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Our President is believer of Jim Rohn quote  

ȰDiscipline is ÔÈÅ ÂÒÉÄÇÅ ÂÅÔ×ÅÅÎ ÇÏÁÌÓ ÁÎÄ ÁÃÃÏÍÐÌÉÓÈÍÅÎÔȱȢ  



 

Prologue  

This Guide is based on applicable policy of BLDE Association, Pharmacy Council of India 

(PCI), All India Council for Technical Education (AICTE) and Rajiv Gandhi University of 

Health Sciences (RGUHS) Karnataka regulations as they pertain to conduct various courses 

ÉÎ 0ÈÁÒÍÁÃÙ ÁÔ ",$%!ȭÓ Sri Sanganabasava Mahaswamiji College of Pharmacy and Research 

Centre, Vijayapur. 

 

Foreword  

 

As an initiative by IQAC, ",$%!ȭÓ #/0 ÉÓ ÂÒÉÎÇÉÎÇ ÏÕÔ Á ÓÅÔ ÏÆ ÇÕÉÄÉÎÇ ÐÒÉnciples, directions 

in accordance with Ȱ3ÔÁÎÄÁÒÄ /ÐÅÒÁÔÉÎÇ 0ÒÏÃÅÄÕÒÅȱ ɉ3/0Ɋ laid by BLDEA management 

for standardization of its functioning. In this direction, the Institute undertook constituting 

guiding principles for internal control. These measures are called Ȱ3ÔÁÎÄÁÒÄ /ÐÅÒÁÔÉÎÇ 

Procedure sȱ so as to bring sustainability in process and achieve excellence in the conduct 

of course/training programmes. 

 

We thank all faculty and staff of Institute for helping us in the preparation of Ȱ3ÔÁÎÄÁÒÄ 

Operating Procedure s. It is hoped that S.O.P. will help in proper utilization of resources 

available. We thank Management who has rendered their whole hearted support in bringing 

Ȱ3ÔÁÎÄÁÒÄ /ÐÅÒÁÔÉÎÇ 0ÒÏÃÅÄÕÒÅsȱ to this shape. We hope this ȰStandard Operating 

Procedureȱ ×ÏÕÌÄ ÂÒÉÎÇ ÑÕÁÌÉÔÙ ÉÎ ×ÏÒË ÃÕÌÔÕÒÅ ÏÆ )ÎÓÔÉÔÕÔÉÏÎÓȢ )Ô ×ÏÕÌÄ ÌÅÁd the faculty 

members and other concerned staffs, as a guiding factor, in efficient and smooth conduct of 

programmes with the desired quality leading to effective delivery. 

 

This Standard Operating Procedure is intended to be a dynamic and useful document. We 

welcome your comments about the contents and structure. If you have suggestions on how 

to improve the document, please send your suggestions to Coordinator or e-mail us your 

comments. 

 

Prepared and Revised by  

Dr C C Patil 

 

Chief Coordinator Administration and Budget & Finance Committee 

Dr Gaviraj E N Chief Coordinator Research Review Committee 

Dr. B Shivakumar Chief Coordinator Academic, Disciplinary and Internal Complaint Committee 

Dr. S. M. Biradar Chief Coordinator Internal Quality Affairs Committee 

Dr Shivakumar Hugar Chief Coordinator Anti-Ragging and Students Grievances Redressal 

Committee 

Dr. S. Z. Inamdar Chief Coordinator CPETS Committee 

Miss. Hasti. Kenia SPOC 

 

 



 

Endorsement by the Principal  

 Indeed it is an appreciable work that, our faculty members have taken tremendous 

effort in framing guiding principles for all activities that one institute conduct them 

routinely . If these activities conducted by adopted these standard procedures, it would give 

in great success and best results. I sincerely thank all our faculty members for their 

involvement and effort in preparing this valuable document.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Dr. R. B. Kotnal 

Principal 
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1. INTRODUCTION 

 

1.1 Objectives 

i To set certain guiding principles for smooth conduct of course(s) 

ii To bring discipline among working culture 

iii To plan and execute the programme to achieve set goals 

iv ¢ƻ ƛƳǇƭŜƳŜƴǘ ŜŦŦŜŎǘǳŀƭ ƳŜŀǎǳǊŜǎ ŦƻǊ ǎǘǊŜƴƎǘƘŜƴƛƴƎ ƛƴǎǘƛǘǳǘŜΩǎ ŎŀǇŀōƛƭƛǘƛŜǎ  

 

1.2 Purpose of Manual 

BLDE Association is striving to bring changes in the ways of its functioning. It lays emphasis on 

systematic conduct of courses/programmes to achieve qualitative improvement. The S.O.P 

prepared by .[59!Ωǎ /ht Ŏŀƴ ōŜ ǳǎŜŘ as set of guiding principles, directions, as ά{ǘŀƴŘŀǊŘ 

hǇŜǊŀǘƛƴƎ tǊƻŎŜŘǳǊŜέ ό{htύ for standardization of its functioning. In this direction, the Institute 

undertook the measures required for evolving ά{ǘŀƴŘŀǊŘ hǇŜǊŀǘƛƴƎ tǊƻŎŜŘǳǊŜέ so as to achieve 

the quality and excellence in the conduct of courses/training programmes. 
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2. GUIDELINE FOR TAKING ADMISSION FOR VARIOUS COURSES IN THE INSTITUTE 

 

a Common Admission Policies 

The admission policies for taking admission to courses offered by Shri Sanganabasava 

Mahaswamiji College of Pharmacy (SSM COP), Vijayapur are as follows. 

i Call for admission to D. Pharm., B. Pharm., M. Pharm., Pharm. D., Pharm. D (PB), and 

direct B. Pharm. II year is publicized through leading news papers, local cable TV 

operators in the month of March/April every year. 

ii The academic year for D. Pharm. is 1st June to 31st May. 

iii The academic year for other courses is 1st August to 31st July 

iv The academic session for 1st, 3rd, 5th & 7th Semester is August to January and 2nd, 4th, 6th & 

8th Semester is February to July. 

v Application forms can be obtained by paying prescribed application fee through DD/cash 

or application can be downloaded through college website www.bldeascop.ac.in   

vi Merit list will be prepared and call letter will be sent to eligible candidates for documents 

verification 

vii Once candidate found eligible, he/she is permitted to take admission for the course 

which he/she opted in the application form. 

viii Note: The admission of the candidates is based on the merit of the qualifying exam or 

first-come-first basis. The discretion of the head of the institute or management for taking 

admission is based on the circumstances prevailing in the effective academic year. 

 

b Admission Procedure  

 

2.b.1 Admission to Diploma in Pharmacy (D. Pharm) course 

Eligibility: Minimum qualification for admission to Diploma in Pharmacy Part-I course, 

Passed in any of the following examinations with Physics, Chemistry and Biology or Mathematics: 

i Intermediate examination in Science; 

ii The first year of the three year degree course in Science, 

iii 10+2 examination (academic stream) in Science. Any other qualification approved by the 

Pharmacy Council of India as equivalent to any of the above examination. [Provided that 

there shall be reservation of seats for Scheduled Caste and Scheduled Tribes candidates 

in accordance with the instructions issued by the Central Govt. /State Govts. /Union 

Territory Admns. as the case may be from time to time] 

 

2.b.2  Admission to Bachelor in Pharmacy (B. Pharm.) course 

Eligibility: Minimum qualification for admission to B. Pharm 1st Yearς  

Passed in any of the following examinations:  

i Candidate shall have passed 10+2 examination with 45% (OBC & GM) and 40% (SC, ST) in 

any of the following examinations with Physics, Chemistry and Biology or Mathematics 

conducted by the respective state/central government authorities recognized as 

equivalent to 10+2 examination by the Association of Indian Universities (AIU) with 

English as one of the subjects and Physics, Chemistry, Mathematics/Biology as optional 

http://www.bldeascop.ac.in/
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ǎǳōƧŜŎǘǎ ƛƴŘƛǾƛŘǳŀƭƭȅΦ άIƻǿŜǾŜǊΣ ǘƘŜ ǎǘǳŘŜƴǘǎ ǇƻǎǎŜǎǎƛƴƎ млҌн ǉǳŀƭƛŦƛŎŀǘƛƻƴ ŦǊƻƳ ƴƻƴ-

formal and non-class rooms based schooling such as National Institute of Open 

Schooling; open school systems of States etc. shall not be eligible for admission to B. 

Pharm. /ƻǳǊǎŜΦέ  

 

ii Any other qualification approved by the Pharmacy Council of India as equivalent to any of 

the above examinations. Provided that a student should complete the age of 17 years on 

or before 31st December of the year of admission to the course. Provided that there shall 

be reservation of seats for the students belonging to the Scheduled Castes, Scheduled 

Tribes and other Backward Classes in accordance with the instructions issued by the 

Central Government/State Government/Union Territory Administration as in  case from 

time to time.  

 

2.b.3 Admission to B. Pharm. (Lateral entry) course 

Eligibility: Minimum qualification for admission to B. Pharm 2nd Year 

Passed in the following examinations:  

i D. Pharm. course from an institution approved by the Pharmacy Council of India under 

section 12 of the Pharmacy Act.  Number of admissions in B. Pharm. course shall be as 

prescribed by the Pharmacy Council of India from time to time.  

 

2.b.4 Admission to M. Pharm (All branches) course  

Eligibility: Minimum qualification for admission to M. Pharm. (Part-I) programme ς Passed in the 

following examinations:  

i B. Pharm. degree examination of an Indian University established by law in India from an 

institution approved by Pharmacy Council of India and has scored not less than 55% of 

the maximum marks (aggregate of four years of B. Pharm.). Provided that ς i) there shall 

be reservation of seats for the students belonging to the Scheduled Castes, Scheduled 

Tribes and Other Backward Classes in accordance with the instructions issued by the 

Central Government/State Government/Union Territory Administration, as the case may 

be, from time to time.  

ii For SC/ST candidates the prescribed percentage of marks will be 50% of the maximum 

marks (aggregate of four years of B. Pharm.).  

iii Every student, selected for admission to postgraduate pharmacy course in any of the 

pharmacy institution in the country should have obtained Registration with the State 

Pharmacy Council or should obtain the same within one month from the date of his/her 

admission, failing which the admission of the candidate shall be cancelled. 

 

2.b.5 Admission to Pharm. D course 

Eligibility: Minimum qualification for admission to Pharm. D. Part-I Course ς   

Passed in any of the following examinations: 

i 10+2 examination with Physics and Chemistry as compulsory subjects along with one of 

the following subjects: Mathematics or Biology.  
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ii A pass in D. Pharm. course from an institution approved by the Pharmacy Council of India 

under section 12 of the Pharmacy Act.  

iii Any other qualification approved by the Pharmacy Council of India as equivalent to any of 

the above examinations.  

iv Provided that a student should complete the age of 17 years on or before 31st December 

of the year of admission to the course. Provided that there shall be reservation of seats 

for the students belonging to the SC/ST and other Backward Classes in accordance with 

the instructions issued by the Central Government/State Government/Union Territory 

Administration as in case from time to time.  

 

2.b.6 Admission to Pharm. D. (Post Baccalaureate) course: 

Eligibility: Minimum qualification for admission to,  

i Student should be qualified in B. Pharm. from an institution approved by the Pharmacy 

Council of India under section 12 of the Pharmacy Act.  

ii Provided that there shall be reservation of seats for the students belonging to the 

Scheduled Castes, Scheduled Tribes and other Backward Classes in accordance with the 

instructions issued by the Central Government/State Government/Union Territory 

Administration as in case from time to time. 

 

2.b.7 Admission to Doctor of Philosophy (Ph. D) course 

Eligibility for entrance test: A candidate who fulfills the following criteria shall be eligible to 

appear for the Entrance Test,  

i He/  She should be the citizen of India. 

ii He/  She has studied and passed in the courses leading to the award of PG degree in 

respective branches recognized by respective councils and Government of India and 

affiliated to any University established by Law  

Eligibility for admission: Minimum qualification for admission in Ph. D courses 

i The candidate should complete his/her post graduate degree in respective branch is 

eligible for that branch/subject only. 

 

c Examination (Assessment) Procedure 

2.c.1 Class Tests: 

i Ψ/ƭŀǎǎ ¢ŜǎǘǎΩ ό/¢ύ ǎƘƻǳƭŘ ōŜ ŎƻƴŘǳŎǘŜŘ ōŜŦƻǊŜ ǘƘŜ ŎƻƳƳencement of every Sessional 

examination for all classes.  

ii CT should be in the form of objective type or subjective type or both as the case may be. 

The maximum marks for CT should be twenty. 

iii  If a student scores less than 50% of marks in CT, remedial classes should be arranged 

before attending sessional examinations and proper documents should be produced as 

and when required. 
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2.c.2 Internal Assessment:  

i There shall be three Sessional examinations for all D. Pharm and Pharm. D. courses. Two 

Sessional examinations for B. Pharm and M. Pharm. courses. The schedule of exams will 

be notified time to time through calendar of events. 

ii Award of Sessional marks and mŀƛƴǘŜƴŀƴŎŜ ƻŦ ǊŜŎƻǊŘǎΦφ  

a. A regular record of both theory and practical class work and examinations conducted in 

an institution imparting for the above course, shall be maintained for each student in the 

institution and 30 marks for each theory and 30 marks for each practical subject shall be 

allotted as Sessional marks. 

b. There shall be at least two periodic Sessional examinations during each academic year 

and the highest aggregate of any two performances shall form the basis of calculating 

Sessional marks. 

c. The Sessional marks in praŎǘƛŎŀƭΩǎ ǎƘŀƭƭ ōŜ ŀƭlotted on the following basis: 

¶ Actual performance in the Sessional examination (20 marks) 

¶ Day to day assessment in the practical class work, promptness, viva-voce record 

maintenance, etc. (10 marks). 

 

2.c.3 University Examination: 

Should follow guidelines and procedures of Rajiv Gandhi University of Health Sciences  
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3. GUIDELINES FOR TEACHERS TO CONDUCT COURSES 

3.1 Guidelines to prepare course file 

The contents of the course file include syllabus, history of subject, about subject handlers, pass 

percentage, batch and number of students, subject time table, lesson plan, lesson notes, question bank 

which includes previous university question papers and expected important questions, tutorial questions, 

question papers of internal test, series test and model exam question papers and their answer keys, 

series test/ internal test/ model exam marks, sample test and exam papers, assignment topics and 

ǇŀǇŜǊǎΣ ²ŜŜƪƭȅ ǿƻǊƪ ƭƻŀŘΣ ǇǊŜǾŜƴǘƛǾŜ ϧ ŎƻǊǊŜŎǘƛǾŜ ŀŎǘƛƻƴǎ ŀƴŘ tt¢ ǎƘŜŜǘǎ ϧ /5Ωǎ ŎƻƴǘŀƛƴƛƴƎ ǎoftcopy of 

all the relevant details like question bank, lecture notes, e-book etc. Course files are periodically updated 

and verified by the head of the department to ensure that the course content and coverage is towards 

the attainment of programme outcome. 

3.2 Guidelines to design student centered learning 

In arguing on a learning style that has significance for the individual, Carl Rogers describes whole-person 

learning, being the goal of Student-Centered Teaching, as "Significant learning combines the logical and 

the intuitive, the intellect and the feelings, the concept and the experience, the idea and the meaningέ.  

When we learn in that way, we are whole, utilizing all our masculine and feminine capacities. In this 

spirit, Student-Centered Teaching can be characterized by the following goals: 

¶ A climate of trust in which curiosity and the natural desire to learn can be nourished and 

enhanced. 

¶ A participatory mode of decision-making in all aspects of learning in which students, teachers, 

and administrators have their part. 

¶ Helping students to achieve results they appreciate and consider worthwhile, to build their self-

esteem and confidence. 

¶ Uncovering the excitement in intellectual and emotional discovery, that leads students to 

become life-long learners. 

¶ Developing in teachers the attitudes that research has shown to be most effective in facilitating 

learning. 

¶ Helping teachers to grow as persons finding rich satisfaction in their interactions with learners. 

The Student-Centered approach is based on the empirically proved hypothesis that students achieve 

superior academic results and even personal growth in terms of higher self-confidence, openness to 

experience, etc., if they learn in an atmosphere or climate that can be characterized by three basic 

attitudinal conditions: realness, acceptance, and empathic understanding. These necessary and sufficient 

conditions must be held or lived by the instructor, better facilitator and reciprocally be perceived by the 

students. 
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¶ Realness, genuineness or transparency in the facilitator means that he/  she must be real in the 

relationship with his/ her student, be the person he/ she is and not use any masks of facades in 

communicating with the students. 

¶ Acceptance, prizing or respect towards student implies that the facilitator accepts and respects 

the whole personality of the student and feels basic trust in his/ her constructive tendency, his/ 

her striving for solutions in his/ her own way. 

¶ Deep understanding, often called empathic understanding, means that the facilitator actively 

listens to the students with the ultimate goal to profoundly understand their questions, 

motivations, intentions, and the meanings of their communication as well as solutions. 

¶ Active learning and student-centered learning 

At the heart of active learning is the notion that students must read, write, discuss, and engage in 

problem solving to maximize their potential for intellectual growth. These activities are important 

because they engage higher-order cognitive strategies such as analysis, synthesis, and evaluation, and are 

thought to be most effective when done in pairs or groups, insofar as peer interaction requires students 

to articulate their logic and to consider different points of view when solving problems.  

Examples of active learning techniques include writing short, 1-min reflection papers, analyzing 

and reacting to videos, debating course topics, keeping a daily journal, and publically declaring answers in 

class.  

Central to student-centered learning, in contrast, is the principle that instructors should shape 

ŎƻǳǊǎŜ ŎǳǊǊƛŎǳƭŀ ŀƴŘ ŎƻƴǘŜƴǘ ōŀǎŜŘ ƻƴ ǎǘǳŘŜƴǘǎΩ ƴŜŜŘǎΣ ŀōƛƭƛǘƛŜǎΣ ƛƴǘŜǊŜǎǘǎΣ ŀƴŘ ƭŜŀǊƴƛƴƎ ǎǘȅƭŜǎΦ LƴǎǘǊǳŎǘƻǊǎ 

ŜƴƎŀƎŜ ǎǘǳŘŜƴǘǎ ƛƴ ŀŎǘƛǾŜΣ ŎƻƭƭŀōƻǊŀǘƛǾŜ ŘƛǎŎƻǾŜǊȅΣ ǿƘƛŎƘ ƛƴŎǊŜŀǎŜǎ ǎǘǳŘŜƴǘǎΩ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ƭŜŀǊƴing 

and gives students the ability to shape their learning experience. This approach can be contrasted with a 

lecture-ōŀǎŜŘ ŀǇǇǊƻŀŎƘΣ ƛƴ ǿƘƛŎƘ ƛƴǎǘǊǳŎǘƻǊǎ ŀǎǎǳƳŜ ǘƘŜ ǊƻƭŜ ƻŦ άǎŀƎŜ ƻƴ ǘƘŜ ǎǘŀƎŜέ ŀƴŘ ŘƛŎǘŀǘŜ 

information to students, who have little role in shaping the experience.  

Briefly, Student-Centered Teaching requires particular personal attitudes from the facilitator as 

well as at least a certain degree of openness from the side of the curriculum as well as the students. From 

personal experience we'd like to add the requirement on, or at least the benefit of social skills and 

techniques such as moderation. These help to make group processes more transparent, to converge 

faster and hence to improve student satisfaction.  

¶ Collaborative learning, experiential learning, and problem-based learning 

Advancements in classroom instruction have also taken place at the teaching method level. The 

most commonly discussed contemporary methods include collaborative learning, experiential learning, 

and problem-based learning.  

i Collaborative learning is the most general of these approaches in that it involves the 

overarching principle that learning occurs best when done in groups. Working with 

others is more dynamic and motivating than working alone. It also has several benefits 

including the fact that it encourages students to restructure their own knowledge and 
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understanding of concepts, helps students recognize gaps in their understanding, 

promotes social modeling of effective problem-solving strategies, and teaches students 

to synthesize, communicate, and discuss ideas in ways that advance conceptual 

understanding.  

Examples of collaborative learning activities include group roundtables (e.g., 

students brainstorm and discuss different answers to a common question), paired 

annotations (e.g., students read the same article, and examine convergent and divergent 

reactions), and send-a problem (e.g., students attempt to solve problems within a group 

and, if unsuccessful, send the problem to another group;  

ii Experiential learning, involves engaging students in activities that enable them to 

experience course content. Although experiential activities can take place in the 

classroom, there is an expressed emphasis on assigning projects that occur outside the 

ŎƭŀǎǎǊƻƻƳΣ ǿƘŜǊŜ ŎƻƴŎŜǇǘǎ Ŏŀƴ ōŜ ōŜǘǘŜǊ ƛƴǘŜƎǊŀǘŜŘ ƛƴǘƻ ǎǘǳŘŜƴǘǎΩ ƭƛǾŜǎΦ  

Examples include having students observe course-relevant phenomena or behavior, 

conduct interviews or experiments, play games or simulations, or keep a reflective 

journal. 

iii Problem-based learning focuses on providing students with opportunities to identify and 

tackle complex, multifaceted problems in both small groups and on their own. In this 

approach, this refers to both a curriculum and ŀ ǇǊƻŎŜǎǎΦ ¢ŜŀŎƘŜǊǎ ǎŜǊǾŜ ŀǎ άǘǳǘƻǊǎέ or 

άŦŀŎƛƭƛǘŀǘƻǊǎέ ǿƘƻ ƎǳƛŘŜ ƭŜŀǊƴƛƴƎ ōȅ ƳƻŘŜƭƛƴƎ ŀƴŘ ǎŎŀŦŦƻƭŘƛƴƎΣ ŀƴŘ ōȅ ƳŀȄƛƳƛȊƛƴƎ 

ǎǘǳŘŜƴǘǎΩ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ƭŜŀǊƴƛƴƎΦ tǊƻōƭŜƳ-based learning is utilized across many 

different educational levels and disciplines, and literally hundreds of activities have been 

developed for this approach  

¶ Process of Problem based learning 

Stages Step wise procedure Focused component  

Stage 1 Group setting Organization of groups 

Stage 2 Problem identification 

Facts, ideas, learning issues 

and action plans 

Stage 3 Idea generation 

Stage 4 Learning issues 

Stage 5 Self-directed learning 

Stage 6 Synthesis and application Working on action plans 

Stage 7 Reflection and feedback Result analysis 

 

3.3 Guideline for inculcating innovation and creativity in teaching 

 

Coupled with technology, newer approaches to T&L such as Outcome-Based Learning (OBE), Student-

Centered Learning (SCL), Problem-based learning (PBL), and Case Study (CS) have also emerged in recent 

decade and research has proven that many have positive impact on learning. Our institute strongly 

believes in the supremacy of these approaches to teaching and learning as they empower students to be 

responsible for their own learning and help them to become active learners. Using some of the 

approaches mentioned, in the ŎƻƴǘŜȄǘ ƻŦ ŀǊŜŀ ƻŦ ŜȄǇŜǊǘƛǎŜΣ ǎǘǳŘŜƴǘǎ ŀǊŜ ŀƭƭƻǿŜŘ ǘƻ άŜȄǇŜǊƛƳŜƴǘέ ƻƴ ǘƘŜ 
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individual course and find out for themselves the solutions. We facilitate them in discovering for 

themselves the knowledge and experimental skill tools available and incorporating the tools in their T&L 

in the present and future. An innovative educator will constantly formulate new ways and approaches to 

teaching and learning to maximize the output i.e. learning. 

As a strong believer in the supremacy of technology, namely the computer in enhancing teaching and 

learning especially to the Y-generation who grows with the technology in their background, the computer 

can be an effective tool, an agent, for learning as we have demonstrated over the years through research, 

paper presentation and publication.  

3.4 Guidelines to conduct tutorial classes 

A tutorial is a small class of 10-30 students, who meet regularly with the guidance of the tutor, a lecturer, 

or other academic staff member, gives individual attention to the students. It is also known as 

supervision class. 

Tutorials usually have the following characteristics: 

¶ A presentation of the view usually explaining and showing the user the user interface. 

¶ A demonstration of a process, using examples to show how a workflow or process is completed, 

often broken up into discrete modules or sections. 

¶ Some method of review that reinforces or tests understanding of the content in the related module 

or section. 

¶ A transition to additional modules or sections that builds on the instructions already provided. 

Tutorials can be linear or branching. 

 

Steps in designing tutorial class  

1. Identify in point form  

¶ What are the key ideas or concepts for students to understand?  

¶ What are the key skills to develop?  

¶ Then plan!  

¶ What activities you will employ to help students develop understanding and skills?  

¶ What activities you will employ to help you know if the students have these skills and 

understandings? 

2. Implementation of your plan 

¶ 5ƛǎŎǳǎǎ ǉǳŜǎǘƛƻƴ ƻǊ ǇǊƻōƭŜƳ ƻōǘŀƛƴŜŘ ƻǳǘ ƻŦ ƭŀǎǘ ǿŜŜƪΩǎ ŎƭŀǎǎŜǎΣ ŘƛŎǘŀǘŜ ŦŜǿ ǉǳŜǎǘƛƻƴǎ  ŀǎƪ 

students to answer on their own or in groups and/ or have open discussion at the end to 

summarize main points and/ or have a role-play, debate, open forum discussion. Collect 

CŜŜŘōŀŎƪ ƻƴ {ǘǳŘŜƴǘǎΩ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ŀƴŘκ or Conduct of tutorial. 
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3.5 Guidelines for identification and counseling of slow learners 

 

According to T.N. Birkett, άA slow-learning child is one whose capacity for learning the kind of material 

which is taught in the ordinary school is limited by some deficit in intellectual capacityέ. Limited 

intelligence, however, this may be defined as the chief characteristic of the Ψ{ƭƻǿ learnerΩΦ 

 

According to experts, children who for various reason, fall behind in their school work and require special 

teaching are called (educationally subnormal) E.S.N. 

 

άSlow learners are children who are doing poorly in school, yet are not eligible for special education; their 

intelligence test scores are too high for consideration as a child with mental retardationέ (Mercer, 1996) 

(MacMillan, Gresham, Bocian, & Lambros, 1998). 

 

Slow learners are those pupils who have limited ability due to different reason in the education process. 

Slow learner is advance word for άōŀŎƪǿŀǊŘέ or άƳŜƴǘŀƭƭȅ ǊŜǘŀǊŘŜŘέ and ά9ŘǳŎŀǘƛƻƴŀƭƭȅ sub-ƴƻǊƳŀƭέ 

(E.S.N.).  

 

The reasons for some students learning slowly are innumerable. One of the main reasons is the `no 

detention system' at the primary and upper primary level. Students are promoted to higher classes on the 

basis of attendance, even if they score low marks. The heterogeneous composition (mental age & 

physical age) of overcrowded classes in all government run schools and private schools also produces 

slow learners. So the incapacity of the teacher to pay individual attention to a student over a long period 

makes a student a slow learner. A slow learner is thus a product of negligence of school at different 

stages of learning, in spite of his innate capacity to learn. 

 

There are some problems very specific to the individual. Ill health, lack of concentration, less exposure to 

the subject taught and parental background are some causative factors for slow learning. Talents differ. A 

ŎƘƛƭŘΩǎ ŎŀǇŀŎƛǘȅ ǘƻ ƭŜŀǊƴ ŘƛŦŦŜǊŜƴǘ ǎǳōƧŜŎǘǎ ǾŀǊƛŜǎ ŦǊƻƳ ǎǘǳŘŜƴǘ ǘƻ ǎǘǳŘŜƴǘΦ CƻǊ ƛƴǎǘŀƴŎŜΣ ƭŜŀǊƴƛƴƎ 

mathematics is a knack. All students do not do well in mathematics just as they do in other subjects. 

While other subjects can be learnt at any stage, it is very difficult for students to learn mathematics 

without the basics. Students show interest in the subjects they like and neglect other subjects if not taken 

care of. An urban child learns languages like English well while a rural child cannot, however well the 

teacher tries to explain.  

 

Classification: 

i Children, whose capacity for education or training is limited by low intelligence, cover a fairly 

wide I.Q. range from approximately 40 to 80 or 90. However, students whose I.Q. ranges 

between 50/55 and 85/90 are capable of benefiting from the kind of education which is 

offered within the normal school system. These may be subdivided into two groups. 

ii The Educable Mentally Retarded (I.Q. range 50 to 70). 

iii The Dull Normal (I.Q. range 70 to 85). 
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iv Trainable Mentally Retarded: Students whose I.Q. range is between 35/40 and 50 are usually 

termed as the Trainable Mentally Retarded. Provision for education of such children may be 

made outside the normal school system. 

 

Characteristics: 

i In physical appearance they are no different from normal children and therefore likely to get 

admission into schools for normal children where the curriculum is drawn up to meet the 

needs of average children. So they find it extremely difficult to cope with the education 

imparted in these schools, unless special provision is made for them and the curriculum is 

oriented towards practical and real life activities. 

ii They are capable of being educated in ordinary schools and even achieving a moderate 

degree of success, if they are allowed to proceed at a slower pace and the syllabus is adapted 

to suit their abilities. 

iii But, they will not be able to keep pace with the average children and never be able to learn 

all the things we expect normal children to master by the time they leave school. 

iv They will not be able to go for higher studies despite all the guidance and educational 

facilities made available to them. 

v They have poor memories. Their attention span is short and they cannot concentrate on one 

topic for long. 

 

The purpose of this assignment is to determine the problems of the slow learners and the methods of 

education, How to teach them, so they can be better person of the society. 

 

In the present system of education, students are identified as slow learners purely on the basis of their 

poor performance in the examination, which, in most cases deviates from what is taught. Consequently 

even talented students are sometimes misconstrued as dullards. So, a slow learner is one whose 

performance is very dismal in the examination. He/ She is neither mentally retarded nor is on the lower 

rungs of intelligence scale. 

 

¶ To identify the causes of slow learning 

Showing the sign of slow learner ŘƻŜǎƴΩǘ mean that the student is slow learner, there are other 

factors that could cause the process of slow learning; 

 

¶ Emotional growth 

       Feelings about one self and the developing of these feeling positive or negative is called 

emotional growth, Emotional and social development are often link together because they are relevant. 

In the initial stages child learn the feelings of trust, fear, and love later on as he grow he develop the 

feeling of friendship, pride, and relationship which also guide toward social-emotional development of 

the child, if the child is ignore in this stage and proper care is not provided to them, they build negative 

emotion and they ovoid trust initially parents and later on other people, they isolated them self from the 

outer world. Furthermore, a neglected child, feel himself rejected, and unsecured, it affect the 

developing skills of the child to socialize with others children.  
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      In this stage the changes are very rapid in student and every change brings new change in the 

behavior of the student and each change brings about new skills. Student develop multi skills in this 

stage, the most important one is positive feelings about self and trust building with others. 

¶ Environment 

Children react to their environment in early stages and he learns from the environment in which 

they grow. Create a safe environment for them and reduce the stress on your child and remove the 

things which are physical threats to the children e.g.: abusive behavior and unsafe toys etc. 

With whom the child is spending his time, what is their intellectual level. And how they treat the 

child, when children have a secure Environment, it flourishes their abilities in positive direction. Studies 

show those children who have better environment show better confidence in life and in education. 

 

¶ Growth and opportunities of Learning 

Opportunities of learning is very necessary for the development of children cognitive abilities, 

Parents should provide rich learning environment to their children and open new windows of learning 

opportunities for them. They need simple playable activities and games to develop their brains, Show 

them new things and arrange new activities for them to enhance their thinking skill. 

 

¶ Absenteeism 

Absenteeism from the school is another factor which can affect the ability of learning of a child, 

when a child is often absent from the class, he could catch with other student in school, he need extra 

home work with the help of parents to cover his short coming otherwise he lose his self confidence in 

class, due to which he isolate himself from his class fellows and he became a slow learner. 

 

¶ Defective Vision 

Defective vision is another possible cause of slow learning, it affect ŎƘƛƭŘΩǎ growth and 

development and the ability to function in society. It also lead to effect self-esteem and confidence of the 

child which could lead to depression if not treated in early stages and child left behind in the class. 

 

¶ Resource Problem 

Without proper Resources parent could not afford to provide better opportunities of learning to 

their children due to which the child lose his self-esteem. Availabilities of good books and other learning 

material which is necessary for the learning process of the child. 

 

¶ Illiterate Parents 

Another problem in some cases are illiterate parent, those parents who are mentally backward 

and also have no education, effect the education of the child. Initial six years are very important and 

crucial period of child life, in this stage development of brain take place. Careful treatment is required to 

develop his skills, which help him in the later age in school and college. 

 

¶ Untrained Teacher 

Untrained teacher is another reason, without proper training a teacher could not understand the 

psychology of the child and his problems, what the possibilities are and why the child is not learning. A 

train teacher could understand the problem and eradicate it. 
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¶ Class Size 

Overcrowded class is another problem which affects the learning process and lead to the product 

of slow learner. Slandered class size should from twenty to thirty students per class, but student exceed 

in the class teacher could not give attention to every student and nor he could evaluate every student 

due to that reason some student left behind. 

 

¶ Busy parent or no time for children 

When parents have no time for their children and they are busy in their job it also leads a child to 

loneliness and isolated. He could not share his problems with his parents. The problem is much severed 

in case children age three to six years, because in this age they need full attention of the parents. It is the 

age of their development. They learn many things from parents. 

 

¶ Violence in School 

Violence in schools is another factor which causes slow learning in students. Violence affect the 

learning abilities of the students, Exposure to violence is psychologically toxic. This exposure may lead to 

emotional problems and aggression, it also effect cognitive, psychological and learning process. 

 

¶ Family Size 

Family size also play a major role in the development of the child, in a small family a child will get 

attention of the parents and enough resources will be available to him. In case of large family size, 

children face many problems which effect there abilities e.g. emotional problem, resource problem etc. 

 

¶ Health Problem 

Poor Health is also a hurdle in the growth and development of a child, which lead to the process 

of slow learning. 

 

¶ Deprived Culture 

Evidence show that deprived cultured and Background may also cause the process of slow 

learning. 

 

¶ Inadequate Teaching Staff 

Lack of teachers in school is also a cause of slow learning, due to shortage of teacher in schools, 

the student left behind from other students in competition. 

 

¶ Poor Leadership 

Poor Leadership w.r.t teachers and heads of the institute as well as on the part of parents are not 

acceptable. 

 

¶ Teaching Method 

Teaching method is the most important factor in slow learning; a train teacher can understand 

the problem of the student and remove that problem by a better teaching style, which suite to the 

student need and mind. A good teacher will always use different methods in class so every student 



 

",$%!ȭÓ 33- #ÏÌÌÅÇÅ ÏÆ 0ÈÁÒÍÁÃÙ ÁÎÄ 2ÅÓÅÁÒÃÈ #ÅÎÔÒÅ Page 14 
 

understand and learn. On the other hand those teachers who use one method of teaching create slow 

learner in the class because every student learn in different style and method. 

 

¶ Course 

Students are subjected to inappropriate textbooks, and teaching material. Course should be 

design with easy to difficult approach so students understand what teachers are teaching them. 

Inappropriate course material would increase the number of slow learner in the class. 

 

¶ Transfer of Teachers 

Frequent transfer of teachers leaves no room for the development of mutual understanding and 

respect for each other. The moment they start to understand each other, the teacher is transferred. Once 

this process is repeated a few times with a student, the student closes himself to teachers in future. 

 

¶ Fear Complex 

To camouflage their inability teachers grow a fence of fear around themselves. They resort to 

indiscriminate punishments resultantly some of the students run away from schools and the rest become 

docile with no interest in education but to spend time aimlessly. 

 

¶ Psychological Problems 

                Students due to high expectations of their families and absence of guidance for both the parents 

and students experience a lot of psychological stress, which has a retarding effect on their educational 

development. 

 

¶ Medium of Instruction 

Medium of instruction is also a big problem for some students. Therefore it is necessary to use 

mother tongue for the education so student understand it and they do not lose their precious time on 

language learning. 

 

¶ Communication Problem 

Communication gaps between students, teachers and parents. Due to this gap neither the 

teachers nor the parents come to understand the students, resultantly they enforce upon them their 

wishes. This enforcement develops a rebellious or a docile nature in the students, which retard the 

positive abilities. 

¶ Deprived cultured 

Evidence show that deprived cultured background may also cause the problem. 

 

¶ Identification of slow leaner in the class 

Early diagnosis of slow learner student is very necessary. How teacher or parents could identify, that 

the student/child is slow learner, with a careful observation they could easily identified signs of slow 

learner,  

i Speech defect 

ii Language development problem (broken sentences) 

iii Assessments the level of vocabulary (vocabulary limited) 
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iv Verbal abilities 

v Short sentences, grammatically incorrect 

vi Behavior 

vii Spelling Mistake 

viii Interaction with other students 

ix Class room Discussion 

x Reading problem 

xi Interest 

xii Slow response /  decision making 

If it is identified that a student is slow learner, proper evaluation should be done to identify the 

weakness of the child, the following method can utilized for the evaluation purpose. 

 

¶ Evaluation 

i Intelligence test 

ii LƴŘƛǾƛŘǳŀƭΩǎ intelligence test 

iii The Stanford-Binet scale of intelligence test 

iv (The Stanford-Binet intelligence scale is a standardized test that assesses intelligence and 

cognitive abilities in children and adults aged two to twenty three years, determining the 

presence of a learning disability or a developmental delay) 

v Group test 

vi Attainment test 

vii Vocabulary test 

viii Test of Visual perception 

ix Spelling test 

x Personality test 

xi Children Behavior questionnaire 

xii Diagnostic test in reading and arithmetic 

xiii Assessments of level of vocabulary, verbal abilities 

xiv Attitude and interest 
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Counseling format for slow learners 

Who are the slow-learners? 

Slow-learners are those who fail in class because of their low intellectual abilities. Their IQ 

ranges from 55 /  60% to 85 /  90%. They have a wide range of abilities and a variety of characteristics 

depending on their background. 

Students should be monitored form the first test to check the learning ability of students to the 

attainment of IQ range above 90%. 

 

Following questioner helps in understanding the cause of low learning ability. 

 

Dear Student.  

Please tick YES/NO for following statements so that your teacher will concentrate on you on 

those situations to which you have answered YES 

1. Short attention and concentration span.      YES/NO  

2. Slow reaction time.         YES/NO 

3. Limited powers of self-direction.       YES/NO 

4. Limited ability to work with abstractions and to generalize.   YES/NO 

5. Slowness to form association between words and phrases.   YES/NO 

6. Failure to recognize familiar elements in new information.   YES/NO 

7. Habits of learning very slowly and forgetting very quickly.   YES/NO 

8. Failure to understand in English.       YES/NO 

9. Inability to set up and realize standard or workmanship.   YES/NO 

10. Lack of originality and creativeness.      YES/NO 

11. Inability to analyze, to do problem solving, or think critically.   YES/NO 

Any other_____________________      .   

 **************  

Name of the student_________________________, Roll No.________, Date___________ 

 

Sub: _______________________________  Class: _______________, Signature___________ 

**************  

 

After evaluation and identification of slow learner the questions arise. How to handle these types of 

students in HEI environment? 

 

How to teach them? What type of class they need? 

Expert suggests that student should be not increase from 20 in class and different style of 

teaching has been suggested for different subject. 

 

Reading Problem 

¶ There are different method of teaching for reading problem, how to teach to a group or class of 

students. Expert suggest multiple teaching style because each student learn through different 

method, some student could learn better with one method, other will learn with other method. 
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Teacher should be aware of the individual differences, For teaching reading to slow learner the 

following method should be used: 

¶ Teacher should use Charts to teach Words to E.S.N students. 

¶ Teacher can also used Memory flash cards, 

¶ Reading with meaning, is good method with which child easily understand and remember it. 

¶ Reading stories, collecting magazines, news papers and discus them in the class room 

¶ Pictures on wall with the stories can also help slow learner to remember and understand a word 

¶ Reading readiness workbook 

¶ Through activities, reading activates can also help in reading process 

¶ Visual activities, include TV and computer can help 

¶ finding missing parts 

¶ Memory games 

¶ Reading for information 

¶ Computer games, the best method for teaching reading process. These interactive games not 

only help slow learner in their reading process but it also help to increase their quick decision 

making ability. 

 

Reading Material: 

Reading material should be selected keeping in view the interest of the student in mind. Choose difficulty 

level from easy to difficult approach (age wise). 

 

Teaching Spelling, 

Spelling are very necessary for slow learner, because it help to form a word, a good speller well always be 

a good reader and writer , therefore teacher should give attention to teaching spelling to the students. 

¶ Teacher should write a word on board and ask to the student to write it in air, teach them the 

spelling in parts, so they know the sound of the word. 

¶ Competition of spelling between the students, 

¶ Check recheck method 

¶ Weakly test for spelling, 

¶ spelling games on computer, typing tutor game on computer 

 

Teaching writing 

Teaching writing require reading, understanding and spelling capabilities, if a student is good in 

these, he can learn writing easily, following are the few method which could be used for teaching of 

writing; 

¶ Encourage their writing, ignore their mistake in early stages. 

¶ In early stages students write short sentences and grammatically incorrect sentences. 

¶ Involve student in writing small stories. 

¶ Engage student in form filling, latter writing and Telegram according to their age. 

¶ Involve students in form filling, diaries writing. 

¶ Computer base writing games, where short answer are required for playing games. 

¶ Writing in school magazine, newspaper etc. 

¶ At later time attention to the grammar, punctuation and full stop. 
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Social education 

Social education is also very necessary for the slow learner; teacher and parent should give full attention 

to the social education of E.S.N. how to cross the road, how to reach home and other small thing that 

could help him in day to day life. It is not only the responsibility of a teacher to teach these things to slow 

learner but it is also the responsibility of parents too. 

Teacher and parents should also involve other people to help these students e.g. 

¶ Psychologist of the school 

¶ Friends 

¶ School doctor/nurse 

¶ Other social agencies 

 

Remedial teaching for slow learners 

Remedial teaching is identifying slow learners and giving them the necessary guidance to help them 

overcome their problems, after identifying their areas of difficulty. Contrary to what is said, remedial 

teaching is done perfunctorily without identifying their areas of difficulty and underlying cause for lagging 

behind. Some students are unsympathetically branded as `block heads' without an earnest attempt to 

know the real cause of their slow learning. 

 

Role of the teacher in helping Slow Learners with special needs: 

¶ Data Collection: Maximum information about such children should be secured and their 

interests should be discovered. 

¶ Special Classes: Special classes for slow-learning children.  

¶ Partial Segregation: It has been stated, ά¢ƘŜ children should be included in the total school set-

up, regularly participating in assembly programmes, organized play, and other activities enjoyed 

by all children. ά The problems should be clearly explained. 

¶ Short Assignments: Assignments given to the students should be broken up into short and 

simple units. 

¶ Drill Work: Sufficient drill work should be done. 

¶ Summarizes: Frequent summaries of the important points of discussion should be used. 

¶ Praise: Pupils should be praised occasionally when they have done their assignments well. 

¶ Proper Evaluation: Good set of tools should be provided for proper evaluation. 

¶ Close Supervision: Supervision should be very close. 

¶ Audio-Visual Aids: Auditory and visual aids facilitate learning among slow learners. 

¶ Opportunities for Creative Expression: Opportunities should be provided to slow-learning 

children for expression of creativeness with their hands. 

¶ Diagnostic Tests: Diagnostic tests should be used in working with slow-learning children. 

¶ Curricula According to Interests: Courses and curricula should be selected by the students on 

the basis of aptitude, interest and need with the help of their counselors. 

¶ Vocational Programmes: Vocational programmes should not be forced upon slow-learners as 

such children do not always have the necessary  aptitude to acquire vocational skill. 

¶ Equality of Opportunity in Recreational Programmes:            Recreational programme athletics, 

music, art, dramatics, etc., should be opened to all on an equal basis. 
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¶ Remedial Teaching: Remedial teachers may be appointed who meet such students twice a 

week. 

¶ Cooperation of All Agencies: All agencies engaged in the ŎƘƛƭŘǊŜƴΩǎ welfare work should co-

operate to help and guide slow learners. 

 

Educational programmes for Slow Learners: 

1 Remedial Instruction 

2 Healthy Environment 

3 Periodical Medical Check-up 

4 Non-Promotion 

5 Motivation 

6 Individual Attention 

7 Special Methods of teaching 

8 Maintenance of Progress Record 

         

Attempts have been made here to chalk out the remedial measures and some guidelines for the 

teachers. But problems are not easy to surmount. A Teacher may be the first diagnostician rather than an 

instructor. But educational psychologists, social workers and state authorities should take interest in 

discovering and rectifying the causes of slow learning. 
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4. GUIDELINES TO CONDUCT CO-CURRICULAR ACTIVITIES 

4.1 Course Induction/Course orientation programme 

Course orientation program focuses on delivering the content and outcome of individual courses to 

students that have enrolled as fresher. 

1. Choosing a date 

¶ Date will be usually chosen during the start of the academic session so that fresher 

students get full-fledged idea about the course they have enrolled for. 

 

2. Inviting guests 

¶ As per the requirements of the institute, generally no visiting guests are paid in advance. 

They all have to pay for all expenses associated with travel and then be reimbursed after 

the service has been performed. 

¶ Specify as many of the key details as possible in advance to your visitor - for example, the 

format of their event (type of audience, key note address). It is important to spell out 

whether the event is or whether it is free and open to all. 

¶ Inform the guest if there will be an honorarium provided. 

¶ Upon request you might be asked to provide an official invitation on institute letterhead, 

in order to justify release from their work commitments or for getting travel funds from 

their host institution. As a rule, it is best to provide an official invitation to everyone you 

bring in. 

¶ All speakers who are receiving funds (TA/DA+ honorarium) must sign voucher form so 

that he or she can get reimbursed. 

¶ The permissible amount for reimbursement is revised from time-to-time. 

 

3. Speaker 

¶ Speaker will be usually invited from the institute who will brief about the courses. 

 

4. The Venue 

¶ The venue should be such that it can accommodate huge gathering of audience. 

 

5. The Equipment 

¶ LǘΩǎ ǘƘŜ ǊŜƎǳƭŀǊ ŜǉǳƛǇƳŜƴǘΥ ǿƛǊŜƭŜǎǎ ǇǊŜǎŜƴǘŜǊΣ ŎƻƭƭŀǊ ƳƛŎΣ ƭŀǇǘƻǇ ǇƭǳƎ-point, audio-input, 

and speakers. Testing them and checking with the guest about them goes a long way in 

being ready.  

 

6. Preparing the audience 

¶ Circulating a short profile of the event improves the active participation of students. This 

results in enhancement of their talent. 
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7. Catering 

¶ If the location you choose also provides food services, ǘƘŀǘΩǎ ŜǾŜƴ ōŜǘǘŜǊΦ hǘƘŜǊǿƛǎŜΣ ȅƻǳ 

will need to contract another service and supervise the coordination of suppliers. 

¶ Still, you will have to decide on a menu and handle any special guest queries.  

 

4.2 Guest Lecturers 

Guest lectures are an integral part of the pedagogy of Teaching-Learning. Experts from the academia and 

Industry are invited to share their valuable insights from their rich experience about contemporary 

education, research and work experiences; the challenges they have faced and how they dealt with them. 

These sessions serve as an ideal platform for the students to supplement their theoretical knowledge 

with first hand perspectives from some of the stalwarts of the academia, industry and business and also 

appreciate the different dimensions of handling modern day business challenges. 

 

8. Inviting a speaker 

¶ As per the requirements of the institute, generally no visiting speakers are paid in 

advance. They all have to pay for all expenses associated with travel and then be 

reimbursed after the service has been performed. 

¶ Specify as many of the key details as possible in advance to your visitor - for example, the 

format of their event (type of audience, key note address). It is important to spell out 

whether the event is or whether it is free and open to all. 

¶ Inform the speaker if there will be an honorarium provided. 

¶ Upon request you might be asked to provide an official invitation on institute letterhead, 

in order to justify release from their work commitments or for getting travel funds from 

their host institution. As a rule, it is best to provide an official invitation to everyone you 

bring in. 

¶ All speakers who are receiving funds (TA/DA+ honorarium) must sign voucher form so 

that he or she can get reimbursed. 

¶ The permissible amount for reimbursement revised time-to-time. 

 

9. The Venue 

¶ Not every guest session has to be in your huge hi-tech auditorium. The topic may require 

more interaction than what is permitted by a stage and a podium. A smaller room also 

encourages audience participation as compared to the stadium-style auditorium. For 

example, having a smaller venue reduces the pressure to fill up the seats even most 

interactive session will be held in a standard classroom with regular seating. 

 

10. The Equipment 

¶ LǘΩǎ ǘƘŜ ǊŜƎǳƭŀǊ ŜǉǳƛǇƳŜƴǘΥ ǿƛǊŜƭŜǎǎ ǇǊŜǎŜƴǘer, collar mic, laptop plug-point, audio-input, 

and speakers. Testing them and checking with the guest about them goes a long way in 

being ready.  
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11. Filling the seats 

¶ Almost everywhere, institutes make it mandatory for students to attend the session, but 

limit the audience based on year of course. Rethinking both these practices can 

phenomenally increase the effectiveness of the session. 

 

12. Preparing the audience 

¶ Circulating a short profile of the lecturer and a synopsis of the topic allows the audience 

to do their own research and pre-reading. This results in great Q & A after the topic. 

 

13. Preparing the guest 

¶ At some institutes, the guest is made to sit in a separate room till the audience is seated. 

Key benefits from this: 

ü The institute faculty can chat with the guest. 

ü The guest gets time to calm his/her pre-speech jitters. 

ü The organizing team to do any last-minute briefing about the audience or the time 

available. 

 

14. The Introduction and pre-speech talk 

¶ Nothing works better than the prelude to establish the context of the speech, and the 

credentials of the speaker. Go with the assumption that both the topic and the speaker 

are unknown. It really helps to confirm how tƘŜ ǎǇŜŀƪŜǊΩǎ ƴŀƳŜ ƛǎ ǇǊƻƴƻǳƴŎŜŘ ŀƴŘ ƘŜƭǇǎ 

ǎǇŜŀƪŜǊΩǎ confidence and focuses on topic.  

 

15. Collect feedbacks formally 

¶ Collecting feedback informally runs the risk of getting only one end of the spectrum of 

complete set. Construct a good feedback format having core components and 

components related to session topic. Document and submit a brief report along with 

good photographs of session to the higher authority. 

 

4.3 Seminars/Workshops/Symposiums/Conference etc. 

These help in bringing together academicians and experts from different parts of the country and abroad 

to exchange knowledge and ideas. This will provide an in-depth analysis of subjects and update the 

knowledge of the participants from academic/research institutions.  

The Essential Steps in organizing successful Seminars/Workshops/Symposiums/Conference etc. 

1 Choose a Date 

¶ The first and most important aspect of running a professional event is starting early. 

Before you contact speakers and allure attendees to a 

Seminars/Workshops/Symposiums/Conference etc., you need a time and place. Book the 

perfect conference venue for your event before you start developing your plan. That 

would be six months prior to the event. 
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¶ Take into account the fact that many venues must be reserved months before the event. 

¶ Make scheduling arrangements depending from how far the speakers and attendees may 

travel. It is important to let them know the date of the event months before you even 

start setting up the conference agenda. 

¶ There may be also other type of constraints on the time you choose owing to particular 

situations. There may be other events taking place at the same time such as festivals or 

political campaigns, and even elections. Make sure you conduct an onsite research and 

find out the local administration norms in your area. 

¶ The length of the event is also important and depends on how many participants will 

attend. Estimate the number of speakers and attendees. It is recommended to plan two 

full days for a conference of 250-300 people. This seems to become an international 

norm. 

¶ Avoid holiday periods ς In Vijayapur, participants rarely attend conferences during 

summer or rainy. So, it is recommended to choose a date between August and late 

October, or between early November and late February. 

¶ Never plan a conference during the weekend ς From organizers to speakers and 

contractors, conferences mean work, hence they should happen during the week. 

¶ Set the event on a Thursday and Friday and give attendees the opportunity to play the 

tourist during the weekend. 

2 Type of Venue 

¶ The second goal of a organizing a conference is to find the venue that suits the type and 
overall concept of the event. Generally, there are three types of venues one can look for: 

1. University buildings: These are fairly cheap and suitable for small, academic events. 

2. Independent venues: These are more expensive and distinctive, but are limited in seats 

and availability during the year. 

3. Hotels: These are the most expensive venues, ideal for corporate events that benefit 

from a large budget. 

 

3 Location 

¶ Regardless of the type of venue you find to be most suitable for the scale of your 

conference and business needs, the location has to be welcoming and serene. 

¶ However, the location you choose should address the following questions: 

a Conference facilities: where will the event take place? 

b Accommodation: where will the conference guests and delegates 

accommodation? 

c Parking & Transportation: how are they going to get to location? 

¶ Also, if the venue does not provide en-suite rooms, dining rooms, or coffee lounges, 

make sure there are restaurants and other points of interest nearby to facilitate 

accommodation and additional event networking opportunities. 

https://www.lane-end-conferences.co.uk/conference-facilities.html
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¶ The touristic potential of the location is another aspect to take into account. Conference 

people love the chance of playing the tourist and discovering new places. 

¶ Once you check the availability of the venue according to the date you have previously 

set, check if other spaces are available too, such as nearby hotels or onsite facilities like 

VIP lounge and SPA. These will impact the traffic in general areas, hence the networking 

opportunities of the event. 

4 Suitability 

¶ Not only that the venue should complement the event image you want to project, but it 
should also suit the profile of your targeted audience. 

¶ 5ƻƴΩǘ ŦƻǊƎŜǘ ŀōƻǳǘ ǎǇƻƴǎƻǊǎ ŀƴŘ ǎǘŀƪŜƘƻƭŘŜǊǎΦ aŀƪŜ ǎǳǊŜ ǘƘŜǊŜ ǿƻƴΩǘ ōŜ ƻǘƘŜǊ ƻƴǎƛǘŜ 

events to clash with your event or branding concept. 

5 Technical: IT and Audio-Visual Equipment 

¶ All of the above should be part of the ideal conference venue. Additionally, before 

booking the venue, ensure every conference room has the necessary audio-visual 

equipment and tech support. 

¶ Technical checklist: 

a Projection screens & cordless microphones. 

b Wi-Fi access, heavy duty cables and charging stations. 

c Light fittings & power points. 

¶ See if the venue offers charging stations and Wi-Fi availability for all participants. Nothing 

is more annoying that wandering around to search for Wi-Fi or having the Smartphone or 

laptop discharged. 

6 Catering 

¶ LŦ ǘƘŜ ƭƻŎŀǘƛƻƴ ȅƻǳ ŎƘƻƻǎŜ ŀƭǎƻ ǇǊƻǾƛŘŜǎ ŦƻƻŘ ǎŜǊǾƛŎŜǎΣ ǘƘŀǘΩǎ ŜǾŜƴ ōŜǘǘŜǊΦ hǘƘŜǊǿƛǎŜΣ ȅƻǳ 

will need to contract another service and supervise the coordination of suppliers. 

¶ Still, you will have to decide on a menu and handle any special guest queries. It is 

essential to: 

a Consider the dietary restrictions of each attendee such as allergies or 

preferences that make planning rather difficult. 

b Order any special ingredients, favors, or other necessary items that are not 

available at the venue. 

7 Costs 

¶ Even if you do not have a thoroughly built budget plan at the time you book the venue, 

the implied financial constrains should be conveyed to the venue from the start. 
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¶ Anticipate the overall costs of the event before you consider a star hotel. The venue 

should adhere to quality and safety standards and keep your attendees well-nourished 

and hydrated. 

¶ Pro tip: Consider negotiating with the venue representatives. If you have found the 

perfect fit for your conference, but the costs exceed your budget, suggest lowering the 

venue fee for a multi-year contract. 

8 Collect feedbacks formally 

¶ Collecting feedback informally runs the risk of getting only one end of the spectrum of 

complete set. Construct a good feedback format having core components and 

components related to session topic. Document and submit a brief report along with 

good photographs of session to the higher authority. 

 

4.4 Group Discussions 

The most fundamental principle of participating in a Group Discussion is that you need to speak; there is 

no escape to this bare minimum requirement of a group discussion. One simple task is to take notes and 

generate a list of points to speak on; unless you are specifically asked by the invigilators not to take a pen 

and paper inside. On the rough sheet of paper, prepare a small little framework analyzing the topic from 

every angle and ensuring that you have understood the multiple facets of the topic that are generally 

there. 

 

Tips to enter the group discussion 

¶ Train yourself to be a good listener. 

¶ Acknowledge that everyone has something valuable to say. 

¶ When speaking in a GD, your job is to articulate your point of view in a way that is easy 

for others to comprehend. 

¶ Inculcate the good habit of structuring your thoughts and presenting them logically. 

¶ Enter with a supportive statement. Generally , when we enter a group discussion, we do 

so by interjecting the other person and contradicting his viewpoint. A street-smart way to 

enter the discussion could be by supporting the point of another person. By using 

statements such aǎ άL ŀƎǊŜŜ ǿƛǘƘ ǿƘŀǘ Ƴȅ ŦǊƛŜƴŘ ǎŀȅǎΧέ ƻǊ άL ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŀŘŘΧέ•ƻǊ άL 

ǘƘƛƴƪ ŀ Ǉƻƛƴǘ ǿŜ ŎƻǳƭŘ ŀŘŘ ƘŜǊŜΧέ 

¶ Enter by increasing volume-The popular way adopted to enter a loud GD is to increase 

ƻƴŜΩǎ ǾƻƭǳƳŜΦ ¢ƘƻǳƎƘ ƛǘ ŀ ƳŜǘƘƻŘ ǘƘŀǘ ŎƻƳŜǎ ŀƭƳƻǎǘ ƴŀǘǳǊŀƭƭȅ ŀƴŘ one is prone to 

shouting in such an environment, this may contribute to the melee. It is in your best 

interest that you combine this method with other mentioned in this section so that you 

are able to make an impact. Also, make sure that even though with a raised voice, it does 

not pass the impression that you are shouting. 
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1 Generate supportive data:  

¶ Use facts and illustrations to add value. However, be very sure of the validity of any 

statistic you quote. If you mention a wrong figure, someone in the group could point out 

the mistake. If that doesn't happen, the evaluators might notice the mistake. A fact or a 

statistic cannot be an argument in itself. It can only support a point you are making. So 

do not quote a fact and let it land. Follow it up with some sort of inference or conclusion 

that can be drawn from it. 

2 Be an active listener: Listen carefully to others' contributions to avoid pitfalls. Listening will 

benefit you in the following ways: 

¶ It will prevent you from repeating something already said 

¶ It will give you new areas to think about since a participant may have introduced an 

excellent point, which you had not thought of 

¶ It will help you take the discussion forward, taking on from where another participant has 

left 

¶ It may even help you understand a topic, which you were ignorant of, before the first 

speaker defined it. 

3 Be assertive, not aggressive: 

¶ It is a myth that successful managers are aggressive. They are not aggressive, rather they 

are assertive. There is a fine dividing line between assertiveness and aggressiveness. An 

aggressive person is someone who puts forward his point and tries to dominate others. 

He raises his voice, does not listen to or understand other people's viewpoint, takes it as 

a personal affront if others disagree with him and ends up offending others. On the other 

hand, an assertive person puts across his point strongly and rationally. So, do not be 

aggressive in your next GD. Instead, be assertive. 

4 Make Friends: 

¶ Building allies is often an important aspect of a GD. Being heard is one thing and getting a 

positive response to your arguments is another. Get people on your side and ensure that 

they are receptive to your arguments. They will not only allow you to interject in the 

discussion, but they will also support your arguments. When supporting someone else's 

arguments does not just say "I agree". Try to add value by adding points of your own that 

extend the argument. You could build allies by giving others a chance to speak when they 

are in agreement with you (but only after you feel you have made your point). The final 

weapon at our disposal is your body language. Try and appear friendly, not intimidating. 

Smile, it often works! Speak clearly, speak sense and also let others speak. In a GD, you 

must speak, but you must also be heard by the other participants. Other participants will 

listen to you IF: 

a Your voice is audible and clear 
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b Your contribution is relevant and made at the appropriate time 

c You listen to others; you let them speak and you are not too aggressive. This 

does not mean that you should only let others speak. You must let them speak 

and also speak yourself. 

5 Quality of Content: 

¶ More important than the amount of time you speak for, is the quality of what you have 

said and the impact that it has on the group. You do not have to dominate the GD by 

speaking for a long period of time. You have to influence a group by providing it 

direction, highlighting the crucial issues and putting forth persuasive arguments. There is 

no formula to calculate the right duration of participation in a GD. In a 15-minute GD in 

which there are 12 participants, if you are able to speak for two minutes spread across 

four or five occasions, it should be enough 

¶ Value-Additions: You can add value to a discussion keeping the following in mind: 

a Provide a structure that enables the discussion to carry on 

b Provide analysis that helps in distilling the discussion 

c Provide new facts and details 

d Examples should be rational and clear 

e Avoid flimsy repetition of thought 

f Do not lose focus and discuss trivial issues 

g Try to provide a summary to the discussion 

6 What are the blunders in a GD? What are the popular "Don'ts" in a GD?     

¶ There are a number of candidates who commit common blunders in GDsΩ. Going through 

the following section, you can explore all the common problems and make sure you do 

not commit any such error. The most common ones are: 

a Aggression: Being too aggressive is one of the most common mistakes in GDsΩ. 

While trying to make presence felt and acknowledged, students commits the 

mistake of being over-aggressive in the GD. Actions such as over-animation, 

dramatizations, banging the table, entering in one-to-one discussions or 

criticizing others unfairly are some of the misplaced manifestations of aggression. 

Why does this happen? Most students think that aggression is considered a 

virtue and hence must be displayed at any cost. It needs to be clearly understood 

that aggression in thinking is required, not in behavior. A candidate who is polite 

but firm wins the day. 

b Negativity: The words you select to express yourself are indicators of your 

personality. A negative approach is highlighted by negative words and body 

language. Of course if you have observed yourself using negative language a little 

too often, you need to do some self-analysis and sort out your attitude related 

problems. Nervous body movements, having your hands folded across your 

chest, carrying skeptical expressions, constantly moving and fidgeting, evasive 




