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INTRODUCTION

Extension workers are key people in any rural development programme. It is the extension
worker that is directly involved on a day to day basis with the homesteads. The success or
failure of mobilising people, getting them involved in development activities, and
communicating ideas and information in the final analysis rests on their shoulders.

Unfortunately these front-line extension workers are often the least well trained. Even
more unfortunate is that often the weakest part of their training is in communication
skills and education methods. Even though they may be well versed in their subject matter
they may not particular be successful at imparting this information to the people, or
mobilising them to participate in development activities.

In an attempt to reduce this problem we have put together this package of training
materials on communication skills and education methods. The package is aimed at the
trainers of extension workers. It is designed to help trainers provide more effective
training - in both pre-service and in-service situations - for the extension workers.
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A NOTE TO THE TRAINEB~

To help you use these training materials we have divided them into four main sections, and
each section into units. The four sections are: Basic Education Methods, Communi ty
Education Methods, Community Mobilisation Methods, and Work Management Skills. In addition
there is an introductory and a summary unit.

This, of course, is not an exhaustive set of training materials. We are sure that some
could be added, and what we do offer could be expanded and offered in many different ways.
What we do hope is that we have provided some basic but useful ideas and techniques that
will help you to formulate effective training programmes.

The intention is that you use and adapt these materials to sui t your own training
situation. It may be that you want to go through the sections and units in a systematic
way. On the other hand you may want to design your training programme by combining units
from different sections, and even combining exercises from different units. The
combinations, of course, are many. The point is that we are not providing you with a rigid
training recipe, but the ingredients to develop training programmes according to your
needs.

For each unit we have developed handouts, and where appropriate sample training exercises.
These can be found in 'Modules for Training Extension Workers Vol. 2'. Like the training
units, these handouts are not exhaustive. They are intended to provide the trainee with
essential information that he can refer to during and after the workshop. They can be
adapted for use, and added to, as appropriate.

Finally, we encourage you in the teaching sessions to use visual aids, for some of the
exercises we have made some suggestions, but it is possible to develop many more. Overhead
projector slides or flip charts can be very useful in highlighting the main points of a
presentation.

The emphasis throughout all the training materials is on experiential or participatory
training. We believe that people learn best if they are involved in doing and practising
the skill the training is focusing on. Hence, we have kept the formal, lecture type
sessions to a minimum. If our aim is to train extension workers to be more effective
communicators we should practice what we preach, and set the example in our training
workshops.
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UNIT 0

INTRODUCTORY MODULE

IDENTIFYING YOUR NEEDS AND PROBLEMS

OBJECTIVES

* Each trainee will identify and state the important things that
he wants to learn from the workshop and identify a major
difficulty that he is having (related to the objectives of the
workshop) in their work.

* The training staff will understand what expectations the trainees
have for the workshop, what are some of the major problems the
trainees have experienced and be able to modify the training plans
if necessary.

LENGTH OF TIME: 1/2 hours

ACTIVITIES:

NOTES AND MATERIALS

SESSION 1: INTRODUCTION

State the general purpose and objectives of the workshop and explain
why they are important to the trainees work. Write the objectives on
flip chart so everyone can see them. Answer any question.

SESSION 2: IDENTIFYING NEEDS AND PROBLEMS OF TRAINEES

Purpose: to help trainees to clarify what they see are their training
needs.

1



Explain that at the beginning it is important to find out the major
things that trainees want to learn from the workshop and major
difficulties they are having. These items should be related to the
objectives of the workshop. Explain that it is important to get this
information so the training staff can make any necessary revisions in
the plans for the workshop.

NOTES AND MATERIALS

Handout the sheet "Identifying your expectations and problems".
trainees to complete it (in about 10 minutes) and hand it in.

Have a staff member
Meanwhile, have a
problems.

quickly
general

Ask

tabulate on newsprint the responses.
discussion on their expectations and

IntroductOJT HAndout
"Tdentif.ving your
E;>c:pectati ons"

Explain how their expectations will be covered by the workshop.

2



S[CTION 1 : BASIC D»UCATION ftI~TflODS

A major part of any extension worker's activity is making personal contact with
individuals, families, and groups. Making this contact involves establishing a friendly
rapport, and communicating in a manner that is both acceptable and understandable to the
person or persons concerned. Through good communication an extension worker will be able
to identify problems and needs, and work out appropriate solutions and actions with those
concerned.

In order to make effective personal contacts the extension worker must be able to choose
and use extension methods that are appropriate for a specific purpose and target group.
And he or she must be able to communicate ideas and information effectively in a one-to
one or group setting.

The training units in this section are designed to provide the field worker with basic
education methods necessary for him or her to operate effectively in a one-to-one or group
situation.

There are four units in this section. They are:-

Unit lA

Unit 1B

Unit lC

Unit 1D

Basic Communication Skills and Home Visits

How to Organise and Lead a Small Group Discussion

Effective Education Techniques

How to Produce and Use Visual Aids



UNIT 1A

BASIC COMMUNICATION SKILLS AND HOME VISITS

OBJECTIVES

* Each trainee will understand the importance of GOOD COMMUNICATION.

* Each trainee will understand how to communicate effectively.

* Each trainee will learn to:

(a) speak clearly and with confidence
(b) listen carefully
(c) give attention to others
(d) respond to communication from others

NOTES AND MATERIALS

* Each trainee will learn to help others to:

(a) identify their problems
(b) discover the barriers to solving their problems
(c) identify their goals

* Each trainee will learn to use communication to assist others in
taking action to solve their problems.

LENGTH OF TIME:

ACTIVITIES

4 - 5 hours

SESSION 1: INTRODUCTION

Explain the workshop objectives, timetable, and method of instruction.
Ask each trainee to write down on paper what they think COMMUNICATION
is.

3
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SESSION 2: THE COMMUNICATION PROCESS
NOTES AND MATERIALS

Purpose: to help the trainee understand the importance of good
communication.

Distribute the handout on COMMUNICATION and explain using the flip
chart the importance of COMMUNICATION. Discuss the trainees ideas about
COMMUNICATION.

Describe the important parts of the COMMUNICATION PROCESS, using such
examples as:

(a) speak clearly
(b) give attention to other person
(c) listen carefully
(d) give other person feedback

Describe the barriers to GOOD COMMUNICATION, using such examples as:

(a) not listening
(b) poor speaking
(c) not giving feedback
(d) not understanding

Answer questions and discuss.

SESSION 3: BARRIERS TO GOOD COMMUNICATION

Purpose: to increase the trainees awareness of the difficulties caused
by ineffective communication and how this might be avoided.

4
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Ask the trainees to give examples, from their own experience, where
ineffective communication has caused problems. Discuss the experiences.
Then divide the trainees into groups and ask them to analyse the
situations in Handout lA No.2. Discuss the group reports.

Using the points presented in BARRIERS TO COMMUNICATION ask one staff
member to play the role of a health worker and demonstrate the wrong
way to communicate. The second staff member can play the role of a
member of the community. Discuss what happened.

Using the points presented in EFFECTIVE COMMUNICATION have the same
staff member demonstrate the right way to communicate.
Review what can happen when you communicate in the wrong way.

SESSION 4: LISTENING SKILLS

Purpose: to help the trainee practice good listening skills.

Discuss the importance of listening carefully, giving your attention
and responding to someone who communicates with you, such as a health
worker who is listening to a member of a community.

Give examples such as:

(a) Looking the person in the eyes.
(b) Nodding your head.
(c) Giving verbal feedback.
(d) Saying "yes"

"O.K."
"I hear you"
"Uh huh"
(Yebo; ngiyeva; ngiyabona; urn hmm)

5
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Demonstrate effective listening skills with 2 staff members: one plays
the role of a community member who talks about a personal health
problem; the other plays the role of a health worker who practices
GIVING ATTENTION, LISTENING CAREFULLY and RESPONDING TO THE SPEAKER.
Get comments from the group on the demonstration.

Get instructions to trainees about how they will play these roles in
pairs. One person will be the health worker. He will practice LISTENING
SKILLS.

Divide the group into pairs of 2 people each. Have each pair role play
4-5 minutes. Then reverse roles. Then ask them to discuss the results
between them.

Bring everyone together into the large group again and discuss what
they learned.

NOTES AND MATERIALS

SESSION 5: DEVELOPING UNDERSTANDING SKILLS

Purpose: to help the trainees practice and learn skills in developing
understanding.

Discuss the importance of developing understanding with community
members by getting feedback from them and by giving feedback to them.
Give examples of how this can be done such as asking questions to
clarify information or to find out what people are thinking or
repeating back (or getting them to repeat back) what has been said to
make sure each person understands.

Demonstrate effective ways of developing understanding with 2 staff
members: one role plays a community member who talks about a personal
problem; the other role plays a health worker who practice giving and
getting feedback to make sure he/she understand what the communi ty
member is saying. Get comments from group on the demonstration.
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Give instructions to trainees how they will role play in these pairs.
The one in the health worker role will practice developing
understanding by giving and getting feedback. Answer any questions.
Divide the group into pairs of 2 people each. Have each role play 5 
10 minutes. Reverse roles. Then discuss results.

Reassemble in large group and discuss what they learned.

SESSION 6: FACILITATING CHANGE IN A HOME SETTING

Purpose: to have trainees understand the basic steps that are
essential in helping a person identify and solve a problem.

Explain the nature of the facilitating process and how people become
more able to improve their lives and become more self sufficient when
they can identify a problem, understand what to do about it and can see
some practical way to solve it.

Discuss the following points:

how people become aware of and solve problems
the attitude of the extension worker
the authoritarian vs. the participatory approach
helping someone identify their problems, barriers and goals
ways the extension worker can assist someone.

Handout the discussion guideline to "Facilitate change in a home
setting". Explain each step and discuss it.

Trainees discuss their own approaches in making visits to homes and
communities. Find out which approaches seem to work and those that do
not work.

7
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fkmdout lA No. 3
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Conduct a model demonstration of the facilitating process following the
NOTES ·AND MATERIALS

steps of the guideline. One staff member will role
and the other role playa community member, i.e.
The health worker will follow the guidelines
community member. (5-10 minutes).

Discuss the results of the demonstration.

playa health worker
mother, father, etc.

and interview the

SESSION 7: ASSISTING WITH A PROBLEM

Purpose: to discuss with trainees the skills involved in assisting
with a problem in a home setting.

Gi ve instructions to class for how they are to role play in pairs a
typical home visit. One person will role playa farmer, mother or other
family member and talk about personal family or heal th problem. The
other person will play the role of the health worker and conduct a 10
- 15 minute interview following the gUidelines.

After each role play have the pairs discuss for about 5 minutes, the
strong points and weak points of the session.

Reverse role plays and repeat the process. (An al ternative approach
would be to form groups of 4 where 2 will role play the exercise while
the other 2 observers and give comments at the end). Then the 2
observers could role play the exercise.

After the role play are finished, have class come together and discuss
what they learned and the importance of good communication and using
the proper approach for helping people.

Handout the Guideline for "Planning and Conducting a Home visit",
go over the main points and discuss them.

8
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Summarise information presented in the session,
they can apply these points in their work.

and ask trainees how

NOTES AND MATERIALS

SESSION 8: SUMMARY

Review and summarise the main points on the communication process and
facilitating change.

9



UNIT 1B

HOW TO ORGANISE AND LEAD A SMALL GROUP DISCUSSION

OBJECTIVES

* Each trainee will understand the importance of and principle for
conducting small group discussions.

* Each trainee will be able to plan an agenda for and conduct a
group discussion on a health or other topic, practising leadership
skills such as presenting and obtaining ideas, asking and
answering relevant questions, facilitating discussion, resolving
conflicts, summarising ideas and developing plans for action.

NOTES ·AND MATERIALS

LENGTH OF TIME:

ACTIVITIES

4 - 5 hours minimum

SESSION 1: INTRODUCTION

Briefly explain and discuss each objective the workshop content and the
method of instruction

SESSION 2: CONDUCTING GROUP DISCUSSIONS

Purpose: to assist the trainee understand the importance of and
principles for conducting small group discussions.

Explain, drawing on the trainees own experience and ideas, why: group
discussions are an effective method of learning; the functions of group
leadership; group dynamics; and the steps involved in concensus 
decision making.

10
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Refer the trainees to Handout 1 "Conducting Group Discussions" and get
them to complete where appropriate.

SESSION 3: PRACTICE LEADING A DISCUSSION

Purpose: the trainees will practice the skills associated with leading
a group discussion.

Explain the purpose of the session. Introduce the simulation exercise
and explain each component of the exercise: the "Consensus Decision
Making Guidelines for the Facilitator; the role cards; the observers
role; and the "Observation Sheet". Then divide the trainees into groups
of 6 - 8, and assign an observer to each group - (the observer should
be briefed in advance).

In the groups the observer should:-

(a) allow 5 - 10 minutes to review the rules with the group
members.

(b) distribute the role cards and explain, on an individual
basis, what each role involves.

The group should then select one of the discussion topics and simulate
a group discussion. The facilitator can use the 'Consensus Decision
Making Guidelines' to help him lead the discussion.

After about 20 - 30 minutes the observer should stop the discussion and
review, with the group what happened in terms of the group leadership,
group dynamics, etc.

11
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Exercise on How to lead E1
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One possible procedure to encourage a critical analysis is to:

(a) first invite the facilitator to give his comments;
(b) then invite other members to respond and add their

observations; and
(c) finally for the observer to add any other observations

he may have.

NOTES ·AND MATERIALS

The discussion at the end of the simulation exercise
reinforce the ideas and principles associated with group
and to evaluate the effectiveness of the training exercise.

serves to
discussions

It may be useful to repeat the exercise,
opportunity to practice the skills. In this
allocated and a new discussion topic elected.
the "Consensus Decision making Guidelines" in

giving trainees further
case roles should be re
It is better not to use

the repeat exercises.

SESSION 4: DEALING WITH DIFFICULT SITUATIONS

Purpose: the trainees will be able to identify and learn the skills of
dealing with difficult situations that may arise in a
discussion group.

Explain the purpose of the session. Brainstorm with the trainees
difficult situations that they might encounter in a group discussion.
Then with the aid of Handout 3 introduce the analytical format of:

identifying the problem
determining the cause
deciding how it could have been prevented
what should be done to solve the problem.

After explaining the format role play, involving some of the trainees,
a few critical incidents that may arise in a group discussion
situation. Discuss each one in turn using the analytical format above.

12
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Brainstorm with the trainees other difficult situations that may arise.
Select a few for analysis.

SESSION 5: REVIEW AND SUMMARY

Purpose: to review and evaluate with the trainees the principles and
skills they have learnt in terms of leading a group
discussion.

IndiVidually or in (buzz) groups ask them to answer the following
questions:

How should a discussion leader behave?
What would you do as discussion leader if:
(a) Group members have conflicting views?
(b) Sensitive issues are raised?
How would you encourage quiet people to participate?
How would you keep one person from talking all the time?
How would you build questions on responses of the group?
How would you keep the discussion focused on the topic?

In the report back session encourage the groups to share their answers.
Diversi ty of answers will help to illustrate that there is no one
single way of dealing with situations that may arise in a group.

The help summarize the central theme of the module review the
guidelines on Consensus Decision Making in Handout 1.

Refer to the trainees to Handout 1 "Conducting Group Discussions" and
get them to complete where appropriate.

13
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LENGTH OF TIME:

UNIT lC

EDUCATION METHODS

OBJECTIVES

* Given materials and a group of people (other trainees or any group
organized for the purpose) the trainee will choose a method or
methods and use them to deliver an educational message such that
by the end of his session at least 80% of the group have
understood the message.

1 1/2 days

OUTLINE OF ACTIVITIES

SESSION 1: WAYS OF LEARNING

Purpose: to make trainees aware that there are different learning
styles and to enable them, where possible, to match methods
to styles.

Let trainees discuss, for about 10 minutes, their own learning styles
and the teaching methods that they have found best sui ted to their
learning styles.

Summarise the discussion by explaining briefly the range of learning
styles from concrete to abstract and sequential to random and the
various combinations.

Explain also that besides the learning styles of the audience, learning
may be affected by several other variables. The choice of method will
depend also on the type of objective, the content, the age of the
receivers, the environment and the receivers perception of the problem

14
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Handout: Ie No.1 "Effective
Teachulf{ Methods"



SESSION 2: WAYS OF TEACHING - THE LECTURE
NOTES AND MATERIALS

Purpose: to use the lecture method as
principles of effective teaching.

springboard to discuss

Have a colleague or a member of the group and about six other
volunteers role playa conventional lecture. The rest of the group will
critique the lecture.

Discuss the lecturette, examining carefully, the things that the
lecturer did to gain and maintain attention, to share information, to
make sure that the group understood him, to make sure that they will
remember, to give a chance to others to comment or ask questions, to
summarise the lecture and to evaluate the lecture.

Discuss the things that could have detracted from the effectiveness of
the lecture, e.g. mannerisms, speech.

Ner...'Sprint

Discuss ways in which this lecturette could be improved.
points on newsprint.

SESSION 3: WAYS OF TEACHING - DEMONSTRATION

Write all

Purpose: to discuss the techniques of conducting a demonstration and
the planning that goes into a good demonstration.

Have one of your colleagues or a number of the group do a pre-arranged
demonstration on his favourite subject. Ask about six volunteers to be
his trainees. Have the other members of the group critique the process.

Discuss the demonstration with the group making notes on whether every
step was clear and followed logically from the last, whether the key
points were well made, and whether what the demonstrator said was cor
ordinated with what he did.

15
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Ask the person who did the demonstration to lead the discussion on
planning for a demonstration. What were his objectives. How he decided
on the place, the sitting or standing arrangement, why he arranged his
equipment or materials the way he did, whether he rehearsed the
demonstration before hand, how he planned to follow up and evaluate his
session.

Give the trainees a checklist of things to consider when they prepare
for demonstrations.

SESSION 4: WAYS OF TEACHING - USING VISUAL AIDS

Purpose: To help trainees develop skills in using visual aids

First ask the trainees to list visual aids that they know of and say
where they can get these.

Divide trainees into groups of three and let each group select a topic
from a list on newsprint, select suitable visual aids from a variety
you have brought and prepare a 5 minute presentation.

As each group pre sents, the others note the good points and the bad
points of the presentation.

Discuss the effectiveness of presentations noting such points as the
confidence of the presenter, the clarity of the visuals, the
sui tabili ty of the visual for the type of content and whether the
presenter used the visual correctly.

Summarise by explaining any points not covered in the general
discussion.

16
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SESSION 5: EXERCISES

Purpose: to give the trainees the opportunity to practise the skills
they have learnt in sessions 1-4.

Let trainees view two video tapes, one of a mediocre educational
session and another of a good session, and critique them.

Discuss and list all good points and bad points of the lessons on
newsprint.

Let trainees (in groups) prepare 10 minutes lessons to present to
groups of about 10 while others critique.

Find out if the students in group have understood the lesson.
Discuss the lessons and make suggestions for improvement.

17

NOTES AND MATERIALS

Prepare in advance two
video tapes or role plays
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UNIT 1D

PRODUCING VISUAL AIDS

OBJECTIVES

NOTES AND MATERIALS

*

*

Given group projects, the trainees will select a project,participate in planning and producing materials for the project,preparing a report on it and selecting appropriate media forreporting.

The trainees will produce a portfolio of materials for use duringhome visits, at community meetings and at district staff meetings.
DURATION:

OUTLINE OF ACTIVITIES

SESSION 1: INTRODUCTION

Explain and discuss workshop content, objectives and methods ofinstruction. Have the trainees divide themselves into groups and choosea topic for a project. they will be working towards this project in allthe practice sessions.

SESSION 2: GRAPHICS

Purpose: to make trainees aware of various materials they could usefor their graphic presentations of places where these areavailable and to help them design effective graphicmaterials.

lilt



Show the trainees several graphic cards and discuss the materials that
made them, the use of the cards or posters and the good and/or bad
points of each.

Discuss lettering tools.

Explain and discuss with trainees the following points:

letter size and spacing
colour and layout
optical movements and the positioning of essential material
aspect ratio for various projected visuals.

NOTES AND MATERIALS

£lout If) No. I "Tools for
letter in!!"

Handout If) No.2 "Organising
a Visua1 /f.!essuge"

SESSION 3: TRANSPARENCIES AND OVERLAYS

Purpose: to help trinees make good transparencies and effective
overlays.

Demostrate the uses of transparencies overlays and their production.

Discuss costs and availability of materials for transparencies.

SESSION 4: ILLUSTRATIONS

Purpose: to compile with the trainees a list of various materials that
they can use for illustration and to have them practise how
to produce some of them.

Brainstorm with the trainees the list of illustrations and give
examples.

lIundout III No.;] "Makin!!
Thermal Transparenci es "

!i(llIdouf If) No.4

'Illustrat ions"

Show trainees examples of graphs, tables,
maps, flow charts, venn diagrams, etc.

charts, plans (blueprints)

19



Show examples of various types of pictures: line drawings, stickfigures, photographs, cuttings, paste ups and sings. Discuss theexamples.

Lead a short discussion on models and show some examples.

Have each participant produce at least one item from each group forpractice.

SESSION 5: THE FLANNEL BOARD

Purpose: to show trainees how to make and use a flannel board and howto obtain pictures to use with it.

Demonstrate the making of the flannel board and the pictures.

Demonstrate the uses of the flannel board.

NOTES AND MATERIALS

Handout llJ No.5 "How to N;'1ke
a Flannel Board"

SESSION 6: DISPLAY

Purpose: to help trainees design good displays and to improviseeasels.

Brainstorm a list of materials for displays. Give examples.

PrOt'idf' vtlrious visuals for
display. These may be
pictures, models or some
completed articles.

Together with volunteers from
board. Divide trainees into
display.

among the trainees,
two groups and have

prepare a bulletin
each group make a

Discuss good and bad points about the displays.

Demonstrate the making of a bamboo easel, and show how easels can beimprovised from various other types of materials.

20

Handout llJ No.6 ''J)isplays''



SESSION 7: PRESERVING TECHNIQUES

Purpose: to familiarise trainees with various techniques of preserving
materials.

Discuss the various thing that can happen to ruin materials, such as ..
and have trainees suggest ways to prevent this.

Demonstrate the following mounting techniques:

1. Using rubber cement or glue.

NOTES AND MATERIALS

2. Dry mounting - using an ordinary laundry iron or using a dry
mounting press.

ffandouf: 11) No.7 "Mounting
and Lamina t ing'"

Demonstrate the following laminating techniques:

1. Using self adhesive plastic.

2. Using ordinary plastic and attaching to wooden frame at back.

3. Using laminating film.

Demonstrate the use of sugar solutions in preserving materials.

SESSION 8: PROJECTS

Purpose: to give trainees an opportunity to present to the groups the
materials that they have been preparing throughout the
sessions.

Give some time for each group to make a display.

Have all trainees go from one display to the other,
displays and suggesting improvements.

21
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~fCTION 2: COft1~U~ITl' ~DUCATION ~rT"OD5

As well as dealing with individuals and small groups, extension work also involves
working with sections of or whole communities. Extension workers are involved in raising
people's awareness; broadening their understanding of issues affecting them; and
encouraging them to share and exchange ides and information

To reach and involve people on a community basis
appropriate organisation skills and extension methods.
approaches to community education.

The training units are:-

the extension worker needs the
In this section we look at three

Unit 2A

Unit 2B

Unit 2C

How to use Drama in Community Education

How to use Puppetry in Community Education

How to organise Field Days
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UNIT 2A

HOW TO USE DRAMA FOR COMMUNITY EDUCATION

OBJECTIVES

In these sessions the trainees will do the following:

NOTES AND MATERIALS

* Discuss theatre as an extension tool,
situations in which theatre can be

listing at least 10

* Identify and analyse a problem,
analyses, improve and dramatise.

create a story based on the

*

*

Criticise dramas by reference to objectives.

Develop scripts for educational dramas on
issues that will be good enough to be
extension work.

priority development
subsequently used in

LENGTH OF TIME: 2 - 3 days

ACTIVITIES

SESSION 1: INTRODUCTION

Explain and discuss each objective, the workshop content, and method of
instruction.
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SESSION 2:

Purpose:

THEATRE IN EXTENSION

to discuss the relevance of theatre to extension work.

NOTES AND MATERIALS

Explain and discuss the relevance of theatre to extension work, using
examples and drawings on the trainees experience. If facili ties are
available show the tape/slides on 'Theatre for Development'.

lInndout 2.4 No.1 "Theatre .In
Extension"

SESSION 3: ANALYSING DEVELOPMENT ISSUES

Purpose: to identify and analyse priority development issues as a
basis for creating educational dramas.

Brainstorm in
issues. Then
issues.

plenary
explain

or small groups, and prioritise development
and discuss the guidelines for analysing the

Divide the trainees into groups of 6-8. Allocate one or two of the
development issues they have identified to each group for analysis,
using the gUidelines.

HNlldout 211 No.2 ''Prob1£''J11
Analysis"

SESSION 4: CREATE A STORY

Purpose: to introduce the techniques of creating a story from an
analysed problem.

Explain and discuss the guidelines on creating a story. Then ask the
groups to create a story for each of the problems they have analysed.
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SESSION 5: DRAMATISATION NOTES AND MATERIALS

Purpose: to introduce basic dramatisation skills and develop the story
into a drama.

Explain and demonstrate basic dramatisation techniques. If facilities
are available show and discuss the video film on dramatisation skills.
Ask the groups to dramatise the stories they have created using the
technique of improvisation - discussion - improvisation described in
the handout.

SESSION 6: PERFORMANCES

Purpose: to perform and critique the drama as a learning experience.

Hemdout: 2A No.4 ''Basic
IJramatJsaUon TechlJiqul?s"

Ask each group to perform its drama. Discuss with all the trainees each
drama in terms of its content and dramatic presentation. On the basis
of the discussion allow the groups time to revise and finalise their
scripts.

SESSION 7: THEATRE IN THE COMMUNITY

Bfmdoul 2A No.5 "CoJl1JJluni t y
DiscussiOf]"

II<JndolJl :lC No. 3 might also
he useful for eJ..plailJing the
di rrf'rPflce between ' opeJJ '
Nnd 'closed' questions.)

Purpose: to discuss the use of drama in the extension work and in the
communities.

Di scuss the various ways the dramas might be used in extension work.
Explain the importance of discussion and follow-up to the communi ty
performances.

Ask the groups to formulate discussion questions for each of their
dramas.
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SESSION 8: GENERALISATION AND APPLICATION

Review the relevance of theatre for extension work, and the tasksinvolved in developing an educational drama. Have the trainees discusswhat they have learnt and how they can use these skills in the workassignments.
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NOTES AND MATERIALS
UNIT 2B

HOW TO USE PUPPETRY FOR COMMUNITY EDUCATION

OBJECTIVES

* Develop scripts for puppet shows that can subsequently be used in
extension work.

* Make puppets.

ACTIVITIES:

LENGTH OF TIME:

Note: Sessions 2. to 4 tIre
identical to Sessions 2. to 4
.in [[nit 2./f. If participants
have already receilred
t1"ail1iJJg from lI11.i t: 2.A theJl
tht> introductory explanation
to these sessions should be
brief HIJd mainly for
rel'ision purposes.

Handouts for this unit,
unless otherwise stated.. are
the s<.-IIJ1£' .(or [[11i t 2A.

create a story, improvise and put

2 - 3 days

Identify and analyse a problem,
on a puppet show.

Demonstrate their understanding of the basic concepts associated
with theatre as an extension tool.

*

*
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SESSION 1: INTRODUCTION
NOTES AND MATERIALS

Explain and discuss each objective, the workshop content, and method of
instruction.

SESSION 2: THEATRE IN EXTENSION

Purpose: to discuss the relevance of theatre to extension work.

Explain and discuss the relevance of theatre to extension work, using
examples and drawing on trainees own experience. If facili ties are
available show the tape/slides on 'Theatre for Development'.

Handout 2A No.1 "Thf'Eltre in
£ ..dens i on"

SESSION 3: ANALYSING DEVELOPMENT ISSUES

Purpose: to identify and analyse priori ty development issues as a
basis for creating educational drama.

Brainstorm in plenary or
issued then explain and
issues.

small groups, and prioritise development
discuss the gUidelines for analysing the

Handout 2A No.2 ''Prob.lem
Ana1.vsis"

Divide the trainees into groups of 6 - 8.
development issues they have identified
analyse, folloWing the guidelines.

Allocate one or two of the
to each group for them to

SESSION 4: STORY CREATION

Purpose: to introduce the techniques of creating a story for a puppet
show from an analysed problem.
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Explain and discuss the guidelines on creating a story. Then ask the
groups to create a story for each of the problems they have analysed.

SESSION 5: MAKING PUPPETS

Purpose: to teach the skills of making puppets.

Briefly introduce the different kinds of puppets and how they are made
using demonstration models and Handout 1 (Unit 2B) 'Puppetry'.
Emphasise the importance of characterisation in making puppets. Then
ask each trainee to make one or two puppets.

SESSION 6: PRODUCING THE PUPPET SHOW

Purpose: to introduce the skills of producing a puppet show and using
puppets effectively.

Explain and demonstrate how puppets should be used. Outline the basic
techniques involved in producing a puppet show.

Ask the groups to create a puppet show from the stories they have
previously developed using the techniques of improvisation described in
the handouts.

NOTES AND MATERIALS

Handout 2B No.1 "PuppefIT"
H"ve the puppetJ:v materin.ls
dt'scribed in Handout 2B
No. I n-md.y for the
pnrf..icipants.

SESSION 7: PERFORMANCE

Purpose: to perform and critique the puppet shows as a learning
experience.

Ask each group to perform its puppet show. Discuss with all the
trainees each show in terms of content and presentation. On the basis
of the discussion have the groups revise and finalise their scripts.
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SESSION 8: THEATRE IN THE COMMUNITY

Purpose: to discuss the use of puppetry in the extension work and inthe communities.

NOTES AND MATERIALS

Ask the groups to formulate discussion questions for each of theirpuppet shows.

Discuss the various ways the puppet shows might be used in extensionwork. Explain the importance of discussion and follow-up to thecommunity performances.

SESSION 9: GENERALISATION AND APPLICATION

Handout 2A No.5 "Communit.v
IJ.iscuss.ion"

(Handout 3C No.3 might also
be useful for eAp.la.in.ing
the diffprellce between
,open' Rnd '<:1osed'
questions. )

Review the relevance of theatre for extension work, and the tasksinvolved in developing an educational drama. Have the trainees discusswhat they have learnt and how they can use these skills in the workassignments.

29



UNIT 2C

ORGANISING A FIELD DAY

OBJECTIVES

NOTES AND MATERIALS

* Each extension worker will understand the purpose of holding a
field day and will demonstrate this understanding by setting a
clear purpose for this project.

* Each extension worker will demonstrate knowledge of the basic
skills of planning and organising a field day, including:

setting objectives and a theme
preparing a programme
getting community involvement

* Each extension worker will prepare and conduct various educational
methods relevant to a field day situation such as:

a result demonstration
displays
puppet performances
presentation of exhibits

LENGTH OF TIME:

ACTIVITIES

SESSION 1: INTRODUCTION

Explain and discuss each objective, the workshop content and method of
instruction.
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SESSION 2: LEARNING FROM EXPERIENCE
NOTES AND MATERIALS

Purpose: to analyse the trainees part experience in organising field

days and discuss their purpose and significance to extension

work.

Explain that the starting point for the course is the trainees own

experience. then divide them into groups asking each group to:

define what they consider to be the purpose of a show or

farmers/health day
describe what difficulties they have encountered in

organising shows or farmers/health days
make suggestions on how shows or farmers/health days could be

improved

Discuss the group reports in the large group, collectively finding

solutions to the difficulties the group have identified.

SESSION 3: PLANNING A FIELD DAY

Purpose: to analyse the skills involved in planning and conducting a

field day.

Briefly review and explain the reason why field days are held and why

it is important that they be well organised.

Show a video tape of a poorly organised field day and then re-run the

film with comments.

Summarise "the session" and then explain that attention will now be

given to looking at some of the educational techniques that can be used

to make a field day useful, such as result demonstration, displays etc.
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SESSION 4: CONDUCTING A RESULT DEMONSTRATION

Purpose: to teach trainees how to plan and use a result demonstration.

Review the purpose of, and the basic steps involved in planning and
conducting a result demonstration.

Show and discuss the video tape on "Conducting a Result Demonstration".

Practical Work - in groups ask the trainees plan a result demonstration
using the form outlined in Handout 2 No.2.

SESSION 5: ORGANISING A DISPLAY

Purpose: to make trainees aware of the planning that goes into good
displays and the factors that contribute to the success of a
stall.

NOTES AND MATERIALS

Hi::1lIdout 2C No.2 "Planning a
Result .Demonslrnt.ion"

Have the trainees brainstorm factors that
planning a display e.g. space, objectives,
materials to be displayed etc. Let trainees
should be an important consideration.

should be considered in
type of audience, type of
also say why each of this

With the help of two volunteers and suggestions from
demonstrate setting up a simple stall. Discuss the display,
positions of things to show various effects.

the group
changing

Print and non-print
ma{f-'rials for disp.lay
exhihits

Divide trainees into groups and give them sets of materials for them to
plan and to their own displays. Each group shall also present a clear
statement of objectives and some relevant characteristics of intended
audience.
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Have the whole group critique the displays.

SESSION 6: PRESENTING EXHIBITS

Purpose: to prepare trainees for the role of confident exhibitor.

Have a stall prepared and ask a volunteer who doesn't know the subject
too well to present the exhibits. The group asks him questions.

Let the group discuss the presentation, listing its good points and its
bad points and suggesting ways to improve it.

Let groups brainstorm a list of factors that go into the planning of a
presentation and say why each is important.

Give groups a chance to plan presentation and then to present to the
whole group.

Let trainees critique presentations.

NOTES AND MATERIALS

A display with exbibits

Handout 2C No.4 "Presenting
Exhibits"

SESSION 7: PREPARING A PUPPET PERFORMANCE

Purpose: to teach trainees how to organise a drama or puppet
performance for a show.

Briefly explain and discuss the relevance of theatre and drama to a
show situation.

Introduce the 'Problem Analysis' gUideline and then collectively or in
groups analyse selected priority development issues.
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Briefly explain and discuss the guidelines on "Creating a Story" andthen divide into groups to prepare a story for a puppet show. Eachgroup should rehearse its show.

Perform, discuss and critique each show as a learning experience.

SESSION 8: PLANNING A SHOW

Purpose: to train trainees in how to plan and organise a show.
Explain and discuss the guidelines and planning forms for "Planning aShow". In the explanation emphasise the significance of communi tyinvolvement.

Practical work - divide into groups and ask each group to prepare for ashow using the guidelines and planning proformas.

Discuss each plan in plenary giving particular attention to the aspectof community involvement.

NOTES AND MATERIALS

SESSION 9: GENERALISATION AND APPLICATION

Review the training activity and its application to the extensionworkers situation.
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srCTION 3:CO~~UNITY f'10BILI5ATION "I:TnODS

An important aspect of extension work is mobilising communities to determine and implement
their own development activities, based on their own perceived needs. The extension worker
has an important role in facilitating this.

To be successful in this work and to be accepted by the community he is working with, the
extension worker first needs to be fully aware of his role and how he or she presents
himself to the community. He also needs to have an understanding of the community - its
resources, problems and needs - and what people see as their priori ty problems. The
extension worker should also be able to plan and facilitate community action in response
to specific needs. An important part of this is knowing how to organise community meetings
and work with committees.

The training units in this section are designed to help the extension worker develop
skills to assist him to mobilise communities. These training units are

Unit 3A

Unit 3B

Unit 3C

Unit 3D ..

Role of the Extension Worker in promoting
community self-sufficiency

Understanding the Community

Planning for Community Action

Organising Meetings and Committees.



UNIT 3A

ROLE OF THE EXTENSION WORKER IN PROMOTING COMMUNITY SELF SUFFICIENCY

OBJECTIVES

NOTES AND MATERIALS

* The extension worker will
self-sufficiency and how
development work.

understand
they can

the meaning of
promote this

community
in their

*
"

Each trainees will be able to distinguish between those qualities
and approaches of extension workers that facili tate communi ties
being more responsible and self~$ufficient versus those that lead
to being less responsible and more dependent.

LENGTH OF TIME:

ACTIVITIES

1 1/2 - 3 hours

SESSION 1: COMMUNITY SELF-SUFFICIENCY

Purpose: to assist the extension worker in understanding the meaning
of communi ty self-sufficiency in terms of their role and
work.

Review the workshop objectives with the trainees and answer any
questions they may have.

Then write on flip chart or chalk board the terms:
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responsibility
self-sufficiency
independence

Ask the trainees to define these concepts and how they are important in
development programs.

Discuss and record their comments for future reference.

SESSION 2: QUALITIES OF AN EXTENSION WORKER

Purpose: to assist the trainees in identifying the personal qualities
necessary for a good extension worker.

Give each person a piece of paper. Without giving their names, ask them
to list 3 words or phrases that in general would describe personal
characteristics of a person with whom they work.

Collect the lists, read aloud, and write on flip chart. Have the
trainees look at each characteristic listed on newsprint and decide, as
a group, if it is positive (+), negative (-) or neutral (0) when
related to the needs of community development and self- sufficiency.

NOTES AND MATERIALS

Discuss the general implications of the overall result,
flip chart for later in the course.

and keep the

SESSION 3: THE EXTENSION WORKER'S ROLE IN MOBILISING COMMUNITIES

Purpose: to assist the trainees to understand and clarify their role
in the community.
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Break the trainees into small groups (6-8) and have them discuss how
they think an extension worker can promote community mobilisation. Use
the following discussion questions:

(a) What do you see in the main role of an extension worker in
promoting community development?

(b) What approach and methods would you use to assist a community
in solving their problems?

Have the groups report back and then discuss "roles" and "approaches!
methods", summarising on flip chart the main points.

SESSION 4: UNDERSTANDING THE COMMUNITY

Purpose: to assist the trainees to analyse appropriate approaches to
working with a community.

Set up a role play situation between two individuals or two sub-groups,
one representing villagers, the other representing urbanised
development workers. The job of the development workers is to explain
to the villagers what they (the development workers) think the
villagers main problems are and how they might be solved. The villagers
should respond to these ideas and suggestions, offering their own
analysis of their problems.

The process is then reversed: the villagers explain what they think are
the main problems in urban areas and how they might be solved. The
development workers respond.

Ask group members who are not involved in the role playing to be
observers. Divide these observers into two groups, one to record the
views of the villagers, the other to record the views of the
development workers.

37

NOTES AND MATERIALS



After the role playing
what they have learned
villagers.

is finished, ask the entire group to discuss
about themselves and their atti tude towards

NOTES AND MATERIALS

Ask each observer group to read its
the "villagers", and those expressed
ask them to di scuss what they have
this activi ty and what would they
villagers' attitudes.

list of ideas, those expressed by
by the "development workers". Then
learned about real villagers from
have to do to really understand

Broaden the discussion and encourage the trainees to review their
understanding of self-reliance (from Session 2) and their role in
promoting sel f-reliance. Consider with the group what obstacles they
have encountered in promoting self-reliance in their work and what
might be done to overcome some of these obstacles.

SESSION 5: APPRAISING THE QUALITIES OF AN EXTENSION WORKER

Purpose: to review with the trainees their early perceptions of their
role as an extension worker.

Ask each trainee to list 3 characteristics they feel are important in
an effective health extension worker. Collect the lists, read aloud and
wri te on newsprint. Then compare wi th the resul ts of Session 2 and
discuss the differences. Finally, distribute Handout 3A No.2 'Looking
at Myself' and allow the trainees time to complete it as a means of
self-analysis.

Review the main points presented and summarise what the trainees
learned, then discuss how these ideas can be applied in their own work
settings.
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UNIT 3B

UNDERSTANDING THE COMMUNITY

OBJECTIVES

NOTES AND MATERIALS

* To assist extension workers in understanding what a community
consists of including its major components such as patterns of
leadership, committees, perceived needs, priorities, resources,
etc.

* To train extension
information about a
records, maps, etc.

workers to
community,

use various methods to obtain
i.e. interviewing techniques,

* To provide extension workers with the opportunity to develop a
profile of a specific community in the area of the training centre
and be able to develop similar profiles of communi ties in their
own area of work.

LENGTH OF TIME: 1 - 2 days

OUTLINE OF ACTIVITIES

SESSION 1: INTRODUCTION

Explain and discuss each objective, the workshop content, and method of
instruction.

Review the main points of Unit 3A: The Role of the Extension Worker,
explain how it relates to understanding the community.
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SESSION 2: UNDERSTANDING A COMMUNITY NOTES AND MATERIALS

Purpose: to assist trainees in identifying the type of information
they need to know about a community and the methods they can
use to obtain it.

Discuss with the trainees their views and experiences both positive and
negative, about working with communities.

Divide into groups and ask the trainees to brainstorm the information
they would need to know to have a good understanding of a community.
Ask the trainees to describe what methods they have used to find out
about the communities they have worked with. They should outline:

the methods they feel have worked well
the methods they feel have not been useful.

Using this information from the group reports review with the help of
Handout 3B No. 1 the practical methods they could use to learn about
communities, such as:

interviewing people
using maps
consulting records and reports
talking to other extension workers

Practical work - ask each trainee to draw a map of the community he or
she works in.

SESSION 3: PERCEIVED VERSUS FELT NEEDS

Purpose: to help the trainees understand the difference between
perceived and felt needs and to relate it to their work.
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Di vide the trainees into two equal groups, A and B. Then ask each
member of Group A to choose a partner from Group B. Then ask the pairs
without talking to each other to list the three things they think their
partner is most interested in and to rank these in order of importance
to their partner. Then have them list their own real interests. When
all the lists have been completed 'ask a member of Group A to read aloud
the list describing his or her partner's imagined interests. Next, the
partner from Group B read aloud his or her own list of actual interest.
Follow this procedure with all the partner-pairs. Record the 'imagined'
and 'actual' interests for each pair on newsprint.

After all the pairs have read their lists aloud review their responses
in terms of the following questions:

Did any member of Group A identify the major interests of his
or her partner correctly or almost correctly? If so, how do
you think it was possible? (Answer might be: "The partners
knew each other well", "They overheard conversations", "She
had observed her partner in various situations").

Why do you think some of you did not identify the interests
of your partners correctly? (Help the trainees to realise
that even though they know someone, they may still be unaware
of the person's real interests or concerns unless special
effort is made to learn them).

Do you think that members of Group A would have identified
the major interest of their partners more correctly if they
had been able to talk to them before writing their answer
lists?

(During the discussion, emphasise the idea that one of the
best ways to know someone's real interest is to talk directly
to that person).
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Ask the groups to consider and discuss the following questions:

Do you think that if the people with whom you work had theopportunity to list their major problems in order ofimportance, their list would be different from the ones youexpect them to make?

Do you think you would find it helpful to talk to communityresidents before listing what you think might be their majorproblems?

SESSION 4: THE PROSTITUTE

Purpose: to assist trainees to understand that an individual's viewsand assessment of a situation is influenced by their positionand role in life.

Introduce the prostitute. Divide the trainees into pairs and give eachpair a role, such as a priest, a bar man, a prostitute's mother, andask them to list the views and atti tudes they would have about theprostitute if they were that person.

NOTES AND MATERIALS

Handout 38 No.2 "Tile
Prostitute". Display a larg"e
drmvil1g of f} prostitute.

After the reports, written on flip chart,
discussing why there are different views
trainees to apply this to their own role.

SESSION 5: INTERVIEWING TECHNIQUES

review what has been said,
and attitudes. Ask the

Purpose: to introduce trainees to the basic techniques of interviewingas a means of collecting information on community needs.
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SESSION 6:

Review the significance of being able to know how a community perceives
its needs. Relate this to the results and discussion of the previous
exercise.

Introduce interviewing techniques by beginning with a 'bad' role play.
Highlight such things as:

not explaining purpose
interrupting interviewee
disinterested
appearing hurried

Discuss the interview, listing all the faults. Stage a 'good' interview
using a volunteer, then discuss the interviews focusing on:

interview techniques
kind of questions asked
purpose of the questions
purpose of activity

PRACTISE INTERVIEWS

Purpose: to give trainees the opportuni ty to practice interviewing
skills.

Divide into groups of 8, and ask the trainees to brainstorm:

the kind of information they need to know about a community
the kind of questions they would need ask to obtain that
information.

Then have the group members divide into pairs and interview each other.
After each interview the group should discuss:
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the interviewing techniques used - both the 'good' and 'bad'.
the questions asked - were they appropriate and did they
solicit the information required.

Each group should compile a brief report listing:

'good' and 'bad' interviewing techniques.
useful questions.

SESSION 7: DEVELOPING A COMMUNITY PROFILE

Purpose: to give the trainees the practical experience of constructing
a community profile.

Brief the trainees on the arrangements that have been made for them to
visit a local community, so that they can have the practical experience
of developing a community profile. Divide them into groups and ask them
to make a plan to visit a community and develop a community profile.

The plan should include:

the kind of information they want to collect
the type of questions they will ask to obtain that
information
the type of people they want to interview and the places they
want to visit.

The groups should give brief reports on the plans they have prepared.

NOTES AND MATERIALS

A lOag!:£~r report might. be
compi 1ed from the group
reports for c.irculation to
all participants.

AI Tungemen ts f4i t.h the
commun j t j es shou Id be made
in adt'ance.. including if
possible, for a .local
e.ytells.ion r-vorker to be
availablp. to assist the
groups.

Hundout 3D No.4 "'Developing'
a CommwJi t.v Pro:file"

The groups should then visit their
information. A3 - 4 hour period in the
the completion of this task. After
communities each group should prepare a

community to collect their
community should be allowed for
they have returned from the

report:
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summarising the information collected;
mapping-out the community resources;
outlining any difficulties they encountered in carrying
out the exercise.

These reports should be discussed in plenary.

NOTES AND MATERIALS

SESSION 8: GENERALISING AND APPLICATION

Have trainees discuss what they learned in this process and how they
can use these techniques to work in their own communities.

Discuss how important it might be to work with other extension workers
in understanding communities.
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UNIT 3 C

PROMOTING COMMUNITY ACTION

OBJECTIVES

* To help the trainees understand the importance of involving
community members in the solution of health, agriculture and other
problems and to know the process of mobilising a community for
action.

* To train extension workers in the skills necessary to develop a
proposed plan to facili tate communi ty action concerning a fel t
need/priori ty problem and outline the steps the extension worker
could follow to facilitate community action.

NOTES AND MATERIALS

ElJITOR'S NOTE:
Spc'{ ions 3C and 3f) hr:1I'e
I}(-,f'n SIv1 (( -lic.'d f"rom an
earl jer vers iOIl. Handouts
For llni t 3C eWJ be found
under 3lJ 1lJ the handoll ts .
Liker·lise, U/1it 3lJ in the
modllles uses handouts found
under 3C.

LENGTH OF TIME:

ACTIVITIES

3 hours

SESSION 1: INTRODUCTION

Explain and discuss each objective, the workshop content, and method of
instruction.

Relate the objectives to the main points of Unit 3A 'The Role of the
Extension Worker' and Unit 3B 'Understanding the Community'.

SESSION 2: LEARNING FROM EXPERIENCE

Purpose: to give the trainees an opportunity to discuss and analyse
their own experience in promoting community action.
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SESSION 3: COMMUNITY LEADERS AND DEVELOPMENT

NOTES AND MATERIALS

Purpose: to discuss with trainees the role and responsibili ties ofcommunity leaders in community development.

Present information on the role and responsibilities of traditional andnon-traditional leaders, groups and committees in communitydevelopment.

Have the trainees discuss these ideas and what their role as extensionworker should be to assist in their development.

SESSION 4: ACTION PLANNING

Purpose: to explain and give the trainees the opportunity to developskills in action planning.

Present gUidelines on involving and facilitating a community tomobilise its resources in solving a problem/achieving a goal. Discussthe guidelines and its relevance to extension work.

Using the information obtained in Session 7 Unit 3B, and the gUidelinespresented in the previous session, have the trainees in groups of 6 - 8develop an action plan that they as extension workers could use tofacili tate community action around a perceived need. In developingtheir action plan have the groups use the communi ty action planningsheet, Handout 3C No.3.

lIEwdout 31J No. I "Communi t.v
Leaders"

Handout 3D No.2 "Commun.i ty
Action Planning Ouidelines"

If the trainees have not
lllade afield visit to a
(~ommun.ity it w.ill be
necessary to develop a case
study that contains dc:Jta
about a typic111 community.

In the reports back,
plans.

compare the difference and similari ties in the
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SESSION 5: GENERALISING AND APPLICATION
NOTES AND MATERIALS

Have a general discussion about the main points of the session.

ask what the trainees learned
ask how they could use the gUidelines to promote
community involvement in their own communities.
ask how they could coordinate their work with other
extension workers.

48



UNIT 3D

ORGANISING MEETINGS AND COMMITTEES

OBJECTIVES

NOTES AND MATERIALS

* The trainees will organise, plan an agenda for,community meeting or an extension meeting.
and conduct a

* The trainees will demonstrate understanding of the roles ofchairperson and secretary by correctly acting out each role.

* The trainees will show
importance of committee
ability to assist a
strengthen an existing
need.

in discussion an understanding of the
in communi ty development projects and an

community to organise a committee or
one to carry out a project/meet a fel t

LENGTH OF TIME:

ACTIVITIES

6 - 8 hours

SESSION 1: INTRODUCTION

Explain and discuss each objective, the workshop content, and method ofinstruction.

SESSION 2: WORKING WITH COMMITTEES

Purpose: to help the trainees understand the purpose of working withcommittees, and the basic principles of how committees work.
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Begin by discussing with the trainees why committees are important inextension work, and what their experience has been in working withcommittees. List on a flip chart their suggestions and any difficultiesthey may have encountered.

Di vide the trainees into small buzz groups and ask the trainees, bydrawing on their own experience, to identify the main factors that haveto be considered in preparing for a successful meeting. Li st theresponses on flip chart and discuss each point with the aid of Handout3D No. 1.

SESSION 3:

Purpose: to train the trainees in the skills of chairing a meeting andusing an agenda.

Begin with a fishbowl exercise. Select 5 to 8 trainees and ask them tobe committee members, appointing one trainee to be chairperson. Givethe following instructions:

the commi ttee - the I fish I in the bowl - are to assume therole of a particular committee, meeting for a specificpurpose. The nature and purpose of the commi ttee should bebriefly explained. For example: 'you are a community healthcommittee meeting to discuss the poor sanitation situation'.

whilst the committee is meeting the rest of the workshoptrainees - sitting outside the fish bowl - will observe themeeting, taking note of what happens in the meeting, and howthe chairman conducts the meeting.
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Arrange the room,
themselves. After
members and the
identified.

giving the committee members a few minutes to preparethe meeting discuss what happened. Give the committeechairperson time to respond to any difficulties

NOTES AND MATERIALS

Following the discussion on the fish bowl exercise, give a presentationwi th aid of Handout 3D No. 2 on commi ttee procedures, role of thechairperson, and preparation and use of an agenda. Attention should begiven to the chairperson's function of encouraging discussion. Examine,by using examples, how different types of questions ('closed', 'open','direct', re-directed') can encourage or hinder discussion.

If facilities are available a pre-prepared video tape of a similar typeof commi ttee meeting can be used for the same purpose. Show therecording once and then repeat inviting the trainees to stop andcomment on the tape where they see difficulties in the procedure of themeeting.

After the fish bowl exercise divide the trainees into an even number ofgroups with about 8 people per group. Give each group a situationalcontext and ask them to develop an agenda for a forthcoming committeemeeting based on the context.

Then exchange the agendas between groups, asking each group to assumethe role of the committee that the agenda has been prepared for. Anobserver should be assigned each group who at the end of the meetingcan help the group assess how effectively the meeting was conducted andwhat difficulties they had.

SESSION 4: THE SECRETARY AND TAKING MINUTES

Purpose: to explain to the trainees the role of the secretary, and howto take minutes.
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Give a presentation with aid of Handout 3D No. 5 on the role of the
secretary and basic principles involved in the taking of minutes.
Discuss the sample minutes.

Using the fishbowl technique, role play involving some of the trainees
a committee meeting with a prepared agenda. The committee will have a
chairperson and a secretary who will take minutes of the meeting.
During the meeting all the observers will take their own minutes.

After the role play allow time for the secretary's minutes to be
written up on flip chart. Discuss the minutes, encouraging the trainees
to compare with and explain how they record their own minutes.

SESSION 5: WORKING WITH COMMITTEES

Purpose: to help trainees understand the importance of committees in
community development and how they can assist in organising,
or strengthening an existing committee to carry out a
project.

Hand out the guidelines on how to organise and strengthen a community
committee and explain and discuss each point.

Encourage the trainees to talk about their own experiences in working
with committees and discuss the reasons for successful and unsuccessful
ones.

Discuss how they could organise and strengthen committees in their own
committees.
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MifJufes"

See the samp.le exercise in
hl:/ndout 3C: No.2

'I'rainC'f.!s' individual
oJiHules migh t be collected
for further feedback
through wri tten comments.
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SESSION 6: GENERALISATION AND APPLICATION

Review the major ideas presented in the sessions and have trainees
summarise how they could apply them in their own areas.
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~fCTION 4: WORK ~AN.4ti~MrNT SKILLS

A good extension worker is a well organised extension worker. He should be able to plan
his work against priorities and the resources available, and be able to prepare accurate
and concise reports on his activities for those he works with, and for. As it is
sometimes necessary to request additional resources and funding for a project, the
extension worker should also be able to wri te a simple project proposal. Above all the
extension worker should have the abi Ii ty to work with and coordinate his efforts with
others towards the common goal of development.

This section focuses on these work management skills. There are four training units:

Unit 4A

Unit 4B

Unit 4C

Unit 4D

Work Planning

Reporting

Writing Project Proposals

Team Work and Coordination



UNIT 4A

WORK PLANNING

OBJECTIVES

NOTES AND MATERIALS

*

*

*

*

*

Trainees will know the basic principles of work planning.

Trainees will know know to prepare a monthly work plan.

Criticize excellent and poor work plans.

List the elements of a monthly work planning sheet.

Complete a monthly work planning sheet.

LENGTH TO ACTIVITY:

ACTIVITIES

5 - 6 hours

SESSION 1: INTRODUCTION

Explain the workshop objective,
timetable.

method of construction, and the

SESSION 2: THE WORK PLANNING PROCESS

Purpose: to explain to the trainees the procedure involved in
developing a work plan.

Begin by asking the trainees, based on their experience, what factors
they need to consider when preparing a work plan. These factors should
include: their job descriptions; supervisors instructions; community
problems; goals of their agency; and outcomes of community meetings.
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Then outline the various steps involved
referring to Handout 4A No.1.

SESSION 3: PREPARING A WORK PLAN

in developing a work plan by·

NOTES AND MATERIALS

Handout 4A No. 1 "Steps in
Preparing C1 Monthly Work
PlRn"

Purpose: to teach the skills involved in preparing a work plan.

Explain that the trainees are now going to prepare their own individual
work plans based on their own working situations. Outline the monthly
work planning sheet (Handout 4A No.2), and complete with the group a
sample work plan.

Then ask each trainee to prepare his own monthly work plan. Tell them
that in the report back they will be asked to explain why they selected
particular activities, and give their justification for the time
allocation

Trcl.inees SllOU1d be notified
before the workshop to
bring a copy of their job
descr.iptiOlJs and to giw~

consideraticJI] to their
projected work activities.

Handout 4A No.2 ''Monthly
Work Planning Sheet"

After about 30 minutes ask the trainees to report,
monthly work plan against the planning steps.

SESSION 4: REVIEW

and analyse each

Purpose: to give the trainers a chance to assess the extent to which
the trainees have benefited from the workshop.

Ask the trainees to either individually or in groups to:

(a) outline the criteria for a good work plan, and
(b) describe the components of a good work plan

Discuss their reports in a general feedback session.
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UNIT 4B

REPORTING

OBJECTIVES

* Trainees prepare and present both a written and a verbal report.

NOTES AND MATERIALS

LENGTH TO TIME:

ACTIVITIES

6 - 8 hours

SESSION 1: INTRODUCTION

Explain and discuss the workshop objectives, timetable, and method of
instruction. Explain that as part of the workshop each trainee will be
asked to select a topic or issue on which they will write a report.

SESSION 2: PRINCIPLES OF REPORTING

Purpose: to discuss with the trainees the purpose and components of a
report

Briefly discuss the various functions of
communicating examples of situations where
reports, and for what purpose.

reporting,
they have

such as
to produce

Then ask the trainees to list the components of a good report.
reference to Handout 4B No.1 reports. Review these and any
important points.

With
other

Handout4B No.1 "Components
of C1 Good Report"

Outline the three-step method of preparing a report, i.e. preparation,
writing, and presentation.
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SESSION 3: PREPARING A REPORT
NOTES AND MATERIALS

Purpose: to explain to trainees the purpose and basic techniques of
preparing a report.

Explain the importance of deciding 'what' a report is about,
is to be written, and 'who' is to be written for.

'why' it

Discuss the importance of gathering and organizing material. Explain
that one way to approach this is to ask a series of questions around
which the material for the report can be organised. These questions
are:

What do I need to know?
Where do I find the information?
What visual materials do I need?
In what order should I present the material?

Use the example in Handout 4B No. 2 to explain this method.

Then ask each trainee to prepare a plan for their report. Select one or
two of the plans that are prepared for review and discussion.

SESSION 4: WRITING A REPORT

Purpose: to discuss with the trainees the important points they should
consider when writing a report.

With reference to Hand 4B No.2 explain the importance of 'structure',
'language' and 'presentation' in a report. Using examples, discuss in
detail each part of the structure.

With each explanation allow time for the trainees to write that part of
their own report. Review with the whole group at each stage one or two
examples of the trainees work.
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SESSION 5: VERBAL REPORTING

Purpose: to assist trainees develop skills in giving a verbal report.

Ask trainees to identify situations in their work where they have to
give verbal reports. Brainstorm with the trainees what constitutes a
good verbal report. List these I guidelines' on flip chart for cater
use. Review these points with reference to Handout 4B No.3.

Give a demonstration I or if facili ties are available I show a video
tape, of verbal reporting. Discuss the good and the bad points.

Divide the trainee into groups of about 8. Give each trainee a tape and
allow them about 10 minutes to prepare for verbal presentation of a
five-minute report. Then ask each trainee in turn to give his report.
After each report the observer should lead a brief discussion on its
strengths and weaknesses.

NOTES AND MATERIALS

Handout 4B No.3 "Verbal
Report iDg"

SESSION 6: GENERALISATION AND APPLICATION

Briefly review the main points and discuss the relevance of the
workshop to the trainees working situation.
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UNIT 4C

WRITING PROJECT PROPOSALS

OBJECTIVES

* Staff who are required to develop for communi ty projects will
know:
(1) the basic criteria used when writing a proposal;

(2) how to plan and write a project proposal

NOTES AND MATERIALS

LENGTH OF TIME:

ACTIVITY

SESSION 1:

6 - 8 hours

INTRODUCTION

Introduce and discuss each objective, the timetable, and method of
instruction. Explain that as the workshop proceeds the trainees will be
writing, step by step: their own project proposal.

SESSION 2: SOME BASIC POINTS TO CONSIDER

Purpose: to explain to the trainees some of the basic points that need
to be considered when writing a project proposal.

PRrticJpants sllOuld be
notified in advance of tlle
h'orkshop mt-.,thodology BlJd be
asked to gather the
necessary information to
write a proposal for a
project tbey are delle]oping.

Ask the trainees "why" we write project proposals.
al though the answer may be obvious, having a clear
question will help them to focus their thinking.

Explain
answer to

that
this

Then brainstorm with the trainees what king of information donors will
need to know in order to approve the proposal. Organise their points
into a logical format, referring to Handout 2.
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Discuss with the trainees, again referring to Handout 1 some of the
other basic issues such as:-

(a) the kind of criteria used when donors consider projects
(b) the style and presentation of the proposal.

Review once again the basic format for writing a project proposal, and
explain that each aspect of the format will be looked at in detail and
that at each stage trainees will be given to write the relevant part
for their own project proposal.

SESSION 3: WRITING THE 'BACKGROUND'

Purpose: to explain to the trainees the basic points that need to be
considered when writing the 'Background' to a project
proposal.

NOTES AND MATERIALS

Explain that the purpose of the 'Background' is
agency's qualification as an applicant for funding.
referring to Hand 4C No.2, the main points that need
when writing the 'Background'. Discuss the examples in

to describe the
Introduce, by

to be considered
the Handout.

1Jf:Jl1duut 4C No.2 "Wri ling a
Project Proposal"

Give each trainee time to write the 'Background' for his project
proposal. When the 'Background' statements have been written review and
discuss with the whole class two or three of the 'Background'
statements prepared by the trainees.

SESSION 4: WRITING THE 'PROBLEM STATEMENT'

Purpose: to explain to the trainees the basic points that need to be
considered when writing the 'Problem Statement' to a project
proposal.
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Explain that the purpose of the Problem Statement is to describe the
problem or need that the proj ect is responding to. Introduce, by
referring to Handout 4C No.2, the main points that need to be
considered when writing the 'Problem Statement'. Discuss the examples
in the Handout.

Give each trainee time to write the 'Problem Statement' for his project
proposal. When the 'Problem Statements' have been wri tten review and
discuss with the whole class two or three of the 'Problem Statement'
prepared by the trainees.

SESSION 5: WRITING THE 'PROGRAMME OBJECTIVES'

Purpose: to explain to the trainees the basic points that need to be
considered when writing the 'Programme Objectives' to a
project proposal.

Explain that the purpose of the 'Programme Objectives' is to describe
what implementing hopes to achieve by the end of the project.
Introduce, by referring to Handout 4C No.2, the main points that need
to be considered when writing the 'Programme Objectives'. Discuss the
examples in the Handout.

NOTES AND MATERIALS

Handout 4C No.2 "ft'riUJ1g a
ProJert Proposal"

Handout 4C No.2 "ft'ri ting a
Project Proposal"

Give each trainee time two
project proposal. When the
review and discuss with the
prepared by the trainees.

wri te the ' Programme Objectives' for his
'Programme Obj ectives' have been wri tten

whole class two or three of the 'Outputs'

SESSION 6: WRITING THE 'OUTPUTS'

Purpose: to explain to the trainees the basic points that need to be
considered when writing the 'Outputs' to a project proposal.
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Explain that the purpose of the 'output' is to describe what the actualresults of the project will be. Introduce, by referring to Handout 4CNo.2, the main points that need to be considered when writing the'Outputs'. Discuss the examples in the Handout.

Give each trainee time to write the 'Outputs' for his project proposal.When the 'Output' statements have been written review and discuss withthe whole class two or three of the 'output' statements prepared by thetrainees.

SESSION 7: WRITING THE 'ACTIVITIES'

Purpose: to explain to the trainees the basic points that need to beconsidered when writing the 'Activities' to a projectproposal.

NOTES AND MATERIALS

Hundout 4C No.2 "h'ri tillg a
Project Proposal"

Explain that the purpose of the 'Activi ties' is to describe howproject will be implemented. Introduce, by referring to Handout 4C2, the main points that need to be considered when writing'Activities'. Discuss the examples in the Handout.

the
No.
the

Hmn!md 4C No.2 "Wri tilJ/f a
Projef':t Proposa]"

Give each trainee time to write the 'Activities' for his projectproposal. When the 'Activities' statements have been written review anddiscuss with the whole class two or three of the 'outputs' statementsprepared by the trainees.

SESSION 8: WRITING THE 'EVALUATION'

Purpose: to explain to the trainees the basic points that need to beconsidered when writing the 'Evaluation' to a projectproposal.
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Explain that the purpose of the 'Evaluation' is to describe the methods
that will be used to assess the success of the project. Introduce, by
referring to Handout 4C No.2, the main points that need to be
considered when writing the 'Evaluation'. Discuss the examples in the
handout.

NOTES AND MATERIALS

r!<mdout 4e 1\10.2 "Wri ting EI

Project Proposal"

Give each trainee time to write the 'Evaluation'
proposal. When the 'Evaluation' statements have been
and discuss with the whole class two or three of
Statements prepared by the trainees.

SESSION 9: WRITING THE 'BUDGET'

for his project
written, review
the 'Evaluation'

Purpose: to explain to the trainees the basic points that need to be
considered when writing the 'Budget' to a project proposal.

Explain that the purpose of the 'Budget' is to outline in detail the
costs of the project. Introduce, by referring to Handout 4C No.2, the
main points that need to be considered when writing the 'Budget'.
Discuss the examples in the Handout.

Give each trainee time to write the 'Budget' for his project proposal.
When the 'Budget' statements have been written review and discuss with
the whole class two or three of the 'Budget' statements prepared by the
trainees.

Halldouf 4e No.2 "f11r.i lIng a
Project Proposal"

SESSION 10: WRITING THE 'SUMMARY AND TITLE PAGE'

Purpose: to explain to the trainees the basic points that need to be
considered when writing the 'Summary' to a project proposal.

Explain that the purpose of the 'Summary' is to provide a brief
overview of the project for the donor. Introduce, by referring to
Handout 4C No. 2 the main points that need to be considered when
writing the 'Summary'. Discuss the examples in the Handout 4C No.2.
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Give each trainee time to write the 'Summary' for his project proposal.When the 'Summary' statements have been written review and discuss thewhole class two or three of the 'Summary' statements prepared by thetrainees.

SESSION 11: REVIEW

Review the process of writing a project proposal,difficulties trainees may have encountered.
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UNIT 4D

TERM WORK AND COORDINATION

OBJECTIVES

NOTES ·AND MATERIALS

*

*

To discuss with extension workers the importance of effective team
work and co-ordination.

To review with extension workers the mechanisms for effective team
work and coordination in their working situation.

LENGTH OF TIME: 1 day

OUTLINE OF ACTIVITIES

SESSION 1: INTRODUCTION

Explain
content,

and discuss the meaning of each
and the method of instruction.

objective, the workshop

SESSION 2: THE JIG SAW GAME

Purpose: to create a situation where the trainees will have the first
hand experience of the interpersonal relationships involved
in teamwork.

Briefly introduce the rules of the game, explaining that the trainees,
worining in groups, have the task of completing the jig-saw within the
specified time. Each group will have an observer to record the groups
activity.
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Let the groups play the game and then discuss the game asking:

What happened?
Why did it happen?
What have we learnt?

SESSION 3: EFFECTIVE TEAM WORK

Purpose: to examine the criteria for effective team work.

NOTES AND MATERIALS

Brainstorm and discuss both the criteria necessary for,
obstacles to effective team work.

and the

Practical work - in groups discuss a case study on a community
extension team focusing on the following questions:

1. What happened in the case study?
2. How could the incidents be avoided?
3. What difficulties do they have in their own working situation

in terms of team work?
4. How can team work in their work situation be strengthened?

Review the group discussions in plenary.

SESSION 4: OUR WORK ENVIRONMENT

Purpose: to discuss with the trainees the significance of team work
and coordination in their own work environment.

Collectively identify who comprises an extension team, and then
brainstorm the strengths and areas for improvement in the operation of
an extension team. List any specific recommendations.
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SESSION 5: ASSESSING OUR PERFORMANCE

Purpose: to examine the workshop as a team experience.

Discuss how far the group felt the workshop was an effective team
experience. Cover such points as:

did we all participate?
did anybody dominate the group?
did the organisers talk too much?

Summarise the discussion and relate the main points.
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SECTION 5: SUMMARY MODULE
NOTES -AND MATERIALS

PLANNING, CONDUCTING AND EVALUATING AN EDUCATION SESSION

INTRODUCTION

There are two common theses throughout the modules. They arecommunication, and programme planning. Inevitably then some skills andconcepts such as identifying needs, setting objects recur in one way oranother in the different modules. this summary module pulls togetherthese various skills and concepts in the context of planning,conducting, and evaluating an education session.

In this respect the module is particularly useful for training trainerswho will themselves be training extension workers in communicationskills and extension methods. The module provides an overview of allthe other modules.

The module can also be used with extension workers, either in part orin totality. Its application will be particularly beneficial to thoseextension workers who are new in the community that they are workingwi tho The module requires the extension worker to make a detailedanalysis of the communi ty. This analysis can then be used in thepreparation of subsequent education sessions.

The module is divided into the following components:

Basic Communication Skills
Systems Analysis
Problem Analysis
Audience Analysis
Constraints and Resource Analysis
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Objectives

Organizing Management

Budget

Conducting an Education Session

OBJECTIVES

* At the end of this unit the trainees will have completed a plan
for an educational programme, wri tten a prototype lesson and
presented, evaluated and revised the lesson. Both the plan and the
lesson shall be good enough for printing and distribution for use
by other extension workers.

NOTES ·AND MATERIALS

LENGTH OF TIME:

ACTIVITIES

SESSION 1:

3 days

BASIC COMMUNICATION PRINCIPLES

Let the trainees brainstorm a list of (1) elements of communication,
(2) barriers to communication and (3) factors that make for effective
communication. Write these down on newsprint.

Use role plays or video to show barriers to communications.

Discuss role plays. Lead discussion to relate the communication process
to the learning process.
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SESSION 2: SYSTEMS ANALYSIS

Purpose: to lead trainees through the analysis that goes into planning
an educational programme.

Begin by asking the trainees to make a list of information essential to
their planning an education session and to say why each piece of
information is important.

NOTES AND MATERIALS

Handou t: :5'04 No.2 "Sys tems
.,4nnlysis

Using the "Bridging the Gap",
si tuation" and "need" lead
statement.

poster of 'present situation',
discussion up to formation of

"desired
problem

Review the session on communication principles, and referring to these,
have trainees list reasons why a knowledge of the audience could help
communication or learning. Demonstrate difficulties created in a
situation where communicator does not know the audience.

Then have the trainees list possible constraints using the example
given in the problem analysis session. Show why it is helpful to have a
clear idea of resources and constraints.

Then divide trainees into groups and let them choose a situation upon
which they shall base a system analysis.

SESSION 3: THE USE OF MODELS

Purpose: to familiarise trainees with some models so they might use
them or create their own.

Explain the idea of models and their use.
demonstrate. Together with the trainees,
create their own models.

Use two or three models to
create a model. Let trainees
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Discuss the model the group has created and then ask each trainee to
choose or create a model for the project they started in session 2.

SESSION 4: ORGANIZING MANAGEMENT

Purpose: to get trainees understand the importance of attending to the
logistics of their session, organizing time, place and
personnel, relating these all the time to their systems
analysis.

Have the trainees list factors that will determine the logistics of
their session. Review the main points from the resource and constraint
analysis, and audience analyses.

Give examples of charts such as the Ghantt chart, that they might use
for planning a session. Explain the importance of organising management
at an early stage in the planning.

SESSION 5: OBJECTIVES

Purpose: to lead the trainees to an understanding of the usefulness of
behavorial objectives. Trainees will also be made aware of
differences in objectives according to whether one teaches a
skill, gives information or tries to change attitude. This
session will distinguish between terminal performance
objectives, enabling objectives and learning objectives.

Lead a discussion on why one has to set objectives for educational
sessions. Discuss the things that an objective should make clear i.e.
the outcomes of the session. Discuss difference between describing the
process e.g. to teach the women to make steamed bread, and the outcomes
e. g. the people will make steamed bread. By giving examples of
situations and asking questions get the trainees determine why
objectives must focus on the learner rather than the instructor.
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Explain what is meant by behavorial objectives and the connectionbetween objectives and evaluation. Discuss the components of abehavioral objective. Give the trainees exercises to help themdistinguish between behavioral objectives and objectives that simplydescribe processes.

From this exercise lead to an explanation of the distinction betweenlearning activities, enabling objectives and terminal performanceobjectives. Discuss the different types of objectives and thedifficulties encountered in setting objectives concerned with change ofattitude.

Ask the trainees do self-assessment exercises on objectives and helpthem where they find difficulties.

Then let the trainees formulate objectives for the project they haveselected.

SESSION 6: SELECTING CONTENT, METHODS AND MEDIA

Purpose: to lead trainees to a recognition of the relationship betweencontent, methods and media, and relationship between theseand the analyses done earlier and the type of objective.During this session the trainees will also learn how to writea prototype lesson.

Recall the earlier analyses and relate these to the choice of content.Have the trainees make lists of contents classifying them according towhether they are knowledge attitudes or skills. Have them match methodsto the contents and then suggest media that could be used. Put theirsuggestions on newsprint and discuss them.

Review barriers to communication and have the trainees suggest ways ofdealing with content that turns people off or makes them angry. Discussthing that could be done to:
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get a group of learners interested (to gain attention)
to get the discussion going (to elicit response)
to share information and/or build skills
to encourage participation
to review and sum up
to follow up
to decide if the lesson was successful

List the suggestions on newsprint.

Have trainees choose content material related to their projects and
suggest methods and media that could be used to deliver it. Let them
write out a prototype lesson.

NOTES AND MATERIALS

SESSION 7: BUDGETING, DEVELOPING OR COLLECTING MATERIALS

Purpose: to make trainees aware of the importance of costing their
sessions and to train them in ways of doing this.

Begin by brainstorming the reasons why knowing costs is important.

Give examples of simple budgets and discuss these with the trainees.

Discuss availabili ty of materials referring to handouts on producing
audio-visual materials and that on project proposal writing from Units
1D and 4C.

Have the trainees make a simple budget for their project.

SESSION 8: CONDUCTING AN EDUCATION SESSION

Purpose: to get trainees to practise presenting material to a group of
learners.
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Review basic communication principles.
tape of a poor presentation. Discuss
presentation.

Then role play or show a video
factors that make for a good

NOTES AND MATERIALS

Handout 5A No.7 "Conducting
all Education Session"

Give trainees time to prepare and rehearse presentations based on their
prototype lessons.

Have the trainees present their lessons and video tape them. Have part
of the group writing down the good points and the bad points about each
presentation. Discuss each presentation.

SESSION 9: EVALUATING AN EDUCATION SESSION

Purpose: to emphasise the importance of evaluation.

Review the relevant part of Session 6: Selecting Content, Method and
Media on the things to do to determine that the lesson is a success.
Relate objectives to evaluate and discuss ways in which evaluation can
be done. Have the trainees revise their lessons on the basis of the
cri ticisms made by the group in Session 8: Conducting an Education
Session.
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INTRODUCTORY NOTE

wi th the I Modules for
into four sections and
units of the training

in this booklet go
They are divided

the sections and
sections:

The handouts and materials
Training Extension Workers'.
into unit to correspond to
modules. Thus, there are four

Section 1 Basic Education Methods

Section 2 Community Education Methods

Section 3 Community Mobilisation Methods

Section 4 Work Management Skills

Section 5 Planning, Conducting and Evaluating
an Education Session

To facilitate their use each of the handouts has been numbered and crossreferenced with the Modules. For example, Handout lA No.2 'IneffectiveCommunication I is the second handout that should be used in Unit lA:Basic Communication Skills and Home Visits. In all cases the use of thehandouts in the training exercises is explained in the modules.

In all instances we consider these to be just basic training materials.They can be adapted and built upon as necessary. We also encourage youto develop and use, where appropriate, audio-visual aids. A slide/tapeshow could be used to help illustrate the basic points of theatre-fordevelopment in Session 2 of Unit 2A: How to Use Drama for CommunityEducation. Similarly a video tape of a poor field day might also beuseful in Session 3 of Unit 2C: Oraganising a Field Day.

Some of these audio-visual aids could be developed
situations for use in future training workshops.
example, slides on theatre-far-development could
performances in Session 6 of Unit 2A.

in actual training
Once again, for
be taken of the

Above all, however, we encourage you to use these handouts in the waythat is most suitable for your training situation, and to adapt, alter,and add to as you feel is appropriate.
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INTRODUCTORY HANDOUT

IDENTIFYING YOUR EXPECTATIONS

Complete the following questions in 10 minutes

1. Write 3 things that you would like to learn from this workshop
(that relate to the objectives) that will help you in your job.

2. What would you say is your biggest difficulty in getting
commLnities involved or motivated to improving their health (or
agriculture)?



srCTION 1:-_--------------.,
BASIC fDVCATION ~fT"OD5

A major part of any extension worker's activity is making
personal contact with individuals, families, and groups.
Making this contact involves establishing a friendly
rapport, and communicating in a manner that is both
acceptable and understandable to the person or persons
concerned. Through good communication an extension worker
will be able to identify problems and needs, and work out
appropriate solutions and actions with those concerned.

In order to make effective personal contacts the extension
worker must be able to choose and use extension methods
that are appropriate for a specific purpose and target
group. And he or she must be able to communicate ideas
and information effectively in a one-~o-one or group
setting.

The handouts in this section give field workers information,
and practical skill training to help them choose and use
appropriate extension methods; methods that are appropriate
for the specific purpose and target group ~hey are dealing
with. The handouts relate to the following units.

Unit 1A : Basic Communicatio skills and Home Visits

Unit 1B : How to Organise and Lead a small Group
Discussion

Unit 1C Education Methods

Unit 1D : Producing Visual Aids
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HANDOUT 1A No.1

COMMUNICATION

IS AN EXCHANGE OF INFORMATION

THOUGHTS OR FEELINGS BETWEEN

2 OR MORE PEOPLE.
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THE PURPOSE OF COMMUNICATrON

IS TO CREATE

UNDERSTANDING

BETWEEN PEOPLE

~INFORMATION~

_ THOUGHTS •
. " II

~ ,. FEE LI NG S --------:./', "
" "" .". )Ad UNDERSTANDING 0

EFFECTIVE COMMUNICATION
CREATES

GREATER UNDERSTANDING
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FOR

EFFECTIVE COMMUNICATION

THERE MUST BE

ATTENTION

BY BOTH
THE SPEAKER & LISTENER.

INTENTION

ONE PERSON WANTS TO SEND

A MESSAGE -THE OTHER WANTS TO LISTEN·

MESSAGE

MUST BE CLEAR AND UNDERSTANDABLE.

FEEDBACK

THE LISTENER MUST RESPOND

TO THE MESSAGE.

ALL THE ABOVE

MUST HAPPEN TO MAKE THE

COMMUC~,TION PROCESS EFFECTIVE.

I ~ \
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EFFECTIVE COMMUNICATION PROCESS

'-- ~LISTENER RESPONDS TO THE MESSAGE

LISTENER RECEIVES

THE MESSAGE

~

BOTH GIVE THEIR ATTENTION

SPEAKER KNOWS THE
MESSAGE IS UNOERS TOOD

+
SPEAKER SENDS A MESSAGE

.,/ ---...
~~~

STEPS TO GOOD COMMUNICATION

I SPEAKER & LISTENER GIVE EACH OTHER

ATTENTION

2 SPEAKER SENDS A CLEAR & UNDERSTANDABLE

MESSAGE

3 LISTENER HEARS THE MESSAGE & LISTENS

CAREFULLY

4 LISTENER RESPONDS TO THE MESSAGE BY:

ACKNOWLEDGING IT ANSWERING IT OR REPE

AT�NG BACK TO CONFIRM SHE UNDERSTANDS

5 SPEAKER KNOWS THE MESSAGE IS

UNDERSTOOD

RESULT - BOTH UNDERSTAND EACH OTHER
(4)
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BARRIERS TO COMMUNICATION

LACK OF ATTENTION
ONE OR MORE

PERSONS DO NOT GJVE THEIR ATTENTION

POOR INTENTION
SPEAKER IS NOT

CONFIDENT OR ORGANIZED

UNCLEAR MESSAGE
MESSAGE IS NOT

CLEA,R OR UNDERSTANDABLE

NO FEEDBACK

LISTENER DOES NOT

RESPOND TO THE MESSAGE

INCOMPLETE CYCLE - THE CYCLE OF

COMMUNICATION FROM ONE PERSON

TO THE OTHER WAS INTERRUPTED

Ir=\
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POOR COMMUNICATION PROCESS

?

WEAK OR· UNCLEAR MESSAGE

... .... ... , ~, ,, /, ', /

POOR ATTENTION GIVEN

SPEAKER IS UNCERTAIN

IF MESSAGE IS

UNDERSTOOD

POOR ATTENTION IS GIVEN

?

LISTENER DOES NOT

RESPOND

2 SPEAKER SENDS A WEAK OR UNCLEAR

MESSAGE

3 LISTENER DOES NOT WANT TO HEAR

4 LISTENER DOES NOT ANSWER OR RESPOND

5 SPEAKER IS UNCERTAIN IF LISTENER UNDERS-

TOOD

(6)
RESULT- LITTLE OR POOR UNDERSTANDING
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HANDOUT lA No. 2INEFFECTIVE COMMUNICATION

SOME SAMPLE EXERCISES

Instructions:

1. Each group should discuss the situations described below and
decide how they could have been avoided. Allow 15 - 20 minutes
for the discussion.

2. Ask each group to appoint a secretary to take notes and reporton the group's discussion.

Situation A

A community worker talks to a group of people who have very little food.He tells them that the Ministry of Agriculture will help them to developvegetable gardens and fruit orchards. The people are very happy.

But then they do not see this worker again for a long time. When hefinally returns he only brin~s them some seeds and then tells them to goto Big Bend to buy fruit trees.

The people are angry because he took a long time to return and becausethey expected the Ministry of Agriculture to also send workers who wouldbring the trees, at no charge and help them plant their gardens.

HOW COULD THIS MISUNDERSTANDING HAVE BEEN AVOIDED?

Take that I,
I aWl not a foo I.
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lA No.2

Situation B

A community is approached by a water supply organisation to discuss
building a piped water supply for the people. A community meeting is
held and the people agree to go ahead with the project.

The people contribute labour and money to build it. But after it is
finished some families complain because they do not have a water tap
near their homes. They have to walk too far to get their water.

Other people complain that they have to pay fees even when they do not
have taps close to their homes. And others are angry because they did
not realize they would have to pay a monthly fee in order to maintain
the water system and buy petrol to run it even after the water system
was completed.

HOW COULD THIS MISUNDERSTANDING HAVE BEEN AVOIDED?

HeJlo Sir, th~ c..oMVV\\.lV\;h( r;re.ol wak;'
Supp\~ proje.e.t wi II beY\e.r;~ uc; aH.
Wh~ oI0V'l'\- ~ou take ~is ,;>pade
and h€.lp .

,r-ootl'.--'-------.~

Not me. Mo"N lJ'Ji\\ \ D€.V\e8!:
'N \Jl~Vl \ still hewe <:i \oV19
wa~ tD ~et wab-er.

----~
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HANDOUT lA No.3FACILITATING CHANGE IN A HOME SETTING

These simple steps will help you understand an individual's or family'sproblems and will help them understand how they can solve the problemsby themselves and with your help.

STEPS

1. Establish a friendly rapport

Give a friendly greeting
Introduce yourself
Be friendly and warm
Be genuine and natural
Take an active interest in
the individual, the family,
etc.

2. Explain why you are there or what
you can do

State clearly why you have come or
what you are able to do

State what benefit they might get
from your visit

3. Find out what people want and need

Ask about their problems and
conditions

Find out their complaints and
difficulties

Discover what they consider
important about health, illness,
crops, etc.

Some Examples

"Hellow"
"I am ..... "
"How is your family?"

"I am from the Ministry of
"

"I came to find out .•. "
"I have some information
that may help you ... "

"How are you feeling?"

"How is your health?"
"How are your children?"
"What difficulties are you
having?"

"What thinJ,s are you having
trouble with?"

"What thinJ:s do you want in
your life" -- for your
family?"
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4. Find out what difficulties are
getting in the way

Identifying the barriers (perceived
ones and others)

Ask what prevents them from achieving
their wants and needs

5. Explore alternative actions
and solutions

Ask what things the person could
do to accomplish what he/she
wants; to prevent something from
happening; to solve the problem,
etc.

Try to get alternative ideas, not
just one course of action.

6. Find out what the person is
willing to do

From the ideas above, find out
what is practical and within
local means

Find out at least one thing the
person is willing to do

Get an agreement for some specific
action.

7. Find out what assistance and
resources are required

Ask what assistance the person
needs or wants

State other sources of assistance
that you know about

8. Follow up on agreements made

Take whatever action you think
wise to follow up with agreements
people make on health/agriculture
projects

lA No.3

"What prevents you from
doing that?"

"What is getting in the
way?"

"I note that:
-you have a bad cough
-your children appear

sick ...
-the water is very dirty ..
-your maize c:rop is very

poor ...

"What could be done to .. ?"
"What things could you do
to ... ?I;

"How could you prevent that
from happening?"

"What other things could be
done?"

"What else could you do?"
"Who else could help .•. ?"

"What do you think is
practical (or the best
thing) to be done?"

"What would you be willing
to do?"

"What would you be willing
to agree to do ... ?"

"When could you start ... ?"

"What help do you need?"
"Who else could help you?"
"Could other people (your
friends, the community,
etc) help you do this?"

"The Ministry of .....•. can
provide •......• "

"I will check back in one
week ... "

"I will contact the
Ministry of .... "
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HANDOUT lA No.4
PLANNING AND CONDUCTING A HOME VISIT

A home visit is a method that can be used to provide instruction or
services to individuals and families. It is a planned visit to a farm or
home. The home visit can be used to:

1.

2.

Provide information, instruction and other services to
individuals and families. This might be in response to specific
requests for help; or to explain a recommended practice; or to
invi te the individual or family to participate in a planned
activity.

Learn and gather information about individual homesteads and
the community. This might be to help the extension worker gain
first hand knowledge of the problems faced by the individuals;
or to follow-up and observe the results of a recommended
practice; or simply to get to know a particular individual or
homestead.

3. Plan an activity with the farmer or the homestead,
demonstration or a meeting.

such as a

A well conducted home visit can be useful in so far as it:

What other 3.dvantages can you think of?

(a)

(b)

(c)

can help to encourage two-way
communication, and therefore an
exchange of ideas, between the
farmer and the extension workers.

makes it possible to assess a
farmer or a homesteads problems
on the spot. Suitable measures to
deal with the problem can then be
worked out by both the extension
worker and the homestead.

can help to create a rapport and
mutual confidence between the
farmer and the extension worker.

At the same time however, we should be aware that a visit requires a
large amount of the extension workers time, and the number of visits
that can be made in a given period of time is limited. There is also the
danger of concentrating on the most progressive farmers at the expense
of the less progressive farmers where personal contact is most needed.
We need to be conscious of this and take care to avoid it.
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lA No.4

Planning and Conducting a Home Visit

A home visit needs to be planned in advance, conducted in a friendly,
efficient manner, and followed-up. This is the case with all extension
teaching methods.

Before the visit

Careful and adequate preparation before the visit is the key to success.

be clear on the purpose of the visit: where possible this should be
agreed upon by the extension worker and the farmer.

make an appointment with the farmer if possible: if this cannot be
done choose a time when you know the family members will be home, and
not too busy to talk to you. Don't interrupt anything!

check the subject matter needed: including any information you may
have about the farm to be visited.

consider the approach: you will use during the visit and organise
required teaching materials accordingly.

During the Visit

During the visit be conscious of your role as an extension worker. One
thing that will be expected of you is to provide sound technical
information and advice to the homestead. Relate your information to the
homestead situation and their concerns about their crops, cattle, health
of their family, and so on. Some of the points to be borne in mind
during the visits are:

Greet the family in the traditional manner and inquire about the
health and condition of family members.

Make the visit a pleasant experience for all. Discuss your views and
their concerns in a non-threatening way.

Don't pressure the
Talk with them,
conversation.

family members into an educational experience.
listen, and make education a part of the

Listen attentively to what they may mention as their problems and
needs. Pay attention to non-verbal aspects of communication.

Work technical
conversation.

information/education into the fabric of the

In general, learn to read the signs of uneasiness or resentment that
might occur when visitors are not wanted. Don't try to teach at this
time, it would not be effective.

Be sensitive to what is going on in the home and how much time the
family can give you.
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Compliment the family when the occasion calls for it, e.g. when the
house is well kept; when the farmer has done a good job.

Use visual aids and demonstrations when you give lessons.

Don't take notes while home visiting, except to write down what you
may have promised to do for the family.

Invite families to attend community meetings when these occur.

After the Visit

After the visit make a record of what happened and what was agreed for
future reference. On the next page is an example of a Home Visit Record
Form that can be used for this purpose. In addition:

review the original objectives, and evaluate the effectiveness
of the visit making note of both the positive and negative
aspects so that you can help improve on future visits.

follow-up matters of importance, in particular the things you
have agreed to help the homestead with.

plan a future visit.

It is important to evaluate your visits. Unless we engage in a critical
review of our effectiveness we will not improve as an extension worker.
On the next page there is an evaluation check list to help you assess
your performance.

Ah now \ remember
)

wVlat 1d\5cussed
with. Mr. Dlamini on my

lacot visIt.
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EVALUATE YOUR FARM VISIT

BEFORE THE VISIT

1. Have you scheduled this visit along with others
for the most efficient use of your time?

2. Does the farmer know you will visit him?

3. Does he know the purpose of your visit?

4. Do you have all the information needed to help
him with the problem to be solved?

5. Is your visit times for the farmer's convenience?

6. Will you have a notebook and pencil to record the
details of your visit?

7. Will any supplies or equipment be needed?

8. Is the practice or skill you propose too difficult
for him to achieve?

9. Can he afford the practice you propose?

10. Is he ready to use it?

11. Does the practice related to the farmer's
experience?

12. Do you plan to teach only one thing at a time?

13. Will you need to prepare any demonstration materials
or hand-outs?

14. Will you brief the farmer on current and future
agricultural events as on marketing tips, seed and
fertilizer purchase, etc?

DURING THE VISIT

1. Did you talk directly to the farmer?

2. Did the farmer get an opportunity to express his
views?

3. Was he complimented for any of his good points or
past achievements?

4. Was your visit short but effective?

5. Did he understand what he was to do to accomplish
the purpose of your visit?

lA No.4

Yes No
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6. Were your questions designed to avoid "Yes" or "No"
answers?

7. Did you gain his confidence?

8. Were you able to give direct assistance to the
farmer?

9. Was the farmer interested to the point of acting
on your advice?

10. When you left, did the farmer have a clear
understanding of the object of your visit?

11. Did you record the details of your visit?

12. Were any commitments made on your part, or on the
farmer's part, which will require future visits?

13. Were you a good listener during your visit?

14. Did you respect the farmer's viewpoints?

15. Did you request final questions from the farmer
before you left him?

16. Was he given literature or handout material?

FOLLOW-UP

1. Were plans made for a future visit?

2. Will additional materials be needed for a later
visit?

3. Was the farmer left with instructions for future
actions on his part?

4. Did the farmer request assistance from you
or others?

1A No.4

Yes No



RECORD OF FARM VISIT

1. Name of Farmer

2. Location of Farm

1A I'·~() .. .'.;

3. The visit-Time

4. Purpose of visit

5. Observation you made

6. Help given to the farmer

7. Evaluation or follow-up

Date of follow-up

What results did you get?

Date

Signature of officer
making the visit:

Date:

Place
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HANDOUT IB No. 1

CONDUCTING GROUP DISCUSSIONS

Group discussion can be an effective method of learning, particularly
where there is a need to exchange ideas and opinions and to engage
people in solving problems. A group discussion has many advantages:

1. In a group, people can express many more points of view about a
subject. They have a chance to hear what other people think and to
compare their own ideas. This stimulates their thinking and
encourages them to take part in the group.

2. Many people feel safer in a group of their own people. They often get
support for their ideas from others.

3. A group discussion can encourage people to make agreements that they
can all support, and that will benefit the health of the whole
community. When people reach agreement in a group it is easier for
them to make a commitment and to follow through with action for a
health improvement.

4. You can reach more people in a group than individually. Village
workers have limited time and can't always talk with each person. You
can often accomplish effective health education in a shorter time
with a discussion in a group if you organize it and lead it properly.

5. After the discussion is over many people will continue talking about
what was said, even after you leave. The effect of the discussion
will cause people to talk some more and to do something about their
problems.

The Discussion Leader or Facilitator

Leadership is often associated with authoritarianism a dominating style
of leadership with a tendency to tell the group what to do. An
authoritarian leadership approach might make for short meetings but it
will not stimulate ideas and opinions. What we will be looking at here
is a group-centred approach to leadership. This approach emphasises a
more democratic style of leadership, with the leader helping the group
to make decisions.

Weill '1ou'v€. alll1&d fur say
but t've de.c:.;ded \Ne'll do it

like.1his
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leadership skills are:

keeping group members on the topic
clarifies communication by helping to explain what group
members have said as a way of:

focussing discussion
clarifying issues
developing ideas
relating one idea to another

stating the problem in a constructive way that will help people
to work it out. This involve:

stating all sides of a controvesy fairly and
objectively
recognising themes that seem to be arising in the
discussion
asking questions that will help the group understand
the issues .

. suggesting ways to solve the problem
summarising what has happened and restating a decision
to ensure that the group agrees.

An important function of the group leader is to create
atmosphere by encouraging discussion, being sensitive to
creating harmony, and resolving conflict.

A good leader will avoid

criticizing the ideas and values of others
forcing his own ideas on the group
making decisions for the group
talking too much and dominating the group

The Group

The way the leader approaches the group is one factor that influences
the way in which the discussion group operates. Another important factor
is the group dynamics. The degree to which a discussion group operates
smoothly will be influenced by:

the feelings and attitudes of members
interpersonal relations
underlying factors such as power-plays, hidden agendas

and the overall willingness of members to participate



Group dynamics can be divided into two broad categories. Those that help
to build the group process, and those that block the group process. For
example:

BLOCK

1. Not listening
2. Unclear issues
3. Disorganized
4. No facilitator
5. No defined goals and objectives

BUILD

1. Humor
2. Starting on time
3. Short meetings
4. Fun
5. Compromising

The physical arrangements for a group discussion will have a bearing on
the group dynamics. The seating pattern will influence the pattern of
communication for example, in a typical classroom situation the flow of
communication is predominantly one way - from the teacher to the pupils.

o
/' I ~~

o 0 0 0

o

o

o

o

o

o

o

o

Other common seating arrangements

B.

o o

c.

o
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Decision-making

In many cases discussions are held to 'air' points of view and to reach
a decision of what to do about a particular problem. If a group is to
carry out the decision effectively then everyone should be involved in
formulating the decision and agreeing to a great extent with it.

This process of consensus - decision making does not mean that everyone
will be in full agreement with what is decided, but that everybody has
had a fair chance to be heard. Overall there will be agreement.

Consensus - decision making involves

Describing and defining the problem so that everyone
understands it and is aware of all the relevant information
Brainstorming all the possible alternative solutions
Reviewing and prioritising the possible alternatives, a
process that should encourage presentation of views from
all members of the group
Making a decision by re-stating points of agreement, and
areas of hesitation. Periodic testing by asking "Do we
agree that----" will help to clarify issues. Where there is
no agreement:

• ask those who disagree to suggest alternatives;
or
decide on a course of action to help resolve the
disagreement

Implement the decision. Once the decision has been taken
decide who will do what by when and how. This means the
task must be clearly defined and spelled out in detail.
Without this step the group's energy has been wasted.

Evaluate the results of the decision. Did we do what we
said we would do? What things happened that were not
anticipated in the planning? How would we do it if we had
to do it again? By evaluating we can learn from our
experience.

Summary

Conducting a discussion involves

(1) having a clear purpose for the discussion
(2) being prepared for the discussion
(3) making sure all members understand the purpose
(4) facilitating discussion and creating the right atmosphere for an

exchange of ideas
(5) getting agreement
(6) reaching a decision on implementing the solution
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SIMULATION EXERCISE ON HOW TO LEAD A GROUP DISCUSSION

A SAMPLE EXERCISE FOR THE TRAINER

The purpose of this exercise is to teach the trainees:

(a) the leadership skills required to lead a discussion group
towards reaching a consensus decision.

(b) specific group leadership skills such as asking questions,
summarising

(c) the leadership skills required to resolve conflict wi thin a
discussion group situation.

The exercise includes the following materials:

instructions to the groups and observers
sample discussion questions
role cards
consensus decision-making guidelines for the facilitator
group discussion observation sheet

The Exercise

Begin ~he exercise by outlining its purpose. Relate it to earlier
presentations of the functions of discussion groups, the role of the
group leader, and the importance of consensus decision-making.

Explain that there are two sets of instructions: one set of instructions
for the group, and the one set of instructions for the observers.
Outline each set of instructions in turn so that everyone is familiar
with how the exercise should work. The instructions are:

A. To the group

1. Each group will be given a discussion topic.
pose a development problem that the group will
resolve. The group should place themselves in
the people described in the problem.

All the topics
have to try and
the position of

2. Before the discussion begins, each member of the group will be
given a role card that will be explained by the Observor. The
role cards give a brief description of a particular kind of
person; the attitudes he or she has and how that person tends
to behave in a discussion group. Each group member should adopt
the role given to him but should not tell other members if the
group what his role is.

3. One member of the group will be given the role of facilitator.
It is his task to lead the group in its discussion on the
problem. The facilitator can use the "Guideline or Consensus
Decision-Making" to help lead the discussion. The Observor will
explain how the Guideline should be used.
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4. Once everybody has had a chance to get familiar with their
role8, the facilitator should begin the discussion.

5. After 15 - 20 minutes the observer will stop the discussion,
and review with the group what happened in terms of the group
dynamics, and the group leadership.

B. To the Observer

1. Begin by explaining the purpose of the exercise, how it will
work, and the role of observer, which is to take note of what
happens during the group discussions, and help the group assess
its performance in terms of the various group discussion
skills.

2. Explain the discussion topic and allocate the roles. Take time
to explain each role on an individual basis.

3. Observe the discussion takinJ, note of the group process. The
"Group Discussion Observation Sheet" can be used to record your
observations.

4. After 15 - 20 minutes stop the discussion and review with the
group what happened. Begin with the facilitator and ask:

~. how he felt the discussion had gone?
how successful he felt he had been in leading the discussion?
what difficulties he had encountered?

Invi te the rest of the group to give their comments and add your own.
Keep a note of their comments for reporting purposes.
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DISCUSSION TOPICS FOR THE GROUP DISCUSSION SIMULATION EXERCISE

1. Following the cyclone the Health Committee has been given
E1000.OO towards improving the health situation there. A
discussion is being held to decide how to spend the money.

2. There has been a spate of pregnancies in the local school. The
headteacher has called together the community leaders to decide
how they can avoid this problem in the future.

3. The local staff nurse is concerned about the poor response to
the immunization programme. She is holding a meeting with the
local leaders and extension workers on what can be done to get
a better response from parents.

4. A group of women are discussing
by the men. They are trying to
husbands realise the problems
prolonged stay in the towns.

the neglect of their families
decide how they can make their

they are causing by their
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GROUP DISCUSSION OBSERVATION SHEET

Instructions to the observer.

Observer, the group process in terms of:

(1) how the discussion leader fulfills his functions.

(2) how the group members react to each other and support the
group process.

To help you in your observations consider whether or not:

A.

1.

2.

3.

4.

5.

6.
7.

The FaciEtator

Keep on the meeting
focused on the topic.
Clarifies and relates
ideas.
Summarizes feelings

States the problem in a
constructive way
Suggests procedures for
solving the problem
Resolves conflict
Summarizes decisions.

B.

1.

2.

3.

4.

5.

The Group Member

Initiate ideas

Provide information

Summarize and clarify
contribution of others
Offer decisions and
conclusions
Test for consensus

Record your comments in the space below.

THE FACILITATOR THE GROUP MEMBERS
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CONSENSUS DECISION-MAKING

GUIDELINES FOR THE FACILITATOR

Instructions to .the Discussion Leader:

1. This form can be used to help you lead the group towards solving aproblem and reaching a decision

2. Follow each stage in sequence

3. After the successful completion of each stage complete theappropriate space, summarising what happened during the discussion.

1. DESCRIBE THE PROBLEM

3. REVIEW AND PRIORITISE THE
SOLUTION

4. MAKE A DECISION

5. AGREE ON A PLAN FOR
IMPLEMENTING THE DECISION

The problem is:

The priorities are:

The group decision is:

The implementation plan is:
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DEALING WITH DIFFICULT SITUATIONS

A group is a collection of individuals. They are a diversi ty of
personalities with different needs, interests, and aspirations. These
needs and aspirations will influence the way a person behaves in a
group. In some cases this may be a negative behaviour which will create
tension and cause problems in the group.

For example, a cynical person, or a dominating person, or an aggressive
person who display these traits in a group discussion will help to
create tension and difficulties. These tensions and difficulties need to
be dealt with otherwise the energies of the group will be wasted. Some
examples of 'difficult situations' and what might be done about them are
given below:

EXAMPLE:---
1. Someone persistently bringing up one idea,

issue.
one solution, one

CAUSE: The person may feel that he is not being heard, or
that the group is in fact acting on his suggestion.

PREVENTION: Not always possible. Rigid behaviour is not always
rational

WHAT TO DO NOW:
(a) Try and explain to the person that his suggestion

has been heard and why the group is not acting on
it.

l..e~s ~\\ WIO~ tIA...~
Ol.\V l't\Q.V\ o.~ i""~b"'~"1l

ttl QUI- \i"'~s ~Y\J ~o .
we. t\(.e.,R tOW-4/. cut ~\~

1DOd ~\.l~j€S"l-\eV\~

No 1 d ()~t l-\~~V\ ~ ~\1cJ.,
0, ~O\;5L.. Old\lioe.

Mj kuS'bClfld nevex CDv'Ie.~ hD~
eayl~ cu,d. i'i "lvJ~t d·n.\~k.. Ot.
",'-"...t CA~ \ J.O~'':''''_----

(b) Discuss the problem; with or the person after the
meeting

D~ \ ~"ve...... 'oti\\,~v t<.bov.(- ~i¥VI

\ kQ~-e. 'oe"V\ w~l;ho\4r t\ W\C1."\

all ~Q.>~ iQ..C\Y~ OMd \.......,
o.\v:~\.r .
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EXAMPLE:
2. The group is having difficulty focusing on the topic.

CAUSE: The issues have not been classified or they are too
compled.

PREVENTION: Develop a plan before the meeting to break the
issue down into manageable pieces.

WHAT TO DO NOW:
(a) state what you see has separate issue.

(b)

Le.~ me Cf CA"J \~".e ~is

h. \t\oSc. ",,\..0 ~(.l!.CAJ ()A...J

\.U"'('fe.

Ask the group to list the issues or to the ones you
have stated, and then set priorities and take them
one at a time.

r-e.lloVo) c.i~ '2.UlS
1l,e, tq.c-e.~r A;n~ c.V\Alsc.J so 0\14d, ht\voc
LQ..r \(~ cliS'c.u~s hll~ w(. Mt. ~OiVl~ h:.
1"lc!~ ..\"i\i~o..l-e. o\l~ tOllldr, s<Mools ,'-lo..hv

f( '>.Olwell S ~",<l '0 h\.

EXAMPLE:
3. The group is not able to make a decision.

ISSUE: No one is taking the role of summarizer. The goal
may not be clear.

PREVENTION: Agree on the purpose of the meeting right at the
start. Encourage people to help in facilitating the
discussion.

WHAT TO DO NOW:
(a) Summarize the discussion up to that point. Restate

the issue.

(b) Ask the group if they are ready to take a decision.
Take a break.

(c) Decide not to decide until the next meeting.
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EFFECTIVE TEACHING METHODS

There are a variety of teaching methods that can be used with training
groups. These include audio-visuals, discussion techniques and practice
methods.

(a) Stimulating Awareness Through the Senses the eyes, ears, nose,
and mouth

Audio visuals may include:

Posters
Leaflets
Flash cards
Demonstrations
Radio Programmes
Films
Drama

(b) Learning Through Discussion

Methods may include:

Home visits
Talks with questions
Small group discussions
Committee meetings
Community meetings

(c) Learning by Practicing

Methods may include:

Demonstrations
Role play
Field trips
Exercises
Workshop/practice
Indiviililal instruction
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CONDUCTING A DEMONSTRATION

Demonstrate, using a range of senses, can be very effective in helping
people understand and practice proper health or agriculture behaviours.
People learn quickly when they see, hear, feel, taste, and smell
something. The behaviour becomes more real and easier to do.

The following steps may be useful as you plan and conduct a
demonstration.

1. Plan beforehand all the things you will do. Try them out
ahead of time with someone else to make sure they work
properly.

2. Assemble all your materials ahead of time. It is a good
idea to use only equipment and materials that are
available locally, and to have some local people help you
get things together. That way you will have local support
for what you are doing; the people will feel more a part
of it, and you have a better chance of catching
inappropriate elements of the demonstration beforehand.

3. Begin by telling participants what you are going to do.
Tell them why you are doing it and describe all the steps
before you actually start.

4. Demonstrate one step at a time. Explain everything
carefully. As you are doing each step, tell what you are
doing. If possible, ask participants to help you do some
of the steps.

5. Encourage participants to ask questions as you go along.
Check frequently to make sure they understand each
important idea or step.

6. When you are finished, review what you did. Make sure
people understand the steps and the end results. If
possible, let people feel, handle, taste, and smell the
result or product of the demonstration.

7. When you complete your demonstration, have one or more
participants duplicate it. Ask for volunteers. Explain
the steps again and let the volunteers demonstrate.
Correct any mistakes politely. Give praise for doing it
correctly, and thank them.
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TOOLS FOR LETTERING

Frequently the visuals that you use, be they posters, flash cards, flipcharts or slides, TV and films have to be accompanied by words inordinary language. It would spoil the visual if these were writtenbadly, hence our concern here with tools for making nice looking
letters.

Here are several ways you can obtain letters.

1. Newspaper, Magazines, and Old Posters

Sometimes one sees advertisements in big beautiful letters.These can be cut out carefully and kept for use with visuals.Children love cutting out letters. Whenever you can get hold ofa few children, give them papers and let them cut out with
razor blades. Accumulate these and keep them in boxes, a box
for each letter or number

2. Felt Pens

Draw faint guidelines in pencil so that your letters are the
correct height.

Sketch the letters in pencil and then shade with a felt pen.
Erase guidelines.
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On squared paper you can trace letters, cut them out and mounton cardboard. Then cut out cardboard letters and keep for use
when you need them.

Use for all circular parts of

Letters as in
B,C,D,G,J,O,P,Q,R,S.
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3. Stencil Guides

Plastic stencils can be bought inexpensively from Websters artd
other stationery stores.

" BCD E F GH IJ KLM
N0 P (~ I~ STU V WXy Z
clbcdefghijklmnc)pqrs t
uvwxyz 12 ~ 4~ 6 7090

Other stencils have a raised edge so they don't lie flat on the
paper. This is a precaution against the ink messing the paper.
These stencils usually go with special pens and "are sold in
sets according to size. Rotring and Rapidograph are examples of
these. These can be bought at Swaziland Stationery and at
Sebec.

[( %f <>: x +;:=.oS Ii:8) J 0 [J Z~ XMA~ ~ SJbdgYw1~ f! 45 t ~ p'~ q!1~; ,1
o

A3COEFGHIJKLMNORRSTUVWXYZ I ;::; 0/0,123456-7o~9

4. Templates

Templates look a lot like rulers. They have letters engraved on
them. They work with special scribers which have a needle that
traces the letter on the template while a pen writes the
letters on your paper.
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5. . Dry transfer Rub on Lettering

You can buy a sheet of Rub-ons (Letraset) for 99c. The letters
are carried on the back of an acetate sheet. All you do to
produce fine quality letters is place the sheet on your paper,
positioning the letter where you want it, and rub the front of
the acetate sheet with pencil. The letter transfers onto your
paper. If you have made a mistake and want to remove the
letter, all you do is, place a piece of masking tape study side
on the letter and gently rule the back. When you lift the
masking tape, the letter comes off with it.

edding
transfer

AAAAAA
BBBeee
DDDDEE
EEEEEE
GGGGGG

6. Machine Lettering

One example of a lettering machine is the Kroy. This machine
uses discs for various types of letters and it prints them on
tapes. The tapes consist of acetate strip, which will bear the
letters and backing that can be peeled from it when the letters
are to be used.

To use the machine, fit an appropriate disc. You have to start
it about 20° and then lay it flat on the machine. Shift the
disc such that the letter you want to use is opposite the
arrow, with the arrow slightly to the top of the letter. Press
the print knob briskly, but not too hard.

You can obtain Kroy letters from DEMS,
Agriculture and Macroware.

the Ministry of
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ORGANIZING A VISUAL MESSAGE

If you are going
organise them such
and some visuals,
important message.

to be creating visual messages it is important to
that the message has its full impact. Given a poster
you have 9 areas within which you can place your most

1 2 3

4 5 6

7 8 9

You can place it wi thin any of the areas 1 - 9.
yourself is where will people start looking first,
most likely to look for the important message.

Eye movements

The question to ask
or where are people

Research on eye movements scanning a visual has been done only amongWestern peoples. But since it seems that scanning a visual has arelation with Western reading habits, it is possible that those of uswho have been influenced by Western culture read visuals the same way.For cuI tures that read right to left or bottom to top the si tuationmight be different.
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Eye movements on an 8" x 10" picture

1. According to the research that is there people tend to fixate on
upper left hand corner.

2. Then the eye follows this direction

3. Then it scans

Eye movements that travel the photograph can be broken down to

61% Top
39% Bottom
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The area that gets the most attention is the top left hand quarter. The
left half gets 66% of the attention and the top half gets 61%

20%

25% 14%

This does not, however, mean that essential messages must be confined to
these areas. A bright spot will command attention anywhere. So one way
of getting attention to a visual that is not in the areas of greatest
attention is to colour them brigh tly. Also you might organise your
visiuals such that the pattern leads the viewer to the desired area.

Aspect Ratio

When one has to design artwork for projected media, one has to know the
aspect ratio of these media. Aspect ratio refers to the proportional
relationship of the vertical side to the horizontal side of the
projected image (or screen in TV).

In expressing aspect ratio two figures are used, the first for the
vertical side and the second for the horizontal side.

Example:

Vertical side: horizontal side 1:2

1

2

Different media have different aspect ratios and in designing artwork
the designer must fit it wi thin the aspect ratio of the medium foY'

vlh i 'h he tEo; d (, s j r;n i ng
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ASPECT RATIO

Aspect ratio is the ratio between the height and width of the visual

TELEVISION 3:4

FILM +/-3:4

35 mm 2:3

INSTAMATIC 1:1

35 mdl. Gl.IDE

tiSTI\MA.TI(, SLIDE

TV SCREEN
/'

~
I,... I

V
V

~
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MAKING THERMAL TRANSPARENCIES

To make thermal transparenc::ies you require a sheet of heat-sensitive
acetate, and a carbon based writing material.

Wri te what you want to project
material is not carbon based,
transparency from the photocopy

To make Transparencies

on a sheet of paper. If your writing
photocopy the original and make the

1. Turn the copier dial to appropriate setting.
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2. Place transparency on original with clipped of corner on top
right hand side.

'--
'.

3. Align the two carefully and feed both into copier.

4. After the transparency and original have run through, separate
transparency from backing.
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To Make Overlays

Mount main transparency onto frame by placing frame on flat surface,
positioning transparency evenly over it and taping it on along each edge
with masking tape.

You can mount as many as three more transparencies on this frame. Using
masking tape, you can hinge transparencies to left, right and bottom
edges. These are random access overlays and transparencies can be
flipped off and on in any order. For sequencial overlays hinge all
transparencies to the left edge of the frame.

"-
I ,I, , /

'~/

~--~-. . '7
r /---- . r- T

" /' -c_ 1// /~ .. I I
I I :.Jh!/L. /// III _'~'~, ! / I-::.__.....'" __ /i

_"7:7::- .--.... __ .•-- I
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.-----_.__--__._1
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ILLUSTRATIONS

There are various things you could do to illustrate whatever you areexplaining.

Below are just a few of those.

Tables

2.~---------- 3

2.

o

0 I 2- 3> 4- S- f:. 7
0 If <Q 12- Ib 20 2.4- 216
0 3 G 9 12, 15 1<0 2\
0 2 b t6 ,0 12. lL+
c I '1 3 l..\- e;-

'"
c_ ..- 7

1 00 0 0 0 0 0 0

')..3 ,+'5~,
Venn Diagrams

Charts

stick figures
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You could even cut out pictures from magazines,
and paste thew up.

lD No.4

calenders or catalogues

You could use models made out of clay or cardboard or any material youhave access to.
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HOW TO MAKE A FLANNELBOARD

The size of the flannelboard will be determined by the size of your
audience, or the ease of handling. You do not want a very large flannel
board if you are going to be carrying it from meeting to meeting and you
cannot use a small flannelboard for very large audiences.

Get the right size of very heavy cardboard, plywood or masonate. Apply
glue and stretch a piece of flannel or felt tightly over the board. Trim
edges of the board so that the cloth does not hang over the edges.

Glue pieces of sandpaper or flannel to the back of the pictures that you
wish to use on the board.

When you use the board place it such that it slants backwards slightly.
This way your pictures will not falloff.
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DISPLAYS

Here are a few ideas for surfaces to display your visuals.
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CARDBOARD EASELS

J'rlQ5k.1':j Jc:Fe
tA sed fo J~'''''

\ Fleces of
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\
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MOUNTING AND LAMINATING

Mounting

To protect picture from the effects of handling such as tearing bending,they can be mounted on them on hard card board.

You could wet mount the pictures using glue or rubber cement or youcould dry mount them using a domestic smoothing iron or a mountingpress.

Dry mounting

You need: A mounting board
Mounting tissue
A tacking iron
A mounting press
A weight.

1. Turn on the press, set to required temperature (180 0 for low or225 0 high) and leave on for about 20 minutes. When the greenindicator light comes on, the press is ready for use.

2. Extract excess moisture from your mounting board by closing itin press

3. Tack mounting tissue to back of picture tack at centre withcircular motion of iron.

.....

, .(, '"
~ /

" -
~

4. Trim picture and tissue.

------.---{1
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5. Posi tion picture on board with bottom border slightly wider
than the other boarders.

6. Cover the picture with clean piece of paper and tack on to
board. Tack around the centre.

7. Insert picture in press, using brown paper to protect it. Close
and lock press for 15 seconds.

''-----r-r-------------.,--r---=::::;:-'
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8. Remove picture and put under weight until it cools. If on
examining the picture you see bubbles, put it back in press. If
bubbles persist pin prick each and put back in press.

Dry Mouthing with Domestic Smoothing Iron

1. Set iron on low heat crayon

2. Use tip of iron to tack tissue to back of picture and picture
to board.

3. Iron picture onto board starting from centre and ironing
outwards.





SfeTION 2:--------------,
(M~UNITY (DUCAT_ON ~fTnODS

Extension work involves working with sections of or whole

communities as well as dealing with individuals and small

groups. Extension workers are involved in raising people's

awareness. Broadening their understanding of issues

affecting them~ and encouraging them to share and exchange

ideas and information.

The handouts accompany the following training units:

Unit 2A How to use Drama for Community Education

Unit 2B : How to use Puppetry for Community Education

Unit 2C : Organising a Field Day

The handouts give practical suggestions on how to use

educational theatre, including making puppets, in a community

situation.
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THEATRE IN EXTENSION

Extension work is primarily concerned with bringing about change. It is
concerned with helping people to improve their lives and the environment
they live in. The role of the extension workers is to help communicate
new ideas and information, and to help motivate and mobilise the
communities he or she works with. The extension worker is a facilitator,
helping and encouraging individuals and communi ties to identify their
own needs, and develop and implement their own plans based on these
needs.

There are of course, many ways to communicate ideas and information, and
to mobilise people. Talks, discussions, home visits, demonstrations, and
meetings are some of the methods that are community used. Theatre is
another method that can be used by extension workers to help them in
their activities.

This metr.cd \
works u.:ell

Theatre is story telling

Theatre is a form of story telling that involves action. Theatre can be
used by a group to help themselves and others to explore and understand
problems and situations. Theatre can, for example, be used to help a
community explore the problem of drunkeness and how it relates to family
health, or to discuss the problems and fears that people may have about
resettlement. Theatre can be used to convey simple ideas and messages,
for instance the importance of breast feeding, or to deal with and bring
into the open sensitive issues such as VD.

Theatre, such as dialogue drama, dance, song and puppetry, is a powerful
extension medium. As a medium that combines entertainment with education
it is capable of attracting large numbers of people and involving them
in discussion about sensitive and controversial issues.
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Why use theatre?

There are various advantages and benefits on using theatre as anextension method. Some of these advantages are discussed below:

1. Theatre draws on people's own experience. Stories can be
developed from the actual ideas and the experiences of thoseinvolved - the community and the extension worker. By focussing
on issues of impor\ance to the people been dealt with, thoseinvolved in creating the story and preparing the drama canpresent it in a relevant and convincing way. Creating the drama
is, itself, an educational experience because it involvespeople identifying and analysing problems and finding creating
ways to deal with these problems.

2. Everyone can do it.
experience it also
instincts. Theatre
of the communities,

Not only does theatre relate to people's
draws on their natural acting talents and
can also draw of the theatrical tradi-l:ions
such as their music and songs.

3. People are involved. As the drama is relevant to people's
problems, and draws on their experience then they are morelikely to respond to what is being done, join in, and even act
on what they see and hear.

4. Theatre use language and a form that people can easilyunderstand. Since those involved in the drama are familiar withthe situation they are dramatising they can use words and
expressions that everyone can understand.

5. It's fun, it's a~ti~~~~ien!e~. and its visua~. Education ismore effective if people are enjoying themselves. Building 8
message into a drama is a more interesting way of communicating
than just lecturing to people. The educational intention of adrama may be obvious, but people must also be given theopportunity to draw their own conclusions. People in thecommuni ty will learn more if they can see what is happening,
relate it to their own experience, and feel involved.

6. Theatre provides a stimulus for discussion. It helps to focuspeople's attention and stimulate ideas. A discussion afterwards
will help people relate personally to what they have seen. A
follow-Clp discussion can help turn acting on stage into apositive action in the community.
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The Process

We are dealing with 'rough' theatre. The main concern is to use theatre
to focus people's attention on development issues. To be effective the
content must be both relevant to and understandable to the audience. The
process of developing such a drama involves several steps. These are:

step 1:

Step 2:

Step 3:

Step 4:

Identifying and Analysing Problems

listing and analysing priority problems
to developing and understanding of the
issues and how they affect peoples
lives, either through informal
interviews in the communi ty or
brainstorming participants own
experience.

Creating a Story

taking the identified problem and
developing a story that will help
people in community to understand their
situation better.

Improvisation and Characterisation

turning the story into a drama that has
characters relevant to the community
situation.

Performing

rehearsing, critiquing and revising the
drama so that the action, dialogue, and
scenes are in a form and order that the
audience are able to understand.

Step 5: Planning the Performance and Discussion

making appropriate arrangements with
the community and identifying
discussion questions that are relevant
to the drama.
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PROBLEM ANALYSIS

Change, that will improve people I s lives, can only be effectivelybrought about if we have a clear understanding of the present situation.We need to be able to look carefully at a situation, analyse whatproblems 'exist, and determine what steps should be taken to improve thesituation. We need to ask: What is the problem?, Why does it exist? Howcan it be solved?

Problem analysis involved taking a critical look at the situation,clarifying some of the assumptions and misconceptions that we asextension workers may have, and trying to u~d~r~~~SItUationfromthe perspective of those involved. A careful, step-by-step approach isessential for analyzing and dealing with community health problems. Weneed to start by asking searching questions rather than by jumping toquick answers.

Do,,", - so'n do \',\,0<;0 L,
do -Jo - 'Sol.-. I'd

Basically, data analysis involves the group members in pooling theinformation they have gathered in the community; seeing how the variousissues relate to one another; identifying priority issues and concerns;understanding those issues in the broader historical, social, economic,cultural and political context they are placed; and looking at possiblesolutions, in terms of resources and possible constraints. In effect thegroup is making an interpretation of the community si tuation based onthe information it has collect.

Below is an example of a step-by-step approach to analysing a communityproblem.
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PROBLEM ANALYSIS: EXAMPLE

Topic: Breast feeding

1. What is the problem?

High infant death rate caused by bottle feeding.

2. Why does the problem exist? What are the causes of the problem?

Women who go out to work are not able to breast feed their
babies.
There is a lack of awareness on how to safely prepare a bottle.
Bottles are washed in dirty water, spreading germs and
infection to infants.
Young and old child minders do not have an adequate
understanding of how to prepare bottle feed, or clean the
bottle.

UMvYlTI ~ ~e.v bab~ i .. 5;0 VlQ.C.\\lti',/, .
1ww\e.t'V\r \\o:u. fiJ miY\~ So ?,oc'{1'1
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3. How does the problem relate to other issues in the community?

Poverty - there are no markets for handicrafts and women do not
have sufficient income to be able to cover the cost of
preparing bottle feed properly.

There is a lack of opportllni ty for home - based income
generating activities so men and women go to the town looking
for work.
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4. What resources exist in the community which will help to solve the
problems?

Health staff - Rural Health Motivators who can help to educate
mothers.

5. How can the problem be solved?

Educate parents on the dangers of bottle feeding and thebenefits of breast feeding. If bottle cannot be avoided educateparents on the importance of using the bottle that can becleaned; cleaning the bottle properly; and mixing the milk
substitute correctly.

6. What are the barriers to implementing this solution?

The reluctance of women to breast feed because bottle feeding
is seen to have on higher status.

Lack of interest on the part of employers to provide creches so
that women can breast feed their children at work.

7. Does the solution suggested create other problems?
problems make the situation worse?

Will these

There is discrimination against women in employment and they
may be reluctant to employ women who want time off for breast
feeding.

8. What health education facts do people need to know so that they willbe more aware of the problem, and be able to overcome thedifficulties?

Breast milk is more nutritious and helps to protect the child
against diseases.

Bottle feeding is dangerous if the bottle is not cleanedproperly it should be washed in warm water.
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CREATING STORIES

The ultimate purpose of using theatre in extension is to lay the
foundations for real solution to the poverty and problems found in a
community, and to encourage the involvement of communi ties in finding
these solutions. The dramatisation part of this process involves:

"Creating stories, which contain characters,
and situation and events which in turn show
these characters in crisis and taking decisions"

Creating the story is a collective activity. It is a group activity
where the individual members 'pool' their imaginations.

Defining Aims and Objectives

Before we can begin creating our story we need to have a full
understanding of the problem and the intended audience. Analysis of the
problem will help us have a clear picture of why the problem exists, and
be what might he done to solve the problem. Similarly, knowing our
intended audience - their age, beliefs, and concerns - will help to
clarify our understanding of the problem and how to deal with it.

It is also important
theatre in extension.

to be aware of the possible role or roles of
Theatre can, for example, be used:

to INFORM people,
to STIMULATE DISCUSSION,
to MIRROR THE SOCIETY,
to MOTIVATE PEOPLE TO ACT,

to ENTERTAIN,
to DEMONSTRATE,
to ILLUSTRATE, or
to EXPOSE A SITUATIC'N

This can be done in a HUMUOROUS, SERIOUS, or HISTORICAL manner.

Working from the knowledge of the problem and the intended audience we
begin by defining the overall aim of your story. In educational theatre
we need to be clear about what we are trying to do, and what we hope to
achieve. For example if we are creating a play on breast feeding our
aim might be to:

"make mothers aware of the dangers of bottle
feeding and the importance of breast feeding."

Thus, define your overall aims or purpose and write it down so that it
serves as a reference point and guide throughout the formulation of the
story.

Once the overall aim has been defined identify the specific objectives
you wish to achieve. In the case of our story on breast feeding our
objectives might be to:

1. After the show the mother will demonstrate in discussion
their understanding of the dangers of bottle feeding.

2. During the discussion at the end of the performance
each of 10 women chosen randomly will give at least one
reason why breast is best.
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Creating the story

Once we are clear about our obj ectives we can then begin to take theproblem and turn it into a story. Again if we take the issue of breastfeeding instead of saying: "There is a serious problem of infantmortality caused by bottle feeding ..... " we could begin the story, forexample, by saying:

"In Ci community called ..... there was a woman
by the name of Clare. She was a mother of thrEe
children. Her youngest child, Sipho, was only a few
months old and was still being breast fed. She h&d
also breast fed her two previous children.

In the same community were two other women, June a~d
Zodwa. Both had an infant about the same age as Sipho.
June and Zodwa considered themselves 'modern'.

You can also build tension into the story. You can do this by makingthings happen in secret, which some of the key people in your story
den't know about. You can tell the audience but not the characters inthe story. Some of the things they are doing is because they did notknow these important facts.

Phrases like "what she didn't know was
on, in another part of the village ... "

" or "while all this was going

For example, if we continue with our breast feeding story we couldintroduce tension by:

"What the two mothers didn't realise was that
the grandmother, who was looking after the
children, did not know how to mix milk properly.
As a result the children were not getting enough
food and were becoming ill. The mothers suspected
that the grandmother was putting 'tahrarthi' on the
children making them ill"

What~arc doing is building a 'Nhat-happens-next story based on youranalysis of~..problem. To help you keep to your objectives and toensure your story is relevant to the situation you are dealing withcontinually refer to the information you identified in the problemanalysis.
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The story does not need to end. The story began as a problem, and the
problem is still going on. The purpose is to set out the issues so that
people can understand the problem and seek a realistic solution for
themselves.
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Improvisation

The next ste[.J is to nove from story to action. By taking the sto"'youtline and acting it out we are beginning to turn the story into aplay.

story and
ourselves
ask: "Is

The best approach is to act out each scene or ancident in the
discuss it. We need to be prepared to criticise---:-:---,-::-=:,--=-==-=-=-=-=-=.constructively. It will help us to do this if we continuallythe play meeting our objectives?!!

We also need to consider such things as whether:

the play has momentum; is it interesting to
the audience, does it have ple~ty o~__~ction

does it have enough tension ;. will it capture
and hold the audience 8.ttention.

are we ~cting or are we preac~~~; if we are
reaching then we are defeating the purpose of
usinG theatre.

are we imposing our own projudices as extension
workers on the audionce.
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BASIC DRAMATISATION TECHNIQUES

A. Prerequisites for Drama

1) Personal Involvement:
commitment to:

It is very important to make a firm

your group
the objectives of the drama
your character/role

This commitment or involvement must be both physical and emotional.

2) Sense of co-operation wi thin the group in sharing ideas and making
decisions about the work. One must speak out ones views and listen in
return. It is important to establish Group Responsibility.

3) Concentration: The ability to concentrate and focus energy is
essential to acting-out. Even where there is co-operation and lack of
inhibition, without sustained concentracion tiE i_1Llal.ity of the work
will remain superficial and unsatisfying to the group.

4) Sense of Significance: The group need to feel that what they are
doing is important for them and that it has relevance to the
community.

B. Dramatic Techniques

1) Characterisation

Choose a credible character and spend time thinking about it and
building it up. Ask yourself what makes a character? Believe in your
character and the situation. Imagine that you are that character/
person and really involve yourself in the part you are playing.

2) Inter action

Respond with feeling to the other characters and remember at all
times that you are in the context of the play whether you are
actually talking or not. If you don I t respond with feeling to a
character, both you, the other character and the dramatic situation
looses credibility.

3) Body Language

The way in which you sit, stand, walk, enter a room etc all tells a
lot about your character. Body language is also especially important
when you are not talking on the stage. Make sure you are facing the
audience.
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4) Projection

Make sure you can be heard at all times - speak a little louder thanyou normally do. Restlessness is an audience is often a good cluethat they can I t hear and so loose interest. Speak clearly and useexpression.

If you really think about what you are saying and put feeling into ityour speech becomes more exciting and thus more interesting to youraudience.

5) Only one conversation at a time.

It is possible to set up a number of different scenes on the stag" atthe SClme time and to have the actors for thef3c scenes also on thestage at the same time. However, the action should only take plac8 inone scene at a time. The actors for the other scenes should freezei. e. they should remain perfectly still until it is their turn toact. When a scene is completed and the action moves to another partof the stage, the actors in the scene that has just been completedshould then freeze. This technique of freezing is useful when we areusing an open-space for a stage, and there is no curtain which actorscan appear from or disappear behind at the beginning and end of eachscene.

7) Special Awareness

Acting needs space; you need room to move and act out your roles. Donot make the mistake of using too small a stage area. Do not act withyour back to the audience. Your face is more interesting than yourback, and the audicnc~ would like to see. They also want to hear you.Move about - avoid long speeches without movement.

8) Audience Participation

Involve the audience in your play. It can be an effective educationaltechnique, especially with children.
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COMMUNITY DISCUSSION
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Discussion after the communi ty
performance is important. It is the
bridge between the dramatisation of the
problems and people's increased
understanding of those issues. The
dramatisation has helped to present the
problems in a broader social, economic,
and political framework. Discussion of
that presentation helps develop people's
awareness of both how their lives are
influenced by events beyond the
immediate environment of their
communi ty , and of the complexities of
the problems confronting them. Through
this increased awareness people are in a
better position to take more appropriate
actions to deal with their problems.
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The importance of discussing the drama in this analytical process is
illustrated by the example of a commlmi ty performance in Lasanawa
village in northern Nigeria. The play was about the failure of a
cooperative venture in a fictional village not dissimilar to Lasanawa.
The purpose of the play was to expose the corruption of certain people
within the village hierarchy.

At one point in the playa trader, whose lucrative swindling in
fertilizer distribution has been disrupted by the peasant's
co-op, attempts to bribe one of the older farmers in the co-op
to subvert it. The trader sows seeds of mistrust in the
farmer's mind about the co-op' s only literate member and its
secretary. 'How do you know what he's writing down?' The trader
insiuates. Vote him out of office and the farmer can have a bag
of fertilizer free.----......~~d "

A sc:oo\'"~'l' ....~h!

S"o"ld \ accerr c,
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The 50-strong audience were profoundly moved. Some demonstrated
wi th the actor playing the farmer. 'Don't accept,' they toldhim: 'this is what always happens.' The trader raised hisoffer: a supply of fertilizer. 'Don't accept,' the audiencechorused. A higher offer; and then the final offer: a Vespa
scooter: 'I'd accept,' said one of the (real) farmers in the
audience, adding defiantly: 'The Co-op's going to fail anyway.'The other farmers turned on him and a detailed discussion tookplace, with the actors coming out of role and seriously urgingthe farmers to remain united.

We had rehearsed what might happen if they didn't, and weresumed the fiction, showing the return to exploitation and aresigned stoicism. The (real) farmers and postar lists refusedto accept this defeatism at the end of the performance."

(From: Sal ihu Bappa and Michael Etherton; 'Popular Theatre
Voice of the Oppressed', ~ommonwealth, Vol 25, No.4)

One way to facilitate discussion after the performance is to divide theaudience into groups, with one of the actors serving as a discussionleader. Some basic questions that can be used to initiate the discussionare

Of course, if the discussion is really going to go into any depth theirthoughts will need to be provoked. /\ good discussion leader wi.ll askfollow-up questions, continually trying to get people to think why theirsituation is like it is and what they can do about it.
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Discussion does not necessarily have to take place in groups, nor does
it necessarily have to follow a conventional group discussion approach.
We have already noted that the purpose of the dramatisation and
discussion is to help increase people's awareness and understanding of
issues and problems that are of concern to them. At a training workshop
in Zimbabwe the discussion and dramatisation were much closely linked.
Consider the following example:

The strategy for the day was to take the analysis of the issues
further - through a process of dramatization. We took each of
the major issues in turn, structured a short role-play to focus
the issue, and then with the help of the villagers extended the
role-play through analysis and further improvisation. The
performing took place in the centre of the circle and the
discussion, which followed each role-play, took place on the
sidelines.

This became the established structure for the balance of the
workshop.

We started with the water issue. we put on a short
dramatisation to get things going -- a fight at a private
borehole. In the discussion afterwards someone said that water
at the school was available only to people who contributed to
the diesel. A woman added that many people were too poor to pay
for the diesel. We then replayed the drama, this time with the
villagers as actors.

Scene 1:
Scene 2:
Scene 3:

Fight scene at the private borehole
Woman complains to husband
Women tries to get water at school borehole
another fight.

In the discussion the following points emerged:

Poor people were using and reusing the little water they were
able to get.

Families contributed indirectly to the borehole fund since
their children worked in the school garden which earned money
for the borehole. Nonetheless, if parents couldn't make a cash
contribution they couldn't use the borehole.

People defended the water payment policy, saying that parents
living at a distance from the school (i.e. too far to benefit
from the use of the school water) would complain if the water
was distributed free of charge.

(From: Ross Kidd, 'Dairy of a Workshop').
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In this situation the analysis involved:

SHORT ROLE-PLAY ON PROBLEM

QUICK DISCUSSION WITH AUDIENCE

REWORK SCENE OR IMPROVISE NEW SCENE

MORE DISCUSSION AND REWORKING

2A No.5
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SOME METHODS
OF CONSTRUCTION

Adapted from:

"Puppetry" by:

Adrian Kohler,
Popular Theatre Committee
c/o Institute of Adult Education
University of Botswana
Botswana
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lots of action. Puppets
do things, not just talk!

Puppets can shake hands, kiss, dance, drink, fight, (especially
with a club), hit flies, chase each other, fall asleep, Puppets
should use the whole stage, Their sudden appearance or disappear
ance from the stage can be an effective way of surprising the
audience. Another trick is to throw things into the audience,
or leave the puppets head unconnected to the dress so that it
can be knocked off,

People beginning to learn puppetry often leave theirpuppets hanging on the stage, not moving, while theylook at each other and concentrate on their talk. Agood rule to correct this problem is: "Don't look atyour fellow puppeteer. Look at your puppet, cc-ordinate talk with movement."

Keep the puppet show short about 15 minutesto ensure you keep people's attention.

Hand puppets are good at using 'props' - i.e. articlesto support the action (e.g. spades, beer cartons, aclub, etc). These must be carefully prepared and beready when needed.

We have found three common faults in using HandPuppets

holding them too low
holding them so they lean forward
holding them without movement for long periods

Puppeteers can practice in front of a mirror to makesure the movements are realistic.
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B) bucket /

LJ ~A9r:/lJ paints & brush

flour or starch

lot of newspaper~

a cardboard

1.= 7~
scissors

needle &thr~
two piece of cloth •.::-

8 Cu.t au.t :two pUC-e..6 a6 9 At.t.a.c.h th.e ' glove' to
doth and MJM to(Je..theJt. the. head. YoWt puppet

.u. Jteadtj.

7 Paint the puppet.

4 Mak.e a hole in ball & 5 Model the 6ecLtWte..6 6 Set Mi.-de to dfttj.
6il ne.ck.. SecWte wah wah nW.6papeJt .6oak.ed
new6pap()ft .6oak.e.d in glue.. in gfue. Mak.e them bi.-g.
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4~
glue

1

1. Pain.:t :the .6hape 06 :the cu:t-ou:t on. :the
c..evr..d.

2. Cu:t :the .6hape ou:t.

3. TuJ1.n. U oVeA an.d g.f.u.e :to :thiJ .6uc..k..

4. When. :the g.f./J e hM ciJUed, po.in..t :thfi. bac..k.
:the .6ame M :the nJ1.on.:t .60 both .6ide..6 CUte uoed.



[P[£{@[?@ jJ~~ W~~'L7 U[M]~@~lJ~LIl1f
LQJ~@[fJ~ are cups, taUes I buckets) plouqhs) fXJ1S,sticks ;an ~lhln~ which
rt/ps descri'te the action on ::tQg~ More clear ly.Xt rs far better to
show a puppet oui (diVlg a house out of blocks thal1 -forihe.
puppet Jivttply 10 talk Qtour bUi{d;n~.b~j{CiTU@M plus'/i1e U5~of p~@~
Hakes the ~hOlJ l'lt1OfC ui~id Ql\d fiuc,/~ I~@:=
~~©[9)~ a1~~ ~~W@)&31f lfl~ D~[P)@~1?~~lf ~ lfOOrg 1/;, /

ff(]gI?[P)~l? UllJ~fSf? Pf/ //
MosT rubbish ccrt') f:e turned Into props ~"-~B MY
irA CaliS ca~ ~Qcal) becone. CUf5,~ bockeis... :~\ AL

~
~ t:jl-, _--------- ~~~tr

~~. -------cq~dboard f:b}3 ~,~ r::>cuPboa(ds,lobles, •.~ .c." I
shcks J' =-- ."-. <ft"'"~¥nccs, -furl'1lture lPlolXjh...)::, 4 t ~/'..
WirE $) ~anythil\q M'~~,~~
bottlelidc, O~ r::> PI~rcs,whed5., c~ ~

VJood bloe-Is @f __::?Jr::> bricKS I furrllture... @;~2(~~{:!J ~ j

[J:>
ru
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1. tuJt.n a. table up on end• a.nd peJt.noJt.m nJt.om beh~nd

2. ~deJt.v~ng ha.tQhe~ a.nd
dooJt.wa.y~ beQome Jt.ea. y

ma.de ~tage~

b.. ljou need 2 ~tep la.ddeJt.~ a.
bla.nket a.nd ~ome dJt.a.w~ng
p~n~

a. Qolla.p~a.ble puppet
~tage
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A POOR FIELD DAY

"SCRIPT OF A BAD FARMER'S DAY TAPE"

Blocking

Group of farmers seated,
to camera, grumbling
easle in front

AID arrives,
apologetic stance

Back to camera

AID shuffles a lot, waves
arms too much does not
always look at farmers.

Puts up bad visual

Dialogue

One or two farmers can be heard to back
complain loudly that they will leave
soon if the programme doesn't begin.

AID greets the farmers warmly. He
apologises for being so late, and says
it is because one of the speakers was
late in town as he had forgotten the
date. He encourages a farmer who raises
to leave, to stay.

Farmer 2 complains that it is 11.00 and
the programme was to start at 9.00.

AID again apologises and suggests they
start. Programme was supposed to be
about small stock raising.

No introduction. Begins by talking
about traditional agriculture and how
Motswana have always carried on
subsistence agriculture. After several
general points he talks about
government plans to improve commercial
cattle raising and talks about some of
these programmes. He then discusses the
role of the BMC and in passing mentions
marketing of goats.

Excuses self to go get speaker.

Points to visual aid

AID goes just off camera
to get speaker.

Concludes by saying that
stock are an important
domestic food production,
some speakers to come
farmers.

Farmer 1 grumbles so we
he ought AID was going
about poultry raising.
agrees.

because small
part of all
he has asked
to see the

can hear that
to teach them

Someone else

Expatriate expert enters,
acts in a big rush, talks
very fast, uses big words;
AID comes after him and
remains nearby at beginning
when he first translates.

AID introduces :vIr Gilbert (Gil) Fi tz
simmons, MOA small stock Management

Officer. Gil sorry about delay but they
know how it is, had to go to bush.

AID starts to translate but Gil stops
him - says its not really needed.



AID backs away slowly
leaving Gil alone.

Gil quickly leaves.
AID enters. Farmer 2
raises hand.

Rre Mohumi walks slowly
turns face farDers

AID enters as Rre
Mohumi ends

Farmer 1 rises

2C \1u.1

Gil's speech is delivered fast. He
mostly reminisces about sheep raisin,g
in England, where there is always lots
of rain except the summers are too
cloudy. He mentions the piggery near
Kgale that failed, and how happy he was
to see farmers in Kalakamati 'you know
there that is' raising pigs. You know
how smat pigs are. If possible he'll
bullshit some diseases which are a
problem in Botswana and mention the
BMS's marketing programme which means a
better market for farmers like these.
Ends by encouraging all of them to dip
their goat, they need a sulphur bath
too.

AID ask farmer what he wants. Farmer 2
wants to ask a question of Mr. Fitz
simmons.

AID says because they started late they
don't have time. Wants to bring in Rre
Mohumi , a successful farmer from
Palapye.

Rre Mohumi's speech has two basic com
ponentf;: farmers who are lazy and who
don't look after their small stock with
care will never make money; small stock
such as pigs should have proper
facili ties constructed for them to
ensure they are clean, and they should
be properly fed. Rre Mohumi suggests
that small boys should be trained more
carefully in how to look after small
stock. He suggests some expensive ways
of supplementary feeding for small
stock. Ends by saying 'That's all'.

AID thanks Rre Mohumi. He hopes farmers
can gain encouragement from Mohumi's
h()rd work.

AID asks farmer what is wrong.

Farmer I complains saying that Rre
Mohumi is much wealthier than he; that
the things he suggests he cannot do. He
says he thought thA Day would be about
poultry raising, that he must go now
and look after his cattle.

Turns and walks away. AID look like trying to urge him back.farmers grumble and begin to get up to l,~ave also.
other

Extracted from: Practical Extension Courses for Training Agricultural
Demonstration: DEMSjUBLS 1975.
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PLANNING A RESULT DEMONSTRATION

A result demonstration is an extension teaching method that can be used
to help encourage farmers to adopt new farming techniques. By comparing
the results of old and new farming practices, such as usin~ fertilizer
(new) and not using fertiliser (old), the farmer can be shown how the
techniques can improve his productivity. A result demonstration can show
the farmer that new practices are both possible and productive under
local conditions .

..
r1{1 ,~

Planning the Demonstration

Preparing a plan for the demonstration is important. A good plan will
show the details of what is to be done, when it should be done, and who
will do it. In short the plan should outline:

(a) the preparations that have to be done for the
demonstration.

(b) how the demonstration will be used.

A. Preparations for the Demonstration

1. The purpose of the Demonstration: Decide exactly what the
demonstration should prove. Select simple clear-cut
comparisons. There are easier to understand than complex
practices. For example:

II II .. II II II II II II II II II IF .. II ..

II .. II II II .. II II II II II II .. II"" II II II ..

2. The information that needs to be gathered for the demonstration
such as ...........•..........•................................
.... II II II .. II II .. II II II II "' II .. II ..

3. Social and economic information such as .
............................................................................................ " ..
.......................................................................................................................... ..



87
2C No.2

4. The number of demonstrations required:
various factors such as:

This will depend on

(a) The ability of the extension worker: As demonstrations
need to be closely supervised. The number should reflect
the experience of an extension worker in conducting and
should be kept to what he can supervise effectively. If
he tries to take on too many he may find he does not have
the time to devote sufficient attention to any - and they
might all fail.

(b) The availability of resources: such as funds will also
determine the number of demonstration units organized by
an extension worker.

5. The selection and qualification of demonstrators: Demonstrators
are farmers who are willing to provide their land and time, to
a result demonstration. Their selection is often crucial and
may mean a success or failure of the demonstration. A suitable
demonstrator is generally:

(a) A local farmer who is ready to provide technical
materials such as a piece of land, for the demon
stration.

(b) A farmer who has the confidence of other farmers
in the community.

(c) A farmer who will be committed to the successful
completion of the demonstration.

6. The training of Demonstrators: The demonstrators need to be
given a thorough briefing about the programme. It is important
that they be clear about the purpose of the demonstration,
their responsibilities, the subject matter involved, the steps
needed to complete the demonstration, when these steps are to
be done and how to do them; and what records they have to keep.
The farmer is on the spot and he should be in a position where
he can explain to other farmers the whys and hows of thedemonstration whenever necessary.

7. The selection of Demonstration Site:
factors to consider here, including:

There are a number of

(a) it is located in a community where there is a problem for
which the practices to be demonstrated offer a practical
solution.

(b) it is typical of the situation in the community. Is the
soil fertility level; degree erosion; soil type;
drainage; equipment; kind, number and quality of
livestock and crops homestead; financial background, at
the selected site similar to other farms in the area.

(c) is it a public place that will enable many people to see
the demonstration.

(d) is it central and accessible from all directions so that
most people can reach it with ease.
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B. Using the Demonstration

If, in the planning stages, you have clearly worked out the purpose
of the demonstration it will be much easier to utilise it. The main
function of any demonstration, of course, is to use it for teaching
purposes. The demonstration site should be a learning site where the
farmer can be shown and given instruction in a particular farming
method. If this does not happen then the demonstration will have
little impact. The demonstration sites can be used for:

(a) Periodic demonstrations to show at appropriate times particular
farming practices, such as how to plant, how to weed, how to
top dress, how to spray, and how to harvest etc.

(b) Tours: organise or encourage others to arrange conducted tours
by farmers to demonstration sites.

(c) Field Days: these are also good sites for local field days.
Show the farmers where there is such difference between the old
and new practices.

( d) Photographs:
at highlighting
compared. These
for your future

pictures of the demonstrations taken should aim
the difference between the two practices being
photographs can be used to teach other farmers,
campaigns and also for publicity purposes.

(e) Exhibits: display some of the demonstration results at shows.
This is another way of spreading the idea to many people.

To maximise the impact of the demonstration it may help to ensure a
regular attendance of farmers in the locality. Having 20 to 30 farmers
attending each plot, by keeping them informed of all the activities and
progress of the demonstration and encouraging them to attend on-site
meeting, is more likely to ensure that the demonstration is successful
in terms of introducing new methods, then just having farmers visiting
occasionally.

The demonstration needs to be supervised throughout. Adoption of the new
farming practice may depend on a number of factors, one of them is the
successful completion of the demonstration. If the demonstration is a
failure i.e. if the new practice proves to be inferior to the old one,
then it will be difficult to convince the farmers to adopt the new
practice. To avoid this happening, close supervision of the
demonstration is necessary. This includes:

(a) Ensuring that all the materials needed for the demonstrations
are available when needed.

(b) Carrying out all activities concerned with the demonstration in
time. Ploughing, planting, weeding, insect and pest control
etc.

(c) Ensuring that the farmer understands the sequence of operations
through continual instructions. Visit site regularly to ensure
that instructions are followed accordingly.

(d) Finding out what problems there are or those likely to occur
and take appropriate actions. For example, any sign of disease
or pest attack call for prompt remedial action.
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Throughout, of course, l1: is necessary to keep proper ~eco~ds. Recorc'.sare necessary to determine it the demonstration succeeded or failed, andwhy it was a success or failure. The records they can also be used forinstructional purposes and as evidence of your activi ties during theprogramme period. A definite system of record keeping should be mutuallyagreed upon by those concerned, and the demonstrator should be informedaccordingly. It is also important to:

( a) Evaluate the demonstration
results obtained. Use
demonstrations; and

to determine the
experience for

reasons
planning

for the
future

(b) Organise follow-up through the 'enlisting farmers', farm visits
etc. to provide whatever support is necessary to the farmers
interested in trying out for themselves the practice that has
been demonstrated.

Advantages and Limitations

There are advantages and limitations to this extension methods. Some ofthese are listed below.

Advantages

When properly organised and successfully carried out,
demonstration;

a result

(a) furnishes local proof of the desirability of adopting arecommended practice;

(b) is an effective method for introducing a new subject or
subjects;

(c) appeals to the eye and reaches the individual who wants to seethe results with his own eyes.

(d) provides a good source of information for meetings, new items,pictures, radio talks etc.

(e) furnishes cost data and other basic information

(f) enables high percentages of people to learn

( g) aids in developing leadership,
selected demonstrations.

through the use of carefully

Limitations

(a) Requires a large amount of agent's time;
(b) Cost per practice charged may be high;
(c) Good demonstrators are difficult to find;
(d) Few people see the demonstration at a stage when it is most

convincing;
(e) Teaching value frequently destroyed by unfavourable weather
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ORGANIZING A DISPLAY

Like everything else a display has to be planned very carefully.

1. Why it is necessary to have the display?

You have organized a field day because there is a problem. You want
the people to see certain things that might help solve this problem.
Your main concern is highlighting those things that you believe will
bring a solution to the problem.

2. What is to be displayed?

Posters, flip charts, bulletin boards are all ways of displaying
things. But, in the content of a field day, we are talking about
something much bigger. Your exhibits here are more than just
drawings. You may decide on live exhibits, stuffed versions or models
whatever articles you choose, decide first what they will do for your
display.

3. Whose attention is the display meant to catch?

It is important to know the type of audience you are going to be
dealing with. This will help you arrange your exhibits effectively.
For instance, if a display is meant for the very young you will not
have things high up at a five foot (1~ metres) level. For the average
adult, however, this is just about eye-level, and an ideal position
to place important exhibits. Further, for children, a set of colour
is appealing whereas for adult excessive use of colour might be
distracting.

4. Where will you have the display?

It is important to know beforehand how big the area you are going to
use will be. It is useful to actually see the place before the size,
shape, position and even the materials that will help you make your
decisions.

Wi th all the j nformation above, you are now ready to plan your
display. Your first concern is to get people's attenti on attracted to
the display. This may be done with the use of colour, lighting, music
or movement. Slide shows or someone demonstrating are also eff(ctive
ways of capturing the audiences' attention.

Once the people's attention has been captured your next concern is to
communicate the central idea. Position the exhibit that embodies the
central idea such that it stands out and is not cluttered by other
exhibits. Use simple pictures, and very few words to present your
idea.
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Guidelines for ~reparing display~

1. Position the central idea at eye level of your audience (about 5 ft)

2. Too many articles confuse the viewers, so use few exhibits and
position them such that each can be viewed both separately in its own
right and then in relation to the main idea.

3. Do not use too many colours.
neutral background will do.

Two or three colours used against a

4. Keep written materials to a minimum.

5. Use materials with which viewer is familiar.

-=e

FARM PRODUCTS

.--1-_- . . _
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PRESENTING EXHIBITS

Here, as in everything else, one cannot overemphasize the importance of
planning for a successful presentation. You must know your audience and
the environment in which the presentation will take place; your
objectives must be clear and you must know your subject thoroughly.

The confidence with which you explain each detail, describe each process
and answer each question will count towards your success.

Keep your language simpler and your voice clear.

Having a flip chart and pens handy to make illustrations or note
difficult names or words will help.

Do not make a long speech. As you explain
pointing them out or lifting them to
concept.

Listen carefully to questions.

a concept refer to exhibits by
show their relation to that

You can only be sure your presentation will go well if you have
rehearsed it beforehand in front of a group of people.

------_._--,

PRODUCTS
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PUPPETRY AS AN EXTENSION METHOD AT SHOWS

Extension work is primarily concerned with bringing about change. It is
helping people to improve their lives and the environment they live in.
The role of the extension workers is to help communicate new ideas and
information, and to help motivate and mobilise the communities he or she
works with. Shows, farmers' days, and health days are occasions when the
extension worker can convey ideas and information to large gatherings of
people.

There are of course, many ways to communicate ideas and information, to
large gatherings. Talks, demonstrations, and displays are some of the
methods used. Theatre, and particularly puppetry is another method that
can be used.

"

j
I

"- /

.\~(

Puppetry is a form of story telling that involves action and uses doll 
like figures. At a show and other kinds of large gatherings a puppet
show can be effective in highlighting community problems, such as the
problem of drunkeness and its affect on family health. Puppetry can also
be used to convey simple extension messages such as the value of early
ploughing, and the importance of breast-feeding.
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1lIhy Use Puppetry

In a large gathering puppetry can be a powerful medium.

Puppetry
combines
a short,
people's

is fun; it is action oriented and it is visual. It
entertainment with education, and in a large gathering

exci ting puppet show is an effective way of getting
attention.

A home-made puppet show can be based on people's experience. By
relating the extension message to a community's own situation,
or by focusing on a problem that directly affects them will
help to attract people's attention.

The puppet show can be produced in a form and language that is
familiar and easily understood by a community. It helps to make
the message being conveyed more meaningful.

A short 10 to 15 minute puppet show can have a powerful effect, and be
lots of fun as well.

Creating a Puppet Show

Creating a puppet show involves:

Problem Analysis

Analysing the problem or the extension message that will be dealt with
and understanding how it affects the people.

Creating a story

Turning the problem or the extension message into a concrete story.

Improvisation

Acting out and discussing the story in order to relate it to the actual
si tuation you are concerned with, creating the different characters in
the play, and organising the different scenes in the right order.

Acting it Out

Rehearsing,
appropriate
community.

critiguing
arrangements

and
to

finalising
perform and

the play, and making
discuss the play with

the
the



srCTION 3:--------------,
COMMUNITY ~OBILISATION MlTnODS

An important aspect of extension work is mobilising communities

to determine and implement their own development activities,

based on their own perceived needs. The extension worker

has an important role in facilitating this.

The handouts are concerned with helping the extension worker

to work with and be accepted by the community. The handouts

assist the extension worker how to : examine his or her own rate

in the community; understand the problems and needs, and the

resources of the community; organise and conduct community

meetings; and plan activities with the community.

The handouts relate to

Unit 3A · Role of the Extension worker in promoting· community self-sufficiency

Unit 3B · Understanding the Community·
Unit 3C : Organisng Meetings and Committees.

Unit 3D · Promoting Community Action·
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DISCUSSION QUESTIONS ON THE ROLE OF THE EXTENSION WORKER

A. Record in the space below the main points of your group's discussion
of the following questions:

1. What do you see are the main roles of an Extension Worker in
promoting community development?

2. What approaches and methods would you use to assist a community
in solving their problems?
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LOOKING AT MYSELF

The way we behave and present ourselves
can have an influence on how other people
see and accept us. It is particularly
important when we are working with
communities to be aware of ourselves, who
we are, what we do and the general image
that we convey of ourselves. The
questions below are designed to help you
assess yourself in terms of your role as
an extension worker.

How do I come across
to people in the community?

What are the implications
of the image I project?

How should I dress, talk
and listen?

Do I need to make any
changes?

Are the things I consider
important in my job also
important to the commu
nities that I serve?

How can I get feedback
about how I come across
to people in a community?

HANDOUT 3A No.2
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UNDERSTANDING THE COMMUNITY

Development is concerned with social change. There are of course many
ways to bring about change. For instance, people can be told what to do.
On the other hand, people can be involved in deciding what change should
take place; in planning how it should occur; and, in implementing the
changes. Experience suggests that if there is to be real, lasting change
that benefits the people concerned, a participatory approach is more
effective.

As extension workers part of our function is to encourage a
participatory approach to development. We are concerned with mobilising
people and helping them to clarify their needs and solve the problems
confronting them. In this facilitating role it is important that we be
aware of ourselves; our own limitations and strengths, our attitudes and
prejudices. Our own experience will influence the way we approach and
work with a community.

Equally important is having clear and proper understanding of the
community we are working with. A community is a complex entity. There
will, for example, be different social and economic groups. To have a
complete picture of a community we need to know about:

who the leaders are
what organizations and committees exist
how do people earn a living
what resources exist, i.e. natural, income, health
what is the status of resettlement
what are the successes and failures of previous
development projects

We also need to learn ",bout how people in the community see:

the problems that presently exist
the change's that they would like to take place to
improve their lives
the obstacles that prevent these changes being brought about
the strategies that could be developed to overcome these
obstacles to bring about the desired change.

\ ....1.

'. .
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We may think °lJe know the problems and sometimes we do but we may not
understand it in the same way as the people in the community. The mor8
we can approach the problem from the way the community sees the
difficul ty, the more likely we are to be successful in helping to
overcome the problem. Of course, we should also be aware that different
segments of a community tend to see a problem in different ways. There
are various methods we can use to build-up a community profile and
identify needs. We can, for example:

conduct interviews
consult reports
talk to other extension workers
read development reports and records, etc.

Sometimes it will help to draw a rough sketch map of the community we
have visited or are working in. Such a map helps to record the resources
that exist. The map should include boundaries, roads, rivers, focal
points and other resources observed. An example of a community map is
given below.
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Observation: is also an important way of collecting information. NotiDg
whether people have latrines and waste disposal pits in their homesteads
will tell something of their sanitation practices. Malnutri tion in
children can also be easily spotted. Sometimes communi ties may have
services which can create health problems. For instance, it was observed
that in one community a good number of homesteads had piped water, but
it was creating other health problems. Around the taps dripping water
had formed muddy pools in which toddlers played. Household waste also
tended to collect into these pools. No doubt children would naturally
put their hands in their mouths. Questionnaires and straight interviews
will not reveal such a problem. They will only record the presence of
piped water, which is a good resource.

Making a note of such information will be useful when we come to
discussing and analysing the problems and needs of the community we have
visited or are working in.

Again, observing what is there (resources), where it is and what is not
there (constraints) will also tell us a lot about a community. We can
easily notice the presence or absence of rivers, trees (for household
use) roads, gardens, shops and focal points.
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THE PROSTITUTE

A SAMPLE EXERCISE FOR THE TRAINER

A public meeting is being held on prostitution. There are a lot of
prostitutes in town and the council is trying to decide what, if
anything, should be done about this. The people present are being asked
to consider:

Do prostitutes do the society any good?
Do prostitutes do the society any harm?
Why are these people prostitutes?
What type of people are they?
Is there a need to stop prostitution?
In what ways can prostitution be stopped?

Gi ve each trainee a role and ask them to write on flip chart their
responses to the above questions from the point of view of the role they
are assuming.

pr-osbtut€ )s
mothey-

prostitute1s
daughter

I

policeman

ousiYl€SS
executive

Discuss their responses. Compare the different views asking the trainees
to consider:

why there are differences, and
what is the significance

Apply the analysis to their role as an extension worker.
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INTERVIEWING IN THE COMMUNITY

Interviewing is one technique that can be employed to identify the needsand concern of a community. Of course, there are many ways of conductingan interview. One can, for example, design a questionnaire. Thestructured approach is easier for the interview but it does have twomajor limitations:

you only get answers to the questions you ask - are you
asking the right questions?

the interview is one sided - the interviewer is doing all
the asking and the person being interviewed all the
answering.

The Open-Ended Interview

The kind of interview that we are
focusing on is the open ended,
helping interview. However, as
extension workers we are concerned
with not only obtaining
information from the community but
using that information to enable
us to work more closely with them.
The ultimate purpose of collecting
the information is to also help us
have better understanding of how
people see their situation so that
we in turn are in a better
position to help them. For our
purposes then the open-ended,
helping approach to interviewing
is more useful.

Three Jlain Stages

I'
! \, \

... j-"

THE WRONG APPRoACH
Generally, there are three main stages to an interview.

Initiation, or statement of purpose
Exploration
Closing

The starting point should always be to make sure that the person beinginterviewed know who we are and what our intentions are. Once that isclear and all the necessary introductions have been made we can thenbegin with the interview.

Every interview situation will be different. The setting in which it isheld, the time available, and the way we present ourselves will all havean influence. Creating the right atmosphere and making people feelrelaxed is important.



102
38 No.3

If we really want to find out how people see themselves we need to ask
the right questions. A question like:

"Has anybody in the family had diarrhoea?"

may simply get a 'yes' or 'no' response. It also assumes that this is a

problem.

It might be better to ask

"Are there any health problems in the
community?"

or begin by asking a more general question, such as:

"What do you see as being the major problems
in the community?"

This will encourage people to talk about the things they see as
important.

There are many different techniques we can use to encourance discussion:

24-hour recall

If we want to find out what people do from day to day we can ask
them to describe what they did the previous day:

"What time did you get up?"
"What was the first thing you did?"
"What did you eat yesterday?"

This will help to give us a picture of daily life and what is
important to them.

projective questions. People may be reluctant to answer if they
are asked directed questions. By asking such questions as:

"What do people see as being the main problems
in the community?"

"What changes have taken place in the community?"

can help to get an overall view of the community as well as the
individuals concern.

aspirational questions. People have hopes and aspirations.

Asking them such questions as:

"What changes would you like to see?"
or

"How would you like your children's lives to differ
from your own?"

will help to reveal their concerns.
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Which ever technique you use in the open-ended interview it is important
to listen carefully, show interest, and where appropriate ask further
questions to encourage the discussion.

Closing the interview is important. As an extension worker you may want
to meet with the particular person again, and you will be working in the
community. Leave with a good image, show you are concerned, but do not
make promises you cannot fulfil.

Some points to remember

make the purposes of the interview clear
establish a positive atmosphere - showing interest in whatever
is said without passing judgement.
act flexibly by restating or clarifying questions if called
upon to do so
be a good listener and observer of what is being communicated
either verbally or silently through body language.

Avoid

constantly interrupting when the interviewee is speaking
writing down answers and ignoring the interviewee
disinterest
appearing hurried
passing judgement on what interviewee says
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DEVELOPING A COMMUNITY PROFILE

Collecting information and identifying problems can be time consuming.
The more organised we are the more successful we will be. Furthermore if
we are clear in our purpose the more likely we are to get the trust,
confidence and cooperation of the community. Thus, making a plan for
gathering information will help us to clarify our objectives about the
type of information we need and where we can get it. The information
planning chart below will help us to organise ourselves.

Information gathering

Type of information Where to find it Questions to ask

Size of community Ext. workers/records
(no. of homesteads)

Community leadership

- traditional
- non-traditional

. Services

- schools
- clinics
- creches

· Economic activities

· Resources

- agricultural
- health

· Problems and
priorities

· Committees or
organizations

Previous develop-
ment projects

I
- successes
- failures

-'--. I
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WORKING WITH COMMITTEES

Introduction

Meetings are an important part of development work. As extension workerswe are involved in many different kinds of meetings. There may be largepublic meetings at the traditional meeting place to explain adevelopment activi ty. There may be smaller meetings with communityleaders to identify particular problems and needs. These may be meetingswith a specialised group, such as a Health Committee to plan anactivity. There may be meetings with your colleagues to discuss and planwork. The size of a meeting determines largely how a subject isdiscussed, whether everybody takes part, and whether it is easy to reachdecisions or take votes.

Two or three persons may be enough when the group is meeting to shareideas or for a spontaneous discussion in a search for new ideas
( I brainstorming' ) . A group of five to seven persons is usually largeenough to provide a reasonable variety of experience and personalitiesand, at the same time, enable everyone to participate. As a generalrule, for group discussion or training, a group should not exceed ten totwelve persons. Even with this number a small sub-group may form anddominate the discussion, while the rest of the group become mereobservers.

Large meetings are more useful for communicating information andexchanging views than for discussion or making decisions. In thisHandout (and Handouts 3C No.2 and 3C No.3) we will be focusing on theformalised, committee-type meetings.

Why work with committees?

We use committees in extension work because:

( 1) they tend to involve lots of people in an activity,
people share the responsibility and will have
interest if it fails or succeeds.

thus more
a greater

(2) a programme's/project's aims will reflect people's needs better
if more people are involved in the planning.

(3) by dividing the work among more people, it may not go faster,but more people will learn from the activity.

(4) the more people are involved, the morH knowledge and experience
is brought to the situation.

A committee that has the support of the chief and the community memberscan represent the community and act as a bridge between the community,government and other development agencies.
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There should be a purpose

All committees and committee meetings should have a PURPOSE.
purpose is clear and relevant time and effort will be
frustration caused. Meetings are generally concerned with:

information giving
consultation and information gathering
problem solving and planning.

Unless the
wasted and

The role of community Health Committees, for example, is to stimulate
community involvement in health projects, and educate and create
awareness in the community about health issues.

A good committee meeting MAKES DECISIONS. For sensible decisions to be
made there must be clear COMMUNICATION.

There will have been a successful meeting
if there has been successful communication

If the purpose is to pass on information or to explain something, the
chairperson should find out if this has been done successfully, e.g., by
allowing questions and discussion which will show whether the subject
has been understood.

If the purpose is to seek the views of members, the chairman or
secretary should summarize the views expressed or put them in different
words to obtain the agreement of those present about what has been said.

If the purpose is to plan an activity then everyone should be clear what
decisions have been made and who is responsible for what. The chairman
or secretary can test this by asking: "Is it agreed then that we .... "
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MEETINGS HAVE TO BE PLANNED

A well planned meeting has better chance of success than one called 2t
short notice, and with little preparation. In preparing for a meeting it
is important to check the following:

Purpose
Main subject-matter

Type of meeting

Persons expected and size
of meeting.

Place, time, and duration
Who is convening and organizing

meeting.
Announcements or information

about the meeting.

Purpose: We have already heard that a good meeting will have a clear
purpose. It is crucial that the chairperson - the person within overall
responsibili ty for the running of the committee and the planning of
meetings - ask himself:

What is the purpose of holding this meeting?

Once the question is answered it should be written down so that the
purpose can, in turn, be clearly stated to the committee members at the
beginning of the meeting.

BUT once the purpose is defined the chairperson should also ask:

Is the purpose going to be best achieved by holding a meeting?

This may not always be the case. However, if the answer is 'yes' we can
go ahead with the rest of the preparations.

The main subj ect-matter. Members need to know
discussed so that they in turn can be prepared.
are expected to report on activi ties since the
should be told.

what is going to be
If for example members
previous meeting they

An agenda circulated in advance is one way of informing people. This is
possible where only a small number of people are involved. For a larger
community meeting, the community leader who calls the meeting should be
well briefed so that he can also inform people of the meeting before
hand.

Place, Time and Duration. Meetings should be held in a place that is
convenient to those attending. The timing should also be convenient.
People are busy. In the towns or peri-urban areas, for example, it may
be more convenient to hold meetings on a weekend.

Sometimes
are busy.
will help

it is useful to specify the duration of the meeting. People
Knowing that a meeting is expected to last about two hours

them plan the rest of their day.

Know the members and the numbers. It helps to have some idea of the
number of people who will be attending. The size of the meeting will
influence the manner in which the meeting is conducted. Furthermore, if
you know the number of participants the meeting place can be arranged
accordingly; chairs can be arranged and sufficient copies of any papers
that are to be circulated can be made.
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Where information is to be presented in the meeting it might be useful
to use visual aids. This might be particularly useful in large meetings
or where literacy is a problem. If visual aids are being used:

check beforehand that any equipment being used is working.
make sure that it is set-up and ready for when you want to use it.
use the visual aids to support the talk.
limit the number of visual aids being used - too many will be
distracting.
talk to the people - not to the visual aids.

Information about the meeting. Circulate in advance the agenda and all
other necessary information about the meeting. For example, if you are
wanting the committee to discuss an action plan for a project it will
help if they can look over it before the meeting.

IN SHORT, PLAN AND BE PREPARED. THE DETAILS ARE IMPORTANT.
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CONDUCTING COMMITTEE MEETINGS

There are four major components in any committee meeting. There are:

the chairperson
the members
the agenda
the secretary

Three of these components; the chairperson, the members, and the agenda
are discussed below. The fourth component, the secretary, is discussed
in Handout 3C No.3 'Taking Minutes'.

The Chairperson

Every meeting needs to have guidance and control; without it there will
be chaos. It is the chairperson's responsibility to ensure that the
meeting runs smoothly. The chairperson should keep the meeting to its
purpose, give everyone a fair chance to take part, control the timing,
and keep order.

The chairperson's tasks include:-

opening the meeting - welcoming, creating the
demonstrating the importance of the meeting,
purpose.

right atmosphere,
and clarifying its

directing the meeting by providing information where necessary,
clarifying any misunderstanding, and keeping the people to the point.

encouraging participation - the chairperson should avoid doing all
the talking and encourage others to express theil' ideas and opinions.
This can be done by asking questions. Questions can be:

(a) closed, often requiring a 'yes' or 'no' response and limiting
discussion.

EXAMPLE (to be completed by participant)
.....................................................................

(b) general, open questions that:

are thought provoking and engage the attention of the whole
group
are specific, and related to the experience of the whole
group
start with how, where, when, why, what, who to avoid a
'yes' or 'no' reply
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?oint the meeting in the right direction

EXAMPLE
.....................................................................

(c) direct questions to a particular individual. This type of
question can be used to bring in a person with special
knowledge; involve retiring, talkative and other problem
individuals; help the meeting when lagging, by asking the
resourceful or talkative member his opinion; and to speed up
the pace of the meeting.

EXAMPLE

(d) re-direct questions. To avoid the meeting moving back and forth
between individual members and the leader, statements and
questions raised by one member can be passed to another for
comments.

EXAMPLE

(e) reverse questions by asking the person posing the question to
answer himself. This may be used to encourage him to think
again, or because he is known to have views which should be
expressed

EXAMPLE

summarising at appropriate points in the meeting which will
help to:

indic:ate the progress or lack of it
re-focus off track discussion
tie up one point and move on to the next issue
highlight important points
guide the minute-taker
clarify misunderstandings
and at the end to establish th.e group I s conclusions, points
to action and gives members a sense of what has been
achieved.
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In carrying o~t these functions the chairperson should be:

(a) Fair and Impartial: He must give all members an equal chance to
speak. In some meetings this means one time per person.
In some clubs like 4B this can be open discussion.

(b) Firm: The Chairman should set a good example. He should not
allow people to talk too long, to repeat the same points
again, or talk off the topic about something else. People
who interrupt or disturb the meeting should be dealt with
firmly.

(c) Tactful and Patient: People who do not follow the rules
should be reminded by the Chairman in a pleasant manner.
The Chairman should never be rude to the member of a
meeting and should thus prevent all other members from
insulting anyone during discussion.

A good Chairman is a very important part of any organisation. If
meetings run smoothly then more work will be done.

RULES OF PROCEDURE

To help the chairman conduct an orderly and effective meeting there are
certain basic rules that should be followed:

(a) discussing one issue at a time with only one speaker talking at
a time.

(b) discussion each issue in terms of a specific proposal not just
wide-ranging discussion on an issue. The person who places a
point on an agenda must have a motion or resolution to be
discussed by the meeting.

(c) reaching agreement on each proposal with the chairman instructs
the secretary to make sure the motion correctly summarizes the
discussion.

(d) the chairman frequently summarlslng the discussion so
participants are clear as to what has taken place and what they
are going to vote on.

(e) having each proposal worded in terms of specific people doing
definite actions, and these people must clearly understand what
they are to do.

(f) taking a formal vote where there is strong disagreement on a
proposal.

(g) where lengthy discussion or planning is still needed on an
issue it should be referred to a sub-committee which is chosen
by the meeting before moved to a new item on the agenda.
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THE COMMITTEE MEMBERS

The role of committee members is to participate effectively in the
discussion of the topic. The members must direct their discussion
towards the group goal.

Each member of the committee must be aware of other members in the
committee and give each member a chance to voice their opinion. This
will help the chairman keep a balanced discussion.

The committee members should always address the chairman when wanting to
speak. This helps group discipline and contributes to a healthy
discussion.

It is the duty of the committee members to agree with the conclusion
that has been reached by the committee. If a solution is not reached by
the committee, then the chairman can call a public meeting where further
discussion will be carried out and solutions found.

THE AGENDA

The agenda has two main purposes:

to inform members of the topics to be dealt with, why they are being
discussed, and what contribution could be prepared beforehand
to act as a guide for discussions

Agenda items should be put into a logical sequence based upon:

the urgency/importance of the items
the length of time they will take to discuss

Topics should be described in enough detail so that members can be fully
prepared. Vague headings are not helpful. For example, a heading like
I Matters arisin[!, from minutes I is of no help unless the items to be
discussed are listed. In most cases an agenda should include the
following information:

Title of the Meeting or Committee
Date, Time and Venue of the Meeting
Matters arising from the minutes
Reports
Items for Discussion/New Business

However, no two agendas are alike. Below are examples of two different
types of agenda.
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SAMPLE AGENDAS

SAMPLE I

P. O. Box 128
Nsoko
January 6, 1983

To: All Members
Nsoko Parent-Teachers Association

NOTICE OF MEETING

The Second Meeting of Nsoko PTA will be held:
ON: SATURDAY 2 February, 1983
AT: NSOKO SCHOOL
STARTING: 10.00 a.m.

AGENDA

Apologies
Minutes of the 1st PTA Meeting
Matters Arising

(1) Constitution
(2) School Academic Performance

Treasurer's Report
Fund Raising Activities
Date of Next Meeting

SAMPLE II

AGENDA

TO : A.K. Maziya, B. Tshabalala, Sister Dlamini, Z. Hlophe (H.A.)

Dumdum Health Committee Meeting - 28th July, 1984 at 9.00 a.m.

Venue:

Items

Dumdum Centre

Report on WHO Day Chairman
RHM' s Report RHM
Report on the Planning of the Sanitation Campaign - Tshabalala/HAProposal for Spring Protection H.A.
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ASKING QUESTIONS

A SAMPLE EXERCISE FOR THE TRAINER

An important function of the Chairperson is to create the right
atmosphere for discussion. Asking questions can help to get committee
members involved. However, if questions are not asked in the right way
they can stifle, rather than encourage discussion. This point, and the
various techniques of asking questions, can be explained to the
participant by using examples. One such example is outlined below:

Begin by asking the participants to consider what kind of response they
would get to the following question:-

'Do you think pit latrines will help to solve the sanitation
problem in the community?'

Their answer is likely to be a "yes" or "no" response.
Explain this in an example of a closed question. Ask them to suggest
ways in which the question could be re-stated to be more 9pen and
thought provoking. One possible example might be:

'What can we as a committee do to solve the sanitation problem in
the community?'

Explain what is meant by a directed question. Ask the participants to
re-phrase the open question so that it becomes a directed question.

One possible example might be:

'Mr. Dlamini, you are the Health Assistant, what advice could
you give us on improving the sanitation situation in our
community?'

Explain what is meant by a re-directed question. Ask the participants to
give an example of a re-directed question that would take into account
suggestions made by the Health Assistant. One possible example might be:

'Mr. Nxumalo, the Health Assistant has suggested holding a
rubbish pit digging day in the community. What are your
feelings about this?'

Explain what is meant by n !,-'?ve~~c:? question. 'Isk th':C D2Tti::ipants to
give an example of a reverse qUEcition 1".11:.11<,1' lc '. '~omlJlittee
situation we have been dealing with above - One possible example might
be:

'Mrs Simelane, you have suggested that we need to look at how we
can protect our water supplies from livestock. That is a good point.
Perhaps you have some suggestions on what we might do?

Through, the examples, can be used to illustrate the chairpersons tasks
of encouraging members participation and of summarising, and re-stating
members points and questions.

This exercise could be repeated until participants become familiar with
the different types of questions and the various techniques of asking
questions.
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COMPILING AN AGENDA

SAMPLE EXERCISE FOR THE TRAINER

The Task

Give one case study to each group and ask them to compile an agenda forthe meeting that is being discussed. In assuming the roles of the peoplein the case study they should feel free to elaborate on the discussionsas they compile the agenda.

The Farmers Co-operative

The local farmers co-operative hold general meetings once every sixmonths. The chairman and secretary are meeting to plan the agenda. Theusual practice is to have a chairman's report and a treasurer's reporton the past six months. However, the chairman has recently been to atraining course and wants to put some of the ideas he learnt intopractice. 'What I've realised is that members don't really participatein our meetings. They just listen to our reports which are not verydetailed. Let's try and construct an agenda that will get them moreinvolved."

After some discussion the secretary suggested that as there has beensome grumbling about the shop they should get a report from the manageron his plans. The secretary said he has been looking at the minutes ofthe last meeting and there are some items that need to be reviewed: "Wedid say we would do something to keep the cattle away from drinkingwater. We've done nothing and everytime I see the chairman of the HealthCommittee I feel embarrassed". The chairman agrees and adds that sinceas the drought is getting worse maybe we should discuss what we as aCo-op can do to help our members. As their discussion continues thechairman recalls one of the things suggested at the training: "Ourtrainer suggested that we might allow time for Members Items, whereanybody before the start of the meeting can include things they want todiscuss."

THE PARENT TEACHERS ASSOCIATION

Embhuluzi P.T.A. Executive meets every two months. The next meetingtakes place in a week's time. As usually the chairperson, Mrs Zwane,Secretary and Headteacher are meeting to plan the agenda. The PTArecently held a sport's day to raise funds for the school so everyone isin good spirits.

However, the headmaster remarks: "I doubt if we raised enough to buy allthe sports equipment we need. Maybe we should discuss other fund raisingactivities". The secretary thought that might be a bit premature untilwe heard the treasurer's report, but the Mrs Zwane feels there is noharm including both in the agenda.
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Mrs Zwane wants to know what has happened on the plans for a school
garden: "Remember we discussed this in the last meeting and appointed a
sub-committee". "And", the headteacher remarks that, "there has been a
discipline problem in the school recently. Parents should be taking more
interest in their children's education". As their discussion continues
the secretary says that the Health Assistant has been pestering about
the World Health Day but he cannot really say what it has to do with the
PTA. Their discussion on this point continues.

THE COMMUNITY HEALTH COMMITTEE

Heal th Committee was formed about five months ago. They had met twice
and a third meeting is scheduled for a week's time. The chairperson was
away but he had asked the secretary and RHM to plan the agenda and
notify members. "Be sure to include the REC' s proposal for a vegetable
garden in the agenda", he had told the secretary.

At their planning meeting the RHM told the secretary that the Health
Education Centre were planning a workshop for traditional healers in the
area and they would like the Health Committee to help organise it. It
was agreed that they should also follow-up on their discussions at the
last meeting and find out how far the H.A. had gone with the plans for a
public toilet.

The secretary suggested there should also be reports from other
extension workers on the committee. As their discussion continued they
talked about the difficulty of getting the community involved in health
improvement activities and wondered what they could do about it.

THE WOMEN'S GROUP

The executive of the women's group were preparing for their next bi
monthly meeting. As usual the chairperson, secreta~y, and the treasurer
were compiling the agenda. As it was the end of the first six months the
treasurer felt that she should give a report on the Club's financial
status. The chairperson Mrs Simelane, agreed. She also felt that the
Club needs to consider fund raising activities. The secretary suggested
that since they had agreed at the last meeting to try and start a creche
in the community, that when this item comes for discussion they should
consider fund raising in terms of that project. This was agreed.

As they were having tea, Mrs Mamba, asked if anybody had heard from the
two members who had been to the course at the Handicraft Centre. Mrs.
Vilakati said she had seen them around but had not had the chance to ask
them how the course was. The discussion reminded the chairperson that
the REC co-ordinator wanted to come to their meeting to talk about a
sisal making course. "And, Oh," said, "I had a letter from the Family
Life Association asking if they could come to a Club Meeting sometime in
the future to talk about adolescents and family planning."
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THE SECRETARY AND TAKING MINUTES

The Secretary

The secretary I s main function at a
meeting is to minute the discussion.
It is important for future reference
that. a record be kept of what was
said and what decisions were taken.

The secretary should also assist the
chairperson in summarising the
discussion, clarifying points, and
generally making the meeting
pleasant and effective.

The chairperson and secretary should
operate as a team, helping each
other throughout the meeting. To be
able to function as a team they need
to meet beforehand and agree on:

Taking minur~~ is hriVl9
but ~t has ro be dO(le.

the agenda and how the meeting will be conducted.
recording the meeting.

This will help in

the type of minutes needed whether it will be acting notes,
verbatim record, threads of discussion and decisions etc.

the summarising of the main points to help the secretary take notes.

information that has to be sent to members before the meeting.

In short the chairperson and secretary are jointly responsible for the
planning, preparation, conducting and follow-up of the meeting.

Taking Minutes

There is no single way of producing minutes. The type of minutes taken
will depend on the type of meeting. A formal commi ttee meeting may
require detailed minutes where as informal meeting may only require only
an action list of things to be done.

The minutes should show the main events of the meeting. Generally this
will include:

title, date, and place of the meeting
the names of members present
the names of any visitors
the names of members who were absent and of those who apologized for
their absence
the exact wordirg of any decisions taken
summaries of discussions taken
the date of the next meeting
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It is importa~t that where recommendations and decisions are made, and
where follow-up action is required that it be clearly recorded. This crm
be done by using the terms 'Decide ' or 'Action ', 'Column'.
The minutes should show what is to be done, who is responsible, and by
when it should be done. If this is not stated then at the next meeting
there is likely to be confusion and disagreement over what was actually
decided.

Producing minutes involves:

taking notes during the meeting
writing up the minutes after the meeting

Taking notes involves listening carefully, and recording brief relevant
notes throughout including the decision. The chairperson's interim and
final summaries will serve as a guide. If necessary, ask the chairperson
if it can be asked for a summary during the meeting if the discussion is
not clear.

The notes should be checked after the meeting. If information is missing
or vague check with the relevant member.

Writing the minutes should be done as
meeting. The minutes should be accurate
they follow the structure of the agenda.

Below are two examples of minutes.

soon as possible after the
and brief, and structured so
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SAMPLE MINUTES

SAMPLE I

MINUTES OF THE SECOND MEETING OF NSOKO PTA HELD AT NSOKO SCHOOL
ON 2nd FEBRUARY, 1983

3C No.5

Present

B. Magagula
X. Simelane
G. Dlamini
S. Dlamini
R. Maseko

Chairman

Secretary

Apologies

C. Shongwe

Chairman's Introduction

The chairman welcomed the members and explained that the main purpose of
the meeting were:

(a) to finalise the constitution
(b) consider fund raising activities

Matters Arising

(a) Constitution. The secretary highlighted the main points of the
constitution which was circulated in advance.
Amendment: Mr Simelane suggested that the number of ordinary
members on the executive be increased from 2 to 4. The
amendment was unanimously accepted.
Motion: Mrs S. Dlamini moved that the constitutjon be adopted.
Unanimously accepted...:_

(b) School Academic Performance. The headteacher/secretary gave a
summary of the school results. He explained that the difference
between what was reported at the last meeting and what had
appeared in the newspaper was an error on the part of the
paper. The headteacher's actions were noted.

Treasurer's Report

The treasurer gave a summary of the PTA's financial position. A copy of
the full report is attached. The bank balance at the time of the meeting
was E99.99.

Fund Raising Activities

Future fund raising activities were discussed. After discussing various
alternatives it was:

AGREED: Mr. Simelane, Mrs. S. Dlamini, and Mr. Maseko would organise a
jumble sale for the 15th March. They will give a progress
report to the next meeting.

Date of N~xt Meeting

3rd March, 1983 at 10.00 a.m. Nsoko School
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SAMPLE II

MINUTES

Dumdum Health Committee on 28th July, 1984 at Dumdum Clinic

Present

A.H. Simelane (Chairman), A.K. Maziya, B. Tshabalala, Sister Dlamini
(Secretary), I. Hlophe.

Items

Report on WHO Day

The chairman reported that all the activities
that had been scheduled had taken place and
the response was good.

RHM's Report

The RHM gave a brief summary of her activity
for the past month. She noted many people had
asked her about pit latrines. This was discussed
and AGREED: that the RHM and HA would meet to
jointly plan their activities for the next
month

Report - Sanitation Campaign

Mrs B. Tshabalala outlined the plan (copy
attached) for the Community Sanitation
Campaign. After discussion it was

Action

Sister Dlamini
RHM
H.A.

AGREED:
(1)

(2 )

(3)

( 4)

a puppet show should be included in
the campaign
the local teachers should be involved
in preparing a script
the HEU should be contacted for
support
all concerned will give a progress
report to the next meeting

Mrs B. Tshabalala

Mr Hlophe (HA)

Sister Dlamini

Above

Spring Protection

Mr. Hlophe outlined a proposal to protect
two springs in the eastern part of the
community

Suggested:

Agreed:

that 1 spring in the east,
and 1 spring in the west be
protected.

the suggestion was adopted
and Mr. Hlophe should revise
his plan to start after the
sanitation campaign.

Mr. Hlophe
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ORGANISING AND STRENGTHENING COMMUNITY COMMITTEES
AN EXAMPLE OF COMMUNITY HEALTH COMMITTEES

Introduction

One of the most important requirements inlocal communities to become involved andplanning, implementation and maintenancefacili ties.

heal th development is
commit themselves to

of health projects

for
the
and

A number of clinics in Swaziland have established, or are in the processof establishing health committees. The purpose of these committees is touni te the efforts of each communi ty with those of the government, inorder to improve their social and economic conditions. This will enablethem to contribute to national development. It involves theparticipation of rural communities in an effort to improve their livingcondi tions by using their own ini tiati ve ann ski lIs, as well as thematerial assistance of the government.

The health of a rural area in Swaziland can be improved by the formationof a health committee. It is this committee that will work as a group toimprove the sanitary measures, good water supplies, nutrition and tosolve other health hazards of the community. The committees will beresponsible to identify community health problems and influence thecommunity in finding ways to solve them. Some of the main purposes ofhealth committees are:

to stimulate the community in health projectsto educate the public about healthful livingto create awareness in the community concerning matters relatedto health
to involve the people in taking responsibility for improvingtheir health conditions in their homes.

It is important that community health workers understand the real healthneeds of communities they serve, and that they gain the confidence andactive support of the people. They should be able to educate the publicin health matters so people can participate individually andcollectively in the planning, implementation and management ofactivities concerning health and its related social development.
It is hoped that this manual will enable you to organize and support asuccessful Community Health Committee. This means a committee thatini tiates a spirit of self-reliance, influences community involvementand participation, and promotes local resources in all health relatedprojects.

WHY HAVE A COMMITTEE FOR HEALTH?

The formation of a community health committee serves to help peoplebecome involved in taking responsibility for health improvements. It canrepresent all groups and members of a community. In this way, morepeople from the community are available to identify health problems,needs and resources. Also, a representative group is stronger in makingdecisions and taking health action than individual's acting alone.
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A Community Health Committee can
bridge between the community,
organizations.

represent the community,
government and other

and act as i:.J.

health-relateLl

HOW TO ORGANIZE AND WORK WITH A COMMITTEE FOR HEALTH

Starting a health committee in your areas is not difficult.
important thing is finding a small group of individuals
interested in doing something to improve health standards.
committee is organized and you start doing things, you will
many other persons in the community will want to get involved
improvements.

The most
who are

Once the
find that
in health

One of the main purposes of a heal th committee is to stimulate other
people, educate them about good health and get them to take
responsibility for improving the health conditions in their area.

Who should be members?

Since the reason for
the committee should
members who come from

a committee is to get a job done, the members of
be people who are willing to work. It should have
all parts of the community. These could include:

(1) Leaders and influential people
formal leaders, official or elected, i.e. chief or induna

- informal leaders, i.e. headmasters, pastors or priests,
businessmen, elders

(2) Health workers, i.e. traditional healers

(3) Women's groups, youth groups

How many members?

The number of people needed on the committee depends on the job to be
done and the size of the community. Committee members should be chosen
or elected by the people of the community, and there should not be too
many or too few, i.e., from 6 to 12 persons. Usually, there should be
enough people to do the job in a reasonable amount of time and without
anyone having too much or too little to do. It is also helpful to have
people on the committee who know what has to be done and how to do it.

WHAT WILL THE COMMITTEE DO?

A Community Health Committee can have several purposes. It is up to each
commi ttee to decide its own objectives on what is most important in
their area.

Here are some of the objectives that a health committee can have:-

To discuss health problems and find out what difficulties exist in
the area and what people would want to do about them.

To educate people about what they need to know and how to improve
their health; for instance, how to use the health services, how to
improve sanitation in the homes, how to improve nutrition of the
children and expectant mothers.



123

To organizQ and conduct health activities and projects in
such as having area clean-up campaigns or constructing
wells, spring protections and pit latrines.

3C Nu.6

the area
sanitary

To communicate new information about health to the community, forexample, to spread the news received from the Ministry of Health, orto announce the radio health programmes.

To recommend to the Ministry of Health
training as a Rural Health Motivator, and
a RHM amongst the community.

a suitable candidate for
assist in the selection of

To support and assist the
Motivators, Domestic Science
their programmes.

health workers such as
Demons trator or Heal th

Rural Health
Assistant in

To promote cooperation and action for health improvements among othergroups and organisations in the village.

The Health Committee should be responsible for 1 isting all health andhealth-related problems according to priority. Each project should havea time schedule showing a starting time and an estimated period forfinishing the project. In this way, the work will be planned accordingto the time schedule. They should also schedule regular meetings to seethat implementation of the project is going as planned.

A well organised and active health committee can accomplish many thingsto improve the health of the community. The main purpose of such acommi ttee is to educate the people and to make them want to improvetheir own health in different ways. Your committee will be mostsuccessful if you communicate well and cooperate with other individuals,workers and groups in your area.

FUNCTIONS OF THE COMMITTEE MEMBERS

Chairman

This member of the group is responsible for keeping order and guidingthe discussion so that progress is made towards the goal of the group.

The chairman should fade into the background when the members areworking or discussing well. If the chairman sees weakness or if thediscussion is not enjoying full participation, he should intervene. Thechairman can gently and respectfully encourage participation by memberswho hesitate. Gently, discourage those members who take most of the timein talking, and remind the members not to stray away from the topicbeing discussed.

It is important that the chairman does not offer his own opinion, asthis might mislead the Committee's results or solutions to the problem.He is also responsible for calling meetings (both committee andcommuni ty) .

Secretary

The main role of the secretary is to write or keep a record of what isbeing said. He or she may ask or participate in discussion if asked bythe committee members. He is an advisor to the chairman.
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Treasurer

The role of treasurer is to keep any funds that have been collected or
received. The treasurer also keeps all money records. When the chairman
is not there, he will act as a Committee Chairman.

Committee Members

The role of committee members
discussion of the topic. The
towards the group goal.

is to participate effectively in the
members must direct their discussion

Each member of the group must be aware of other members in the group;
and give each member a chance to voice their opinion. This will help the
chairman keep a balanced discussion.

The committee members should always address the chairman when wanting to
speak. This helps group discipline and contributes to a healthy
discussion.

It is a duty of the committee members to agree with the conclusion that
has been reached by the committee. If a solution is not reached by the
committee, then the chairman can call a public community meeting where
further discussion will be carried out and resolutions found.

GUIDELINES FOR SUCCESS

The following points will help a health committee to be effective and
successful in its operations:

Get the support of the chief or induna,
groups in the area.

and involve any community

Meet regularly at least once a month when necessary,
developmental issues.

to discuss

Inform the community from time to time about health issues.

Meetings should be supported by and occasionally attended by health
staff and Rural Health Motivators.

Members should mobilize the community to take active participation in
all developmental projects.

Before closing each meeting a date of the next meeting should be
scheduled.

See that meetings are well planned, i.e. a prepared agenda, and not
too much material to cover.

Develop a democratic way of discussion in a meeting.

Any committee member who misses at least three meetings should be
replaced by a newly elected or chosen member.

Be able to account for all projects taking place within the
community.
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A health educator, or health staff might take
at each meeting. They are resource people at
act as a change agent.

3C No.6

the role as facilitator
the meetings, and also

First projects must experience success, so that the next projects
will be readily accepted by the community.

Remember an effective health committee can be assessed through its
impact on health attitudes, health related behaviour and on the
health status of the population, not on the number of meetings or
number of people in attendance.

FACTORS WHICH DELAY OR PREVENT COMMUNITY ACTION

1. Failure to plan using factual knowledge, i.e. ignorance of facts.

2. Lack of understanding of other agencies or groups.

3. Lack of funds.

4. Satisfaction with existing conditions, i.e. no element for change.

5. Apathy or lack of interest.

6. Fear of loss of authority by individuals,
agencies.

7. Fear of doctors, needles, medicines, etc.

or loss of autonomy by

8. Failure to sense tensions within the group, and to eliminate them.

9. Man's suspicious nature of anything that cannot be understood, or is
unfamiliar.
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When we come into a communi ty we
need to spend sometime familiarizing
ourselves with these leaders and their styles. If we are convenced that
the success of our work depends on this exercise, we will find a way of
achieving it. Some field workers have been heard complaining that their
supervisors did not introduce them to the traditional leaders. If this
has not been done, we ourselves can go to other field workers who have
been in the community for some time and request that they take us to the
tradi tional leaders. Thereafter, it is up to us how we cuitivate a
working relationship with them. Nobody can do this for us.

To be effective in our work in the
communities, as agents of socio
economic change, it is essential
that we know the local leadership
and its leadership styles. Local
leadership is not confined to
traditional formal dealers and their
structures, but includes all those
who have influence over the people
even if it is a small section of the
community. Their role cannot be
ignored. Successes and failures of
community-based development projects
depend on their participation or
non-participation.

COMMUNITY LEADERS

Now let us look at the various types of community leaders:

1. Traditional Leaders

Chiefdoms in Swaziland vary in size (land extent and population
density), A small chieftaincy may consist of a single local community
with only one chief and chief's deputy (indvuna). On the other hand,
a large chieftaincy comprises seven or eight distinct, named
communities, each with its own indvuna.

Formal leadership: At the local level formal leadership consists of
chiefs, their deputies (tindvuna), members of the council of both the
chief and indvuna and the chief's runners (bagijimi).

(a) Chiefs exercise a great measure of authority in their areas of
jurisdiction. They impose fines, allocate or withhold land,
demand labour services of their subj ects, appoint people to
council t sand committees, confer local "citizenship", banish
people in extreme cases and allow or reject development
projects in their area. For our purposes it is not enough that
they allow development projects, we must woo them to
participate and encourage participation of the communities in
which they have jurisdiction.

(b) Tindvuna may exercise quite a measure of authority in their
local communities, especially in a large chiefdom and situated
far from the chief.
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(c) Both chiefs and tindvuna reach decisions and exercise authority
with the advice of their respective councils except in extreme
cases. In most cases membership of the councils reflects andrepresents the various subgroups and interests of the widercommuni ty. It is important to get to know these counsillors
individually.

(d) Runners (bagijimi) perform various tasks for the chiefs such ascollection of fines, enforcing the law, relaying messages,helping new arrivals in the community to get local membership
(citizenship) and serving as mediators for them to the chiefs.

Non-formal yet traditional local leadership

(a) Imisumphe (native sons). These are elders who have deep
geneological roots in the community and have a wide knowledgeof the history and customs of the area. They have theresponsibi1i ty of determining the relocation of homesteads inparts of Swaziland in the RurAl Development Areas Programme.
Their influence cannot be undermined by agencies involved in
rural development.

These are people whose families have long history in thecommunity and may feel threated by innovations, especially if
past projects have undermined their existence or failures to
achieve desired socio-economic changes.

(b) Traditional healers. They are influential in health andspiritual matters. Their influence varies according to their
populari ty. A popular inyanga can sway people for or against
innovations in the community.

In the past they were labelled as "witchdoctors" and ignored by
development workers. Now their influence has been recognised in
all quarters, especially in primary health-related activities.Nobody can deny that their participation in immunization
programme, oral dehydration education, potable waterprotection, sanitation and nutrition can bring about greatchanges in the rural communities.

Non-traditional Leaders

This category includes a variety of people some of whom commandrespect in their own personal lives and leaders of instutitions andorganisations in the community. Here are some of them:

(a) Church leaders: By virtue of the fact that they preside over abody of people brought together by common religious belief andworship, they have great influence in the community,irrespective of how small their following may be. Some churches
do have on-going development projects on one kind or another.They are concerned with both spiritual and material welfare ofthe people. In motivating and mobilizing people this group
should not be ignored. Included here are ministers of religion,
priests, elders of the church and mothers' unions known by
various names in different churches, e.g. Lumenyano, bakaAnna.
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(b) Headmasters and teachers: They are custodic,ns of the children
for the greater part of the day. Apart from their influence en
the children they also enjoy great respect among the parents in
the community. In their work they get to know the communi ties
they live in.

(c) Leaders of Women's Organizations: It is an accepted fact that
most significant strides in rural development have come through
women's participation in most Third World countries. In the
past, project proposals have ignored their input but now it is
no longer the case. Their basic motive, that of improving the
welfare of their families, is their driving force. All
development sectors should enlist women's participation, be it
Education, Health, Agriculture, Cooperatives, Home Economics,
Family Life Education or income generating activi ti es. Their
roles in the upbringing of the young are many and varied. The
majority of them have no alternative. Some have to supplement
their husband's meagre incomes, others are heads of households
and sole supporters of their dependants.

In short, women leaders should not be ignored because they can
help mobilize among themselves and the community as a whole.

( d) Farmers Association leaders: In some areas groups are well
organized. Their experience, good or bad, will be valuable.
They will know resources and constraints in the community.

(e) Influential personalities: As it was mentioned earlier, some
people have influence based on the personal respect they enjoy
in the community. This group includes respected elders of the
community, successful business men and women, local sons and
daughters who have made it in life and those individuals whose
opinions at commlmi ty meetings are generally respected and are
representative of the feelings of the majority. The latter
group can help or frustrate us in mobilizing the commlmi ty. We
should solicit their support.

(f) Members of Parliament: Some communities have members of
parliament re~ident in the area. Although their influence is at
the national level, they may command local respect.
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COMMUNITY ACTION PLANNING GUIDELINES

A major role of extension workers is to facilitate change; change thatwill help to improve the lives and the livelihood of people in thecommunities. If this positive change is to occur we need to plan for it.We need to be clear about our goals and objectives; what is it what weare trying to achieve and how are we going to achieve it.

Planning for community action is important. It forces us to:

identify needs with the community.
make choices clear as to the priority issues.
assess the resources available.
anticipate possible constraints.
determine goals and objectives.
develop a logical sequence of steps to reach the desired goal.
examine ways that people can, and continue to be motivated.
consider how we will evaluate our strategy from the very beginning.

An important element of this planning and the implementation of theaction plan is community participation. It is well recognised thatactivities that genuinely involve people are more likely to succeed, andto have a longer lasting effect.

Unfortunately this approach has not always been followed by theextension services. The tendency has been to oake a top-down approach toboth planning and implementing projects; it is the extension worker whohas decided what is the priority problem and how it should be tackled.All too often this has meant there has been no community support, theproject has been ill-conceived, and when the extension worker has movedon to other activities, the project is abandoned by the community.

A participatory approach to community action means the extension workerworking with the community; it is a joint venture, Genuine participationalso means that community is involved in the decision-making. Thisdecision making should occur at all aspects of a project. For examplein:

determining community needs;
selecting priority programmes;
project designing the programme strategy;
allocating resources (direct physical involvement, materials
contribu tion) ;
carrying out the activities;
monitoring and evaluating the project; and
sharing of benefits.

Developing on action plan involves making logical, well-thought outdecisions based on information about the needs, available resources, andpossible constraints. It involves making choices and setting orities.It is not possible to do everything at once. The priority need widetermined by their urgency and degree of seriousness to the community;the number of people affected; the availability of resources to be ableto respond effectively; the capacity of the extension worker and thecommunity to deal with the problem; and their existing commitments.
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An action plan should include:

the priority area of need.
the objectives of the plan in response to that need.
the target group that is to be dealt with.
the main content area.
the method or strategy that will be used to respond to the need.
the target group that is to be dealt with.
the main content area.
the method or strategy that will be used to respond to the need.
the detailed activities that will have to take place to implement
that strategy.
the resources needed to carry out those activities, and where
they will be found.
the time it will takp to carry out uctivities.
the evaluation strategy.
the follOlv-up activi ti C's will be necessary to support the plan.

An example of an action planning sheet ,:md an action plan for a project
at a Rural Education Centre is attached.

As we develop our plan we should be continually reviewing it against the
reali ties of the situation we are dealing with. \Me must ask basic
questions, such as:

Are we really helping the community with this project?
Who will benefit?

Do we have enough resources to develop and continue the
project? Can it be done?

Is the community really committed to it, or are we,
the extension workers, just 'forcing' our own ideas on
them?

What major tlifficul ties will be encountered? How can
they be dealt with?

What skills will people need to acquire? How will this
be dow"?

Asking these kind of questions will help us to develop realistic plans.

Some meeting of extension workers
"\'1ell this looks good, but wi 11 it"

"O.K. then lets go through the steps
once more ... just to make sure"

-- -------------------------1
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AN EXAMPLE OF PLANNING FOR COMMUNITY ACTION

Project: Establishing vegetable gardens

Goal Statement: Everybody in the community will value and eat vege
tables as a basic component of their diet by the year
1990.

Objectives: ( a) At the end of the first year at least 50% of the
household will have vegetables in their daily menu.

(b) At the end of the first two years at least 80% of
the children in the community will have vegetables
in their diet.

(c) By the end of the first three years at least 40% of
the participants will be selling their excess
produce.

Target Group: Women's groups

Implementing Agency: Rural Education Centre.

Content Area: Nutrition/Income generation.

Method of Instruction:

Implementation Schedule:

Practicals/Demonstration/Discussions/Mass Media
Nutrition discussions once a month.

ACTIVITY DATE OF COMPLETION PERSONS RESPONSIBLE

1. Consult local leader I Mid July REC Co-ordinator

2. Contact Agric. Ext. End July REC Co-ordinator
worker and home
economist

3. Consult participants I Mid August REC Co-ordinator II4. Hold meeting of Mid September REC Co-ordinator Iparticipants and ,
local leaders --.-l
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ACTIVITY DATE OF COMPLETION PERSONS RESPONSIBLE

5. Hold discussion on
nutrition

Last Week September Home Economist

Agric. Ext. worker/
participants

I REC Co-ordinator/

I
', Agric. Ext. worker

All participants
i with help of Agric.
! Extension worker
!
I

End October

October

Beginning October

8. Demonstrate how
to plant seeds &
everyone plants

7. Prepare plots

6. Choose demonstra
tion plot

\

tL- -..1.. --'- _
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WORK trt4NA(if~r:NT SKILLS

'A good extension workers is a well organised extension

worker'. The handouts in this section are intended to help

the extension worker learn how to: plan his work and set

priorities; prepare concise and useful reports on his

activities; write a simple project proposal for a community

project; and coordinate his work with others who are working

towards the same goals.

The handouts focus on work management skills, and relate to

the following training units:

Unit 4A : Planning and Assessing your work

Unit 4B Reporting

Unit 4C : Writing a Project Proposal

Unit 4D : Team Work and Coordination
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COMMUNITY ACTION PLANNING SHEET

PROJECT TITLE: .

GOAL STATEMENT: •••••••••••••••••••••••••••••••••••••••••••••••••••••••••

..................... . ..... ................... ....... .. . .. .... ..........
OBJECTIVES: ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

TARGET GROUP: ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

IMPLEMENTING AGENCY: ••••••••• : ••••••••••••••••••.••••••••••••••••••••••

CONTENT AREA: ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

METHOD OF INSTRUCTION: •••••••••••••••••••••••••••••••••••••••••••••••••

IMPLEMENTATION SCHEDULE

ACTIVITY COMPLETION PERSON(S)
DATE RESPONSIBLE

I
I
I

I
I

I
I
I

I
I,
I
I

I
i i
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STEPS IN PREPARING A MONTHLY WORK PLAN

I
I

1. CONSIDER THE FACTORS THAT HAVE
A BEARING ON YOUR WORKING

ACTIVITIES

Community Problems

Job description

Community requests

Supervision/Instructions

Agency goals

2. ESTABLISH YOUR OVERALL AIMS
AND OBJECTIVES

''''hat is your
function

What do my supervisors/
agency expect of me

In what way can I
best serve the

community

3. DETERMINE PRIORITY TASKS

II/hat is on
going from
the previous

I
I
I
I

I Availability of
logistical resources

Matters of
urgency that
have arisen

Anticipated time
required to do

tasks

Urgency of the
task
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4. ANALYSE EACH TASK

Review each of the priority
tasks in detail to determine

what is involved

5. ESTABLISH AN IMPLEMENTATION PLAN

Determine the time required for each task

Allocate time to tasks

6. IMPLEMENT THE MONTHLY PLAN

Keep a record of

activities carried out
constraints encountered
tasks not completed

7. REVIEW THE PLAN

4A No.1

to determine what was achieved
to ascertain what remains to be done and
carried over to the next month

'-- t_o_c_o_n_s_l_.d_e_r_W_h_a_t_r_e_c_o_m_m_e_n_d_a_t_i_o_n_s_m_l_'g_h_t_b_e_ Imade to your supervisor ~
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MONTHLY WORK PLANNING SHEET

r
I
I

NOT
,,

ACTIVITY COMPLETED COMPLETED REASON I
,,

I
I I

I
I

I

II I I I

t I ! I
, ! II i

i I,
! I

1

I
II

I

I lI

TIME SCHEDULE

l-~c_'_rr_V_I_T_Y__-+-_D_aY__+-l_-l-_2-1--3--l-_4-+-_5-+-6-+-7_1-_8-+-9-+-1_0-1-
11 12[13 14 15 16.1 e,

I ! I I I +#1 1

I-------+-I--+I-+-!i -1---+--+--4-+Ii --+-i---11----+--

1
, i , I rf ! i

f-·-----+--i:--+j--+---+----"f---+--+--jl--4--+--I -+---+-+-·-i-.-+,--t------t,---J

Iii . i I I j I i

I

I ! I
I i !!

1
i

General Comments

(a) Support required from supervisor

(b) Training Needs

(c) Other
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COMPONENTS OF A GOOD REPORT

Purpose of a Report

A report is a description of something that has been seen, said or done.It is often a formal statement of the results of a work activity, aninvestigation or of any matter on which information is required. Mostjobs require reports of work activities so that supervision and followup action can be done. Good reporting is essential for evaluation.

Components of a Report

1. The purpose or objectives of the ropor',.

The aim or purpose must be known and clearly defined.
the content cannot be written.

2. The structure of the report.

Without this

This is the skeleton, the terms of reference or the headings underwhich the information will be written.

3. The subject matter of the report.

These are the details and the information that will be written in thereport.

4. The writer of the report.

This is the person from whom the report will come.

5. The reader of the report.

This is the person or body to whom the report is written andaddressed.

All of the above components must be included in a report. One must firstidentify the purpose or objective of the report, then develop an outlinethat contains the proper headings. And then the information that isappropriate to the main topics can be written.

Remember, the main purpose of a report is to communicate essentialinformation to someone.

To communicate effectively:

be simple and direct
be persuasive
be action-centered
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WRITING A REPORT

Report writing needs to be approached as a logical sequence of events.
The three main steps in this sequence are:

Preparation
Writing
Presentation

At each stage there are various factors to be considered and decisions
to be made.

Preparation

At this stage the writer needs to consider: what he is writing about;
why he is writing the report; who he is writing for; and what material
he should include.

The understanding of the subject of the report
clear terms of reference will help you to focus.
being asked to report on your months activities,
such as a field day.

is important. Having
Are you, for instance,

or on a specific event,

Equally important is having clarify about the purpose of the report.
Asking why a particular report is needed will help to further define
your task, and help you to focus on significant information.

Knowing the reader is also
communication and the reader
Knowing your reader will help

important. A
is at one end
you determine:

report is a mechanism of
of the communication chain.

how to present your material
your choice of language

Having established the subject, purpose, and reader of your repor'" you
then need to orgnnise the material. What material is needed? Where can
it be found? How should it be arranged? These are questions that have to
be considered at this point, and all of these questions are more easily
answered if the purpose of the report is kept in mind.

The starting point in organising your material is to brainstorm your
thoughts on the subjet, and write them down on a piece of paper. From
there you can begin to orgimise your ideas and information by developing
a plan for your report. The more systematic your plan the easier your
task. One way of planning is to organize your ideas into the following
columns:
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I
I

! II
Information Where the I Supporting I Order of
Needed Information I Visual Presentation,

II Can be found Materials,

! Needed
I

I
Be guided by List the source Make a note of List the orderI your purpose of information any visual of presentation

I and list the alongside each materials that bearing in mind
I items/copies topic will help to the READER and

to be included strengthen your PURPOSE
report

I

Once the necessary data has been and reviewed the next step is to decide
on conclusions and recommendations. Determining these will help you to:

select the appropriate information to support the
conclusions and recommendations.

arrange the information in that will lead logically to
the conclusions and recommendations.

Writing

A report to present the information in a logical manner that
it both easy to read and understand. The structure of a report
wi th the purpose and nature of the repor', being written.
structure that can be adopted to suit particular needs is:

(a) title page
(b) contents
(c) summary
(d) introduction
(e) discussion
(f) conclusions
(g) recommendations

Each of these components is discussed briefly below.

The title page should include:

ti tle
author's name
recipient
date

will make
will vary

However,

The contents lists, with page references, the various sections and sub
sections of the report. It is a guide to the reader.

The summary is a brief statement of the contents and the
recommendations. It gives the reader an overview of the report.



'11:1 1'10.2

The introduction outlines the purpose of the report giving the:

term~ of reference
person/body responsible for compiling the report
general background to the subject of the report

The discussion outlines the basic information, and what has been found
from this information. It is the basis for your conclusions and
recommendations.

The conclusion is a summary of the main findings outlined in the
discussion. Based on the data presented, the conclusion draws together
the main points or opinions that you are making.

The recommendations is the "action" part of the report. It should follow
logically from the conclusions and offer solutions to the problems
identified.

Presentation

In writing the report it is important to pay attention to language and
presentation. The report should be easy to read. A good layout, with
clear headings and a language style appropriate to the reader, will help
you achieve this.
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VERBAL REPORTING

Very often extension workers arc required to give verbal reports. Thismight be at monthly staff meetings, community meetings, and committees.Just like a written report, if a verbal report is to be persuasive andfulfil its purpose it needs to be well prepared.

A verbal report should be summary of the information you want to give.It should :

highlight the main points of your subject

specify conclusions; and

where appropriate make recommendations

A verbal report should be brief and interesting. A report that putspeople to sleep is self defeating. It is likely to be more interestingif visual aids such as flip charts, are used to illustrate the mainpoints.

Just like a written report a verbal report needs to be prepared. Theverbal report may, in fact, be a presentation of a more lengthy writtenreport. Whether or not it is, the same preparatory steps outlined inUnit 48 Handout No.2 can be followed. Of course, unless it is requiredthere is no need to write a full report but the presenter should alwaysprepare notes to guide him during the presentation.
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BASIC POINTS FOR WRITING A PROPOSAL

The purpose of writing a project
proposal is to obtain support
necessary for the implementation of
a specific project. The support
required may be financial, physical,
or manpower.

The chances of obtaining assistance
are much better if the requesting
agency can show that it is well
organised, and is likely to be
successful in implementing the
project. Since a proposal is the
mechanism through which a requesting
agency can inform potential donors
about itself and its proposed
project, a proposal needs to be well
organised, carefully thought out,
and well written.

I

--<----,---<._._-,
A-r-r-r-r.come I
money corne. Hei! i
dont let me be I
disg....aced.O>me !
come ~-r-r-r-..J

This means that before the writing begins there is a need for you, as
the requesting agency, to consider:

(a) the feasibility of the project;
and

(b) your agency's capacity to do the
project

Thus, before the writing begins it is important to:

(a) assess the need for the project
(b) assess the resources required.

Assessing the Need

A project begins with an idea. The first step is to find out whether, or
not, that idea is realistic and acceptable. In the first instance, this
means:

CONSULTING WITIUN YOUR OWN ORGANISATION. How do people feel
about the need for such a project? Have they had any relevant
experience? Do they feel that it falls within the stated goals
of your organisation

CONSULTING 0THIm ORGANISATIONS in the area. What is their
reaction? Does it fit in with their plans, and other projects
currently in operation? Will they give it their support?

CONSULTING THE COMMUNITY. Does the project respond to their
needs? Will they be prepared to support, and participate?
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includes proj,;cts that are similar in nature and other projects in tbe
communi ty where the one under considerati on will take place getting on
idea of how they worked; how they were organised, what the strengths and
weaknesses of the projects were; and how successful will they help you
determine the feasibility of your proposed project.

Assessing the Resources Required

If there is a need, and if the project looks possible it will then be
necessary to assess the resources required, and your organisations
capability to do the project.

Resources can usually be categorised under three general headings:
PEOPLE, FACILITIES AND EQUIPMENT, and FINANCE. Using these three
categories it is possible to make an assessment of resources by
tabulating the resources NEEDED, the resources ACTUALLY AVAILABLE, and
the resources TO BE REQUESTED. An example is given below:

RESOURCE ASSESSMENT FORM

(An example of a brick-making project.)

RESOURCES NEEDED RESOURCES AVAILABLE RESOURCES TO
BE REQUESTED

PEOPLE:

FACILITIES:

EQUIPMENT:

FINANCE:

coordinator
brick-making
trainer
bookkeeper

storeroom
office

brick-making
machine
netting

brick-making
machine (E300)
netting (E100)
salary (1 year)
for bookkeeper

(E300)

coordinator
brick-making
trainer

storeroom
office

bookkeeper

brick-making
machine
netting

brick-making
machine (E300)
netting (E100)
salary (1 year)
for bookkeeper

(E300)

recurrent materials
e.g. cement for first

months (E600)
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Of course, every effort should be made to use local resources.

4C No.1

Once the need and the resources for the project have been assessed. It
is then time to decide whether the project is a suitable one for your
organisation to carry out.

Does the size of your organisation match the scope of the
project?

Does the proj ect fit in with your organisation's stated goals
and objectives?

Does the project complement other activities?

Is there real support for the project?

Selecting a Donor

If the decision is to go ahead the next step is to select a donor.
Different donors often have interest in funding particular kinds of
projects, and they may have special requirements. Selecting an
appropriate donor and being aware of their requirements will increase
your chances of getting support you want. Most donors will want to see
evidence of:

(a) the degree of local initiative;
(b) the utilisation of available resources within the country;
(c) plans for the project to eventually become self-sufficient;
(d) potential of the project to be repeated or adapted in other

areas of the country.

Once you have made an assessment of the need, your organisation I s
ability to respond to that need, and the community's commitment to the
project you are then ready to start wording a proposal.
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WRITING A PROJECT PROPOSAL

There are various ways that information about a project can be presentedin a project proposal. Some donors will have their own specialrequirements. In this handout we will look at the basic kind ofinformation that is generally required in proposal and how it might beorganised.

Before looking at this information and the format it might take thereare some general principles we need to be aware of when writing aproposal. There are:-

1. A proposal should be neat, clean, and easy to read. You want tomake a good impression; check for typographical errors and use
headings to break up the text.

2. Make it brief. Donors are busy people so keep to the point andavoid adding unnecessary details.

3. Be positive. Create the right impression. You are offering the
funding agency a chance to participate in an important project.

4. Avoid unsupported assumptions. Back-up your statements and makesure all the necessary points are included.

The Proposal Format

Formats will vary depending on the type of profit being dealt with andthe particular needs of donors. One common format is:

1. Title page
2. Summary
3. Background
4. Problem statement
5. Objectives
6. Methods
7. Evaluation
8. Budget

A brief description of each of these sections is given below.

Title Page

The title page can serve as a cover sheet for the proposal. It shouldhave the following information:

1. Title of project
2. Name of organisation applying for fundings
3. Name of agency being requested to provide funding; and
4. Location of project.

It should also include a submission date, and might include the amountof funding requested.
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The summary is important. It may be all that is read by the funding
agency, it will certainly be the first thing that is read. The summary
gives the donor his first impression of the project, and if he is not
impressed he may not read any further.

A good summary will give a concise description of the project
including:-

(a) identification of the applicant and a brief statement
about their credibility;

(b) a brief statement about the problem;
(c) the objectives to be achieved;
(d) the methodology of the programme; and
(e) and the cost of the project.

The summary should be brief, clear and interesting.

The Background

The background is the section that describes the agency's qualification
for funding. It should give the donor information to dec~de whether or
not, the requesting agency has the ability and the capacity to carry out
the !,roj ect. Thus, the background should give a brief description of the
organisation's history, experience and accomplishments. Some of the
items that might be included are:

A brief description of the agency
An outline of the agency's goals
A description of the agency's programmes
Evidence of accomplishments
Assurance of the agency's ability to carry out the
proposed programme

Problem statement

The problem statement should describe the specific problem or need the
project will focus on. The statement should be:-

1. related to the overall purpose of your organisation, i. e. it
should demonstrate that the project is within the scope of your
organisation.

2. supported by evidence

3. of a reasonable dimension, i.e. the problem being focused on is
manageable and something realistically can be done about it.

4. related the needs of the largest group.



Objectives

The objectives should clearly state the expected outcomes, or benefitsof the project. The objective should describe the population served andstate the time when by objectives will be met. The objectives should, ofcourse, relate to the problem, and be realistic.

Methods

The methods section should explain how you intend to deal with theproblem and achieve the objectives.

The section should:-

(a) describe the overall approach or strategy that will be used.

(b) outline the personnel required to implement the project.

(c) give a detailed work plan. The work plan should give specific
details of the methodology that will be used, and outline the
sequence of events. It will help to put the sequence of eventsinto a flow chart of activities.

Evaluation

Donor agencies usually want to know how the project will be evaluated.They will want to know if the project has been successful, and if theirmoney has been well spent. If you want further funding for the project,or indeed funding for any other project then the evaluation will beparticularly important.

The Evaluation section of the proposal should briefly outline anevaluation plan. This plan should describe:-

what is to be evaluated - product, process or both
the evaluation criteria - the kind of evaluation data that willbe collected
how the data gathering methods
how the data analysis methods
how the evaluation data will be used to improve the project.

A well worked out evaluation plan will force you to think about yourobjectives and ensure that they are clearly defined and realistic.

Budget

The budget is an estimate of what you think the project is likely tocost. It should be comprehensive. For on-going proj ects it shouldinclude a projected budget for the next several years, demonstrating, ifpossible, eventual self-support.

The cost estimates should be broken down into logical categories suchas: personnel salaries, travel, supplies and equipment, rent food andaccommodations, etc.
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The tot21 cost Hnd the cost being requested should be cleacly indicated.
If contrlbuticns to the proj(·;ct are o<::ing made, "in kind" this should t;e
stated. For example, if the Ministry of Agriculture is making available
its training centre at no charge this should be stated on the budget.

ON THE FOLLOWING PAGE IS A SAMPLE PROPOSAL FOR A
MULTI-PURPOSE TRAINING CENTRE FOR MATERNAL AND CHILD CARE.



SAMPLE PROPOSAL

PROJECT:

OBJECTIVE:

Multipurpose Training Centre for Maternal and Child Care

The immediate objectives are the following:-

1. To train and educate women in environmental health,
maternal and child care, and other related fields
in the Mungule rural area with a population of
approximately 16,000 over a radius of 7 km;

2. To train medical and paramedical personnel in
family planning, maternal and child care,
nutrition, environmental health education, and day
care nurseries;

3. To improve the health of the mother and child in
the rural community;

4. To reduce the infant mortality
morbidity rates;

and maternal

BACKGROUND:

5. To improve the nutrition status of the whole
family.

In the Mungule villages most of the women are hindered by
their traditional taboos which affect their health and
that of their children. In most of the cultural groups,
women and girls are not allowed to eat eggs, port and
other protein-rich foods. This greatly affects the health
of the mothers and children.

The women have to walk long distances to be able to
obtain antenatal and postnatal care for themselves and
their children. As the different health services (e.g.
curative, immunisation, etc.) are not centred in the same
premises, mothers often have to walk from one place to
another and thus waste a lot of time. This situation
often discourages the mothers from going to the centres
as often as necessary. As a result of this, children are
always brought to health centres when it is too late to
give them proper treatment. This explains the high infant
mortality rate amongst the rural population.

JUSTIFICATION: The improvement in the health conditions will reshape the
role of the women in the country. The fall in infant
mortality will make a significant contribution towards
the improvement of the quali ty of life of women. The
spread of family planning and the establishment of day
care centres will make it possible for the great majority
of women to be relieved of many social burdens--thereby
enhancing the dignity of women. The provision of a wide
range of social services such as maternal health, child
care and community services will help to liberate women
from their traditional chores and ensure their fuller and
more meaningful participation in the economic life of the
country.
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ACTIVITIES:
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The project is expected to provide the following outputs
in order to achieve its immediate objectives:

1. Establishment of the health centre;

2. Procurement and installation of equipment and
supplies for the health centre;

3. Training of women in the fields of family planning,
maternal and child care, nutrition, environmental
health education and other related fields;

4. Training programmes for medical and paramedical
personnel in the fields of family planning,
maternal and child care, nutrition, environmental
health education and other related fields;

The following activities will be carried out in order to
achieve the project's immediate objectives:

1. Building of the health centre;

2. Recruitment of the project manager and his/her
counterpart;

3. Ordering and procurement of equipment and supplies;

4. Installation of equipment;

5. Recruitment of the remaining personnel;

6. Services in the following fields to the people
covered by the project: family planning, maternal
and child care, nutrition, immunization,
environmental health education, and curative
services.

7. Training programme for medical and paramedical
personnel in the following fields: family planning,
maternal and child care, nutrition, environmental
health, education, day care centres.

8. Training of medical and paramedical personnel in
the above fields.

INSTITUTIONAL
FRAMEWORK: 1. The project will be attached to the Ministry of

Health, and it will be situated at Mungule.

2. Close co-ordination with the following government
agencies:

(a) School of Medicine, University of Zambia



(b) Family Planning Association of Zambia and
Nutrition Commission of Zambia

(c) Women's bureau or organisation.

EVALUATION
AND REPORTS: The project will be subject to tripartite periodic review

in accordance with the policies and procedures
established by UNDP for monitoring project and programme
implementation.

The project will be subject to evaluation in accordance
with the policies and procedures establ ished for this
purpose by UNDP. The organisation, terms o~reference and
timing of the evaluation will be decictod by consultation
between the executing agency concerned.

Project reports will be produced by UNDP /WHO experts at
intervals of six months, with timing, format and contents
guided by UNDP/WHO Policies and Procedures relating to
reports.

EXAMPLE OF AN ANNUAL BUDGET FOR A SMALL TRAINING CENTRE

Staff Salaries:

Director
Secretary
3 Trainers

Programme Tools:

Education Materials
Postage
Paper and Printing
Slide Projector
Other Supplies

Facili ties:

Electricity
Rent
Telephone
Office Equipment

Travel and Per Diems:

Contingency:

Total
Annual Cost

$ 7,000
3,000

15,000

4,000
500

1,000
180
500

200
800
200
500

2,000

1,000

Total
Requested

$15,000

4,000
500

1,000

500

500

2,000

TOTAL ANNUAL BUDGET $36,000 TOTAL REQUESTED $23,500
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BASIC COMMUNICATION PRINCIPLES

Communication is an exchange of information,
between two or more people.

thoughts or feelings

Example: Mandla feels unwell and would like to be released from work to
go home. If Mandla manages to make his boss understand what he feels,
Mandla has communicated.

If Mandla's boss actually says something to Mandla about his illness
that shows he understands, then the cycle of communication is complete.

People can communicate in different ways.
Example: Mandla could go to his boss and simply tell him he is not
feeling well and leave it to the boss to decide whether he should go
home.

OR

Mandla could ask to be released from work because he is not feeling
well.

OR

Mandla could write to the boss.

OR

Mandla could just sit and look miserable.

Elements of communication

There are certain things that just must be there for the communication
process to go on.

1. The source: The person who originates the thought or idea. In
our example, Mandla is the source.

2. The message: The idea, thought, information that is to be
communicated. In our example, "I am not feeling well and would
like to go home".

3. The receiver: The person for whom the message is meant.

4. The channel: The way in which the message is communicated. In
our example either telling face to face or by letter or looking
miserable (body language).

5. Feedback: The response of the receiver to what is being
communicated. In our example the boss says "Mandla, I can see
you are ill, but you may not go home right now" or "Mandla, I
see you are ill, you had better go."
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Let us remember

Source
Message
Channel
Receiver
Feedback

Barriers to communication

Wl;lO?
says what?
through what medium?
to whom?
and what is the response?

Sometimes we fail to make the other person understand what we want him
to understand. This may be caused by a variety of things.

Examples: If one moment the boss in his office hears Mandla laughing and
playing with other workers and the next moment Mandla comes in to say he
is not well, the boss might find it very hard to believe Mandla.

If its a Monday and Mandla usually has a hangover on Mondays, the
boss might not understand that this time its not a hangover.

If the boss is angry with Mandla for some reason,
to pay attention to what Mandla feels.

he might not want

If the boss is upset about other things, he might not even listen to
Mandla.

If the boss' office is next door to Mandla, but Mandla chooses to
write a letter to the boss, the boss might not understand that this
situation is serious and needs immediate attention.

If Mandla says "I'm feeling lousy" or "I'm not feeling too hot", the
boss might decide to give him work that he thinks might interest him.

These are just a few things that can stand in the way of effective
communication.

For communication to be effective, both parties must pay attention to
the message.

It is up to the source who intends to communicate something to make sure
that the receiver has an intention to listen.

It is also up to the source to hold the attention of the receiver by the
way he has planned and timed his message.

The message must be clear and understandable.

The source must make sure he elicits response from the receiver.

Communication and Learning

When we teach we are transmitting an educational message by whatever
channel (face to face, verbal, print, radio, T . V. , visuals) to
receivers, our students, and we expect some feedback, responses which
will enable us to see whether our message has been understood.
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We have to create for the learners an atmosphere that is conducive lo
learning i. e. we must try to eliminate all barriers to communication.

As sources we nmst have credibility. If our receivers feel that we do
:lot l<now whcrt WI.' :.U'(", tdlking about, they will not pay attentj on. "~fie ,,,dst
know our subj ,-'ct well and be confident. \l}(:c must )')1an our les::,ol's
carefully.

Knowing our audience well will help us prepare lessons that will
interest them, make them feel comfortable, confident and responsive.

We have communicated when our students demonstrate that they have
understood.
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SYSTEMS ANALYSIS

Systems analysis consists in analysing the various parts of the system
that will have an effect on the product, i.e. your goal.

1. The problem

The first, and most important step in the planning of an Education
Session is the identification, analysis and statement of the problem.

The first step in problem analysis is identifying the need.

This consists in

r,athering information on what exists (the situation as it is)
gathering information on what is desired (what ought to be)

The discrepancy between what exists and what is required is the need.

Example:

Children at Sihosheni area die in great numbers before they
reach age 5
Children should not be dying in such great numbers.

There is a need to reduce the number of child deaths.

The problem, however, is not the need itself but how to meet the
need.

A PHOBLE~l SITUATION

\ ,
/

./

THE DESIRED SlTUA110N



156
5A No.2

The next important step is to analyse the situation so that means can be;
found to solve the problem. This involves asking the questions:

VJI10 i:; ctffec t ,> d by til'" s :i.I:U<-lt i ':>n ')
\~ho is raLlsir1g it?/whstl.s c~lusj.ng it?
what kind of problem is it?
what is the goal for improvement?

Examples:

Our answers to these questions when related to the situation in our
previous example would be:

the people of Sihosheni area are affected.
the people have no clean water.
they have no toilets.
they have no gardens.
animals roam around polluting the water.
the environment is not clean.
the people are poor.
they lack knowledge of what causes these deaths
the problem has many aspects to it and cannot be solved in one way
only.
the people need a clean environment, clean water, toilets and
knowledge of what causes the deaths.

Obviously, these answers are not enough to help towards a solution to
the problem. What they do, however, is to lead to consideration of:

whether the problem can be solved and what resources are there to
solve it.

whether you are the right person to attempt a solution and if so how
far you can go.

what will happen to you, to the work of your organisation,
people if the problem remains unreEolved.

if it is worth attempting a solution.

Sample answers to these questions may be:-

yes, the problem can be solved in time

to the

as a field worker and educator I can help to co-ordinate activities
and educate where education is needed. In this sense it is my duty to
attempt a solution. But the complete solution lies with the people
themselves.

if the problem remains unresolved, my work and
organisation among this community is futile, the people
being poor, sick and dying and they will never develop.

yes, a solution is worth attempting.

that of my
will continue

You have now decided that your part is that of educating. Now, to plan
for your education activities you have to know if:-
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the educating is simply to information (make them understand how)

the educati.on is to give them a skill to do something with their
hands

the education is to change attitudes about something.

the education is a combination of all or two of the above.

Your answers might be:-

I have to give information so that the people are aware of the causes
of the deaths. I have to get away of demonstrating how these can be
presented. Once they begin to appreciate that they should change
their way of life, they have to be shown how they go about things to
help themselves.

PROBLEM STATEMENT

You are now ready to formulate a problem statement. The statement must
propose a solution and a way to achieve it. It must also refer to the
people affected and the person/people who will attempt the solution.

Example

The people of Sihosheni area have despaired of ever improving their lot
because of the unabating sickness and death in the area. If the
situation continues this way, none of the development messages that we
bring to them make any sense and the area will never develop. The field,
workers in the area propose to educate them so they are aware of the
causes of the deaths and can remove them and will in time change their
outlook to life and develop themselves.

In our example, the problem is a multiple and complex one, so it will
take several stages to solve. You have now to decide which stage comes
first.

The obvious choice is to do those things that can be done most
effectively given the resources available.

Example:

1. Efficient refuse and faecal disposal can be done at almost no
cost. Education on this can include education on general household
hygiene.

2. Education on water purification may take longer to be accepted,
but it is important and should follow stage 1.

AUDIENCE ANALYSIS

The next step in your planning process is the analysis of your audience.
Find out:
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which section of the people you want to deal with? adult,
children, youth, men, women, mixed
how much do they already know about the subject?
how have they dealt with the situation in the past?
rio they know about the ways of solving the problem - why haven't they
rlone anything to help themselves?
what are their Httitudes to the subject?
how do they prefer to be taught?
how can they be met?
hovi can they p~lrticipate in their own improvement?

Th,'c' a1"(' v,Jrious sources of infol'i":\tion "bmJi- your' prospective C0ilrse
pdrt.ici 1""1 it s.

Ubscrvltion
Keep your i'y,-,s op(~n ~lS you w0.1k drcund, tuB: to p"oDle, ,"ttpncJ
rneeti n[',:'" ill'c] the court 151 '1::3 ions, observe "nrl 1.i:3 V'n as you
ITav(~1 in the bus, visit h')['('f':,teads fur' 8. chat.

!\(;cord
There rni)'ht bE' in t,!!I'

pcop.~ "11<1 hLlppe:lir-c:,'i.
th,"',;c.

.l.(1(~',l i iy , p] 'JI" th:.,t hns r"corrh about
'I'll' :;;',1\, trw chi' f, the SChi)(\] -.- check

HUI1l\,:';t;c'I:"d to h"r,I':sti<Jd, the, nlarl~('t pJ :,c(' ,
U\Jk ',0 individuals or tirllAllc;rnups :Hid

abr,u I, their pcrc('ption of the probler::.

at

'1:3k

cllurcn you C'Hl

1r:t'orr:.rI~iol1 11cqu.ir'icl in the prO(J'SS of working togeth"I'.
lr, your own work and during working sessions at the Chief's
pInel',

The inform"tion you have IJbout your audienc0 will help you select the
most appropriate f'wthocis and cont"nt, Somctim'=,s you choose a content
arf.~""l not because you want t,) t,cach trnt subject, bu t, becc}\.lsj' you want to
use j t as 8 v(;hi el'::, to your goal. Knowledge of yuur nudience will also
help you in your selection of merlia.
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THE CONDITIONS

As you gather information about th~ audience you are also getting to
know about their background. When you have the answer to why they have
done nothing about the problem, you have learnt something about
constraints

Find out what obstacles there are on the way of solving the
problem

Find out what resources there are within the community.

e.g., RHMs
other field workers
teachers
the church
the ministers of religion
the opinion leaders
buildings that can be used by the public

When you know the habits (daily and seasonal) of the people,
you can decide on the best times for your classes.

Knowing your resources and constraints will help you design a realistic
programme and choose groups that can be handled with the available
resources.

CONSTRAINTS ANALYSIS

Constraints are known limitations that could affect your design.

When you know the limitations then you can manage them i.e., accept them
and work within them.

For instance, if the money is a limitation, use cheaper alternatives of
the media or materials you would normally have used.

If there is a shortage of instructors or instructor time,
group methods must be used.

then large

If students cannot meet frequently enough for classes, then one way to
work within the limitation would be to give more homework.
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THE USE OF MODELS

While most people agree on the steps to be included
educational session, not all people will agree on the
steps and the emphasis placed on steps varies.

in planning an
sequence of the

If you are working as a team, as in most cases you will be, it is
important that you have the same understanding of the systems approach.
Having euch member of the team operating on a different model could
cause difficulty.

A model simply represents a systems approach.

Before you design your programme you have to agree on a model. Below are
two exar~pl(:s of models, the NSMI model and Kemp I s Instruction Design
Model.

The NSMI model

STAGE

1.

4.

IDENTIFY PROBLEM
(need I priority)

IDENTIFY OBJEC
TIVES (enablers,
terminal perfor-

mance)

2. 3.
ANALYSE SETTING
(audience con

ditions)

5. 6.
SPECIFY METHODS
(instruction,

learning
acti vi ties

ORGANISE MANAGE
MENT (who, time

table)

CONSTRUCT PROTO
TYPE (instruc

tional

1. DEFINE

2.DEVELOP

7.
PREPARE TESTING

8.
TRY OUT AND

REVISE

9.
RECYCLE 3.EVALUATE

You may want to use this model the way it is. This is fine as long as
all members of the team agree on the steps. If, however, you feel like
rearranging the steps, you can do that. It is up to the group to decide
what suits them best.
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Kemp's Model

Topics and general purpose

Student characteristics

Learning objectives

Subject content

Pretest

Teaching/learning activities
and resources

Evaluation

support services

This model clearly emphasises evaluation and revision at every stage.
Again you may use this as it is or rearrange it to suit your own needs.

You may want to create your own model. First agree on characteristics
for your system. Then develop a definition on which you will base your
model.

Models are only guides.

. .
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ORGANIZING MANAGEMENT- -

Once you have set your objectives and planned the next step in
de"""J'Jping an educatlor,Lll session you can begin to organise. You may now
~7~r~ contacting uther field workers and any other people that you think
m8Y help. Talk to them individually. Call them to a meeting and get them
involved in your programme plan. Together with these decide who will do
what, when. You can summarise it like this:-

ACTIVITY

-----r-----------r--------------- ----1
I DATE OF I PERSON
I COMPLETION I RESPONSIBLE

;----------------------------------_._-------------....__ ..-----_.-----------,~--_._._-------- --_._-------------~

Arranging for classrooln.
Seeing the chief about ...

1/2/8~

%-3/:2/85

Headmaster ...
field worker and
Imisumphe

Collecting material s ?~'!,?/,':,

Choosing participants
DoLng lesson 1 of course

I Doirn: It'sson ~: cf course I

l - , . _

F i ()ld worl:"r

Team of field workers

TIMETABLE

'!'oL;e'~hi_:r ,.\,j th these) people you C,in now Iila 1<-:-: tent:-,ti vc, liw'-::-ables few
V (,IL' s'?sf;ions.

f-here; is a sample Limetable for n 3 day w\irkshop on working with
comnii ttJ::'\~"~S 6

r-----------T--------· ------------·----T-·----- - --- ..--------------l
I TIME I DAY 1 DAY 2 DAY 3

!------------;--------...------------------ ..---..;....-----....-------..-------..;....---.-.-----..----------i

--'--1
I

I
I

Group Discussions i
and Str0ngthening :
Community commit-!
tees

Intl'c,duc:tion
to AgenJas
wi th ;3imula
tion Exercises

DC'alinp
wHh diffi-
cul t si tuationsi
- role plays :

i--
I ntc!ducti on
t;) roles of
Secretary and
Review of
sample Minutes

, .
• I

I I___+- ---1

TEA

Demonstration
Role Plays and
Discussion on
Conducting
Meetings

Registrat.iNI
Introductions
Introduce workshop
Objectives and

methods

12.30

8.00
8.30
(:1.011

110.00-10.30

~--------r
I -

: 10.30

I
I
IL- . .• '---_.------------- . . ~- . . . . -1



TIME l DAY 1 I DAY 2 DAY 3 I
I

I I
I

1.00-2.00 L U N C H - - - - - - I
I

2.00 Group Exercises Fish Bowl Group Report !
i

3.00 and Chairing Exercise on I

Meetings Role of Secretary

I 3.30-4.00 TEA - - - - - -

4.00 Review of Review of Review of
5.00 I Chairing Skills Minutes Taken Main points

during Fish bowl on Conducting
Committees

THE GANTf FLOW-CHART

Once you have decided to do something about the problem you have to
start thinking about when you will tackle each part of it. Remember,
this is not the only activity that demands attention, so your time has
to be shared. You are not going to work on it everyday until it is done
- you do not know other people's schedules and your other jobs are just
as important. Give yourself weeks rather than days to do each part, and
give yourself a time limit. Give yourself a month, two months or more
according to the number of steps required before the final goal.

The Gantu chart is a good way of mapping your activities as regards this
problem. You can have a lot of charts for different projects and then
combine them into one big one for the year or the half-year. Provide too
for the time you will want to take leave. You may want to colour code
the various project on the big chart.

Doing a chart like this helps your supervisor see at a glance what you
want to do and just how much work you have. Besides, if you are going to
appeal for funds, the moment a prospective donor sees a chart like that,
he knows you mean business. Donors are not impressed when people are
vague about what they want to do. How would you feel if somebody asked
you for money but was vague as to how he would use the money? Also, if
you have a clear flow-chart of activities an advisor might help to point
out things you have skipped or things that aren't really necessary. Your
resource persons will know at a glance when they might be required and
make themselves free on those dates.

Of course there are many types of flow-charts. It does not really matter
which you choose to use. A good chart is simple and easy for even an
untrained person to read.
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March Apri 1

24 03 10 17 24 31 07 14 2{ 28,

Feb

Prepare prot.ot pe

Decide on materials and media

Revise

Det.ermine cost. for project.

Trout.

Planning dnd flow charting
act.ivities

Deciding on strategies for
solution of problem

Imp lement

Initial assessment of ledrners

Get. group of learners t.ogether

Set obj ect:i_v_e_s -+-_-+-_-+-_-+-_ _+_-_+_-_+_-_+_-

Decide on st.ratpgies foI'
evaluat.ion

Meetings with other field workers

Set.ting goals

Analysis of available resources
and examination of const raints

Stat ement of problem

P repa ri ng Communit. y P rofi le

Mappi Communit. y

Consultation with Chief

SAMPLE GANTT CHART

--------------------t---t---t---t--+-+--+--+--l---+---+---l--+--I'
________________~-___l -' --l-_--.:.. '--_-2.-_-!-._t..---I-_
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OBJECTIVES

The objectives you set are a measure of
the success of your project. They must
be clear and precise so that anyone who
reads the objective and then sees the
product of your effort knows
immediately whether the objectives have
been achieved. Objectives are products
or outputs not processes.

Example

If your goal is to teach a person to
drive a car, the objective is that, at
the end of the lessons the person must
show that he has learnt by actually
driving a car, not by naming the
different parts of the car.

Objectives, if properly formulated
limit you so you cannot set wild goals
that cannot be achieved.

Example

Here is an objective -

to improve the life of the people of Sihosheni area.

Now this is ambitious. How many years will it take to do it? What signswill there be that show you have done it? What do you mean by improve?If any evaluator comes and finds that five families have toilets, twohave gardens and one has a water tap, will he say you have achieved yourobjective?

The word I improve I is too wide and it means different things, todifferent people. Further, you cannot improve all aspects of the life ofthese people.

Now here is another objective -

By one month after the education sessions at least five
homesteads shall have built toilets.

This is a different matter. You took twenty or more homesteads, membersof which cared nothing about toilets. You educated them until they wereaware of the impori,ance of building toilets, you taught them how to doit and five of them actually did it. You have achieved your objective.It is a small step but it is real.
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To prepare objectives

A. The objectlves must mention the doer (Audience)
Who is the person that will show learning?

-- the student will --------

B. The objectives must put emphasis on the performance (behaviour) what
is this person going to do to show his learning?

-- the studert will make a concrete slab

C. The objective must mention the condition under which the performance
takes place.
Will he be given a written exam? Will he be given materials?
What constraints will be placed on him?

- given cement, sand and water, the studen! will measure out
appropriate amounts and make a concrete slab.

D. The objective must state the degree of perfection that is required of
the doer.

given cement, sand and wat8r, the student will measure out
appropriat r; amounts and make 2. concrete slab of :!ize~

wi thout wasb ng more thRn one shovelful of c)ctra cement.

A. Audience
B. Behaviour
C. Condition
D. Degree of perfection

OBJECTIVES AND EVALUATION

If after a lesson, I ask you "how was the lesson?" 1 am asking you for
an evaluative statement.

You may answer 7 It was very interesting
I liked it very much
It was a good lesson

The three statements above are subjective statements. They are whet you
feel about the lesson. Somebody else might tell me the opposite of what
you have said.

If I asked you why you thought it was a good lesson, 'you might answer:-

The teacher spoke clearly
He illustrated his points weI].
We were participated in the lesson
We were kept awake all the time
We laughed a lot and felt very comfortable

These answers have taken the evaluation a step further.
was, indeed, a good lesson.

I believe it

However, all I have learnt here is that this teacher knows how to create
a good learning environment. If the end objective of the session had
been to make students comfortable and to get them to participate, then
the objective has been met.
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If, on the other hand, the objective had been to get the students tolearn something, then I need to test what has been learned. But learnineis an internal process, and, even if you tell me you have learnt;something, it is impossible for me to know for certain that you haveunless you do something to demonstrate that you have learnt.

The only way I can be certain that the learning
the learning that your teacher wanted to get
performance with that stated in the objective.

you now demonstrate is
is by matching this

Behavioural or performance objectives focus attention
on the learner.

Behavioural or performance objectives state the behaviour
or performance required of the learner.

Behavioural or performance objectives state the degree
of perfection expected of the learners performance

Behavioural or performance objectives state the limitations
or constraints that will be made on the learner as he performs

In short, behavioural or performance objectives include a criteria forevaluation of the learning.

Type of Objectives

1. Sometimes our aim as educators is simply to share information
about certain things or practices. We want people to know
things, to understand things.

I might for instance, want people to know that growing the same
crop in the same plot season after season exhausts the soil. I
might even go further than this to let them understand how this
happens and how it can be remedied. My objective in this case
is cognitive i.e., requires people to know, understand etc.

For purpose of the evaluation, however, I cannot write "at the
end of this session people will know or understand ... " I haveto think up things that will demonstrate the knowledge. I have
to ask questions like "what happens to the soil If "and if
I get the answer "the soil is exhausted ... " then I am sure the
person knows.

2 •

3.

At other times we want to teach people to do things, we want toteach a motor skill.

I might for instance, want to teach somebody to drive a car, orto make a bamboo easel.

For purposes of evaluation I will write "at the end of the
session, the student will make a bamboo easel". If at the end
of the session the student can make a bamboo easel to the
specifications I gave, then the objective has been met.

In many cases we are faced with a situation where we have to
teach to make people change their attitudes to something. We
want people to like or love something.
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Adopting an attitude to a practice usually precedes acting on
that practice. It is rather difficult to assess change of
attitude especially where voluntary action has not immediately
followed the subjective change.

People might, for instance, built toilets at their homes simply
because its the in thing or they want to get you off their
backs. Left to themselves they might still prefer to use the
veld.

It is only when they prefer using the toilet to using the veld
that you know they have adopted a positive attitude to the use
of toilet.

On the other hand, some people might adopt a positive attitude
to using toilets and really prefer using them to using the
veld, but then they might be poor or alone or have no time to
spare. These people's circumstances have prevented them from
following their change of attitude with performance.

All these considerations make it difficult to formulate
effective objectives in behavioural or performance terms.

However, attitudes can be observed in certain actions, and, it
is these' actions that must appear in the objective.

Example

Given a choice of using the toilet or the veld and unaware of
any pressure:, the person will consistently choose to use the
toilet.

The student will display interest in music by voluntarily
attending choir practice.

Before setting your objective it is advisable to decide whether
the learning you want is

1. Knowledge - requiring student to know
2. Skill - requiring them to manipulate something, or
3. Attitude - requiring them to adopt an attitude

TERMINAL PERFORMANCE OBJECTIVE, ENABLING OBJECTIVES
AND LEARNING ACTIVITIES

Terminal Performance Objectives (TPO's)

As the name suggests, these are the objectives that lead to the final
performance.

If your final goal is, for instance, that your student should build a
concrete slab, then your TPO will be:

"Given cement, sand and water, the student will measure out
appropriate amounts and make a concrete slab of size x, without
wasting more than one shovelful of extra cement."
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Sometimes, hO'Jever, the student has to acquire certain other skills
before he can learn to build a concrete slab, i.e. meet the TPO. In that
case you have to have sub-objectives that lead to those prerequisite
skills.

If the student is to meet the TPO in our example, for instance, he has
to be able:

1. To recognize cement
2. To use a shovel
3. To measure out correct amounts.

If he did not already have these skills
then you have to teach them, and for
objective clearly.

before coming to your class,
each you have to state the

An EO is a checkpoint that must be passed before reaching the TPO. They
bridge the gap between the student's l:ntry qUClli fi cati ens and the TPO.

Learning Activities (LA's)

Learning activities are all those things that a student has to do to
learn

e.g. Watching a demonstration
Practising
Discussing
Asking Questions
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SELECTING CONTENT AND METHODS

Content

Content can be used to teach knowledge or skills or it can be an end in
itself.

I may, for instance, use content from agriculture to
demonstration or I may use it to teach that particular
topic e.g. the effectiveness of certain fertilizers.
instance, the content is a vehicle I use to teach some
whereas in the second case it is an end in itself.

teach result
agricultural

In the first
other skill,

When content is used as a vehicle to teach something
be replaced by different content. In this case
objectives before deciding on the content.

else, it can easily
you may set your

However, if the content is an end in itself then it does need to be
analysed before setting the objectives. Analysing content in this case
will help you decide on enabling objectives and learning activities.

Specify Methods

The methods you choose will depend on the type of audience you are
trying to reach, the content that you are passing on, the number of
people involved and spaces available, the facilities available (e.g.
electricity) and your own abilities and those of members of your team.
Cost and time are also very important considerations. More will be said
about selecting methods in the session about conducting an educational
session.

Construct Prototype

Now produce your completed session on paper together with handouts,
charts and any other materials that you have decided you will use. Now
is the time for constructing the questions that you will use to evaluate
the programme i.e. if you are going to use questions to test whether
your objective has been met.

EVALUATION

Testing Instruments

For community work you may not have to prepare pretests, you get all the
information about why they know or don't know during your audience
analysis.
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Tryout and Revise

The last but nlso very important stage in the design is evaluation.

First, show your completed work to your colleagues and let them check ifyou have made any slips. Give copies to as many people who can help aspossible - a content expert, a design expert, note comments and revisewhere you feel you must.

Next tryout your session with a small group of people to see if itworks. Where things go wrong, find out the cause and revise. The groupyou use for try-out should be similar to your target audience.

Recycle

Last, use the product with your target group and note the result.Evaluate, revise if necessary and use again.

You have now finished what you planl1ed to do. If your objectives was metfully, your session worked. But this does not mean the work is finished.Arrange to see these people a month or so after this session to see ifthere is any change. Reinforce them by praising the good work, or justtalking about the work. Encourage them to continue. Find out about whatother classes they'd like to have. Find out about their difficulties.

Meet the other 15 people who were not part of the objective. Try otherways of persuading them. Get the other resource persons to help you inthis. If your obj ective was not fully met, then maybe something waswrong with your method. Revise your lesson and start again or trysomething different. Always try to find out what was wrong with themethod you use first.
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CONDUCTING AN EDUCATION SESSION

The way you actually put a lesson together is important. If for example,
you have decided:

a maj or cause
malnutrition of
continuous child

of misery
mothers and
bearing; and

and death
children.

at Dagombi area is
A related problem is

have found out the people's belief about having lots of
children. Perhaps they believe it's a way out of their poverty.

The following are some of the reasons they give for having many
children:

High infant mortality rate; therefore safety in having many
children so at least some will survive adulthood.

Large families mean more helping hands on the farms and with
household tasks.

Security in old age

Higher status for parents

God creates and God provides

High value attached to having sons

Public disapproval of family planning

A polygamist societies, competition with other wifes

A man who stops having children may be rumoured to be impotent.

Large families can protect themselves in case of local
conflict.

Children are the wealth of the poor.

You have decided the problem is
solved after the first lesson.
them interested in the subject.

Set your objective to your aim,
subject.

a priority but that it cannot really be
All you want to do right now is to get

i. e. getting them interested in the

Having set the objective, select the methods.

You might for instance, decide that people might not be interested in a
session on nutrition or on pregnancy, but might be interested in
agriculture and/or economics. One thing you can do in such a case is to
use agriculture and economics content material as a vehicle for your
pregnancy/nutrition course.



Seeing that this it:. only a "getting interested" session, it doesn't
matter that they won I t get all the facts. What matters is that they
approve to think about it.

When you plan the lesson consider what methods you will
use to:-

Get the group interested (get attention)
Get the discussion going
Share information and skills
Review and sum-up
Arrange for follow-up
Decide if the lesson was successful

(get feedback)

Here is a prototype lesson on mother's nutrition and pregnancy.

PROTOTYPE LESSON

Problem:

Ideas:

Objectives:

Audience:

Materials:

There is poverty and death because people believe that
they should have lots of children while ignoring the
nutrition need of mother and children.

That the health of the mother is important for the birth
of healthy children.

That children need adequate nutrition after birth and
even after weaning.

That continuous childbearing is harmful to mother.

When this lesson is over, the participants shall show
their interest in child spacing by asking questions and
how it is done and voicing constraints.

A group of men and women.

b posters of flannelgraph

1. Pregnant woman with many sick looking children.
2. Healthy woman with well spaced children working in

the family garden, coming from school, milking cow,
playing.

3. Garden with sickly crops.
4. Garden with health looking crops, Van carrying some

to market.
5. A healthy woman with healthy children.
6. A rroductive garden with healthy croos

Resource
persons: Agricultural extension worker/nutritionist.

Co-ordinator: Family life or health personnel

Panel: Members of community discussing reasons for having lots
of children.
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1.1 Co-ordinator asks four members of community to the
front of meeting (among them try to get those ,-t~~

firmly believe in having lots of children) - in
your audience analysis information gathering you
have discussed the subject with them and you know
their views.

Co-ordinator mentions that he knows they feel big
families are beneficial and agrees with them to a
certain extent. He asks them to discuss the issue,
and see if other factors do not come up from
audience.

The discussion is allowed to go on for about 30 min
and the panel members are thanked and go back to
their places. Discussion points on newsprint.

1.2 Change before they get bored.

1.3 Co-ordinator call upon agricultural
worker and nutritionist.

extention

He asks them to deal with some
considered when planning families
have come out of the discussion.
healthy family is like a productive

factors to be
- some of them
Propose that a
garden.

1.4 Use visuals to get people to participate

Posters of healthy garden (Agric) and healthy women
(nutri tion) are placed before audience, and are
asked to list similarities (Newsprint 1)

Questions: Why are the crops healthy and good
looking?

or

What do you do to the soil to get a
garden like this?
What do you do to the plants?

Expected answers fertilizer
weeding
spacing
crop rotation
watering

Same questions about woman.

pest control
general tending
protection
support
(newsprint)

Answers food
rest
spacin~

immunization
protection
care

(newsprint)
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Pictures of the sickly situations and
the field workers. How continuous
waste mothers like having one crop
wastes land.

chi 1 dbearin:3
in one plac r:

Posters of garden and Van and heal thy women and
children working.

Point made: Here the children are doing for this
family what the vegetables are doing for the owner
of the garden i.e. working

Discuss how a sick family cannot work and how it
wastes and will always remain poor.

Summarise and emphasise main points to reinforce
them.

1.5 Co-ordinator thanks field workers and,
the meeting evaluates session
participants if this whole debate
(newsprint) yes - no - why?
Indicators to interests will be the
constraints and maybe other problems.

for closing
by asking

makes sense

voicing of

1.6 Use the points on newsprint to prepare for a
follow-up lesson.

NOTE THIS LESSON IS ONLY AN EXAMPLE. IT HAS NOT BEEN TESTED
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