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Review of training process and Overview of training methods 

 

 Training is a planned communication process for manpower development in bringing a 

desired changes in knowledge, skills, attitude, behaviour, etc. in an individual in accordance with the 

job requirement and for better job performance in the interest of the organization.  

 The knowledge can be gained through literature, interaction and other communication 

media whereas relevant skills can only be acquired through practicing and working with the 

professional.  

 

Training components  

A. Planning   

 Job analysis- Trainee Analysis  

 Training Need Assessment  

 Determine Training Objective  

B. Preparation 

 Select and organize content  

 Select training techniques, methods & aids.  

 Prepare lesson plan.  

 Plan evaluation 

C. Presentation 

 Conduct training  

 Evaluate  

 Review and revise training for future programme  

D. Training evaluation 

 Job improvement plan  

 Review and revise the training activities based on the suggestion received from the 

participants.  

 Post training contact/follow up.  

 Mechanism  
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Training Need  

 The training need of extension personnel is defined in terms of gap between their job 

requirement and the job performance.  

 The training is a planned communication process for the extension functionaries which bring 

out desirable changes in knowledge (K), attitude (A) and the skills (S) in relation to the 

specific objectives.  

 Training needs may be assessed in terms of gaps between the needed ‘KAS’ and the 

performance level of the extension worker. Therefore, training is required when the worker 

lacks in ‘KAS’ necessary to perform their job task according to established objectives and 

standards.  

 Training needs assessment (TNA) refers to the process whereby such needs are indicated, 

prioritised and selected for specific action as part of the training programme.  

 TNA is an integral part of the training cycle and an indispensable elements in the overall 

planning process.  

 

TNA methods  

 Informal interviews  

 Observation  

 Survey method  

 Formal interview  

 Group conference  

 Reports from superiors  

 Examination of records  

 Advisory committees  

 Check list 

 Questionnaires  

 Management requests  

 Formal research 

In nutshell training objective must be ‘SMART’ i.e. 

 Simple 

 Measurable 

 Attainable 

 Realistic 

 Time-bound 
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Purpose of a training objective is to 

 Create awareness 

 Generate interest 

 Motivate learning 

 Impart knowledge  

 Change attitude 

 Generate skills 

 

Learning effectiveness through various senses 

Senses Sensory organs Learning effectiveness 

1. Hearing Ear, mouth 30% 

2. Seeing Eyes 40% 

3. Hearing & seeing Ear & eyes 50% 

4. Doing & experimenting 

 Touching – having a feel, soiling 

the hands 

 Testing 

 Smelling 

Body 

Mouth/body 

Nose 

60% 

5. Hearing, seeing and doing/experiencing Ear, eyes & body 80% 

 

OVERVIEW OF TRAINING METHODS  

 Training is a planned communication process to Bring desired changes in knowledge, skills, 

attitude, behaviour, etc in accordance with the job requirement and for better job performance. 

Training method is a means to structure and deliver content to keep participants involved with 

interest for attainment of training objectives. Selection of training methods always depends on the 

following components of training  

 

The basic components of training  

 Aim / objectives 

 Audience 
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 Trainer  

 Message / content 

 Comm.   Techniques  & methods 

 Facilities 

 Duration 

Training methods used to impart knowledge 

• Extension talk 

• Lecture 

• Films, video tapes, CDs 

• General meetings 

• Small group techniques   

Training methods used to impart skill 

• Group assignments & Presentations 

• Demonstrations  

• Workshops 

• Case method 

• Role play  

• Simulations & games  

Training methods used to impart attitude 

• Study tours/ Field trip 

• Role play 

• Individual exercises 

• Exhibitions 

• Campaigns 

• Farmer as master trainer  

Training methods used to solve practical problem 

• Case method 

• Group discussion  

• Brain storming 

• Exercises 

• Simulations & games 

• Related incident technique  
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EXTENSION TALK 

Presentation duly involving participants by stimulating and motivating them 

• WHEN TO USE : To convey information/facts 

• ADVANTAGES : For larger groups 

• LIMITATIONS   : Depends on speaker skill  

 

METHOD DEMONSTRATION / SKILL TEACHING  

How to do something is demonstrated step by steps involving triple process: seeing, hearing and 

doing 

• WHEN TO USE : To develop practical ability/ skill  for doing a entirely new things 

• To do an old thing in a better way   

• LIMITATIONS   : Require more time, labour  and resources 

 

GROUP DISCUSSION 

Problem-solving by two or more  people talking and thinking together in a  group on a particular 

topic 

• ADVANTAGES :  participative, share information, participants know how to give due respect 

to other view  

• LIMITATIONS   : few persons may dominate the entire discussions 

 

ROLE PLAY 

Learners play certain roles in an informal and realistic manner on certain situations 

• ADVANTAGES :  Help to understand the behaviour of himself &others  

• LIMITATIONS   : Shyness of players  

 

CASE STUDY  

 A Written description of a hypothetical situation that is used for analysis and discussion 

• ADVANTAGES :  Develop problem solving &  analytical skill  

• LIMITATIONS   : Time sharing, overlapping may arises 

 

SENSITIVITY TRAINING  

 How the individual and group behave is observed by giving a task to a group 

• ADVANTAGES :  Better awareness of one’s own behaviour & group behaviour  

• LIMITATIONS   : Overacting   
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FIELD TRIPS/EXPOSURE VISIT 

It is a visit by a group of peoples to get information from the visiting fileld 

• ADVANTAGES : Provides first hand experience & observation 

• LIMITATIONS   : Time consuming, Corporation from field units may not achieved for all the 

time 

 

SEMINAR 

To pool expertise of different aspects of a theme, and come out with conclusions and 

concrete recommendations.  

ADVANTAGES: helpful in pooling experiences from different experts 

LIMITATION : time consuming, overreacting may take place 

 

SYMPOSIUM 

To have presentations on different sub-topics of a major topic and to document those as 

resource book/ reference 

 

WORKSHOP 

To learn specific skills by gaining practical knowledge and practicing under expert trainers 

 

EXHIBITION 

              Systematic display of models, specimens, charts, photographs, Tran slides, pictures, posters, 

information etc. in sequence around a theme to create awareness and interest in the community. 

 ADVANTAGES: Reach large audience, suitable to illiterates  

• LIMITATION: Costly, needs lot of preparation  

 

EXERCISE 

A structured or planned group activity which stimulates the condition of a real life situation 

• ADVANTAGES : To give opportunity to practice interpersonal and managerial skills 

• LIMITATION: Time consuming  

 

BUSINESS GAMES :  It can be  simple or very complex 

•  Normally competitive, usually related to task 

•  Not focus on who is winner or loser, but encourage a variety of thoughts and ideas and 

show how others may use them 
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• ADVANTAGES : helpful in breaking the ice and making a sporty environment 

• LIMITATION: Time consuming  

 

SYNDICATE  

Group of people (8-10 in number) assigned with a task of investigating a particular problem to find 

out the solution 

ADVANTAGES : In depth study by utilizing experience of the trainee 

 

ON –THE-JOB-TRAINING /FIELD TRAINING 

ADVANTAGES : Provide practical experience, expose to the actual job situation  

FACTORS affecting the selection of the training methods  

 Objectives of training 

  Subject matter/ content 

  Cost – Time, facilities, manpower 

 Trainer’s exposure towards training methods & training aids 

 Educational attainment 

 Characteristics of trainees  

 Size of the group 

 Previous training 

 learning styles of the participants 
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Principles of Andragogy and their implications 
in Extension Education 

 

 Andragogy literally means leader of man (andr- is Latin for “man” and agogus is Latin for 

“leader of”).  Dusan Savicevic, a Yugoslavian educator, made Knowles aware of the term 

“Andragogy” in 1967. The term was actually introduced in 1833 by a German called Kapp. 

 Knowles had already begun building a comprehensive theory of adult learning that is 

anchored in the characteristics of adult learners. Beginning with concepts researched by Cross (Adult 

Learning Theory), Gagne (Conditions of Learning), Houle, Rogers (Experiential Learning), Tough, and 

others, he developed the andragogical model based on several assumptions that differed from the 

accepted pedagogical models. These include: 

 1. The need to know/Readiness to Learn – Adults need to know why they need to learn 

something before undertaking to learn it. As a person matures his/her readiness to learn becomes 

oriented increasingly to the developmental tasks of his/her social roles 

 2. The learner’s self-concept – Adults have a self-concept of being responsible for their own 

decisions, for their own lives.  Once they have arrived at that self- concept they develop a deep 

psychological need to be seen by others and treated by others as being capable of self-direction. 

3. The role of the adult learner’s experience – As a person matures he/she accumulates a 

growing reservoir of experience that becomes an increasing resource for learning Adults come into 

educational activity with both a greater volume and a different quality of experience from youths.  

4. Readiness to learn – Adults become ready to learn those things they need to know and be able 

to do in order to cope effectively with their real-life situation.  

5. Orientation to learning – In contrast to children’s and youths’ subject-centered orientation to 

learning (at least in school), adults are life-centered (or task- centered or problem-centered) in their 

orientation to learning. As a person matures his/her time perspective changes from one of 

postponed application of knowledge to immediacy of application, and accordingly his/her 

orientation toward learning shifts from one of subject- centeredness to one of problem 

centeredness 

6. Motivation to learn – While adults are responsive to some external motivators (better jobs, 

promotions, higher salaries, and the like), the most potent motivators are internal pressures (the 

desire for increased job satisfaction, self-esteem, quality of life and the like).  
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Knowles’ 4 Principles of Andragogy 

In 1984, Knowles suggested 4 principles that are applied to adult learning: 

1. Adults need to be involved in the planning and evaluation of their instruction. 

2. Experience (including mistakes) provides the basis for the learning activities. 

3. Adults are most interested in learning subjects that have immediate relevance and impact to 

their job or personal life. 

4. Adult learning is problem-centered rather than content-oriented.  

 

Definitions of an Adult Learner 

i. Biological Definition: The age at which an individual can reproduce.  

ii. Legal Definition: The age that an individual can vote, drive, marry, etc.  

iii. Social Definition: When an individual begins to perform adult roles such as full-time worker, 

participating citizen, spouse, parent, etc.  

iv. Psychological Definition: When and individual develops a self-concept of being responsible 

for their own life. 

Adult versus Child Learning 

Dimension Child learning  Adult learning 

Self concept Dependent on others Self directed 

Experience Less life experience More experience 

Readiness to learn After they are told Own perception 

Orientation to learning Subject centered Life centered 

Motivation for learning Through extrinsic rewards Both extrinsic and intrinsic rewards 

Goal/Objectives To prepare to face life To achieve human potential 

Contents Subject centered Problem centered 

Examination/ Evaluation Through Test Exam. Self assessment  

 

Implication of Andragogy in Extension Education 

 The principles of Andragogy have been widely adopted in Extension Education, in 

teaching and in training. Adult learner wants to be involved, wants to participate, wants 

opportunities for practical application, wants to be treated with respect and dignity and 

wants to be challenged. Human beings are uniquely capable of personal and collective 

growth, self-determination and transformation. 
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  There is a trend towards participative management. Adult learners have needs and 

values that are related to self-development. Brain research has revealed that people are not 

only logical and rational (left brain thinking) but also have the capacity to be spontaneous 

and creative (right brain thinking). 

 

Experiential Learning 

 Achievement of learning objectives is the ultimate aim of all training efforts.  

 The learning objectives may be acquiring information/ knowledge, change in 

attitudes and behaviour, etc.  

 There are several training methods which trainers use in achieving different learning 

objectives.  

 Among many, “Self-Experience” of the learners is one of the highways which leads us 

to desired learning objectives.  

 There is a strong trend towards “experience-based” of “experiential” training in 

programmes which seek behavioural change in the learners.  

 Experiential Learning is “learning from experience” which is learner-centered and 

allows the participants to manage and share responsibilities for their learning with 

their teachers 

Experiential Learning Cycle 

 How can learner use his/her experience in training situation?  

 Effective training situations which incorporate learners’ experiences provide 

opportunities for a person to engage in activities, review these activities critically, 

draw some useful insight from the analysis, and apply the results in a practical 

situation.  

 The ELC is a step by step model of how adults learn new skills and gain knowledge 

The Experience Phase 

 At this phase, the participants are actively involved in “doing” something.  

 Activities may be lecturettes, case studies, role plays, simulations, games, films and 

slide shows, skill practice, preparing an equipment, etc.  

 These activities range from active to passive techniques. 

 The trainer may choose according to the learning objectives 
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The SharingPhase 

 The participants share their experiences/ideas/observations with one another 

 

The Process Phase 

 The trainer helps individual members recall and share the experience undergone in 

the first phase.  

 The participants now express what they liked or did not like about the experience, 

what was easy or difficult about it and how they felt about it.  

 They discuss individually or in groups both their intellectual and attitudinal reactions 

to the activities in which they had engaged in first phase. 

The Generalization Phase 

 The participants draw conclusions and generalizations which might be derived from the first 

two phases.  

 Question like “what did you learn from all this?” helps in drawing generalizations.  

 The trainee moves the discussion away from the immediate experience and to the 

broader world of learning. 

The Application Phase 

 Drawing upon insights and conclusions reached, the participants can begin to 

incorporate their day to day behaviour.  

 The trainer helps them think about what they are going to do when the training 

session is over.  

 There is a focus on specific actions back on farm or home. 
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Effectiveness of training programmes 

 

The features of good training programs are as follows:- 

 Clear purpose: The objectives of the programme should be clearly specified. The training 

should be result oriented. 

 Training needs: The training needs of employees should be clearly defined. The methods 

selected for imparting training should be appropriate and effective. 

 Relevance: The training programme and its contents must be relevant to the requirements 

of the job for which it is intended. 

 Balance between theory and  practice: A good training programme should provide a 

balanced mix of theory and practice the theoretical framework should be backed by 

practical application to provide all round training 

 Management support: Top management must actively support the training programme so 

that the training programme may help the employees to yield better results. Once the 

employees get the support form management support the perform there job more 

effectively. 

Needs of Training 

 To enable the new recruits to understand work: A person who is taking up his job for the 

first time must become familiar with it. For example, if a fresh graduate is appointed as a 

clerk in a bank, he must first of all gain knowledge of work assigned to him. 

 To enable existing employees to update skill and knowledge: Training is not something 

needed for the newly recruited staff alone. Even the existing employees of a concern may 

require training. Such training enables them to update their skill and knowledge. 

 To enable an employee who has been promoted to understand his responsibilities.Training 

is essential for an employee who has just been promoted to a higher level job. With an 

evaluation in his position in the organization, his responsibilities are also going to multiply. 
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 To enable an employee to become versatile: Sometimes an employee may have to gain 

knowledge of several related jobs. It will not be enough if he is only good in the work he 

does presently. 

Purpose of training 

 One of the main purpose of training is to prevent industrial accidents. This is done by 

creating safety consciousness among workers. 

 When the employees are trained it enables them to achieve the required level of 

performance which in turns increases the productivity. 

 Training helps in increasing the knowledge and skills of employee 

 When the employees are trained it becomes easy for them to adapt themselves according to 

the changes made in business. 

 Training reduces the cost of supervision. Trained employees needs less guidance which in 

turns reduces the needs for supervision. 

Importance of Training 

 Improvement in skill and knowledge: Such training helps the employees to perform his job 

much better. This benefits the enterprise as well. 

 Higher production and productivity: If an enterprise has a team of well trained employees 

there will be rise in production as well as increase in productivity. Productivity is the input- 

output ratio 

 Job satisfaction: Trained employees will be able to make better use of the making of their 

skill. This increases their level of self confidence and commitment to work. Such employees 

are bound to have higher job satisfaction. 

 Better use of resources: Trained employees will be able to make better use of materials and 

machines. This reduces the rate of wastage and spoilage of materials and also breakage of 

tools and machines 

 Reduction in accidents: Trained employees are aware of safety precautions and so they are 

alert and cautious. This is bound to bring down the number of accident in the works place. 

 Reduced supervision: Well trained employees do not need much supervision. They can do 

their work without having to approach their superior often for guidance. 
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 Reduction in complaints: ‘Only bad workers blame their tools’. An employee who has 

acquired the necessary skill and job knowledge would certainly love his job. 

 Adaptability: Trained workers have the capacity to adapt themselves to any kind of 

situation. They are odd in crisis management too. This indeed is beneficial for the 

organization. 

 Scope for management by exception: With trained workers working under them, it 

becomes easy for the managers to get things done by delegating authority. This enables the 

managers to concentrate more on important issues confronting the organization. 

 Stability: “The employees of today are going to be the managers of tomorrow”. The 

retirement of key managers may not affect the stability of an organization if it has a team of 

trained, efficient and committed employees who are ever ready to take over management. 

Qualities of a good trainer: 

1. Professionalism 

 Is a good role model 

 Demonstrates maturity, confidence, and enthusiasm 

 

2. Communication skills 

 Creates a supportive environment 

 Clearly explains tasks and procedures 

 Listens actively and sensitively 

 

3. Rapport 

 Is friendly and congenial to all 

 Is skilled at conflict resolution 

 

4. Organized 

 Can balance multiple responsibilities 

 Manages time effectively 

5. Patient 

6. Flexible 
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7. Can  empathize with others 

8. Can nurture others 

9. Creative 

10. Commitment to the job 

11. Team player 

12. Educator 

13. Facilitator 

14. Manager 

15. Leader 

16. Interpersonal Liason 
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Group Discussion 

    Dr. P. K. Neog 

Director, EEI, Jorhat 

 

What is it? 

 A sharing of ideas and viewpoints on a certain topic by various people to arrive at a better 

understanding, if not agreement, on the topic. 

 

Learning objectives : 

1. To arrive at a set of solutions/resolutions 

2. To develop knowledge and attitude through exchange of ideas-experience 

 

When to use : 

1. To bring out the individual experiences and opinions of different members of the group on 

known topic. 

2. To develop a deeper perspective by tapping those in the group whose expertise can add value 

to the group’s perspective 

3. To check the group’s level of knowledge or learning in the subject matter, either before or 

after the lecture. 

4. In general, smaller the group, the easier the facilitator to handle all points of view. 

 

How to use : 

1. Have a set of questions to keep the discussion going. 

2. Arrange the room so that people can hear and see each other. 

3. Introduce the topic and brief why it is to be discussed 

4. Set a time limit for discussion 

5. Ask one or two questions to get discussion started. 

6. Involve as many members as possible in the discussion, especially those who have interest and 

knowledge on the topic 

7. Bring the discussion back to the topic when it seems to go astray or become irreverent. 

8. Summarize the discussion 
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Advantages : 

1. Establishes consensus in a democratic manner. 

2. Brings together the abilities, knowledge and experience of majority of the participants. 

3. Makes participants feel important because of their involvement. 

 

Limitations : 

1. Time consuming 

2. A bossy leader of a few members may dominate the discussion. 

3. Participants may prefer to hear from the discussion leader seen as expert. 

4. Participants may have little to contribute in the discussion. 

5. Participants may be repeating needlessly what is already known to the group. 

 

Note to the Trainers : 

Qualities of subject matter for group discussion : 

 The subject of discussion should be of common interest/ concern. 

 Members should have some knowledge of the subject matter 

 It should be related with the common problem of people. 

 The subject of discussion should be within the reach of members of group 

discussion. 

 

Elements of Group Discussion : 

 Leader/chairperson 

 Subject matter 

 Members 

 Date, time and place 

 Reactions and counter reactions 

 Result 

 

Important role of leader : 

 To initiate discussion 

 To stimulate/motivate members to give ideas/views 

 To involve all members of the group 

 To summarize/conclude the discussion 
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Note to the Trainers : 

Group process Activity skills : 

 Groups become effective only when they pay attention to both what task they are doing and 

how they are doing - the process. Many groups mainly focus on the task and tend to ignore the 

process. This affects the effectiveness of the group in achieving its goal. In addition to task functions, 

if the maintenance functions are not paid adequate attention, the group may not perform well and 

find itself irreparably split. This may result in lack of cooperation, untapped potential, generation of 

poor output and the emergence of a feeling that time has been wasted. The unnecessary conflict 

often takes the group off in irrelevant directions that may have nothing to do with the task itself. 

There are specific functions that a group can perform which will increase the group's effectiveness. 

They are grouped into two categories of group maintenance and group task functions. A productive 

group Will have a healthy and conscious mix of functions at appropriate times. The trainer as a 

facilitator can play a very significant role in this regard. 

 

(a) Group Maintenance Functions : 

(i) Gate Keeping : Inviting others to talk, suggesting the limits or other procedures to permit wide 

participation, keeping talk flowing and avoiding domination of one individual. 

(ii) Mediation : Harmonizing, Conciliating differences in points of view, suggesting compromises and 

disagreeing comfortably. 

(iii) Listening : Going along with the group, being a good listener, demonstrating that other's 

statements are heard and avoiding inappropriate interruptions. 

(iv) Encouraging : being friendly, warm, and responsive through words or facial expressions and 

being supportive even when disagreeing. 

(v) Relieving Tension : Using humour and asking for a ‘cooling-off’ period. 

 

(b) Group Task Functions 

(i) Clarifying : Probing for meaning, defining terms, clearing up confusion and working to get the task 

clear 

(ii) Reaching Task Agreement : Discussing and deciding the best way to proceed with the task given 

the time constraints and agreeing on time/task management process. 

(iii) Focusing : Staying on target and avoiding topic jumping or going off tangentially. 

(iv) Seeking Useful Information : Asking for facts, opinions or belief and asking for feelings or values. 
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(v) Giving Useful Information : Offering facts or opinions, stating beliefs or ideas, making feelings 

known appropriately and making suggestions. 

(vi) Moving Towards Action : Reviewing, bringing related ideas together, restating suggestions and 

checking if group is ready to decide. 

 In-group-related activities, the learners' work in the group, needs to be carefully monitored 

after giving the task instructions. Monitoring here means keeping track of certain signals or clues, 

not directing or supervising their work. This gives us the necessary feedback to know that they are 

on target and proceeding appropriately. We must be attentive, but not interfering. After giving the 

task instructions, we should not turn off our attention or begin to study the notes. It is best not to 

walk out of the room while the group members are doing the task. Unless absolutely necessary, the 

assistance should not be given to the group while doing the task. When the group hasn't really 

understood the task instructions we have to offer some help and explain the task. We should also 

watch for noise level, verbal and non-verbal cues as important indicators of group working. At the 

same time, unnecessary interference may interrupt the group efforts. It may satisfy our curiosity, 

but it stops the group learning process. 

 Group problem-solving exercises are almost always ‘reality-based’. We should ensure that 

the learners see the activity as potentially useful to them and worth doing. They should be given 

enough time to get intellectually and emotionally involved. We should not impose our views on the 

group. Divergent thinking, different points of view and creative approaches should be encouraged. 

The group should be encouraged to explore various alternatives to solve the problem. We should 

have facilitation skills to prompt the group to move from one phase to another in the group 

development process, starting from the initial group orientation to the final task accomplishment 

phase.(Courtesy : Dr. R. P. Singh) 
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BRAIN-STORMING 

Dr. A.K.Bhattacharyya 

  Professor, EEI, Jorhat 

What is it? 

  At present brain-storming is the most extensively used training method in the 

training sessions. It is a group creative process used to generate alternative ideas and suggestions in 

response to a stated question or problem. 

 

Learning objectives: 

1. To create learning situation or climate. 

2. To select need-based learning areas/aspects. 

 

Components : 

 First and foremost is the trainer. He is expected to know the pros and cons of the 

method. He also has to know the learning input for which he is employing that method. The 

participants form another component of the method. The trainer should engaged one 

recorder to note all observations of the participants. The recorder forms the third 

component of the method. The theme of discussion is the fourth component. 

 

Sessions : 

 There are two sessions in a brain-storming method. First one is normally called the ‘Green 

session’ and the second one is the ‘Red session’. 

 In order to develop creativity, the participants should feel free to express their ideas, 

as the creative ideas may not get expressed because of the inhibition of the participants. 

Such an atmosphere is created in the green session where the participants are expected to 

express their ideas without thinking about the reactions of other to what they speak. 

 In the Red session, the ideas recorded are screened. Screening of ideas is essential to weed 

out the less important ones and finally select the highly creative, useful and significant ones. 

 

Advantages : 

1. It creates an atmosphere for free expression of ideas. 
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2. The method is advantageous when a problematic situation requires a solution for which no 

ready-made answer is available. 

3. It provides opportunity for generating creative ideas. 

4. It accommodates a heterogeneous population of participants, which creates 

formidable problem in other method like lecture. 

 

Limitations : 

1. The participants do not get exposed to a full-length presentation, which could enable the 

participants to comprehend certain things to develop their knowledge and ability for 

comprehension. 

2. The method has the limitation of basic requirement in the form of matured participants who 

can think critically and imaginating at a higher cognitive level. 

3. It is very difficult initially to confirm the participants that they remain conscious of 

what other would be thinking to what they say. 
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Note to the Trainers : 

 

Steps in Brain storming 

(i) State/introduce problem 

(ii) Clarify the doubts 

(iii) Select a basic statement & write it down 

(iv) Warming up session 

(v) Main discussion 

(vi) Last idea 

(vii) Wind up. 

 

Guidelines for Brain storming 

(i) Use suspend judgement technique. In this technique, the judgement is delayed, so that more 

ideas come on the subject. 

(ii) Free wheel: let the member be free to give any idea about the subject, even wildest idea may 

be given. 

(iii) Sufficient number of ideas should be invited by motivating members to contribute more. 

(iv) Cross-fertilization of ideas should be allowed, means counter reactions over any reactions 

should be allowed by the members to generate new ideas. 

(Courtesy : Dr. R. P. Singh) 
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Method Demonstration 

                                                                                                                   Dr. U. Barman 
                                                                                                                   Associate Professor, 
                                                                                                                   Dept of Extn Edn, AAU 
 
Method demonstration 

  It is a relatively short – time demonstration given before a group to show how to carry 

out an entirely new practice or an old practice in a better way. It is not concerned with proving the 

worth of a practice but how to do something; e.g.,seed treatment. It is definitely not an experiment 

or trial but a teaching effort. 

       The method demonstration is the oldest form of teaching long before language was 

developed, men taught their children how to hunt, how to cultivate etc., through method 

demonstration 

 

       A result demonstration is conducted by the farmer (demonstrator) under the supervision 

of the extension worker to prove that the recommended practice will work locally. Whereas the 

method demonstration is given by the extension worker himself or a trained leader for the purpose 

of teaching a skill to a group. 

     In the role of a skilled technician the extension worker shows the step-by-step procedure 

in the operation, explaining each succeeding step as he proceeds. The learners watch the process, 

listen to the oral explanation, and ask questions during, or at the close of the demonstration to clear 

up points about which there is uncertainty.  

     The members of the group repeat the demonstration in the presence of the others. This 

helps to fix the process in the minds of the audience and increases confidence in their ability to 

master the technique. 

 

Objectives or purposes 

1. To enable the people to acquire new skills. 

2. To enable people to improve upon their old skills. 

3. To make the learners do things more efficiently, by getting rid of defective practices. 

4. To save time, labour and annoyances and to increase satisfaction of learners. 

5. To give confidence to the people that a particular recommended practice is a practicable 

proposition in their own situation.  
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Procedure or steps to be followed 

1. Analyse the situation and determine the need: 

a) Determine that the subject-matter practice involves skills which need to be demonstrated to 

many people. 

b) Is the demonstration for new skills developed through research, or for old skills not being 

performed successfully? 

c) Is it suitable for visual presentation to a group? 

d) Can the demonstration be repeated satisfactorily by local leaders? 

e) Is the practice really important from the farmers view point? 

f) Can people afford to follow the practice? 

g) Are supplies and equipment available in sufficient quantities to permit wide- spread use of 

the practice? 

 

 2. Plan the demonstration in detail: 

a) Gather all the information about the practice. Familiarize yourself with the subject matter. 

Check on research findings. 

b) Talk over the problem with a few village leaders. Let the villagers help you plan the 

demonstration. Let them provide land and other requisites. 

c) Have a time table, depending on how much skill is required and how soon it is to be acquired. 

d) Have a job break-down or a demonstration outline giving the operations in logical steps. 

e) Identify the key points to be emphasized under each step. 

f) List out and select demonstration materials and equipment most likely to be available or 

readily obtainable 

g) Arrange for diagrams, directions, and other teaching materials to be distributed. 

h) Prepare kits of special material needed by local leaders if they are to repeat the 

demonstration. 

i) Make sure that the work place is properly arranged 

 

3. Rehearse the demonstration: 

a) Practice demonstration until you are thorough with all the steps and know exactly what you 

should say or do at each step, so that the operation can be performed in a manner to inspire 

confidence. 

b) Make sure steps and points will be clear from audience’s point of view. 
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c) Check time required, to make sure there is opportunity for audience’s questions and other 

expected participation 

 

4. Give the demonstration: 

a) Prior publicity should have been given about the place and time. 

b) Be at the spot early to check up equipment and material. 

c) Make physical arrangements so that all participants can have a good look at the 

demonstration and take part in the discussion 

d) Explain purpose, and how it is applicable to local problem. 

e) Find out what they already know about the practice. 

f) Show each operation slowly step by step, repeat where necessary. 

g) Use simple words to explain each step of the operation 

h) Make sure the audience can see and hear clearly. 

i) Emphasise key points and tell why they are important. 

j) Solicit questions at each step before going on to next step. 

k) Give opportunity to learners to practice the skill. 

l) Distribute supplemental teaching material (bulletins, leaflets etc.) pertaining to the 

demonstration. 

m) Summarise steps covered in demonstration. 

n) Get the names of participants who propose to adopt the practice. This helps follow – 

up. 

o) If demonstration is given before local leaders who will repeat it, emphasise teaching 

points to be made. Explain contents of demonstration kit. 

 

5. Follow – up: 

a) Give publicity on the demonstration through press, radio, meetings etc. 

b) Arrange for reports on number of, and attendance at demonstrations given by local 

leaders. 

c) Make a sample check to assess the extent of use of the skill, and satisfaction derived 

by those attending the method demonstration 
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Advantages 

1. Peculiarly suited in teaching skills to many people. 

2. Seeing, hearing, discussing and participating in a group stimulates interest and action. 

3. The costly ‘trial and error’ procedure is eliminated. 

4. Acquirement of skills is speeded. 

5.Builds confidence of extension worker in himself, and also confidence of the people in the 

extension teacher, if the demonstration is performed skilfully. 

6.Simple demonstrations readily lend themselves to repeated use by local leaders. 

7. Introduces changes of practice at low cost. 

8. Provides publicity material 

 

Limitations 

1. Suitable only for practices involving skills 

2.Needs good deal of preparation, equipment and skill on the part of extension worker. 

3. May require considerable equipment to be transported to the work place. 

4.Requires a certain amount of showmanship not possessed by some extension workers.  
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EXHIBITIONS 

                        Many times in the school, a department of the school or a class put up their work for 

showing it to the people outside the school, and such a show called exhibitions. The pieces of work 

done by the students for an exhibition are called exhibits. 

Requisites for exhibition: 

 The exhibition should have a central theme with a few sub themes to focus attention to a 

particular  concept 

 The exhibits should be clean , labeled properly 

 The concepts  of contrast  in color and size should be used  for lying out the exhibitions 

 The exhibits should be so placed so the most visitors , can see them 

 The place and exhibits should be well lighted 

 To capture attention and interest of visitors , both motion and sound  should be utilized 

 The exhibition should have some exhibits with operative mechanism such as switches, 

handles, to be operated by the visitors to observe some happenings. 

 The exhibition should include lot of demonstrations as they involve deeply the students and 

the visitors 

 The exhibition should be able to relate various subjects’ areas to provide integrated learning. 

 

Advantages: 

  Exhibitions inspire the students to learn by doing things themselves and they get a sense of 

involvement 

 Exhibitions give a sense of accomplishment and achievement 

 Exhibitions develop social skills of communication , cooperation, coordination 

 Exhibitions foster  better community relations and make community members  conscious 

about the school 

 Exhibitions couple information with pleasure 

 Exhibitions foster creativity. 

Disadvantages: 

 Requires thorough preparation 

 Time consuming 

 Require funds or budget. 
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Non-projected visual aids 

 

 All learning is through the senses. The more senses are brought into use, the more effective 

is the learning; 97 percent of learning is achieved through simultaneous appeal to the eye and ear. It 

is because of this that we should make use of audiovisual aids in training. 

 Effective use of audiovisual aids can be included in any sort of presentation. Charts, slides, 

videos, overhead transparencies and films can be used to add interest as well as supplement verbal 

explanations. 

 Proper use of instructional aids saves time, adds interest, helps trainees learn and makes 

your job easier. But remember that aids to training are aids only. They are not substitutes for 

training. 

 Trainers should use training aids to supplement their training rather than to replace all or 

part of it. 

 

Some of the non projected A.V. aids are: 

I. GRAPHIC AIDS: 

                         It is a combination of graphic and pictorial material designed for the orderly and logical 

visualizing of relationships between key facts and ideas ex: comparisons, relative amounts 

developments, processes, classification or organization. It includes the following 

1. CHARTS 

  These visual symbols used for summarizing, comparing, contrasting or performing other 

services in explaining subject matter. A chart is a combination of pictorial, graphic, numerical or 

vertical material, which presents a clear summary. 

Definition: 

Chart is defined as a visual aid which depicts pictorial and written key information in systematic way 

to summarize, compare, ex: anatomical charts and figure, diagrams etc. 

Purposes: 

 To visualize an item, it is otherwise difficult to explain only in words. 

 To highlight important points. 

 To provide outline for materials covered in presentation. 

 To show continuity in process. 

 For creating problems and stimulating thinking. 
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 For showing development of structure. 

Types of charts: 

a. Narrative chart: Arrangement of facts and ideas for expressing the events in the process or 

development of a significant issue to its point of resolution or we can show an improvement over 

a period of years. 

b. The cause and effective chart: Arrangement of facts and ideas for expressing the relationship 

between rights and responsibilities or between a complex of conditions and change or conflict. 

c. The chain chart: arrangement of facts and ideas for expressing transitions or cycles. 

d. The evolution chart: facts and ideas for expressing changes in specific items from beginning data 

and its projections in to future. 

e.  Strip tease chart: it enables speaker to present the information step by:          

 It increases the interest and imagination of the audience. The information on the chart is 

covered with thin paper strips to which it has been applied either by wax, tape or sticky 

substance or pins. 

 As the speaker wishes to visually reinforce a point with words or symbols, he removes the 

appropriate strip or paper. It produces interest. 

 It increases learning and aids recall. 

f. Pull chart: it consists of written messages which are hidden by strips of thick paper. The message 

can be shown to the viewer, one after another by6 pulling out the concealing strips. 

g. Flow chart: diagrams used to show organizational elements or administrative or functional 

relationships. In this chart lines, rectangles, circles, are connected by lines showing the directional 

flow. 

h. Tabulation chart:  it shows the schedule of an activity or of an individual ex: time-table of a class. 

These are very valuable aid in the teaching situation where breakdown of a fact or a statement is 

to be listed. Also it is a useful aid for showing points of comparison, distinction, and contrasts 

between two or more things. While making the table charts the following points must be kept in 

the mind. 

 The chart should be 50 X 75 cm or more in size. 

 The chart should be captioned in bold letters. 

 The vertical columns should be filled in short phrases rather than complete sentences. 

i. Flip chart: a set of charts related to specific topic have been tagged together and hang on a 

supporting stand. The individual charts will carry a series of related materials or messages in 

sequence. The silent points of specific topic will be presented. 

f.  

g.  h.  
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j. Pie chart: a circle will be drawn and divisions will be made into different sections, each section 

will be coded differently and code key will be given at right corner of the chart as legend. The 

circumference is divided into suitable sections. It is relevant for showing the component part 

 

2. FLASH CARDS 

Definition:  

“Flash cards are a set of pictured paper cards of varying sizes that are flashed one by one in a logical 

sequence.” 

‘’Flash cards can be self made or commercially prepared and are made up of chart or drawing paper, 

plane paper using colors or ink on them for drawings.’ 

 

Purposes: 

1.      To teach the students. 

2.      To give health education. 

3.      Useful for small group. 

4.      Used in group discussions. 

 

Principles: 

 The messages can be brief, simple line drawing or photographs, cartoons and the content 

will be written in few lines at the back of the each card. 

 10” X 12” or 22” X 28” is commonly used size. 

 10-12 cards for one talk can be used. It should not be less than 3 and more than 20 

 Prepare a picture for each idea which will give visual impact to the idea. 

 The height of writing on the flash card is to be approximately 5cm for better visualization. 

 

Using the flashcards: 

            The following steps are used while displaying flash cards. 

 Give brief introduction about the lesson. 

 Give instructions to participants about their actions while you flash the cards. 

 Flash the card in front of the class by holding it high with both hands so that all the 

Participants  can see it. 

 Let the student respond as per instructions already given. 

 Review the lesson by selectively using flash cards.  
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Advantages: 

 Flash cards can be used to introduce and present topics. 

 It can be used to apply information already gained by students to new situations 

 It can be used to review a topic. 

 Can be used for drill and practice in elementary classes 

 To develop the cognitive abilities of recognition and recall of students. 

 It can work as a useful supplementary aid and can be effectively used with other material. 

 

Disadvantages: 

 Cannot be used for a large group 

 Prone to get spoiled soon 

 Preparation is time consuming. 

                                                  

3. POSTERS 

  “Posters are the graphic aids with short quick and typical messages with attention capturing 

paintings.” 

 

Purposes: 

 To provide general motivation. 

 To create an esthetic or atmospheric effect. 

 To communicate a more general idea. To thrust the message for leading to action. 

 For the class room and community. 

 

Preparation and rules: 

 To do a special job. 

 To promote one point. 

 To support local demonstration. 

 Planned for specified people 

 Tell the message at single glance. 

 Use bold letters. 

 Use pleasing colors... 

 It should place, where people pass or gather. 

 

 



Methods and Tools for effectiveness of Training Programme 
 

EEI(NE Region), AAU, Jorhat 40 

 

Features of a good poster: 

Brevity: message should be concise 

Simplicity: message should be easily understandable  

Idea: should base on single idea and it should be relevant. 

Color: suitable color and combination should be used to make the poster attractive and eye 

catching. 

Display: while displaying one should be sure to find a place where there is ad4equate light and 

where the larger population will see it. 

 

Advantages: 

 It attracts attention. 

 It conveys the message very quickly. 

 It does not require a detailed study. 

 Good poster leads to action with good motivation 

 It can stand alone and is self explanatory. 

 

Disadvantages: 

 Poster does not always give enough information 

 When a poster is seen for longer time it may not attractive. So it should be dynamic 

 

4. GRAPHS 

Definition: 

   Graphs are the visual teaching aids for presenting statistical data and contrasting the trends 

or changes of certain attributes. 

 

Method of preparation: 

 Before making the bar chart makes a rough sketch of it in a note book. 

 For drawing the bar graph use the chart paper of 50x 72 cm size. 

 Use two different color shades for the two contrasting groups. 

 The bars should be equi-spaced. 

 Write the key to the bar graph in a box on the right hand side corner of the chart paper. 

 Numbers specifying the magnitude of the bars should be on the top on the bars. 
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TYPES: 

Pie graph:  

 These are called as circle diagram. The data are presented thorough the sections of portions 

of a circle. 

 In determining the circumference of a circle we have to take in to consideration a quantity 

known as pie. 

 The surface area of a circle is to cover 360 degree. 

 The total frequencies or value us equated to 360 degree and then the angles corresponding 

to component parts are calculated. 

 After determining their angle, the required sectors in the circle are drawn. 

 

Bar graph: 

 The graphic presentation extends the scale horizontally along the length of bars. Each bar 

must be of the same width, height of the bar over a period represents the corresponding time of the 

variable. Graphs are available in 2 forms that is vertical and horizontal 

 

Line graph: 

 To show the trends and relationships ex: single line shows the relation and the variation in 

the quantity. Quantitative data are plotted or when the data is continuous. The concepts are 

represented with the help of lines drawn either horizontally or vertically. The plotted points are 

connected to one another, instead of the base thus producing the curve. 

 

Pictorial graph: 

 It is an out standing method of graphic representation. Pictures are used for the expression 

of ideal; they are more attractive and easily understood. Vivid pictures will be used to create rapid 

association with the graphic message; each visual symbol may be used to indicate quantity. 

 

5. MAPS 

Definition: 

 A map is a graphic aid representing the proportionately as a diagram, the surface of the 

earth, world or parts there of. It conveys the message by lines, symbols, words and colors. 

 

Types of maps: 

Political maps: these maps show political divisions of the world, a continent, a nation. 
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Physical maps: shows the physical contour of a place, area, and region. 

Relief maps: it shows the actual elevations and depressions in a place, area, and region. 

Weather maps: shows the amount of rains, temperature extremes, humidity in an area, region 

country. 

Population maps: shows the distribution of population in various parts of region, country. 

Picture or tourist maps: shows historical spots monumental sites.etc. 

Road maps: shows the roads of a region connecting various parts and points together. 

Railway maps: shows the railway links between various points. 

Air maps: shows the air routes between various points. 

Sea root maps: shows the sea routes between various sea ports 

 

 

6. 3- DIMENTIONAL AIDS 

MODELS: A model is a recognizable representation of a real thing three dimensionally, that is height, 

width, and depth is felt as reality.   

Types of models: 

1.   Solid models: it is the replica of an original thing made with some suitable material like clay, 

plaster of Paris, wood, iron etc. to show the external parts of the things. Ex: globe, clay model of 

human and animal. 

2.   Cutaway and x-ray models: are the replicas of the original things to show internal parts of a 

thing. Cross sectional models are difficult to make in the class room or institutions as they require 

expertise to construct them. Ex: cross sectional model of human body. 

3.   Working models: these models are either actual working things or their miniature replicas.  For 

illustrating an operation. Ex: a motor, a generator. 

4.   Sand models: made by using sand, clay, saw dust, ex: a tribal village, a forest area. 

 

Advantages: 

 Models heighten reality of things and make learning direct and meaningful as they are three 

dimensional. 

 Models illustrate the application side of certain principles and laws. 

 Models explain the complex and intricate operations in a simplified way and thus make 

 comprehension easier. 

 Models are lasting and ultimately work out to be cheaper teaching aids. 
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 Still models are easy to make with the help of discarded materials like empty boxes, pins, 

clips, nails, and clay. 

 Models are to reasonable size and convenient to handle. 

 Models involve the use of all the five senses and thus make learning effective. 

 

Limitations: 

 It requires expertise to make. 

 Time consuming. 

 Some of the models may be very expensive. 

 

OBJECTS AND SPECIMENS 

Definition: 

                      A collection of real things for instructional use refers to objects. A specimen is a sample 

of the real object or a material. 

 Using objects and specimens: while using the specimen and objects as teaching aids, a 

teacher must keep the following points in her/his mind. 

 Plan your teaching with certain simple and direct observations of the object or specimen 

being referred to. 

 Ask questions from the students to elicit more details of the features of the object or 

specimen under observation. 

 Clarify and emphasize important structural details of the object or specimen under 

observation 

 Provide review and practice to make learning permanent. 

 

Sources of objects and specimens: 

 Local markets 

 Manufacturers and factories 

 Discarded material from  the houses 

 Specimen found in the nature can be collected by students from field trips and nature hunt 

 Plasters casts can be purchased 

 Wild flowers, leaves shells, stones butterflies moths, insects can also be procured. 

 

Mounting the objects and specimens: 
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                    Objects and specimens should be mounted in shallow boxes in an artistic way and the 

boxes should be covered with cellophane paper. Also label each object or specimen using self 

adhesive paper. 

Advantages of objects and specimens: 

 Collection of objects and specimens by students requires interaction with others leading to 

development of social skills and values. 

 Students when collect and display objects and specimens derive satisfaction of contributing 

to the school and teacher something worthwhile. 

 Student’s power of observation and first hand experiences is enhanced by collection of 

objects and specimens. 

 Student’s personal collection of objects and specimens can be good source of doing 

investigatory projects. 

 Collection of objects and specimens become an interesting educational pursuit of the 

teacher and students alike. 

 It arouse some interest among students in learning 

 Objects and specimens involve all the five senses in the process of learning 

 It heighten the reality in the class room 

 It makes teaching lively. 
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Participatory lecture 

 

 Lectures often enhances both presentation of the material and students’ learning when 

students are able to participate in some way. When students engage actively with material, they 

generally understand it better and remember it longer. If you decide to invite student participation 

in lectures, consider beginning with the very first lecture, when norms and expectations for class are 

being established. 

Beginning the lecture  

1. Begin the course or the lecture with a question or questions which help you to understand what 

students are thinking.  

2. Create an atmosphere that encourages student participation by using a conversational tone and 

not criticizing student questions or comments in front of the class. Students take a risk when they 

talk; you need to deal tactfully with their contributions. Your body language also influences student 

participation. Consider moving closer to the students rather than speaking from behind the podium.  

3. If you want students to talk, look at them (Eye contact).  

4. When a student asks a question, instead of answering yourself, ask for an answer from other 

members of the class. In a large group, always repeat a question or paraphrase a response before 

going on, so that all students can hear and understand. 

5. Ask questions throughout the lecture, so that the lecture becomes more of a conversation. 

Generally, questions are more evocative if you are not looking for one right answer.  

6. Pause in the lecture after making a major point. 

7. To vary the traditional lecture format, ask students, by section, to make presentations, do role 

plays, illustrate a position dramatically, debate a point.  

8. Stop the lecture and ask students to write for one or two minutes in response to a particular 

question. Then ask them to discuss the question.  

9. Form groups for an activity then let students go to the board to write the results of work in a small 

group. Groups can go to the board (preferable to asking one student at a time to be at the front of 

the room) and a spokesperson can present the group's ideas. 

 

Closing the lecture 

10. Allow time for questions at the end of the lecture. Ask if students would like to have a point 

clarified. Stay late to answer questions and engage in discussion with students. 
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Trainers’ checklist for organizing training programme 
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Tips for creating an effective presentation 

TIP DETAILS 

Minimize the number of 
slides. 

To maintain a clear message and to keep your audience 
attentive and interested, keep the number of slides in your 
presentation to a minimum. 

Choose a font style that 
your audience can read 
from a distance. 

Choosing the right font style. Avoid narrow fonts, such as Arial 
Narrow, and avoid fonts that include fancy edges, such as 
Times. 
 

Choose a font size that 
your audience can read 
from a distance. 

Choosing the right font size helps to get your message across. 

 NOTE   The following measurements indicate the size of a font 

on your computer screen, not projected on a screen for your 
audience in full screen mode. To enable full screen mode, on 
the View tab, in the Presentation Views group, click Slide 
Show. 
A one-inch letter is readable from 10 feet. 
A two-inch letter is readable from 20 feet. 
A three-inch letter is readable from 30 feet. 

Keep your text simple by 
using bullet points or 
short sentences. 

Use bullets or short sentences, and try to keep each to one 
line; that is, without text wrapping. 
You want your audience to listen to you present your 
information, rather than read the screen. 
Some projectors crop slides at the edges, so long sentences 
may be cropped. 
You can remove articles such as "a" and "the" to help reduce 
the word count on a line. 

Use art to help convey 
your message. 

Use graphics to help tell your story. Don't overwhelm your 
audience by adding too many graphics to a slide, however. 

Make labels for charts 
and graphs 
understandable. 

Use only enough text to make label elements in a chart or 
graph comprehensible. 

Make slide backgrounds 
subtle and keep them 
consistent. 

Choose an appealing, consistent template or theme that is not 
too eye-catching. You don't want the background or design to 
detract from your message. 
For more information about using themes, see Apply a theme 
to your presentation. 

Use high contrast 
between background 
color and text color. 

Themes automatically set the contrast between a light 
background with dark colored text or dark background with 
light colored text. 
To learn more about how you can use themes to automatically 
set a visually satisfying contrast level, see All about themes, 
Quick Styles, cell styles, and background styles. 

Check the spelling and 
grammar. 

To earn and maintain the respect of your audience, always 
check the spelling and grammar in your presentation. 
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Tips for delivering an effective presentation 

TIP DETAILS 

Show up early and verify that 
your equipment works properly. 

Make sure that all equipment is connected and running. 

Don't assume that your 
presentation will work fine on 
another computer. 

Disk failures, software version mismatches, lack of disk 
space, low memory, and many other factors can ruin a 
presentation. 
If the computer that you plan to give your presentation on 
does not belong to you, make sure that it has adequate disk 
space so that you don't have to present from a CD. 
Turn off screen savers, and make sure that you have the 
appropriate files and versions of software that you need, 
including Microsoft Office PowerPoint. 
To ensure all files are accounted for when you copy them to 
a CD or network drive and carry them to your presentation 
location, see Copy a presentation to a CD, network, or local 
disk drive. 

Verify that the projector's 
resolution is the same as the 
computer on which you created 
your presentation. 

If the resolutions don't match, your slides may be cropped, 
or other display problems can occur. 

Turn your screen saver off Keep your audience focused on the content of your 
presentation. 

Check all colours on a projection 
screen before giving the actual 
presentation. 

The colours may project differently than what appears on 
your monitor. 

Ask your audience to hold 
questions until the end. 

Questions are an excellent indicator that people are 
engaged by your subject matter and presentation skills. But 
if you save questions until the end of the presentation, you 
will get through your material uninterrupted. Also, early 
questions are often answered by ensuing slides and 
commentary. 

Avoid moving the pointer 
unconsciously. 

When you are not using the pointer, remove your hand 
from the mouse. This helps to stop you from moving the 
pointer unconsiously, which can be distracting. 

Do not read the presentation. Practice the presentation so that you can speak from bullet 
points. The text should be a cue for the presenter rather 
than the full message for the audience. 

Stay on time. If you plan a certain amount of time for your presentation, 
do not go over. If there is no time limit, take less time rather 
than more to ensure that people stay engaged. 

Monitor your audience's 
behavior. 

Each time that you deliver a presentation, monitor your 
audience's behavior. If you observe people focusing on your 
slides, the slides may contain too much data or be confusing 
or distracting in some other way. Use the information you 
learn each time to improve your future presentations. 
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Tips of Success story writing 

 

Success Story writing for CIGs  

   Success story is a simple description of a program’s Progress, Achievements 

and Lessons learned. Success stories can be as short as a few paragraphs or as long as 10 

pages.  

The 4 “Knows” of Success Stories 

1. Know what information you want to tell 

2. Know your audience 

3. Know to tailor your message to your audience 

4. Know your story 

Tips for writing success story 

• Find out achiever (s) 

• Know about success broadly  

• Set your purpose of writing the story :  

 - Why to write  

 - For whom to write  

 - What for to write   

• Decide where to publish or use 

• Gather information with researcher’s spirit  

• Decide on headings and sub-headings  

• Now-Before – After is a popular sequence to follow in writing  

• Follow journalistic writing principles and practices  

Writing success story on Extension/Development Programme 

 Describes positive changes brought by the programme and shows how that change 

benefits the people  

 The story may be about an entire program or part of a program  
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What goes into a such a success story? 

 

Situation 

 Tell what started the program  

 What problem, issue or concern needed addressing?  

Response: we have taken into consideration of the followings 

Inputs: staff, funding, volunteers, research, expertise 

Outputs: activities like teaching, facilitation and products and   

 material outputs   

People reached: number of people and demographics 

  Partnerships and funding sources 

Extension’s contribution 

Results 

 Use quantitative and qualitative data 

 Describe outcomes in terms of both value or meaning 

 Who benefited and how?  

 What resulted? 

Evidence 

 What’s the evidence? 

 Briefly describe how you evaluated the program to attain the reported evidence. 

 Include the data collection methods  

 Create an emotional hook whether success story or feature article  

 Good stories/article cuts through cutters and connects to people’s heart opening 

their mind to writer’s point of view  

Situation Response Results Evidence 
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COMPONENTS OF SUCCESS STORY  

 

Lead  

 The lead is the beginning, the most important structural element of a story 

 It is ideally 20-25 words in length  

Characteristics of lead 

 must be accurate, short and crisp 

 should reflect the mood of the story 

Example of lead 

       “Small step for man, but a giant leap for mankind."  

Body 

 Mere description of the fact with figures and photographs  

 Generally consist not less than 2/3rd of the success story 

Characteristics of body 

 must be descriptive, elaborate and informative 

 should reflect the reality with data , figures and photographs  

Conclusion  

 Last part of the story 

 Describe outcomes in terms of both value or meaning 

Characteristics of conclusion 

 Must reflect the relevancy of the story in other’s situation 

 Should motivate  for implications with necessary suggestions  

LEAD 

BODY 

CONCLUSION 
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Success story formatting features: 

 Times New Roman, 12 point   

 Single space within paragraphs, double space between paragraphs  

 Left justify headers and text  

 Bold headers  

 1.5-inch margins  

 Short paragraphs and active tense  

 Names, not like “this agent”  

 Avoid bullets, special fonts or features since they may not transfer to the  

 

 


