capital Region Union of Cooperatives Inc
METRO MANIT.A

Mr Rogelio de los Santos
Presidential Assistant
Ministryof Public Information
QUEZON CITY - i

Workshop Directgg

Mr Daman Prakash

Education Officer-AVa .
International Cooperative Alliance
Regional Office for South-East Asia
43 Friends Colony

New Delhi 110065. India
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V. Secrebariate to the Workshop

24

25

26

Ms Nelia A Hernandez
Programme and Operation Officer
Cooperative Union of the Philippines Inc

Ms Carmen M dela Rosa
Cooperative Union of the Philippines Inc

Mr Saturnino dela Cruz
Cooperative Union of the Philippines Inc
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BACKGROUND MATERTIAL

@istributed at the Workshop

01

02

03

O

05

06

07
08
09
10

11

94

15

fudio=-Visual Aids and Their Application in
Training and Education - Daman Prekash

Manusl on Production of Training Packages baced
on Afudio-Visual 4ids (draft manuscript)

Using Illustrations in Producing Cooperative
Education and Training Material - Special emplaolo
on Visualisation - Daman Prakash

Need for fudio-Visual Technology in Teaching.
Synopsis, Compiled by Daman Prakash

Development of Cooperative Tralnlng Material
- dlethods and Technigues. .4 Handbook, (draft
manuscript). Developed by Daman Prakash

Simplifying the Process of Teaching and Learning
4imong the Adults - Teaching Methods and aids.
~ Daman Prakash

The Demonstration Teaching Method.
Training Management - R.B. Rajaguru
Monitoring and Evaluations - Marimuthu & Ramaiah

CEMAS for bthe Improvement of Cooperative Education
and Training at Local Level - An Introduction.
~ Daman FPrakash

Cooperative Societies are Like Human Beings =~
An Exaomple of an Extension Material from Indonesig
—- Daman Prakash

Low Cost Training Material and Training 4Aids
~ Daman Prakash

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

Communication and the Cooperative Teacher = .\
Handbook = Daman Prakash

Application of Communication Media in Coopecrative
Member Education/Extension = Daman Prakash

brganlslng Your Educational Media Programme
= Far Eastern University, Manila.




A description of the cooperative
education and training activities in the
Philippines being given by

Ms. Lennie Manzano of the
ACCI-UPjLB.

PCSM
rmrniml

WORKSHOP
ACTIVITIES

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

Production of artworkfor a
Training Package by Fredie Bartlome.



Participants busy in their
practical assignments

(Right) Ms Ampaifrom Thailand
and Victoria Abrilfrom the

Philippines.
(Below) Mr. Ngatiyo Ngayoko

from Indonesia.

A group of Workshop participants
discussing their work assignment.



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

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



Participants seen handling the
television equipment at the

TV Studios of the Centro Escolar
University.

A group photograph of the workshop
participants.
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PART-IT

This section contains some of
the core background and working
papers; summaries of some
selected papers; A Brief Note
on the Indonesian Material
Production Unit; A Select
Reading, which may be of
reference wvalue.

ICA-CUP SUR-REGIONAL WORKSHOP
ON TECHNIQUES OF AUDIO-VISUAL
INSTRUCTION AND DEVELOPMENT OF
TRATINING MATERTAT-I.

MANILA, PHILIPPINES. JUNE 1984
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TRAINING MANAGEMENT§
R.B. Rajaguru

01 The aspect of training to ensure a more efficient
and a more member—-need-oriented service through coopera-
tives has continued to grow in importance over the last
several decades. Many a cooperative system has sought to
improve performance by setting up suitable structures

in the training sector, but overall, in many situations,
the agpproaches have been somewhat rudimentary and ad hoc
and the continuing .eomplaint againsT cooﬁéxa%ivcs remain
one of disinterested and indifferent service by a staff
that has no commitment. On the other hand the range of
services rendered by cooperatives has continued to grow
and there is an increasing emphasis for the professionali-
Sation of management. Over the last decade the national
cooperative movements, the ICA, ILO and others have
mounted several programmes, both at regional and national
levels to examine the problem indepth and find workable
solutions. All these efforts have shown that "training"
cannot be treated as an isolated activity = it forms

an integral part of a total approach to ccoperative
development and needs to be treated on long-term
perspective. The purpose of this paper is to, focus
attention on the various aspects which will lead to better
training management and is intended basically as a paper
for discussion with the hope that the Workshop will be
able to identify strategies which will be implementable
in the national situations, in the short run,

Overall Objectives

02 In apprbach the subject of Training Management,

it would become necessary to broadly 1dent1fy the overall
obJjectives of cooperative efforts. What is it that is
sought té be done by and through cooperatives? In thls
regard there could be various interpretations and
definitions, and it is not the intention of this paper

to examine these. However, far the.purpose~of ,this paper
the overall -objective of cooperatlve effort Would be taken

§The paper was originally presented at the ICA-SEASPECT
mecting held in Kuala Lumpur, March 1984, by Mr R.B.
Rajaguru, ICA Regional Dlrector for uouth -East Asia. The
paper Was distributed among the participants of the ICA
sub-regional workshop on Audio-Visual Aids and Material
Production, Manila, June 1984, for discussion and
1nformat¢on.
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to mean the evolution of structures with a strong base

of an involved and participating membership, who through
democratic means, seek to satisfy their various needs,
economic and 8001al by a careful and participative
management of the structures which they have set up. This
effort would lead to various types of linkages, both
vertical and lateral, and various types of collaboration
at various levels with the government, banks, other
voluntary organisations etc. and would involve the
employment of staff, who may or may not bc members of the
cooperatives themselves, The overall effort would lean to
the satisfaction of their various-needs and tc a better
quality of life for the large mass of the membership. In
this context Management of Training would be a composite
one, with the focus stretching over the membership, their
elected leaders, their employed staff, the government
functionaries concerned the tralners institutions
concerned with training and a host of others The total
effort, however, would be one that seeks to ensure a better
quallty of llfc to the primary target group - the large
mass of the membership and the achievement of this ‘through
conscious participatory involvement in the development
process.

Needs

03 The achieve the overall objective of cooperative
effort, as mentioned above, one would have to ensure

the effective interaction Between a whole host of inter-
related organisations, functionaries and functions..In
this paper attention will be focussed primarily on those
facuoro, which have a direct bearlng on Training and
Training Management These_ are in general the findings
of the various 51mp051a and workshops held by the

ICA and the ILO in this regard.

i) The need for a Training Policy = with the
cooperalives becoming more and multlpurpose in nature,
and also large in size, there is an increasing need £or
more and more staff who can perform effectively. Even
if one gets "trained" they need t5 Bé trained to work
in a cooperative environment. In view of the complex
problem that arise, there is a need to evolve zn
accepted policy on cooperative training, which is
acceptable to the large mass of the cooperators.
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ii) The identification of manpower needs and
training requirements. How does one evolve a sultable
policy and a plan of action unless one knows what the
nature of the problem is. It can safely be said that
the ad hoc approach by individual cooperatives or
groups of cooperatives to the problem of manpower, has
complicated the issues regarding training and manpower
development. However, a basic fact remains - and that is
that if a conscious approach is to be made, one has to
assess the situation “as is" and to project the needs
over a time span projection of at leasf five years, to
develop suitable strategies to meet the manpower needs,
This remains a vexed problem for many a cooperative
movement, primarily because of the lack of systems and
the absence of. perspective planning within the coopera-
tive system -itself. Many a cooperative movement has been
called upon to perform in various fields, dependent on a
govermment policy or programme which necessitates the
induction of a large number of staff in the short run -
and when the government changes, the cooperatives have
had to carry the burden of some staff that is not
generally usable except in emergencies.

iii) Identification of training needs. This is
a very complex problem as the cooperatives now perform
a wide variety of functions and consequently employ
staff with different kinds of skills. .

iv) Determining the way in which the training needs
are to be met. This is another complex area needing
careful examination of the needs and matching the
methodology with the needs in the most cost effective
manner, What do we r2ed? Elaborate training insti-
tutions, or on-the-job training? Short courses or long
courses? Theoretical and conceptual or practical and
job~related? Diploma, graduate or post-graduate
courses, or basic skills development? And a whole host
of related questions.

v) What of the trainers? How do we acquire,
train, develop and maintain good trainers? For that
matter who is a good trainer and how do we provide the
necessary orientation to the trainers we use in our
training situations? Should trainers be purely .
academicians with high qualifications, or should they be
conversant with the actual field situation. How do we
expose them to the live field situation?
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vi) Training materials and equipment. How do we
match these with the needs for training identifies to suit
the various levels of training involved. Who will produce
such materials. How do we train persons to use equipment
effectively?

vii) What of the cirriculum to be used in
various training programmes. How do we make the curriculum
relevant and meaningful. Is this a one man/small team
academic exercise, or is this a participatory effort
involving the trainer and the user of the trained persons?

viii) What of the persons to be trained? What are
their problems and needs? Are they properly motivated lot?
Is the working enviromment conducive to effective per-
formance? What action is necessary to provide atbractive
service conditions and security of service and career
development prospects.

ix) What of the complex problem of Board/Manager
relationship? How do we evolve a working hypothesis
which permits professional management to perform effectively.

x) What of the member-owner of the cooperative
itself? How do we get him to understand the need for
professionals in management. How do we get him to
recognise that a satisfied workforce means more
effective performance?

/
xi) The all-pervasive government functionary,
How do we get him to accept the fact that professionalisa-
tion of management is not a challenge to his area of
authority. How do we work.towards peaceful co—-existence?

xii) What of the policy-makers - both in
government and among the elected cooperative members -
especially at the higher echelons. How do we inspire them
to make objective decisions in regard to the total need.
How do.we get them to evolve strategies and to effectively
implement them?

o4 These, and perhaps many more, are the types of
issues which have a direct bearing on the aspect of
Training Management, on which this paper seeks to focus
attention on. It is the contention of this paper that unless
approaches are made on a broad spectrum, and with
objectivity and vision, the vital aspect of training is
likely to remain one which is poorly managed in many
situations.
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Some Recommendations

05 The various symposia/workshops referred to
earlier made somé basic recommendations which would
help in better training management. These are mentioned
here for the consideration of this Workshop with hope
that they can be critically examined and guidelines -
formulated.

i) In many situations, training is a function
carried out by several institutions and functionaries.
There is a need for an overall agpproach and this gives
rise to need for a National Council/Committee for
Cooperative Training, which will consist of policy-
makers, trainers, users, academicians etc. It could be
the forum in each country to develop suitable strategies.
Where and how and by whom it would be set up would
depend on the local situation.

ii) Manpower survey unit to be set up at
national level to continuously assess manpower needs.

iii) The setting of a manpower planning unit
and data bank(s). There is a diversity of opinion in
this regard - whether there should be only or.e unit or
several at several levels - the decision being dependent

on local situations.

iv) The setting up of a National Institute of
Cooperative Education 'und Training - which will coordi-
nate activities on this sector, develop suitable
curricula - train the trainers produce materials etc.

v) The sétting of a centre for materials
production - some are of the view that this should be
a separate unit, but functioning in collaboration with
the national institute.

vi) National Institute for Cooperative
Teachers Training. Some - are of the view that this
too should be separate, but work in close collaboration
with the National Institute.

‘ vii) Setting up of a Management Consultancy
Unit either within the national cooperative organisation
or as a separate unit, to assist in implementation, of
various programmes at various levels.

f
viii) Setting up of suitable mechanism to
monitor and evaluate periormance at society level to ensure
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that the members benefit from the services of the better
trained \staff/or in the alternative to identify strengths
or weaknesses and provide the necessary feedback to

constantly review and update training programmes.
\

ix) Setting up of wings at national cooperative
organisations and its lower level affiliates level To
develop effective member education of relations approaches
and to link the edugation to ongoing cooperative activities
and to future needs. The effort would aim at getting a
closer relationship between the member, the society and
its staff and management.

x) Reorient training programmes for the
government functionaries to enable them to better under-—
stand their role as facilitator rather than the present
one that is commonly held of being the controller,
regulator and manager.

Conclusions

06 Training Management, when taken in broad pers-
pective, is a complicated affair, Any meaningful and
effective approach to the subject would depend funda-—
mentally on the breadth of understanding at several levels
and in particular at the level of the policy-maker and
those who influence policy decisions. It 1s in this
context that the National Training Institutions, as
already existing, their directors and pr1nc1pals and
possibly SEASPECT (South-East Asian Specialist Group on
Cooperative Training, is a regional forum of the ICA
Regional Office) as & group has a vital role to play in
focussing the attention of the national ministries and
departments concerned with cooperatives, the national
cooperative organisations and their affiliates, the
government functionaries and others concerned, of the
immensity of the problem facing the cooperatlves and the
urgent need to take effective action, if the expectations
of large mass of the people for a better quality of

life through ccoperative effort are to be meaningfully
realised, at least within a reasomable period of time.
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NEED FOR AUDIOVISUAL TECHNOLOGY S
IN TEACHING

Synopsis

Introduction

Years ago we changed visual to audio-visual
education and then we removed the hyphen. We
changed aids to materials, and quickly discarded
nulti-sensory materials. We did not like teaching
tools either. Instructional materials and curriculum
materials seemed to be too inclusivé, and besides
in them we tended to lose sight of the newer
technological developments.

Hence we now like to rcfer to technological
materials, instructional technology, audiovisual
communications, learning resources, and also to
instructional or educational media, or new
educational media. It also seems proper
technologically to adopt the term instruments as
an inclusive expression for equipment and machines
such as projectors, record players, tape-
recorders, and the hardware of the so-called
teaching machines.

Audio-Visual Materials

The expression audiovisual materials will

refer to those teaching materials, some real, Some
graphic not solely dependent upon words as a predomi-
nant source of meaning for the observer. Such materials
include field and classroom study of real things:
demonstrations and dramatization; objects, models and
mockups; displays and exhibits; television programmes
and motion pictures; lantern slides; transparencies
for overhead projector; sound and silent filmstrips;
projected study prints and other illustrations

opaque projections); objects for a microprojector

both slides as well as animate or inanimate specimens);
photographic enlargements; text and pamphlet

§source: Fundamentals of Teaching with Audiovisual
Technology, Carlton W.H. Erickson. 1965, The
Macmillan 6ompany, New York
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illustrations; magnétic tape and disk recordings;

and graphic portrayals such as maps, globes,

graphs, charts, posters, diagrams, and cartoons.
Whenever it is used, the expression audiovisual materials
will refer to all or combination of the items listed
above.

Instructional Materials

The expression instructional materials is a
broader term than audiovisual ‘materials. It includes
in addition to audiovisual msterials such printed
materials as textbooks, pamphlets, documentary
leaflets and reports, sheets of special directions
for problem solving, and programmed learning
sequences for use with or without machines. When
using the term instructional materials, we must
be careful to include in its mcaning all
instructional materials. T

What is the relationship of audiovisual materials
to programmed learning sequence, or to teaching
machines, to use the broader term? Specifically,
audiovisial materials may serve as rich resources
of illustration and sensory experience for the
verbal frames of a programmed sequence, Sometimes
a teaching machine with hardware is designed %o
communicate through a combination of media such as
a magnetic tape for language and a sound-effect
sequence presentation as in music, even adding a
still picture frame for reference by the pupil.

Technology

Tcchnology is an inclusive term that is as
broad as the totsal srcientific, economic, and
industrial development of our country and of the
entire world. When we consider a specific segment
of the total technological development, for example,
the technology that is involved with instruction,
we must use a new term, instructional technology.

Tcchnology: "A systematic body of facts and
principles related to a comprehensive, practical,
and useful end. The term is not limited to industry
or to engineering. The principles of effective
teaching (pedagogy), for example, comprise a
technology. The actual processes of manufacture

in a given industry or plant.®



Instructional Technology

Technology is an inclusive term that refers to
both the materials and the instruments, and even
to the instructional system to be used with them.
Every teacher knows that a motion picture projector,
is of value only as the projected films change the
behaviour of viewers in desirable ways, and what
the teacher says and does in terms of systematic
application of principles is also a part of a
technological whole.

We use the expression instructional techaology
because it does have mechanical and electronic
connotations: however, we are also using this
term because it is a broad one that includes the
-entire range of both old and new teaching materials
that we now call audiovisusgl materials.

Media

Let us turn to two related puhlished
definitions of two of these expressions, Educational
media is one, and new educational media is the
other,

Bducational medis:"...as these things which are
manipulated, seen, heard, read or talked about,

plus the instruments which facilitate such aclivity.

Educational media are both tools for
teaching and avenues for learning...".

New educalbional media:"...to describe pertinent
materials and technonlogical devices:TV,
teaching machines, programmed learning material,
electronic learning laboratories; it also
includes many well=-established audiovisual
media such es motion pictures, filmstrips,
slides, and recorders,"

Roles Played by Auciovisual Technology

Role “: Audiovisuel technology provides
the teacher with the means for
extezding the hcerizon of experience.
Role 2: 'Audicvisual technology helps the

teactier provide meaningful sources
of i~formation.



Role 3:

Role 4

Role 5:

Role 6:

-l D=

Audiovisual technology provides the
teacher with interest—-compelling
springboards into a wide variety of
learning actitities.

Audiovisual technology assists the
teacher in overcoming physical
difficulties of presenting subject-
matter,

Auvdiovisual technology provides the
teacher with rich sources of

pupil purpose when communicative
materials are produced Jointly by
pupils and teachers.

Audiovisual technology provides the
teacher with a kit of tools to carry
out diagnostic, research, and
remedial work demanded by upto—date
instructional purposes.
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AUDIO-VISUAL ATIDS AND THEIR APPLICATION
IN TRAINING AND EDUCATION PROGRAMMES

Daman Prakash

Introduction

01 In any teaching—-learning situation the role of
audiovisual aids cannot be overemphacsised. This assumes
greater importance when we talk abhout the cooperative
education and training activities., In the education

of members of cooperative organisations an instructor
faces various situations., A majority of members of
primary cocperative sccieties in many of the developing
countries are-unfortunately dilliterate, yet they form
a legal socio-economic organisation called the
"cooperative society". By virtue of their being the
members- of this organisation they have to perform
certain duties and take care of certain legal
formalities. Unless they are aware of the importance

of their rights and duties, cooperative organisations
cannot be true democracies. This makes the task of the
cooperative instructor/cooperative educator/extension
worker still more difficult and delicate.

02 Besides adopting the lecture method or face—-to-
face communication techniques, an educator has to rely
on certain other cemmunication channels, Audiovisual
"aids and training methods, therefore, come handy

and they should be applied in communicating ideas

more and more,

0% The use of communication media and maberial
is also used quite a great deal in the training of
employees of cooperative societics, The faculty
members of national and other cooperative training
1nst1tut10ns have good knowiedge of subject-matter,
but they often lack competence in training
methodology. Such teachers and field educators need
fraining in communication methods and materials.

What are Audio=-vicual Aids?

o4 AudiovisUgTzids or visual sénsory aids help
our senses of hearing and seeing to enable us to learn
effevt1VQLy. Through these aids the process of
learning gains speed. They help in the process of
communicaticn. A simple classification can be:



VISUAL AIDS Projectors, slides, filmstrips,

pictures, posters, graphs,
display boards etc,

AUDIO AIDS Radio, record players, tapes,
microphone etc,
AUDIOVISUAL AIDS = Motion picbtures, television
ACTIVITY AIDS Demonstrations, dramatisation,
puppets, wayang etc.
05 Audiovisual aids are necessary and useful
because these alds:

make communication easier and more realistic
accelerate and vitalise the process of

. communication

-

stimulate interest and motivate persons
for further communication

compel (rather hold) attention

cover more subject-matter in a shorter time
thus save time in communication system
enrich communication .
can reach many people one and all at the same time
can be used at all levels

overcome barriers in communication such
as distance, time, size, shagpe, very slow
and fast motion, hidden things

motivate persons to follow up activities and
action.

Properties of Audiovisual Aids

*
'y

06 Generally speaking, audioviaual aids and materials
have the following five principal propcities:

1

2
3
4

Ability t6 help promote perception
Ability to help promote understanding
Abilipy to help promote transfer of training

Ability to provide reinforcement or knowledge
of results, and

$
Abilitr to help retention,
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07 Everyone agrees that teaching methods, if
associated with audiovisual aids, could bring very
encouraging results. (see FIGURE-I). Schools and
colleges have improved their results. Researchers
have made use of audiovisual aids with advantage.
These are the points which have been made by
researchers about the audiovisual aids:

~ They supply a concrete basis for conceptual
thinking and hence reduce meaningless words
responses of students

- They have a high degree of interest for
students

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

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

- They develop a continuity of thought

~ These aids contribute a growth of meaning
and hence to vacabulary development

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

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

Application of Audiovisual Aids

08 Audiovisual aids are the ones which the

teacher often (?) uses to make the communication
effective. These are the vehicles of communication
and the "non-traditional" teachers have been making
use of these aids in order to help their students.
Training aids, which are audiovisual aids, can be
broadly grouped into two: PROJECTED AIDS and
NON-PROJECTED AIDS. Some teschers use more of slide
projectors, films, overhead projector transparencies,
while the other make use of graphic materials e.g.,
linesy outlines, drawings, illustrations, graphs,
charts, comics, photographs, maps and so on. Some

make use of the commencially produced and standardised
aids while some make their own aids and they make them
on the spot. Some lines and illustrations are drawn
on the flipchart and that does the Jjob well.
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09 It has also been noticed by many teachers that
making use of audiovisual aids together with various
methods of training and teaching, enhances the learning
process and the intensity of learning gradually
increases. (see FIGURE-II). Lecture method, if combined
with discussion methods and proper audiovisual aids,
can bring better experience to the methods and proper
audiovisual aids, can bring better experience to the
learner, and that is the precise aim and purpose of
using audiovisudl aids,

10 We will discuss here some of the simple audio-
visual aids which can be effectively and usefully
applied in braining and education activities.

Chalkboard/Whiteboard: It is also called "blackboard".
It has beén in use from time immemorial and no teacher
can think of holding a class without there being a
chalkboard in his classroom. It permits creative and
simultaneous illustration of ideas by the speaker.,

Very valuable for listing, simple drawings, emphasising
a point and stressing. It is highly flexible. Black

or grey or light green background is commonly used
with white or colour chalks. It can be permanently fixed
on to the wall or on a stand so that it can be
transported easily. A folding or rolling chalkboard

is also available and used.

Charts and Graphs: Various types of charts and graphs
can be made by the teacher himself. These are used

to show growth, trends, comparison and statistics. A
combination with visuals is also possible, Some of
them are bar graphs, circular graphs, pictorial graphs,
etc. These are particularly valuable in communicating
statistical information. )

Maps, Globes: These are used to locate locations,
charting out information, movements and geographical
relationships.

Exhibits: Bulletin boards, dioramas, etc. Exhibits pro-
vide a lot of information %o the stuéents and the tegcher
can use them with a very great advantage. He can

involve the students to collect, arrange and label
exhibits and corelate them with the topics being
discussed., Provide concrete examples of wide range

of objectives, Permits organisation in terms of
fuictional operations, developmental sequence, categories

etc., Objects and display materisl can be examined
closely.
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Puppets: Permit creative portrayal of situations.

Very effective to handle a general topic either in the
classroom or outside the classroom. Most effective in
rural settings and among the school children. The
teacher can construct these and involve the participants
in their construction. He can inform the people the

" methods and construction and their application.

Motion Pictures: It is audiovisual, which means it
conveys a very effective meaning and the communication
is durable. The teacher employs it in connection

with some complicated points. Provides a lot of )
experience and involvement. It provides a wide range
of knowledge and experience., Condenses and selected.
Makes possible visualisation of realities which are
otherwise out of reach. It conveys movement, lays
stress on verbal communication as well as on cues

and gestures, Available in 8mm, ‘16mm, 35mm and 7Omm2
gilent/sound, Black & White/colour. Also available i1in
a variety of languages. It is, however, very
difficult to locate relevant films. It is difficult
to alter, as the entire sequence is woven around one
specific theme.

Slides, Film—Strips: Well-planned themes could be
woven around a set of properly exposed slides or
picture frames., Eash slide can be interpreted
differently. Teacher can involve himself more in
communication. Permits personal interpretation and
expansion of visual experience. Visual images can
be enlarged greatly and held indifinitely. Images
can be brought back for clarification and discussion.
Slides can be removéd from the set and replaced,
if needed. New slides can be added. Slides can be
also linked with a tape-recorded commentary with
the help of tape-synchronisation process.

Photographs: These provide permaneént visual records
ol sltuations. Very clcose to realities and can be
used over and over again. Black and white and

colour reproductions. Can be enlarged or recduced.
Always interesting and help in retention of knowledge
and interest. Teacher can produce them by himself

and also can obtain from the market and from the
already printed material. Combination of photographs
with charts and graphs can be effectively achieved
with some experience and imagination’.
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11  'Some other aids are: Radio and telcvision,
video recordings, gramophone records, tape-
recordings etc.

12 It is extremely necessary that the teacher and
the extension worker or the field educator gets
himself thoroughly acquainted with these teaching aids
and makces use of them. These aids are for use and
constant use. These aids are not complete by
themselves. They have to be manipulated by the teacher
to achieve his objective -~ better communication.

Conclusion

1% Audiovisual aids are the vehicles of communica-
tion. They cannot replace the teacher. They help the
teacher to handle his subject-matter more effectively.
They cannot be used in isolatiqon. They have to be well-
knit with the training methods. Audiovisual aids .include
projected as well as non-projected aids. Projected aids
tend to become expensive as well as complicated

and need qualified staff to operate and use them., The
non-projected aids are the graphics and very little
training is needed to make them and to apply them. They
are simple, cheap and effective,

14 Cooperative trainers, whether in the field
or in the classroom, should maske use of audiovisual
aids in combination with relevant training methods
in order to be effective communicators.

LN




HOW DO I SELECT AND USE AUDIOVISUAL MATERTALS?

§

Ms Lourdes P Gubtang, Vice-President, Academic Affairs
Far Eastern University, Manila

T Selection of Audiovisual Materials

A.

Know your teaching purpose

- To introduce a unit, or .

~ To teach specific facts during a unit, or
- To clarify understandings of concepts, or
= To help in teaching a skill, or

- To summarise a unit.

Know your group
- Your group’s past experience

. = The understanding your group has

- The interest your group has
- The additional experiences your groud needs -

Know audiovisual materials
~ What materials are available

(overhead transparencies, posters, boards,
slides, filmstrips, photographic prints,
motion pictures, tgpe recordings, VIR,
multi-media material)

Which kinds of audiovisual materials are best
for specific kinds of teaching Jjobs i.e.,
films for showing motion, filmstrips for
studying teaching situations etc,

- can this material help the tescher

is it the right level

is it authentic

is it interesting

are the visual and audio quality good.

L T I

TY Utilising the Andiovisual Materials

i

A.

Preparation

Teacher/Educator bdcome familiar with the waterial
by previewing it, ccnsulting the teacher’s

study guide, consulting notes made when the
material was used previously.

Fducant/Trainee. Help trainee establish a purpose
for seeing the material by listing the things

§Synoptic notes used by Ms Gubang at the ICA-CUP Sub—Regionalh
Workshop on Audiovisual Aids and Training Material Production.
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the group should lookout for prior to the
showing of the material, helping them develop
questions that the group hopes the material
will answer, or setting up specific things  for
which specific trainees will look as the
material is shown.

Plan how to relate the material to your trainees’
past experiences.

\

Room, Have any projection equipment set up and
working prior to class time.

B. Presentation

- Present the material in an interesting

manner, relating it to the group’s past
experiences and present interests,

Present the material in a learning situation,
being sure to emphasise the fact thrat audio-
visual materials help us learn things that
we wish to know,

Present a limited amount of material at any one
time, taking into consideration: a) the

amount of material that is really needed to

do this teaching job effectively, b) the

anount of material that cen be used effeclively,
¢) the trainee’s attention span.

Avoid sharing audiovisual materials with other
groups when other trainer’s purpose is
identical with yours.

C. Fellow-Up

- Follow the showing of the audiovisual material

in one or more of these wuys: a) helping the
group discuss questions that the material
answer, b) having trainees practice the skill
demonslraved by the material, c¢) giving
trainees a test in the information presented
by the material.

Selected Media and Their Unique Advantages

I

SLIDES .

permit local production

sequence of slides can be altered

easily revised and updated

combines effectively with taped narration
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- easily produced with inexpcnsive 325mm camera

~ larger image area cf a slide permi®s a
better picture and more devail than a
filmstrip does

- easy to store in trays

— pictures cagn be held in screen for class
discussion as long as desired.

IT FILMSTRIPS

- shows planncd sequence of ideas

- encourages discussions

— poses material as desired

used effectively with other media

are available in nany subjects

can be stored easily

room need not be dark for projection

since the sequence 1s fixed, filmstrips can
be used for independent study without concern
that a student will rearrange the order of

: the material.

I I O O

IIT OVERHEAD PROJECTION TRANSPARENCIES

- equipment is used in front of the room

- teacher can maintain eye contact with the class
- made to meet specific needs

- arranged in any order desired

- combines effectively with taped nerration
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VI

OHTs can be easily produced by the teacher
bright and large images can be projected
in a fully lighted room

equipment is simple to operate and maintain
equipment is relatively inexpensive

MOTION PICTURES

record events as they happen and make the events
lavailable

can be used to manipulate time.

exteni. the limits of human vision

- present meaning involving action

adds realism to learning situations

influence attitude change

compels attention _

bring other people and other nations to the screen

TELEVISION

LI I

offers a means of providing a common basis of
experience for gll who sSee a given programme

at the same time

capitalise upon immediacy

magnifies demonstrations and illustrative material
reaches audience ef any size

brings tc classroom people, places and events

that could not be seen otherwise

students come to school as a confirmed TV
consumers thus, the use of TV in instruction

can capitalise on this acceptance and help them
become more critical viewers

makes it possible for teachers to be in

two places at one time

widespread use of videotape now permits programmes
to be recorded and used when they are

most appropriate

immediate feedback of result and performance by
teachers and students alike is possible.

DISK RECORDINGS

many Subject areas available

materials cannot be erased

inexpensive and readily available

can enhance listening skills

easy to store and use

equipment is readily available and easy to use
13
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VII TAPE RECORDINGS

ease of recording

available for immediate playback

material edited for specialised use
pre-recorded tapes easily scheduled
synchronised with other media

teacher can be in two places at one time if a
recording can substitute for one’s actual presence
operation of tape recorded is relatively simple
since cassette units arce inexpensive, many
students own them and can borrow from resource
centres,

VIITI REAL THINGS AND MODELS

potential for increasing realism
preferred when authenticity is desired
help reduce the gap between instruction
and later performance

can be handled, manipulated, assembled
and observed very closely

space can be compressed

trainees can help build the collections.

IX STILL PICTURES

inexpensive and widely available

provide common experienccs for an entire group
visual detail maskes it possible to study
subjects which would otherwise be impossible
help to prevent and correct misconceptions
offer a stimulus to further study, reading etc.
help to focus attention

easily manipulated.

X PROGRAMMED INSTRUCTION

General

follows a logical sequence of thought

by the time the programmed instruction reaches
the learner, it has usually beemxr field tested

and verified, thus ensuring optimum learning

and use of student time

well~suited to many kinds of learning ?btasks

a wide variety of media can be used in presenting
stinuli.

Principles of Media Selection and Use

1 No one medium is best for all purposes. Some
subjects appear to be better suited for presentation
by one medium rather than another.




2 Media use should be copsistent with obJjectives

5 Users must familiarise themselves with media content

4 Media must be appropriate for the mode of
instruction

5 Media must fit students capabilities and learning
systems and styles

6 Media should be chosen objectively rather than

on the basis of personal preference or bias.

Using and Evaluating Your Materials

Plan your presentation and use by checking facilities
and rehearsing - then make your presentation and evaluate
the results. If appropriate, arrange to copyright your
material - if you so wish.

Now you are ready to use your materials with the
intended audience. You = and your team - have spent much
time in planning and in preparation, and now, in order %to
ensure a successful reception, it is important that you
arrange for the mechanics of the presentation and also make
the materials meaningful to the audience, whethcr your
materials are for use with a group or for a self-paced
learning.

Here are some pointers that may make this and
subsequent uses successful:

~ If you are not familiar with the room in which
the materials will be used, try to visit it in
advance. Check for electricity outlets, screen
placement, seating arrangements, viewing
distances, and appropriate placement for the
projector. Also, find out how the room lights
are controllied.

- Arrange for necessary equipment - projector,
tape recorder, stands, screen, extension wire,
adapter plugs, and extra projection lamp.

- Provide for 4$he proper physical comfort of the
group, ventilation, heat control, light
control, and other conditions.

— -Provide for distribution of handout materials.
- Rehearse your use of the materials.

11
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-~ If necessary, find out who will assist you wiun
projection and other services, and give
necessary instruction in advance,

- Arrange materials for use in proper sequence
and in proper position.

- Prepare the group for viewing the materials,

~ Make your presentation, using good projection
techniques (centering of the image on the
screen, focus, sound level etc.)

- After the presentatlon discuss the materials
and, if possible, prov1de for related activities.

- Judge audience reactions and comnsider any
revisions for subsequent presentation.

Finally, evaluate the effectiveness of your
audiovisual materials, This can be of value if your
materials are designed for either informational or
instructional purposes. Recall that a suggested checkpoint
during the final stage of production was to get the
reactions from colleagues and from a student group for
improving the materials at that time, Now after use
encourage reactions from those viewing and using the
materials, Determine changes in audience behaviour in
terms of the obJeotlves originally established through
observing specific actions by members of the sudience,
and by administering performance or written tssts.

These results will allow you to answer the qusstion. How
well do your materials do the Job for which trey were
designed?

Here are suggestions for items to incluéde when
evaluating the effectiveness of your audiovisual
materials:

-~ How well do students accomplish the
objectives upon which the materials
are based?

- Do reactions indicate the materials are
appealing to the audience or to individual
students?

- If the materials do not meet the criteria
of the objectives or lack appeal, what
revisions can be made?

- Are the arrangements for use of the materials
convenient for instructor and students?
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- What were the development costs (professional
and staff time, material, services)?

= What are the operational use costs (staff time,
materials, facilities use)?

On the basis of the responses to these questions,
revise the materials as necessary. Repeat the evaluation
periodically to maintain a standard of effectiveness. Keep
the materials upto date by adding or substituting
the absolete. Only by revision will your audiovisual
material be kept timely and maintained at your standards
of quality and effectiveness.
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PHOTOGRAPHY ~ SLIDES WITH A PURPOSE§

-~ A summary

Introduction

In our communication, we all have had experiences
when words alone cannot express our ideas. Thoughts that
seem so clear to us sometimes only confuses our . .
listeners, Words do not always have the same meaning
to everyone.

Slides can show your audience what you are Saying
by lending clarity and accuracy to your verbal ideas.
And the new insight that you develop by making your
own slides can help you become a more e¢ffective
communicator,

Making slides for training, bteaching, or any other
purpose can be as casy as taking snapshots. You just
approach your subject differently. That is the purpose
of this assignment - to help you plan, make, and present
slides that help you communicate more cffectively -~
slides that help your audiencc understand better.

Why Slides?

Slides have three basic strengths for communication.
First, a slide can hold audience attenbtion. Properly
designed slides let you get your message acrose quickly,
capturce audience attention, and build interest.

Second, slides help clarify points. They let
the speaker show exactly what is being discussed.

Third, through the time and space potential of
glidces, an audience and speaker can share experiences
otherwlse impossible or impractical.

Blides offer other advantages: they focus
altcution on a large scrcen image, Slides are flexible -
you can add to, remove, or rearrange them for different
presgntations, Slides are easy to handle = their 2x2 inch
size facilitates compact storage and case of handling.

Slides become even more effective when used with other
visual media. Use them tc get double use from wall

§8ummarised from the booklet SLIDES WITH A DIFFERENCE
iss%ed by Motion Picture and Audiovisual Markets Divn
Of OD.AK .
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graphs, charts and maps — slides can isolate and
enlarge sections of these materials to focus attention.
Use slides with movies as part of a multimedia
presentation, with chalkboards to summarise lessons,
with mimeographed notes to help ideas stick in your
audience’s mind, or with just about any other medium
to get your message across quickly, clearly, and
accurately,

Making Your Own Slides

Slide making is easy and fun. Slides you make
yourself can be exactly suited to your needs.

You may be better prepared to make instructional
or informational slides than you realise, You already
know the subject and the problem arecas, so in making
a slide presentation you will just be using a new tool
to do the familar Job of communicating. information.

As you make slides, you will build a valuable
collection of instructional aids, ready to be used
again and again as the nced arises.

Choose your material from any accessible and
copyright-free source, or from any scené you observe
or arrange. Thus, you can design the presentation to |
fit the interest and level of the listeners.

The following grouping is discussed briefly:

Planning
Production
Adding Sound
Presentation

Planning

Analysing your audience
= Who is my audience
- How much does my audicnce know about the subject
~ What are my audience’s beliefs and prejudices
-~ How much can they understand at one time
- Why is -audience here
Collecting and Organising
- Local library, newspapers, museum etc.
~ Note~keeping on small cards
- Simple sketching relating to notes
Grouping and Editing
~ Using planning board
- Grouping the cards:
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- Editing the cards according to presentation plan
- Reorganising and re-editing
- Finalising the sequence

Ask the following questions to yourself

- Does this slide help me achieve my
presentation objective

- Is there good continuity between this
slide and the previous one

~ Does this slide add to my audience’s
knowledge of the subject

- Does this slide focus attention on
one main idea? Is this idea clear

— Have I removed all unnefessary clements
without destroying the one main
thought in this slide

- Have I presented the information in
this slide in the most effective manner

~ Are the titles legible and short enough
to be recad in the time they will be shown

- Does the commentary add anything to
this slide? Does it distract?

Production

Selecting a camera

- Your skill to operate it

- It produces good results

- Decide what size of slides arc nceded
Selecting a film

- Black and White

- Colour

- Size
Titling Techniques

- Taking direct photographs of titles

- Using cardboards
Using photograph alone
- Using letters/words together with' photographs
~ Using sketch pens, instant lettering
-~ Colours
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nghtlng and Exposure

- Using sunlight

Indoor lighting

Floodlighting

Using exposure meter

Using copy stand

Using basic two light arrangement
Using three lights

Check your planning cards

Shooting Techniques

Objective or Subjective approach
Shooting distance

Long shot or establishing shot
Medium shot

Closcup shot

Extremec closeup shot

Camera Angle

Eye level shot
High angle shot¥
Low angle shot

Bracketing
Shooting duplicates
Composing your shots

Adding Sound

Tape-recorded commentary
Synchronisation process
Use pause signals using a bell

Use remote control/pause or forward signal/pulse

Presentation

Preparing the viewing room
- Screen placement
- Loudspeaker location
- Projector location
Preparing the Equipment

Check bulbs, power supply and output

Advance familiarisation
Rehearse

-~ Extra supplies e.g., bulb
Dissolve Technique
Black Slides as separators
Slide Illuminators
Clean slides
Review the Material
Prepare ;your audience
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Kecp your narration simple

Provide impact to your presentation
- avoid reading your narration. Just discuss
- Project proper slides together with narration
~ Do not talk to the screcn

Storing your Slides
Reorganise for future use before sending to the stores.

(In addition to the bosklet STTNES WITH A PURPOSE
several other informatory material was provided to the
participants when they visited the KODAK Philippines
as a part of a study visit programme.)
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RESOURCE CENTRES, LIBRARY AND DOCUMENTARY AND§
INFORMATION CENTRES IN THE SERVICE OF TRAINERS
IN COOPERATIVES (A SUMMARY)

Ms Digna Medina-Mendoza

Head, Audicvisual Department, Far Eastern University
Executive Director

Philippines Universities Audiovisual Centre

01 The growth of information awareneéss, the explosion
of messages, the increasing access to and demand for
information, the growth of information technologies ~ all
these measures demand a more dynamic and holistic
approach 4o information.

The Information Worlds

02 The first is familiar to us, It is the literature
world of libraries and archives where information has been
put into accorded form. A meaningful organisation has
been added along with an element of human judgement.

03 The second information world is the document
world of information centres, clearing house, documenta-
tion centres, and records centres, where informagtion
has been collected and organised but perhaps not
evaluated in the same sense as in the literature world.
In order for us to penetrate this world, we need the

tool and understandings that come from paperwork
management.

o4 The third information world is the data of
computers, telecommunication and automated information
system, where the information is often numerical.

What is a Resource Centre?

05 What is a resource centre? First, a resource
centre makes available sources of 1nformatlon both in
print and audiovisual form to users - a hint here

of its strategic place in the field of lifelong
education like in cooperatives, Second, ite chief
purpose 1s to encourage self—lnstructlon, whe ther
supervised or entirely indepengent. To this end, it
provides facilities for individual working on thelr
own in small groups ranging from two students to g
whole class and also in large group composed of several

§ This is the summary of the paper presented at the ICA-
CUP sub-regional workshop on Techniques of Audiovisual
Instruction & Development of Training Material. June 1984
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classes.' The centre shall provide for research and
document = study for at least fifty people working it
all, possible social/educational modes. A further felt
need is the provision of a wide range of equipment for
the production and reproduction of software by and for
teachers and learners: transparencies, films, sound
recordings, slide-tape synchronisation series, photo-
copying, photography, video etc. etc,

06 A resource centre may now be defined as a systematic
structuring of materials, equipment and services agvailable
to students and teachers in teaching - learning
situations, Its purpose is to implement curriculum goals
whether these will be pursued in the classrooms, in the
centre itself or in the community. The resource centre
serves four basic functions:

1 As a media library for the storage and
distribution of learning materials

2 To facilitate the work of production

) To provide necessary appratus and
equipment for this work, and

4  To offer a consultancy service for
those using the centre,

07 Emphasizing that the Media library is the only
one unit in the organisationsal structure of the Resource
Centre which must at all times operate in full
cooperation with other units, the functions of the
Media Library are information, purchasihg, storage

and access,

08 The types of material included may be classified
as print media, visnsl media, sound medis, multi-
media and computer media. The media library may be
arranged for storage with closed access as well as with
free access, each of which demands its own solution to

the problems of mansgement, inforwation, purchssing
and storage.

09 Under the heading of Information, the Media
Tibrary is responsible for:

- Collection of learning materials from
external and internal sources
- Cataloguing

- Budgeting for purdhasing and for
inhouse production of materials

- Forward planning, and
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- Disseminating information about the
activities of the Resource Centre.

10 As regards Collection, the only real problem
is one of Jjudicious selection.

11 As regards Purchasing, available resources shall
be directly linked with local and regional curriculum
projects.

12 The basic task of Storage includes the keeping_of
receipts, registering, ensuring that items are in thelr
assigned places, repalr of damaged items and repurchasing
of missing ones,

13 Easy Access to stock in a favourable learning
enviromment is the most valuable service which any Media
Library can offer, Cost considerations may necessitate
closed access for certain items but wherever possible,
free access should be encouraged.

What is an Educational Media Centre (EMC)?

14 An "Educational Media Centre-EMC" is a ceéntral
service agency in a school, college, or university which
has "the responsibility bto design, operate, maintain and
improve the media facilities of a school in support of
its goals to instruction, research and continuing
education. This support is not only in the technical and
logistical areas of communication, but also includes the
training of teachers, staff and students in the proper
and creative use of mgterials and methodology.

Bducational Media Programme - Philosophy

15 The first basic assumption was that in

school, college or university, there should be a media
programme to implement the entire spectrum of instruction.
The second basic assumption was that, given adequate
support and adequately trained personnel, both pro-
fessional and technical, the logical and most effective
matters of administrative organisation at the individual
school would be a unified programme under one
administrative head. The case of unification is based
on the fact that media are no longer actually separable
in the technological sense. As one gets invo

electronic storage and distribution of information, the

original physical form of the information tends to melt
down,
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EMC - Its Componeéents

16 in an Educational Media Centre there is a

strong combination of a library, an audiovisual media

service programme, non-traditional learning spaces

and instructional development. A brief discussion

follows:

' Library: The shift has been from the library to

a lLearning resource centre with a library of media.
The emphasis is on learning as both a product
and a process, Within the centre, with its
consortium of specialists working towards the
improvement of learning in school, flexibility
is a key asset.

Non-Traditional Learning Spaces: The EMC should
be a centre for ilnnovation and experimentation.
Thus, if one school so wishes, it may experiment
with a tuborial centre within the non-traditional
learning spaces in its learning centre. Another
school may wish to institute a career, an
independent studies programme, or a learning
disabilities programme. Later, such programmes
become interdependent and strengthened through
interdependence, h

The Instructional Development Service of the
centre provides for the instiftution as a whole
and for the centre itself, Within the centre it
may help in’'developing media for an independent
study programme — for a library orientation
class, or multimedia teaching - an instructional
development sysbtem.. The instructional develop-— .
ment team may be made up of the centre’s

i) research specialists, ii) a print specialist,
iii) a non-print specialist, iv) a learning
Specialist from a certain field like tHe
learning disability programme, v) a subject-
matter specialist from the teaching team, and
vi) the system or «“nstructional development
Specialist.

The Audiovisual Media Service Programme within the
EMC 1s defined Dy 1ts service status. It should
provide a production facility so it should be
furnished with the resources necessary to

deliver learning signals in a variety of learning
setting from the large lecture hall to the
individual learning cell,
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Objectives of the Audiovisual Media Service.

The following objectives can be utilised as a set
of guidelines or principles for setting up an
audiovisual media service:

i) to facilitatbe the teaching-learning process
through the competent application of
instructional media

ii) to provide consultation, assistance,
instruction, and services concernlng the
selection and application of instructional
media

iii)To maintain a constant contact with the
faculty concerning instructional problems
and the application of instructional media

iv). To contribute to the development of courses
and programme in all areas of educational
technology

v) To maintain an awareness of all relevant
research, technology and activity concerning
the appllcatlon of instructional media.

An institution of higher learnlng should
provide for at least one expert in audiovisual
media. He can either work alone or, if the
institution i's large enough, functlon as
director of a complete aud10v1sual media
service.

The director’s support would consist of both
professional and clerical personnel. The
number of personnel would depend on faculty
demand as well as the size of the student
body.

Geéneral Areas of Audiovisual Media. Service. The
structure can be described in terms of four |
general areas: Audiovisual media storage and
distribution service, Instructional technology
information centre, Instructlonal media
demonstratiocn 1aboratory, and Production services,

-The Audiovisual Media Storage and Distribution
Service - this component is responsible for
ordering, scheduling, delivering, and operating
thé various audiovisual media materials and
eqplpment, providing assistance and consultation
in the evaluation of commercially available
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audiovisual mcdia; training groups and indi-
vidusals in the technology of audiovisual media;
maintaining an upto-date, comprehensive
collection of source books for commercially
available meaterials such as film~loops,
filmstrips, slides, audio tapes, and trans-
parencies; and providing audio and visual
preview facilities.

~-The Instructional Technology Information Centre
serves as a research and demonstration centre
concerned with educational technology state
of the art. This type of materials would include
source files on ncw products, shelved
collection of instructional media and devices,
and research reports and Journals on
instructional innovation and technology. The
centre would assume responsibility for
publishing periodic information bulletins
and provide a liaison serviee through
correspondcnce, conventions e¢tc. and exchange
visits with all groups in the ficld of
instructional technology and innovation.

-The Instructional lMedia Demonstration
Laboratory should be designed to train small
groups of faculty and students in the proper
nethods of operating audiovisual cquipment
and in the preparation of instructional
materials. A representative collection of
audiovisual equipment should be constantly
housed in the facility e¢.g., 16mm and 8mm
motion projectors, filmloop projecctors,
overhead projectors, opaque projectors, slide
and other transparency production equipment,
2x2 inch and other slide projectors, record
players, and video and audio tape recorders,

—~The Production or Media Preparation Service is
responsible for providing the facilities as
well as persconnel necessary to enable
instructors to prepare instructionsl malerinls.

Although requests for audiovisual information and
services will be expressed in a variety of weays,
personncl within each of the four basic areas
mentioned must bc aware that each request reflects
an instructional neecd. By encouraging faculty
members to discuss the objectives, they expect

to achieve through the application of zudiovisual
technology, the service perconnel will be in a
better position to mecommend equipment and medin
appropriate to the task.
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17 Media Centre (MC) is rcferred to the following
generally used terms:

Multi-media centre

Learning Resource Centre
Comprehensive library
Multimedia learning centre
Resource centre

Library resource centre
College library/media centre
Instructional Media Cenbtre
Media Centre

| I T I O |

18 According to UNESCO Survey Team the term

"Centre Multi Media'" appears to be the most satisfactory
being fairly comprehensive and suggesting a place

when a large veriety of activities like self-instruction,
documentation, documentary research can be carried out.
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TRAINING MATERIAT, PRODUCTION ACTIVITIES WITHIN
THE INDONESIAN COOPERATIVE TRAINING STRUCTURE
- An Informatory Note

Ir Ngatiyo Ngyoko and Daman P:c'ak:ash‘§

Introduction

01 The policy of the Government of Indonesia is %o
achieve rural development through the Village Unit
Cooperatives (Koperasi Unit Desa - KUD) as stated in
the Presidential Instruction No.2 of 1978. The major
emphasis of this policy is to develop the capability
and responsibility of the rural people for self-help
and genuine participation in rural development through
organisations which are owned and managed by themselves,
This will require a large-scale operation for
stimulating and building up the KUDs as a primary
instrument for rural development and as the main
organisation for increased food production and other
rural development activities, particularly for the
benefit of small farmers and other low-income groups.

02 In ordsr to implement the policies of the
Government and to strengthen the Indonesian Cooperative
Movement, the Govermment has initiated several
developmental programmes on its own as well as in
collaboration with several international specialised
agencies., The infrastructure within the Cooperative
Movement is being built and further consolidated.
Naturally a lot of emphasis has been placed on

the development of human resources. Consequently a
number of training programmes sre being offered and
implemented through a network of cooperative training
institutions at the nationsl as well as at the
provincial level,

0% One such structure is the training and development
structure, with the PUSLATPENKOP (National Cooperative
Training and Development Centre) at the nstional level
and 27 BALATKOPs (Provincial Cooperative Training and
Development Centres) at the provincial level.

J

§ This paper was presented at the ICA~CUP sub-regional
Workshop on Techniques of Audio-Visual Instruction and
Development of Training Material, Manila, June 1984.

Ir wngatiyo Ngayoko is the trainer at the PUSLATPENKOP

in Jakarta, while Mr Prakash is the Education Officer—AVA
at the ICA Regional Office, New Delhi.,
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Cooperative Training Structure and the ILO Project

o4 Keeping in view the enormous task lying ahead of
the authorities in educating the members of cooperative
institutions and training of cooperative employees

- both within the Movement and within the Department

of Cooperatives — the Government took an initiative

to find out from the International Labour Office (ILO)
and the United Nations Development Programme (UNDP)

if they cculd provide some support to this development
activity. Accordingly the UNDP evaluation mission

of 1979 stated in their report that in their opinion

an adequate overall framework for cooperative development
had been estagblished., However, at the same time they
commented that the organisational and management aspects
of the cooperative development programmes are still rather
weak and future UNDP assistance should particularly
concentrate on those areas. As a result of this
development a COOPERATIVE TRAINING PROJECT (INS-78-068)
was developed Jointly by the UNDP and the ILO and
placed at the PUSLATPENKOP - the National Cooperative
Training and Development Centre, Jakarta for a duration
of approximately two years 1981-1983%.

05 Some of the main activities of the Project were
as follows:

~ Development of training, management and
administrative systems at the National Centre
and at a few selected provincisal centres,

~ Development of detailed curricula, course
programmes and training materials for various
target groups,

~ Training of faculty members of national as well
as provincial trasining centres in training
methodology, material production and subject-
matter,

~ Development of a Cooperative Training
Material Production Centre at the National
Centre and training of personnel in
techniques of material production,

~ Development of Management Consultancy Services
for KUD2 at the national level as well as
at some selected provincial centres,

- Assistance in the development of cooperative
training policies and systems,

- Provision of training opportunities to selected
cooperative trainers within the country and/or
abroad,



-~ Arranging training of nearly 1200 KUD managers
book-keepers, Board members at two provincial
cooperative training centres, etc. etc.

06 The ILO Cooperative Training Project was thus able to
provide a good amount of support to ‘the PUSLATPENKOP in

the development of Material Production Unit by making
available sufficient funds for essential equipment and

one ILO Advisor on Audio-Visual Aids and Material Production.
The ILO Advisor was responsSible for the organisation,
installation and development of the Unit, as well as

for training of trainers in the techniques of production

of training material. The Advisor was available to the
PUSLATPENKOP during the entire duration of the Project.

Objectives of the Production Unit

07 The main obJjectives of the Cooperative Training
Material Production Unit have been identified as under:

- to train the cooperative teachers in the use
and production of audio-visual aids and
training materials,

- to organise material production workshops and
to develop working relationship with known
authors and writers,

- to set up a Cooperative Training Material
Production Unit which should be able to help
trainers, and others in the production of
their training materials,

- to train Indonesian trainers in the techniques
of production of training materials and its
evaluation and the operation of the Production
Unit, and

~ to supply training material for the Indonesian
Cooperative Mcvement,

08 A lavge varicty of training materials were already
availoble to the training community but most of this
material was not relevant as it did not reflect the
current needs and developments of the Indonesian
Cooperative Movement. A number of specialised agencies
were also producing a host of training material. These
were very good in quality but needed some changes in
contents and presentation. There was a great need for
adaptation and adjustment, Within the Indonesian .
cooperative literature world, very few suitable materials
were available which could be used in classroom situation.
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09 Trainers and cooperative authors have also been
finding it difficult to have their materials published
or distributed. There was thus a great need to streamline
the whole system of training material for training
purposes.

10 The Material Productioin Unit was thus designed
to fill this gap.

11  FIGURE-I describes the organisation, operation

and service utilisation of the Material Production Unit

at Puslatpenkop. The UNDP-ILO input included the provision
of technical personnel as well as some expensive and
essential equipments, while the Government of Indonesia
provided physical facilities, running and operational
costs, operational personnel etc, Through the channel

of the Chief Technical Advisor of the Project, a good
coordination and dialogue was possible between the ILO -
team and the national counterparts. The Material Production
Unit was considered as a Service Unit for the entire
organisation - even for the entire cooperative movement,
and therefore, all possible efforts were made to keep it
operational.

Equipment at the Unit

12 The following cquipment is available at the
Material Production Unit:

Gestetner Offset Duplicator 211 UsD 12,000
Gestetner Offset Platemarker OEI 2,500
Gestetner Offset Fuser 500
Gestetner Paper Cutter H-14G 450
Gestetner Elec Duplicator 420 1,200
Cutting Machine 1,500
Perforator 3 holes Uchida 250
Drill Punch 100
Lion Paper Cutter 500
Bostich Elec Stapler BSEGJT 200
Large stapler - manual 100\
Numbering machine UN-15 100

Velo-Bind 100 =50
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IBM Typewriter:Selectric II Usp 11,000

IBM Typewriter:Selecctric III 11,000
Lettering System 1,000
Transparency Maker ) 900
DAICHI Filing Cabinets : 300
Steel Cupboards - 500
Xerox Copier 5159 4,500
Screen Printing frames 500
Screen Printing table 700

1% In addition to the above, a sufficient number of
other items e¢.g., inks, chemicals, blank offset plates,
and other accessories arc availgble.

14 A special area within the Puslatpenkop campus has
been prepared to house the Production Unit. FIGURE-IT
explains the location of the Unit as well as the
placement of various equipments in the working area,

As can be seen from the illustration, essential personnel
€.8., typists and illustrators have been housed in the
inner room which has the benefit of two airconditioners
with a plenty of light in the room. The area marked
"stores" is, in fact, going to be the photographic

dark room for processing etc.

15 The Govermment has provided the following
personnel to operate the Unit:

-~ Production Manager one
- Typists two
- Layout Designer one
~ Machine Operator one
- Mimeo Operator , one
- Binder & Gen Assistance two

16  Additional personnel support is available as and
when needed.

17 One Trainer from among the faculty members of

the Puslatpenkop is designated as Coordinator whose
main task is to maintain cooperation and collgboration
among the various departments within the Puslatpenkop
and the Production Unit. It is he who is in overall
charge of the Unit and all work goes to the Unit
through him,
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18 The internal organisational structure of the
Material Production Unit is given in FIGURE-III. As
can be seen from the illustration, the working of

the Unit is under the charge of the Manager., The Manager
gets his instruction from the Coordinator. The
Coordinator is one of the trainers of the Puslatpenkop.
All matters concerning the Unit - administrative,
financial, operatlonal ~ are dealt with by the
Coordinator. The faculty members of the Puslatpenkop
deal with the Unit through the Coordinator in order

to avoid confusion.

Services Provided by the Unit

19 The Material Production Units provides a variety

of services, It serves the faculty members of the
National Centre, Dekopin (Indonesian Cooperative Council),
Extension Division of the Department of Cooperatives,

and otners,

20 Some of the main productions of the Unit include:

- leaflets

= lecture notes

internal working stationery

overhead projection transparencies
training packages

Cooperative Education Bulletin (quarterly)
audic=visual materials

21 The Material Production Unit has recently been
actively engaged in the production of adapted versions
of several ILO-MATCOM training materials e.g.,

Marketing of Agricultural Produce
Credit and Rural Savings
Financial Management

Staff Management

Supply Management

Storage Management

Consumer Cooperatives

22 Some of the adapted versions of ILO-MATCOM
material have already been issued.

Adaptation of Training Material

25 As mentioned earlier, a variety of training material

is available at the Puslatpenkop for the use of faculty

- members, but their gpplication has been limited owing to
these materials being in English. The Puslatpenkop
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engages itself in adaptation work of this material. Special
attention has been paid to the adaptation of MATCOM
material and in this process the provincial centres have
been actively involwved.

24 FIGURE~-IV explains the operational procedures
adopted by the Puslatpenkop in the adaptation of ILO-
MATCOM material. Special groups have been constituted
from among the faculty members of Puslatpenkop and
Balatkops to undertgke the adaptation work. This work
includes translation, validation workshops, finalisation
of adapted material and its printing and publication.

25 FIGURE-V discusses in greater detail the methodology
of production of cooperative training material. As

could be observed from the illustration, a good amount
of collaboration exists between the course participauts
and government and cooperative officials in production
of training material. The Producticon Unit assumes

& key position in the entire procedure.

26 It can be safely assumed that the Material
Production Unit at the Puslatpenkop has been providing
a very useful service to the faculty members and other
cooperative trainers and educators, and also to the
cooperative development organisations in the country.

Material Production Unit & the Media Resource Unit

27 While the Production Unit provides production
services to the teaching faculty, the Media Resource
Unit provides resources and technical support to the
faculty members of the National Centre.

28 The main purposes of the Media Resource Unit
are as follows:

a to provide a specific area of work and
storage where the trainers and participants
could work on the production of their
training materials and training aids,

b to provide sufficient space for the display
of training material produced and used by
the trainers and the participants,

¢ to provide a specific area/location where
certain training equipment could be
demonstrated and used, and

d to provide the trainers and participants with
a facility to obtain resources, information and
software and make use of them under the
guidance of a specialist.
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29 The Puslatpenkop was able to prepare a special room
within the campus and equip it for the purposes of the
Media Resource Unit. FIGURE-VI explains the layout plan
of the Unit and indicates the location of various
equipments.,

50 The Media Resource Unit has the following equipment
and facilities:

~ TV monitor (colour) one

- Video unit one

- Video Camera one

~ Video tapes several
- OHP Transparency Maker one

- Photocopier one

- OHP one

~ Whiteboards two

- Projection screen one

~ Drawing board and light box one each
- seating arrangement for 10-15 persons

51 The Unit is also used for undertaking Micro-Teaching
activities in connection with the Trainers Training
Courses,

52 Although the Media Resource Unit is not a part
of the Material Production Unit, yet it complements
and supplements the training material activities.

Conclusion

3% The creation of a Material Production Unit within the
Puslatpenkop is a correct step in the right direction, and
the participation of the ILO-UNDP in its development has
been a positive participation. Although the activities

of the Material Production Unit and the Media Rescurce
Unit are still to be expanded and fully utilised, yet

it is satisfying to note that the quality of material
produced and used by the faculty members has considerably
improved. The Indonesian cooperative training structure
has this unique facility and all concerned are happy

that this specialised service is now available to the
cooperative education and training programmes in the
country.

(Note: Mr Daman Prakash was the ILO Advisor working with the
Puslatpenkop under whom this Production Unit was established.
Mr Ngatiyo was one of the national counterparts assigned

to Mr Prakash in the field of training material development.)
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OPERATIONAL PROCESS WITHIN THE COOPERATIVE. TRAINING
MATERIAL PRODUCTION UNIT-PUSLATPENKOP (INDONESIA)

PERSON/OFFICTAL TASK

PRINTED MATTER STENCILLED MATTER

GCOORDINATOR 1 Receives the -do-
naterial from
author and discusses
with him sbout the
TIME and layout etc

2 Discusses with the ~Jdo~
Manager about its
production

MANAGER 1 Receives the matter -do—
from Coordinator

2 Prepares estimates -do-
on:
- costs
- materials
-~ time-table

3 Reports to -do=-
Coordinator

COORDINATOR 1 Obtalin funds and —d o=
authority from
respective sections

2 Approves the Jjob ~do~-

5 Instructs the Manager ~do-
to proceed

MANAGER Distributes work among:

- Typists

= Tllustrator

- Organises/
supplies etc.

TYPISTS = Ask for layout -do=
~ Checks with author ~-do~
- Types, and ~do-

Sands over to Manager -do=-




PROCESS (ii)

TLILUSTRATOR Tllustratss material -do-
Checks with author ~do~-
Delivers to Manager -do-
MANAGER Passes on to the Passes on the
Platemaker stencils to
(Manuscript and Stencil Operator
illustrations) for duplicating
Instructs the Checks with
printer to prepare stores about
work schedule paper and
Checks with the inks etvc.
stores about:
- paper
- inks
- chemicals ete.
PLATEMAKER Returns finished
plates to the
Manager
Returns the
originals
STENCIL Duplicates the
OPERATOR matter

Staples the
matter

Store the used
stencils for
future use

Prepares delivery
note and have it
signed from

thc Manager
Delivers the
natter to

the author, and

> Reports to the

Manager




PROCESS (iii)

-3 ’7.-.

MANAGER

Passes on the
ready-made plates
to the printer
for printing

PRINTER

Prints the matter

Delivers to the
Binder

Used plates also
go to the Binder
for safe-keeping
for future use

Returns originals
to the Manager

BINDER/
GENERAL
ASSISTANT

o =

MANVAGER

Binds the matter

Writes out a
delivery note and
have 1t signed
from Manager

Delivers to
the author
t

Or despatches
(by mail or
by hand)

Retains for
storing:

5 copies for use
offset plates
originals
illustrations

| S |

Reports to
Coordinator with:

sample of work done
originals
requisitions for
replenishments
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A SELECT READING

AN INTRODUCTORY COURSE IN TEACHING AND TRAINING
METHODS FOR MANAGEMENT DEVELOPMENT (Management Develop=

ment Manual 36). Published by the International Labour
Office, Geneva

AN INTRODUCTION TO LETTERING. R.Greer. Published by
Pitman’s Publishing Limited, London.

AV INSTRUCTION TECHNOLOGY MEDIA AND METHODS. Brown,
Lewis and Harcleroad. Published by McGraw Hill, NY.

AUDIO-VISUAL AIDS FOR COOPERATIVE EDUCATION AND TRAIN-
ING. Botham., C.N., Published by the Food and Agriculture
Organisation of the UN, Rome.

AUDIO-VISUAL METHODS IN TEACHING. Edgar Dale., Published
by Dryden Press, Holt and Rinehard and Winston, N.Y.,

COMMUNICATION AND THE COOPERATIVE TEACHER. Daman
Prakash. Published by the International Cooperative
Alliance, New Delhi.

EDUCATIONAL PSYCHOLOGY. Pintner, Published by Barnes
and. Noble Books, New York.

EDUCATION AND EDUCATION OF THE TEACHERS. Peters. Pub-
lished by Barnes and Noble Books, New York.

EFFECTIVE COMMUNICATION MADE SIMPLE. Eyre. Publlshed
by W.H.Allen and Company, London.

EXTENSION IN RURAL COMMUNITIES. Savile, A.H., Published
by Oxford University Press, London,

GRAPHIC COMMUNICATION. Browman. Published by John
Wiley and Sons, New York.,

HANDBOOK FOR PREPARING VISUAT, MEDIA. Ed Minor. Pub—
lished by McGraw 1Ii11l, New York.

INNOVATIONS IN TEACHING LEARNING FPROCESS. Chaithan.
Published by Vikas Puhlishers, New Delhi.

IN THE WONDERT.AND OF INDIAN MANAGERS. Prabhu, Pub-
lished by Vikas Publishers, New Delhi.

LEARNING AND HUMAN ABILITIES - EDUCATIONAL PSYCHOLOGY.
Klausmeier, Herbert J.,, Published by Harper and
Row, New York.

METHODS AND TECHNIQUES FOR TEACHING. Kockhar. Published
by Sterling Publishers, New Delhi,
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MODERN TEACHING AIDS - A Practical Guide to Audio-
Visual Techniques in Education. Atkinson, Norman J.
Maclaren and Sons Limited, London.

PRINCIPLES AND METHODS OF TEACHING. Bhatia. Published
by Doaba iouse, New Delhi.

TEACHTING TECHENIQUES WITH SPECIAL EMPHASIS ON THE USE
OF AUDIO-VISUAL AIDS. Manuscript of a Training Package.
Daman Prakash and others. Published by CEMAS/Inter-
national Cooperative Alliance, New Delhi.

TEACHING TECHNIQUES IN ADULT EDUCATION. Michael
Stephens and Gordon. Published by David and Carles,
Newton Abbot.

TECHNIQUES FOR PRODUCING VISUAL INSTRUCTIONAL MEDIA.
Minor and Fry. Published by McGraw Hill, New York.

TEACHING AND TRAINING - A HANDBOOK FOR INSTRUCTORS.
H.R.Mills. B.L.B.S. and licMillan Press, London.

THE MODERN PRACTICE OF ADULT EDUCATION. Malcolm
Knowles, Published by Association Press, New York

THE MANAGEMENT OF LEARNING. Ivor K Davies., Published
by McGraw Hill, New York, '

TRATINING AND DEVELOPMENT HANDBOOK. Craig snd Bittle.
Published by the imerican Society for Training and
Development and McGraw Hill, New York

TRAINING AIDS - A HANDBCOK FOR TEALCHERS. Daman
Prekash. Published by the Cooperative Teachers”’
Training Project, Colombo, Sri Lanka.

VISUAL AIDS -~ THEIR CONSTRUCTION AND USE. Weaver
Gilbrert G., and Bollinger, Eiroy W, Published by
D.,Van Nostlrand Company, New York.

In addition to the above some of the manusls and
Handbooks issued by the CEMAS (Cooperative mdnration
Materials advisory Service) International Cooperublve
ialliance would be very valuable,
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THE INTERNATIONAL
COOPERATIVE ALLIANCE

is one of the oldest of non-governmental internatio-
nal organisations. It is a world-wide confederation
of cooperative organisations of all types. Founded
by the International Cooperative Congress held in
London in 1895 it now has affiliates in 66
countries, serving over 365 million members
at the primary level. It is the only international
organisation entirely and exclusively dedicated
to the promotion of cooperation in all parts of
the world.

Besides the Head Office of the ICA, which
is in Geneva, there are three regional offices, viz.,
the Regional Office & Education Centre for South-
East Asia, New Delhi, India, started in 1960, the
Regional Office for East and Central Africa, Moshi,
Tanzania, started in 1968, and the Regional Office
for West Africa, Abidjan, lvory Coast, started in
1979.

The main tasks of the Regional Office &
Education Centre are to develop the general activi-
ties of the Alliance in the Region, to act as a link
between the ICA and its affiliated national move-
ments, to represent the Alliance in its consultative
relations with the regional establishments of the
United Nations and other international organi-
sations, to promote economic relations amongst
member-movements, including trading across
national boundaries, to organise 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 and supplement the educational
activities of national cooperative movements.
The Regional Office and Education Centre now
operates on behalf of 15 countries, i.e. Afghanistan,
Australia, Bangladesh, India, Indonesia, Iran, Japan,
Republic of Korea, Malaysia, Nepal, Pakistan,
Philippines, Singapore, Sri Lanka and Thailand. O



