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INTRODUCTION TO THE BLOCK

In Block 1, we traced the genesis of training in the context of distance
education. Personnel involved in each of the distance education activities
such as course production, course delivery, student support, etc. Need
training in order that they function effectively and professionally. In this
Block, we have identified four areas for our discussion. In units 1, 2, and 3
respectively we have focused on training to develop instructional material
(print), student support services, and non-academic/support staff. This block
is different from the rest in terms of presentation. We shall explain this
further. Unit 1 provides you with an outline of a training programme for
course writers. The unit has been presented in the form of sessions with
required content inputs. The materials presented here can be suitably
improvised to suit your local needs. Try to use it, when called for. In unit 2,
we have discussed the issues involved in training student support service
staff focusing on training of the academic counsellors. Unit 3 highlights the
role of non-academic/support staff in carrying out various operations in
distance education. The message in the unit is that unless the support staffs
are properly oriented towards the philosophy of distance education- that it is
learner centered- an effective system functioning is impossible. In unit 4, we
have discussed the importance of evaluation of training programme and
various approaches to evaluation of training.

Study Guide

A schematic representation of the design of the units is given below to
facilitate your access to the content presented here.

Unit X*

X.0 Introduction

X.1 Objective

X.2 Section 1 (Main Theme)

X.2.1 Sub-section 1 of Section 1
X.2.2 Sub-section 2 of Section 1

&

.............................................................. Check Youl'
Progress Wherever
.............................................................. check your
X.3 Section 2 (Main Theme) progress
. . exercises are
X.3.1 Sub-Section 1 of Section 2 provided they

are in boxes to

X.3.2 Sub-Section 2 of Section 2

distinguish
from the rest
.............................................................. Check Your Of the teXt
Progress
Check Your
Progress
The Key

X.nLet Us Sum Up

*’X’ stands for the serial number of the unit concerned



As the scheme suggests, we have divided the units into sections for easy reading and
better comprehension. Each section is indicated distinctly by bold capitals and each
sub-section by relatively smaller, but bold typeface. The significant divisions within
sub-sections are in still smaller but bold typeface so as to make it easier for you to see
their place within sub-sections. For purpose of uniformity we have employed the
same scheme of “partitioning’ in every unit throughout the course.

We begin each unit with an Introduction followed by the section ‘Objectives’.
It articulates briefly

¢ What we have presented in the unit, and
¢ What we expect from you once you have finished working on the unit.

In the last section of each unit, under the heading, ‘Let Us Sum Up’, we
summarise the whole unit for purposes of recapitulation and ready
reference.

Besides, we have given self-check exercises under the caption ‘Check Your
Progress” which invariably end with possible answers (the key) to the
questions set in these exercises.

What, perhaps, you ought to do is to go through the units and note down
important points as you read in the space provided in the margin. (Broad
margins in the booklet are there for you to write your notes on. Make your
notes as you work through the materials. This will help you prepare for the
examination as also in assimilating the content. Besides, you will be able to
save time. Do use these margins). This will help you keep track of and
assimilate what you have been reading in the unit, answer the self-check
exercises and the assignment questions and, easily identify the item(s) to be
clarified.

We hope that we have given enough space for you to work on the self-check
exercises. The purpose of giving self-check exercises will be served
satisfactorily if you compare your answers with the possible ones given at
the end of each unit after having written your answer in the blank space. You
may be tempted to have a furtive glance at the possible answer(s), as soon as
you come across an exercise. But we do hope that you will overcome the
temptation and turn to the possible answers (which are not necessarily the
best answers) only after you have written yours.

These exercises are not meant to be submitted to us for correction or
evaluation. Instead, the exercises are to function as a study tool to help you
keep on the right track as you read the units. On an average, each block will
have at least one or a part of one assignment. At times an assignment may
expect you to work through more than one unit to prepare your responses.
You have to work on one assignment per course. Assignments are sent
separately and are changed every year.

We suggest the following norms be strictly practiced while you are working
through the assignments.

e  Write your enrolment number legibly.

e  Before you put anything down in words, assimilate what you have read,
integrate it with what you have gathered from your experience to build
your answer, and preferably prepare a concept map before starting to
write it.



e  Make the best use of the block and additional reading materials by
diligently working through the assignments.

Mail us

At the end of this block, we have provided a questionnaire to be filled by
you after you complete reading this block. Your feedback will be very useful
for future revision and maintenance of the programme. Please take note of
the time you devote in studying this block. Maybe you can complete this
block after 4-5 sittings. But for every sitting, kindly note the time separately
so that you can categorically say how much time you took to read this block.
You can send the feedback questionnaire by post or you can e-mail the same
to: (pkbiswas@ignou.ac.in). In the email, please mark in the subject area —
FOR COURSE COORDINATOR-MDE-419. You may also contact us for any
difficulties related to the programme in general and MDE-419 in particular.



UNIT1 TRAINING TO DEVELOP SELF-
LEARNING PRINT MATERIALS

Structure

1.0 Introduction

1.1  Objectives

1.2 Open Distance Education

1.3 Process of Course Production

1.4 Introduction to Self-learning Materials
1.5 Beginning Part of Unit

1.6 Body and Ending Part of Unit

1.7 Let Us Sum Up

1.0  INTRODUCTION

You are aware that self-learning print materials impart measurable
educational outcomes to specified target groups of learners. Irrespective of
format used, there are some features which are common to any self-learning
materials. The majoe chunk of any system of distance education is concerned
with materials and therefore they pay special attention to the training of
their faculty/course writers in this area. It is in this context that this unit
addresses itself to the training of course writers. You will notice, we have
presented the sections in terms of ‘sessions’ so as to give you a ‘feel’ of a
training programme. We have discussed issues such as, the concept of open
distance education, systems approach, content analysis, etc. We have
presented materials which you may like to use as slides using power point.
The attempt in this unit is to give you a training-kit for preparing course
writers. The kit is only in the form of outline, but we do hope that you will
use it appropriately for your purposes. You would also notice that this unit
does not contain exercises, because we have presented the whole unit as an
activity itself.

1.1 OBJECTIVES

This unit purports to give you an idea about training of those who are
involved in course development. After going through this unit, you should
be able to:

¢ plan, design and implement a training programme for course writers;
¢ design individual session plan for the training programme; and

e improve the materials presented in the unit according to your own
situation.

1.2 OPEN DISTANCE EDUCATION

You may see below an example of a session plan.
Session Plan (1 hour 30 minutes)

Session Title: Open and Distance Education



Staff Development
Perspectives

Topics
e Concept of open distance education

e Why open distance education

¢ Characteristics of distance education, flexible learning, online learning,
blended learning

¢ Evolving distance education

Objectives of the session
After attending this session, you should be able to:
e Define distance education;

¢ Define open education, flexible education, online learning, blended
learning; and

¢ Discuss show distance education evolved during the last few decades.
Strategies

e Slides (power point presentation)

¢ Interaction

e Discussion

Resources

¢ Reading materials (Handbook, Handouts)
e LCD Projector

e Paper/writing pad, pen etc.

e Flip chart

e Video on Open University

Evaluation

e Verbal feedback

e Written report from the participants

You may start your discussion with known concept i.e. conventional
education. You may compare conventional education, distance education
and open education. You may discuss why distance education is important
and then how distance education. You may discuss various terminologies
like flexible education, online learning, blended learning, and so on.

Why Open and Distance Education?
Socio-academic dynamics make distance education relevant both in the
developed and developing economies.

Changing social norms, values, etc. (e.g., the movement from what is
basically an agrarian society through industrial and information societies to
a learning society) influence educational patterns or the vice-versa.

Information explosion warrants continuous training (re-education and re-
training) of various personnel to keep pace with the changing environments.

Population explosion has been making increasing demand for higher
education.

There is a clear mismatch between demand and supply.



Implication

Many have to be educated or trained at a shorter period (information flow
being tremendous and even increasing) and without much of duplication
efforts. The whole process should be cost-effective without compromising on
the quality/standard.

Complementing the traditional educational patterns, which are inadequate
to take up these responsibilities because of obvious reasons, distance
education has potential to alleviate the problems and ameliorate the
situation.

A few sample materials are given below for power point presentation
which you may later improve on to suit your situation.

Slide 1

Conventional Education

e Face-to-face teaching-learning

e Teacher responsible for teaching /
¢ Pre-designed syllabus

e Word of mouth for communication

e Interaction/activities/immediate feedback

¢ Learning full-time and teacher based S

Slide 2 Prof. PK. Biswas

Distance Education

¢ Minimum face-to-face contact
¢ Print and non-print media used
¢ Interaction mainly through media
¢ Learning learner-based
® Learner support services
e Variety of evaluation methods
¢ Learner choice for:

— Selection of content

— Selection of media

— Pace of study

— Place of study

— Entry and exit

Prof. PK. Biswas
Slide 3

Distance Education

* Quasi-permanent separation of teacher and learner

¢ Influence of an educational organization (planning,
preparation of materials, support services etc.)

¢ Use of media to unite the teachers and learners and carry
the content of the course

¢ Provision of two-way communication

* Quasi-permanent absence of learning groups

Prof. PX. Biswas

Training to Develop Self-
Learning Print Materials
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Slide 4

Open Learning

Organized educational activity, based on the use of teaching
materials, in which constraints on study are minimized either
in terms of access, or of time and place, pace and so on.

Illustrations

¢ Relaxation during admission (Age, Qualification)
¢ Relaxation with regard to place and time of study j

* Relaxation with regard to selection of courses

Slide 5

Prof. PK. Biswas

Flexible Learning
e Convergence of multi-modal learning
¢ Learner choice and freedom to choose path

e Institutional flexibility to cater for all learner needs as
also diversified needs of each learner

e Learner-centered/flexible
e Equity in curriculum and pedagogy

¢ Generic skills and lifelong learning

Slide 6

Prof. Santosh Panda

Online Learning
¢ Collaborative engagement
¢ Student-student and student-tutor interaction
¢ Interactivity
® More student activity
® Both synchronous and asynchronous interaction
e Instant feedback
¢ Intelligent flexible feedback

¢ Online learning, interaction, mentoring, collaboration,
knowledge construction and negotiation, assignments,
evaluation and feedback, certification

Slide 7

Prof. Santosh Panda

Blended Learning

¢ Blending of strategies towards learning performance
e Blending of approaches:

- F2F (Classroom, workshops, tutorials, on-the-job
training)

— F2F informal (Work teams, peer interaction, role plays)
Self-paced learning (Web modules, online resources,
audio and video, self-learning materials)

— Virtual learning

— Performance support (help systems, knowledge
database, decision support tools)

Prof. Santosh Panda



Slide 8

Evolving Distance Education

e Early ‘correspondence education’
e Still continuing “distance education’

® ‘Open learning’, ‘flexible learning’, “distributed
learning’.

¢ Current ‘online learning’, ‘computer mediated
communication’

e Evolving ‘blended learning’

Prof. Santosh Panda

1.3 PROCESS OF COURSE PRODUCTION

Let us consider another session plan.
Session Plan (1 hour 30 minutes)

Session Title: Process of Course Production
Topics
¢ Course planning

¢ Course development

¢  Course production

Objectives of the session

After attending the session, you should be able to:

¢ Plan developing a course in your own institution;

*  You should be able to follow steps for course development;

®  You should be able to follow steps for course production.

Strategies
e Slides (power point presentation)
® Interaction

e  Discussion

Resources

¢ Reading materials (Handbook, Handouts)
e LCD Projector

e  Paper/writing pad, pen etc.

e Flip chart

¢ Video on Open University

Evaluation

e  Verbal feedback

e  Written report from the participants

Training to Develop Self-
Learning Print Materials

11
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In this session, you may discuss the process of course preparation. You may
discuss the first stage i.e. course planning. The main points to be discussed
are: need assessment, how to define objectives of the programme/course,
analysis of resources, availability of resources, and suitable approach for
course delivery. Briefly discuss the development process — how to arrange
the topics in courses, Blocks, and Units/Lessons. Also discuss the course
production stage — printing, preparation of non-print media, and so on.

A few sample materials are given below for power point presentation
which you may later improve on to suit your situation.

Slide 9

Course Planning

* Assessment of needs

* Defining objectives

e Identify the most important objectives

e State objectives in comprehensive terms

¢ Analysing resources and constraints

e Budgetary provision

e Availability of media (print, audio, video, face-to-face
contact)

e Approaches (Independent, = Complementary,
Supplementary, Integrated)

e Delivery of teaching materials

o 2

Slide 10 Prof. P.K. Biswas

Course Development

F

¢ Arranging the topics
e Following logical sequence

e Textual body covering a topic called unit/
lesson

® Preparing unit outlines

* Writing the text

Prof. PK. Biswas
Slide 11

Course Production

e Print material

¢ Non print material

e Editing (content, language, format)
¢ CRC preparation

¢ Printing

Prof. PK. Biswas



1.4 INTRODUCTION TO SELF-LEARNING
MATERIALS

Session Plan (1 hour 30 minutes)

Session Title: Introduction to Self-learning Materials

Topics

e  Characteristics of self-learning materials

e Difference between self-learning materials and text-book
e Sample programme structure of an open university
Objectives of the session

After attending this session, you should be able to:

e Discuss the characteristics of self-learning materials;
e Differentiate between the self-learning materials and text book; and
e Explain the structure of a particular programme.
Strategies

e Slides (power point presentation)

e Interaction

e Discussion

Resources

¢ Reading materials (Handbook, Handouts)

e LCD Projector

e Paper/writing pad, pen etc.

e Flip chart

¢ Video on Open University

Evaluation

e Verbal feedback

e  Written report from the participants

In this session, you may discuss the characteristics of self-learning materials,
and can discuss the structure of the distance learning programme with an
example.

Slide 12

Characteristics of Self-Learning
Material

e Self explanatory
e Self directed

e Self motivated
e Self contained

e Self evaluated

Prof. P.K. Biswas

Training to Develop Self-
Learning Print Materials

13
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Course

field of study
Teaching materials and other components of study — text,
audio, video, contact session, project, laboratory work,
assignments.

Block

Appears in the form of Booklet. Around 60/80 printed
pages (A4 size paper). Presents one unified theme

Programme Structure IGNOU Sample)
The curriculum or combination of courses in a particular

Prof. PK. Biswas

Unit %

A self-contained portion of a distance teaching text,
distinct from other portions. Approx. 5000-6000
words. Should contain orientation for the student,
introducing him to the content, explanations of the
topics covered, and exercises to help the student learn
the material. Divided into sections and sub-sections
for the clarity of the presentation of concepts,
information, illustration etc.

Slide 14

Prof. PK. Biswas

1.5 BEGINNING PART OF UNIT

Session plan (1 hour 30 minutes)

Session Title: Beginning Part of a Unit
Topics

Unit structure

Beginning part of a unit- Title, Objectives, Introduction

Objectives of the session

After attending this session, you should be able to:

o  Describe the structure of a unit;

e Discuss how to write the objectives of a unit; and

e  Discuss how to write the introduction of a unit.

Strategies
e Slides (power point presentation)
e Interaction

e  Discussion

14



Resources

¢ Reading materials (Handbook, Handouts)
e LCD Projector

e  DPaper/writing pad, pen etc.

e Flip chart

¢ Video on Open University

Evaluation
e  Verbal feedback

e  Written report from the participants

In this session, you may discuss how to develop the beginning part of a unit.
You should focus on the development of structure of a unit, formulating
objectives of a unit, and writing introduction of a unit.

Slide 15

Unit Structure (Unit X)

X.0 Objectives

X.1 Introduction

X.2 Section 1 (Main theme)
X.2.1  Sub-section 1 of section 1
X.2.2  Sub-section 2 of section 1

Check Your Progress

Activity

X.3 Section 2 (Main theme)
X.3.1 Sub-section 1 of section 2
X.3.2  Sub-section 2 of section 2

Check Your Progress
Activity

’ ’ ’ ’ ’

’ ’ ’ ’ ’

Xn+l Let Us Sum Up
Xn+2  Answers to Check Your Progress Exercises

N g

Prof. PK. Biswas

Beginning of a unit
e Structure of the unit

e Title (precise, clear, communicative)

Slide 16

e Contents outline/Structure (heading, sub-headings
of main themes)

e Objectives

e Introduction

Prof. P.K. Biswas

Training to Develop Self-
Learning Print Materials

15
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Unit Structure
(Detailed itemization of the content broken into
sections and sub-sections)

e Presents — A clear outline of the content (main
themes, sub-themes, and their logical linkages.

e Helps — (the learner) — Overview the text, locate
the desired content

e Makes — (the text) more learner oriented.

Prof. PK. Biswas

Slide 18
Numbering Section and Sub-Section

e Should be simple and clear

e Should make the content more accessible.

UNIT 3

e Section 1 of unit 3 - 3.1

e Section 2 of unit 3 - 3.2

e 1t sub-section of Section 2 of unit 3 - 3.2.1

e 27 gyb-section of Section 2 of unit 3 - 3.2.2

Prof. PK. Biswas

Slide 19

Objectives of Unit

Presentation of objectives in behavioural terms (observable
and/or measureable)

Three components of a complete statement of objective (in
behavioural terms)

I.  Term that identify ‘behaviour or action’ (a verb is used)
II.  Standard or level: how well the learner is to perform

III. Condition/situation under which the learner is to
perform

Prof. PK. Biswas

16



Slide 20

1)

2)

3)

Objectives (Examples)

Given the names of 7 prime ministers of India, you
should be able to list them in chronological order

without any error.

After one week practice, you should be able to calculate

TA and DA for local journey.

You should be able to argue with your friends with

regard to bad effect of smoking.

Prof. P.K. Biswas

Slide 21
Kind of Objectives
(Types of performance called for)
Cognitive Domain:
Objectives pertain to the development of mental,
processes, like remembering, thinking, analyzing,
solving problem, and so on.
(Use of verbs: Recall, Recognize, Reproduce,
Distinguish, Differentiate, Assess, List, Analyze, Verify,
Describe, Identify, Categorize and so on.)
Prof. PK. Biswas
Slide 22

Psychomotor Domain

Practical skills involved in manipulating tools/
machines or performing experiments, engaging
construction of buildings, and so on.

(Use of verbs: Draw, Prepare, Handle, Manipulate,
Compute, Calculate, Construct, Tabulate, Build,
Collect, Assemble, Dismantle, Devise, Calibrate,
Conduct, Sketch and so on)

Prof. PX. Biswas

Training to Develop Self-
Learning Print Materials

17
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Slide 23
Affective Domain
Development of interest, attitudes, values toward
certain ideas and activties.
(Use of verbs: Argue, Enquire, Answer, Share, Defend,
Praise, Pursue, Negotiate, Respond and so on)
Prof. PK. Biswas
Slide 24
Introduction of Unit
Explains — The content being discussed in a particular unit
Relates — The unit with the previous unit/existing knowledge
Motivates — The learner
Components of Introduction
Structural: Previous-present-Future unit
Thematic: Main concept/theme (present unit)
Guidance: What the learner supposed to do before starts
reading the unit: Special activities, practical works, reference
articles and books, equipment, related audio/video materials,
time needed to complete the unit etc.
Prof. PK. Biswas
Introduction

The introduction of a unit serves as an access device when it explains the
content being discussed in the particular unit, relates the unit with previous
units and also with the existing knowledge of the students. The introduction
should be brief to provide adequate help to the students in starting their
study. In the introduction you need to receive, welcome and motivate the
students by giving them the impression that what they are going to study in
the unit.

There are three components of an introduction:

i)  Structural component: In an introduction you may give information
about the previous content i.e. what is gone before. Thus, you may
establish a link between what a learner has already learned and what he
is going to study in the unit at hand.

ii) Thematic component: This is an overview describing the main concepts
to be discussed in a particular unit. Its function is to attract the students’
interest and focus their attention on the content given in the unit.
Besides, it should build a basis for and promise friendly and
purposeful communication with learners. It is done best by talking
informally about the items in the structure, i.e. theme of the unit, what
content we have planned to include in this unit, etc.



iii) Guidance component: It provides study guidance to the students. It
explains the study requirements such as, time, special activities, back/
cross references, equipment, books etc. It should inform the students
about all that he needs to get the best out of the unit.

1.6 BODY AND ENDING PART OF UNIT

Session plan (1 hour 30 minutes)

Session Title: Body and Ending Part of Unit
Topics

e Content analysis

e Principles of ordering the contents

e Language

®  Self-assessment

o [llustrations

Objectives of the session

After attending this session, you should be able to:

e Discuss how to develop the contents (section-wise);
¢ Develop self-assessment questions;

¢ Discuss how to use illustrations; and

e Discuss how to write the end part of a unit.

Strategies
e Slides (power point presentation)
® Interaction

e  Discussion

Resources

¢ Reading materials (Handbook, Handouts)
e LCD Projector

e  Paper/writing pad, pen etc.

e  Flip chart

¢ Video on Open University

Evaluation
e  Verbal feedback

e  Written report from the participants

In this session, you may discuss how to analyse the contents, how to order
the contents, how to use illustrations, how to write self-assessment

questions, what kind of language can be used in self-learning materials, and
then you may discuss the ending part of the unit i.e. how to write summary,

answers to check your progress, glossary, references, reflective questions,
and so on.

Training to Develop Self-
Learning Print Materials

19
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Content analysis

¢ Determines course description and breaks down the course into
successive blocks;

¢ Determines the content of the assigned block and breaks down the
content into main units;

®  Determines the concept of each unit and breaks down the concept into
topics;

¢ Determines the ‘content’ of each sub-concept and breaks them down
into smaller concepts;

e  Group the main concepts, sub-concepts in to appropriate order (model
flow chart format, outline format).

Slide 25

Body Part of a Unit
* Headings/Sub-headings with numbering
¢ In-text questions
e Check your progress

e Sign posts: Fixed symbols (pen, instrument, open
book etc.)

e [llustrations: Graphics, pictures etc.

Prof. P.K. Biswas
Slide 26

Ordering or Arranging the Content
Few Principles

e From known to unknown

* From simple to complex

¢ From concerete to abstract

e From actual to representative

* From specific to general

e From earliest to latest

Prof. PK. Biswas

After arranging the contents, we have to allot a serial number to every step/
section and sub-section. There can be various ways of numbering steps/
sections and subsections. The main consideration should be that the number
is simple, clear and it makes the content more accessible. One way could be
to give a serial number to your unit. Suppose that you have allotted serial
number 3 (whole number) to the unit. The steps/sections may be numbered
in a sequence using decimal pointe.g. 3.1, 3.2, 3.3............... , similarly a sub-
section may be represented using second decimal points e.g. under section
3.1, sub-sections may be 3.1.1, 3.1.2, 3.1.3, and so on.



Slide 27 Training to Develop Self-
Learning Print Materials

Language
e Course writer to decide based on his experience the level
of language for the target group
e The unit should not make learners consult the dictionary
quite often.
Sentence: Short and simple
Vocabulary: Simple/known words
Paragraphs: Small paragraph-one idea in one paragraph
Conversational and friendly language: try to write as you
speak
e Use of personal pronouns: Use of ‘you’ and ‘we’, writing
should be personal, warm and brief.

o 2

Prof. PK. Biswas

Slide 28
Illustrations

e Photographs

¢ Graphs

e Line diagrams

e Maps

e Charts

e (Cartoons

e Drawings

e Tables etc.

Prof. PK. Biswas

Slide 29

Check Your Progress Questions
e True-False
® Matching
e Fill in the blanks
e Completion of sentences
¢ Sequencing
e Multiple choice
e Problem solving
e Descriptive
® Crossword puzzle
e Graphicbased questions

Prof. PX. Biswas
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Slide 30

Ending

e Summary (Paragraphs, Matrices, Table, Diagram etc.)
* Answers to self-assessment questions

e Glossary

e Reference materials

* Assignments

e Suggested readings.

Prof. PK. Biswas

1.7 LET US SUM UP

In this unit, we have presented an outline of a training programme for
course writers. In this context, we have provided sample session plans,
sample slides and brief discussions on some important areas. The main idea
is that you may prepare a session plan, and resource materials while taking
part in a training programme for the course writers as a resource person.

In our last Block (5), we have presented training design and reports of two
training programmes conducted by us in IGNOU.

Activity

i) Select any topic of your interest. Develop a sample Unit. Write the
‘title” of the unit. Prepare a ‘Unit Structure’. Write the ‘objectives’.
Write an “introduction’, develop a ‘section’, prepare sample ‘check
your progress’ questions, write the ‘summary’ of the Unit.

ii) Request two/three students or your friends who are familiar with
the topics, to read the Unit and give feedback. Modify the Unit
considering their feedback. Keep the Unit with you for future use,
whenever you are called for taking active part in any training
programme for the course writers in distance education.




UNIT 2 TRAINING IN STUDENT SUPPORT
SERVICES

Structure

2.0 Introduction

2.1  Objectives

2.2 Student Support Services

2.3 Organization of Academic Counsellor Training

2.4 Session-wise Topics for Academic Counsellor Training
2.5 LetUsSum Up

2.0 INTRODUCTION

In the previous unit you have learned how to organize training sessions for
the course writers. In this unit we shall concentrate on academic counsellors.
Training of the academic counsellors is one of the crucial factors in providing
effective student support services. The academic counsellors have to
perform various functions which include tutoring and counseling. Training
programme for the academic counsellors proposes to provide necessary
knowledge and skills to become effective practitioners. The counsellors are
thus expected to take knowledge which is often theoretical in nature, to real
life situations and apply it in practice. Training should help reduce gap
between the actual practice and the theoretical inputs imparted to promote
the relevance of counsellor training programmes and substantially guide
their practice.

2.1 OBJECTIVES

After going through this unit, you should be able to:
e discuss the importance of student support service;

¢ plan and design a workshop for the academic counsellors in your own
situation.

2.2 STUDENT SUPPORT SERVICES

You will agree to the fact that the multimedia package of instructional
material forms the core of instruction. The materials are supposed to be self-
instructional. Yet, given the heterogeneity of the learners in terms of age,
experience, educational background and socio-economic status, some
content areas of self-learning materials might pose conceptual problems to
some learners, if not all. Added to this, are the inherent problems associated
with the system such as the distance between the teacher and the learner,
isolation of the learner from other learners and the institution, and the
absence of chances of regular interaction with colleagues, peers, teachers.
Student support services, therefore, become essential to provide solutions
for certain problems, gaps, difficulties, etc. which the distance teacher, the
institution and the teaching-learning materials are unable to meet or
provide. In order to provide effective support services to students, suitable
personnel are to be identified, selected and trained keeping in view the
nature and kind of support services needed by the students.

23



Staff Development
Perspectives

24

You have acquired knowledge and skills while studying the course MDE
413. There is no need to discuss the issues related to students support
services here. We shall concentrate on the training aspects of the academic
counsellors in face-to-face situations only.

2.3 ORGANIZATION OF ACADEMIC
COUNSELLOR TRAINING

Organization of 3-day workshop

You may organize a 3-day workshop (face-to-face) for the academic
counsellors. In the following pages we shall give you an idea. You may
develop your own training schedule depending on your own situation. The
objectives of the workshop may the following;:

Objectives of the session
* To orient the participants with the concept and practice of ODL;
¢ To provide hands-on experience in face-to-face counselling;

¢ To provide hands-on experience in evaluation of assignments

Participants

*  You may select 30 participants (Max.)

Methods

You may follow various methods depending upon your own situation. Some
methods are:

* Power-point presentation

e Discussion/Interaction

e Individual activity

e  Group activity

® Presentation by the participants
e Feedback/Evaluation

Resource persons

e  Select 4-6 resource persons.

¢ Distribute the sessions among the resource persons according to their
expertise in a particular area.

e Use 2 resource persons in a day.

Preparation of a tentative schedule

e Keep four (4) sessions per day.

e Total 12 sessions (including Inaugural and valedictory sessions).
e Each session may be 1 hr. 30 min. duration.

e Session 1 will be inaugural session.

e  Use some time from inaugural session for participants” introduction and
ice-breaking.

e Apply a short pre-workshop evaluation test.



2.4 SESSION-WISE TOPICS FOR ACADEMIC
COUNSELLOR TRAINING

Day 1

Session 1: Inaugural Session

Session 2: Open and Distance Education

This session almost similar to the session we have discussed in unit 1. There
should be a brief presentation on ODL concept and practice followed by
interaction. The topics may include:

*  Meaning/Definition of distance education
¢ Characteristics of distance education

¢ (larification of various concepts

* Learner profile

* Media used in distance education

e ICT

Session 3
Student Support Services

There may be a power point presentation followed by interaction. The topics
may include:

*  Meaning of learner support

* Need of learner support

e Types of learner support

*  Models of learner support

* Meaning and types of counselling

* Meaning of Tutoring

¢ Practical Training / Hands on experience
¢ Feedback on assessment and progress
* Administrative problem solving

e Library facility

¢ Conduct of examination / practical

* Maintenance of Learner Records

¢ Online support (where applicable)

Training in Student Support
Services
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Identifying main features of self-learning materials

Session 4: Group Activity

Divide the participants into 5 groups. Try to keep participants from
same or related disciplines in one group. Identify group leader in each

group.
Give them self-learning print materials. Ask them to identify the main

features of these study materials, difference with the text book, and why
these materials are important for the distance learners

Give them 20 min for group discussion

Each group leader/any participant should present the outcome of the
discussion.

After each group presentation, the members of the other group will
interact with them.

The resource person will also interact.

Identify the common features identified by the groups and the specific
or unique features identified by each group.

Grade the group activity.

Day 2

Session 5: Academic Counsellig

Review the first day activities. Identify participants for this task. After that
there may be a brief power point presentation. The topics may include:

Role of academic counsellor

Difference between counselling and tutoring
Qualities and skills of academic counsellors
Methods of counselling

Media used in academic counselling
Practical and project

Study skills

Session 6 and 7

Live counselling (demonstration and practice)

Bring few students and ask the participants to interact with the students.

Session 8

Discussion on the activities performed by the participants during
session 6 and 7.



¢ The resource person will clarify the problems presented by the Training in Student Support
students, modify the responses and style of presentations by the Services
participant counsellors.

Day 3
Session 9

e Review of the second day activities by the participants

Tutor comments

The participants should learn how to evaluate assignments and write tutor
comments on each answer written by the students. There may be a
presentation on tutor comments.

Academic Communication

e To address every learner individually and write meaningful or teaching
type comments on assignment responses

*  Correct the learner if s/he responds incorrectly
¢ Point out and confirm acceptable points, examples, figure etc.
* Suggest to add a point or elaborate on the issue

* Assess the level of achievement and explain the basis of that

Personal communication
e Try to break the feeling of ‘isolation” of the learner
e Help to go ahead smoothly to achieve the stipulated learning objectives

e  Motivate the learner

Supplemental Communication

* May be initiated by the learner or the distance teacher

*  When learner reacts strongly to the comments or challenges the grade
¢ Teacher may send the probable answer to the learner

Types of Comments

Positive comments: “Your explanation with regard to information
processing theory is very good. I appreciate your diagram number one”.

Constructive comments: “You could have discussed the temperate climate
and the modern methods of farming as important factors of high production
of wheat in the prairies”.

Personal comments

“I appreciate your style of presentation. It is new to me. No other student has
presented the diagram on information processing theory. Carry on please.
You will definitely be able to achieve learning objectives.”

Overall (Global) comments

“This is good you have submitted your assignment in time and attempted
both the questions. This is also good that you have not crossed the word
limit. Your overall response is good. However, you have missed some
important points (see margin comments inside). With regard to the first
question you could have mentioned three reasons: temperate climate, fertile
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land and plenty of water provided by the two major rivers Mississipi and
Missouri along with modern methods of farming which have helped in the
high production of wheat in the prairies. In your response to the second
question also you have missed some points e.g., how the farmers of the
prairies use machines for agriculture, how they rear animals in Ranches and
so on (see margin comments). As you have missed these important points I
have given you ‘C’ grade. Your handwriting is neat. But you should give
more attention to spelling.

This is your first assignment response. Hope, in your next assignment you
will do better. If you face any difficulty with your studies do not hesitate to
write to me”.

Session 10: Individual activity

Each participant will be given an answer written by the student to an
assignment. The participants will evaluate the answer, grade them and teach
the students through written comments.

Session 11: Counselling using ICT

This session may be devoted to discuss how ICT can be used for academic
counseling.

Session 12
¢ Feedback/post workshop evaluation
e Valediction
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2.5 LETUSSUMUP

In this unit we gave you an idea about a 3-day training workshop (face-to-
face) for the academic counsellors. We have suggested the way you may
organize a training workshop for the counsellors. In our last Block (5), we
have presented training design and report of a 15-day training programme
for the academic counsellors conducted by us in IGNOU.

Activity

Modify the contents and strategies suggested in various sessions of the
3-day workshop. Prepare session plans for 2-day orientation programme
for the academic counsellors.




UNIT 3 TRAINING OF NON-TEACHING
SUPPORT STAFF

Structure

3.0 Introduction
3.1 Objectives

3.2 Role and Activities of Support Staff
3.21  Word Processing
3.2.2  Understanding the Collective and Complex Nature of Work
3.2.3 Keeping Records
3.24  Getting the Correct Information
3.25 Equipment Maintenance
3.2.6  Learning from Teaching/Service Units
3.2.7  Sharing the Work
3.2.8 Hospitality
3.29  Professionalism
3.2.10 Sense of Responsibility
3.2.11 Self-discipline

3.3 Job Description

3.4 Staff Training and Development
3.41 Types of Activities
3.42  Role of Management Information System (MIS) in Training

3.5 LetUsSum Up

3.0 INTRODUCTION

Non-teaching staff have a significant role to play in making distance
education programmes and the institution a success. They have to undertake
a wide range of activities related to course development, course delivery and
course/programme implementation, including student support services.
Junior-assistant-cum-typist, computer operators, section officers/
superintendents, stenographers, personal assistants, etc., in the open/
distance teaching institutions perform their functions in close collaboration
with the academics. Without proper awareness and a general understanding
of the distance mode of teaching-learning and a degree of sensitivity to the
problems of learners, it is not possible to make distance teaching a
meaningful activity. The academics, the administrators, and the non-teaching
staff must work in tandem and their focus should always be on the student.
There is not a single activity in an open university that can be viewed in
isolation, though each category of the personnel may be engaged in different
sets of activities. This being what it is, we have highlighted the important
role of support staff in ensuring better servicing to our clients, particularly
students. Further, we have touched upon the need for effecting change,
notwithstanding some resistance, for effecting functioning of distance
education system. In this unit we have also discussed the need for
management information System (MIS) for the top-management to guide the
staff properly and profitably. In essence, you should consider this unit as an
input for drawing out a training programme for the non-teaching staff on
your own and increasing their participation and commitment by involving
them in different staff development activities.
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3.1 OBJECTIVES

This unit should provide you with an overview of the role of non-teaching/
support/allied staff in distance teaching contexts and the need to train them.
After going through this unit, you should be able to

e explain how non-teaching staff make a difference in servicing clients —
both internal and external,

e explain the need for ‘change’ through training that will help an
organisation function better,

e discuss the need for and the nuances involved in management
information system and say how it contributes to effective functioning
of an organisation, and

¢ Conduct a training programme for allied staff (keeping the above three
objectives in view), when required.

3.2 ROLE AND ACTIVITIES OF SUPPORT STAFF

In an open university different categories of non-teaching personnel are
engaged in different sets of activities. However, there is not a single activity
which can be viewed in isolation. Each activity is related to a teaching
activity whether falling under programme/course development, delivery or
implementation. The implication is that, the failure in one activity would
adversely affect each of the related activities. In other words, a minor
problem or failure in an activity or operation might lead to breakdown of the
entire system. The role exposition below would make it very clear to you.

In open universities, the failure in one activity may bring to halt the gigantic
wheel — the distance teaching system. Failure to carry out a minor task will
stop major operations leading to demotivation of the people involved, and
also make the institution vulnerable to public criticism. Imagine a situation
where you have all the course materials for a one year programme except a
few pages of assignments which are yet to be printed and therefore, the
registered students are not sent their course materials for a few months. The
whole exercise of launching/running a course will be ridiculed by the
students as well as the public because of the negligence or default of a few
persons. Therefore, the allied staff including top-officials should be aware of
the nature of their work and the desired qualities required to do it.

Here are a few activities and patterns of behaviour expected of allied staff
which have implications for major teaching functions. The trainer has to
keep all these functions given below in mind and be able to impress upon
the concerned their value and importance.

3.2.1 Word Processing

Distance learners primarily depend on the study materials they receive from
a distance teaching institution. Since their learning is a self-directed one, the
study materials must be prepared with utmost care and thoroughness. The
academics take the responsibility of the content, language etc., but the
technical execution of getting the materials ready in a desirable form
depends on the non-teaching staff. For example, a good typist or computer
operator (CO) saves the time and labour of many and thus saves the
resources for the institution. If the typist or CO is careless and incompetent,
academics will have problems in finalising scripts; s/he will have to repeat



the same drafts many times; there will be delays in printing the courses,
dispatching them and in organizing counselling sessions for the students.
One can avoid this chain reaction that affects all the operations adversely, if
the typist or CO knows his/her job well, is careful and also has the required
level of awareness about the system.

However, with the advancement of technology, most of the distance teaching
institutions have word processors installed to accelerate the process of
course development and production. Word processors facilitate course
developers in a number of ways. Apart from getting the drafts ready quickly,
editing the drafts is much easier if we use the word processor. Once we get
the camera-ready copy from the word processor, printing also takes less time
than what it would otherwise in the case of typed manuscripts. To appreciate
the obvious advantages of using word processors and the PC’s they (the CO
etc.) need professional training. Of course, many of them may learn about
the uses of word processors on the job, but a systematic training at the initial
stage will enable them to perform their duties better and learn more about
the machine and the system in a professional way. Irrespective of the kind of
technology in use, it is important than the staff is efficient in using it.

3.2.2 Understanding the Collective and Complex Nature of
Work

Every institution appoints Junior Assistants/Typists, Assistants, Senior
Assistants, PAs, Stenos and so on. The work expected of them is usually
taken for granted. But a distance teaching institution with its multi-media
instructional system will have different kinds of tasks for them, although
they may have been recruited under the traditional nomenclatures such as
PAs, Stenos, etc. When you give some work to them, they may ask: “Is this
the job of a ...? You may not be the only one who is trouble by such
questions because this confusion about roles and functions would prevail
initially at all levels in any new organisation moving on to a new system.
Many academics and administrators would have raised questions regarding
the ambiguity about their roles and functions. Once the institution chalks out
its own rules, job descriptions, and terms and conditions of appointing
different categories of personnel the confusion will be cleared. Till then,
most of us expect our allied staff to perform different types of tasks related
to various aspects of the system. Strict compartmentalisation of work is
neither possible nor desirable in an open learning system. In fact, as has been
done at many places in the world, we may have to rename/re-designate
many categories of personnel to accommodate this need for role-switching.

3.2.3 Keeping Records

In open universities, there is a need to collect and record enormous amounts
of data and retrieve them from time to time. Starting from enquiries and
admissions to the completion of the course or programme concerned —
sometimes even after is completion — the university has to maintain student
records, information regarding the courses, dispatch of materials,
complaints, requests or enquiries from students, counselling sessions,
assignments, examinations, question papers and other learning activities of
the students. Information is to be provided from time to time to various
personnel at the university and outside it for research, annual reports,
budget proposals and so on. Sometimes valuable information gets misplaced
or lost because of sheer carelessness or faulty/defective filing systems. The
routine information brochures, circulars, newsletters etc. many get discarded
as unimportant or simply dumped somewhere without proper arrangements

Training of Non-Teaching
Support Staff
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for retrieval. Details about expert committees, course writers, the tasks
assigned to writers, editors, printers, graphic artists, media persons,
requirements sent to the administration, etc. may appear to be very
‘ordinary” or unimportant, but they are actually very important for the
people involved in distance education systems. Clearly, an appropriate,
adequate and efficient filing and record-keeping system is essential. And to
sustain the efficiency of such a system, each member of the staff needs to be
highly sensitive, thoughtful and careful. Training can develop all these
among allied staff. Once the right attitude and expertise is achieved, the rest
of the operations regarding database of record keeping (manually and using
computer both) will become easier.

3.2.4 Getting the Correct Information

All the necessary and correct information about a university as well as the
students is essential to enable the planners, policy makers, academics and
administrators to get the right kind of information at the right time. If such a
database can be built only with the help of computer, it is equally important
to feed the computer with correct information and data. Any wrong
information feed into the machine will have disastrous consequences.
Recording is a skill that could be acquired and perfected only through one’s
involvement in the system and by becoming aware of the necessity to have
the correct and updated information. While categorising and updating
records and files, we should make it clear to the non-teaching staff that they
should consult the senior officers so that the information is not simply stored
somewhere but also arranged in such a way that it is easily retrieved for use
whenever needed. Information that cannot be retrieved without loss of time
is information lost. Valuable machines are often underused or unused
because of lack of skilled personnel to handle them or because of lack of
interest and care among the skilled personnel. Sometimes, because of sheer
negligence and indifferences of a few individuals and often because of the
lack of knowledge and awareness, we lose large amounts of data and
information forever.

3.2.5 Equipment Maintenance

Maintenance of equipment is as important as using it. Take the example of
word processors and photocopiers. What will happen if the machines remain
out of order most of the time? We can neither build up fresh data nor use the
data already stored. Failure of machines is mostly the result of the failure of
human beings in maintaining them. In such cases, the more traditional ways
of keeping records prove to be more useful and effective. Ironically instead
of improving efficiency and saving time, sophisticated machines make
people less efficient and cause inordinate delays in situations where the use
of technology is not properly understood or socially internalized.

Similarly, we can see typewriters, computers, etc., left uncovered and
unprotected against dust and damages. It is also not unusual to leave a
machine on and forget about it the whole day long. A fan or a cooler too is a
machine — how many of us care to switch them off when we leave our rooms
at the close of the day?

3.2.6 Learning from Teaching/Service Units

You must be clear that the work at an open university or a distance
education institution is of a complex nature and we will have to work not
only individually but also within teams. This requires some conscious



training and patience to orient ourselves to a new situation. We need to
impress on the staff that work becomes easy and enjoyable if we start our
career or work with a mind and willingness to learn more, give more and
take more. There should be an attitude of allowing everyone to grow
professionally as well as intellectually. A CO should not think that he/she
would always remain a computer operator. An organisation grows when its
employees give their best to it and grow themselves. And the employees
grow when they work hard and learn from each other.

Of course, not everyone will be doing everything in a School or Division, but
the non-teaching staff should know what is necessary for the general
functioning of the School or Division in which they work. For example, let us
suppose that there are two typists or COs working with four academics and
they have two word processors. One typist goes on leave without informing
the academics concerned. The academics are in dire need of completing a
piece of work which needs another two hours of word processing. But they
do not know where the typist/CO has kept the relevant papers, or how to
open the file in the computer. The other typist/CO also does not know
anything in this regard nor can he/she work on the other word processor.
How do we overcome such problems? The answer to the question is that, in
an open university, we have to have a collective approach to work and,
therefore, we would be more effective in our work, if we get a general
understanding about the work done by others as well. Consider another
illustration. In preparing the Annual report of a School or Division, someone
may be writing the report after collecting the relevant information. But,
while collecting the information, the person who is preparing the report will
depend on others for correct information. Every bit of information will have
to be checked and processed in order that the unit’s achievements and
failures are properly reflected in the report. This is possible only when every
one realises the significance of the report and contributes individually to
compile the collective report. If the work is treated solely as someone’s
individual responsibility, then, quite a few important activities of the unit
may be lost sight of. This can be avoided if the non-teaching staff and the
teaching staff have an overall understanding about the activities of the given
unit. Training provides this understanding in good measure.

3.2.7 Sharing the Work

The commonly tendency among all of us is that we should not be burdened
with the work of others. Of course, there will not be any such problems if
everyone does his/her work according to a proper schedule. But sometimes it
so happens that, in spite of our best efforts, we are not able to meet the
schedules because of some unforeseen events. Keeping in view the overall
interests of the students, we may have to work a little more to complete
course preparation, dispatch of the materials etc., and thus meet the overall
schedule. In fact, if there is proper work allocation, we can pace our work
and complete it without more strain. But one cannot expect to have ideal
conditions always. It is true that in any organisation there will be a few
elements who would avoid work. We are not concerned with talking about
such people here, but with sharing of work at times.

What does sharing mean in our present context? Sharing of work should not
mean that some will over-work and some others will shirk work. It simply
means that colleagues should help each other from time to time when some
of us have to work under pressure of time. Sharing should be reciprocal. We
assume that all our staff are working sincerely to meet the schedules and yet
we may find some colleagues