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Prologue

This Guide is based on applicable policy of BLDE Associatiddharmacy Council ofndia
(PCI), All India Council for Technical Education(AICTE) and Rajiv Gandhi University of
Health SciencefRGUHS)XKarnataka regulations as they pertain to conduct various courses
ET O0EAOI AA UsriSdngahabasaid Maaswamijiollege of Pharmacynd Research
Centre, Vijayapur.

Foreword

As an initiative by IQAC} , $%! 8 O #/ 0 EO AOET CEnciges,ldiétiond OAO
in accordance withO3 OAT AAOA / PAOAOET Qaid byOBLBEN AnAr@dement 3/ 0 q
for standardization of its functioning. In this direction, the Institute undertook constituting

guiding principles for internal control. These measuresare calledO3 OAT AAOA |/ PAOA
Procedure s6so as tobring sustainability in process andachieve excellence in the conduct

of course/training programmes.

We thank all faculty and staff of Institute for helpingus in the preparation of O3 OAT AAOA
Operating Procedure s. It is hoped that S.O.P. will help in proper utilization of resources
available.We thank Managementwho hasrendered their whole hearted support in bringing

O3 0AT AAOA | PAOAD bitigs sidafel Weldpd ths Cstandard Operating

Procedure6 x1 O1 A AOET ¢ NOAI EOU EIT x1 OHthAAdu§@OOA 1,
members and otherconcernedstaffs, as a guiding factor, in efficient and smooth conduct of
programmes with the desired quality leading toeffective delivery.

This StandardOperating 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 ofneail us your
comments.

Prepared and Revised by

Dr C C Paitil Chief Coordinator | Administrationand Budget & Finand@ommittee

Dr Gaviraj EN Chief Coordinator | ResearciReviewCommittee

Dr. B Shivakumar Chief Coordinator | Academic, Disciplinary and Internal Compl&iotmmittee

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 conductedy adopted thesestandard procedures, it would give
in great success and best resultsl 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)

i To bring discipline among working culture

iii To plan and execute the programme to achieve set goals

v ¢2 AYLX SYSyd STFFSOUGdzZf YSIadaNBa FT2NJ AaGdNBy 3

1.2 Purpose of Manual

BLDE Associatian striving to bring changes in the ways of its functioning. It lays emphasis on
systematic conduct oftoursesprogrammes to achieve qualitativanprovement. The S.O.P

prepared by. [ 59! Q& / ht asGbktyf goidng pdach®lBs, directions, @s{ G I y Rl NR
hLISNI Ay 3 t NBrotandatdiition obits furictioning. In this direction, the Institute
undertook the measures required for evolga { G I Y Rl NR h LIS Nsb ésko/aghieteN2 OS R (
the quality and excellence in the conductamursestraining programmes.
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2. GUIDELINE FOR TAKING ADMISSION FOR VARIOUS COURSES IN THE INSTITUTE

a CommonAdmission Blicies
The admission policies for takingdmission to courses offered by Shri Sanganabms
Mahaswamiji College of Pharmacy (SSM COP), Vijayapur are as follows.

i  Call for admissioto D. Pharm., B. Pharm., M. Pharm., Pharm. D., Pharm. D (PB), and
direct B. Pharm. Il yeais publicized through leading news papers, local cable TV
operators in the month of March/April every year.

i The academic year for D. Pharm.is)line to 3% May.

i The academic year for other courses ¥Xligust to 31 July

iv The academic session fof'13¢, 5" & 7" Semester is August to January afij 2", 6" &

8" 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 webgiten.bldeascop.ac.in

vi Merit list will be prepared and call letter will be sent to eligible candid&esiocuments
verification

vii Once candidate found eligihlde/she is permitted ¢ take admissiorfor the course
which he/she opted in thegplication form.

viii Note: The admission of the candidates is based on the mérihe qualifying exanor
first-comefirst basis. The discretion of the head of the institute or manageifoemnaking
admissioris based on the circumstances prevailing indfiective academic year.

b Admission Procedure

2.b.1 Admission to Diploma in Pharmadip. Fharm) course
Eligibility: Minimum qualification for admission to Dgma in Pharmacy Paltcourse,
Passedn any of the following examinations with Physics, Clsémyiard Biology or Mathematics:
i Intermediate examination in Science;
i The first year of the three year degree course in Science,
iii  10+2 examinatin (academic stream) in Scienéay other qualification approved by the
Pharmacy Council of India as equivalent to ahthe above examinatiorfProvided 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 Gtwson
Territory Admns. as the case may be frome to time]

2.b.2 Admission to Bachelor in Pharmacy (B. Pharoourse
Eligibility: Minimum qualification for admission #.Pharm1® Yeac
Passedn ary of the following examinations:
i Candidate shall have passed 10+2 examinatitth 45% (OBC & GM) ad@% (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 Universitids) (Aith
English as one of the subjects and Physics, Chemistry, Mathematics/Biology as optional
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formal and norclass rooms based schooling such as National Institute ofn Ope
Schooling;open school systems of States etc. shall not be eligible for admission to B.
Pharm/ 2 dzZNB& S @ ¢

i Any other qualification approved by the Pharmacy Council of India as equivalent to any of
the above examinations. Provided that a student shadthplete 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 accordavite the instructions issued by the
Central Government/State Government/Unidrerritory Administration as incase from
time to time.

2.b.3 Admission toB. Pharm (Lateral entry)course
Eligibility: Minimum qualification for admission . Pharm 2 Year
Passgd in the following examinations:
i D. Pharmcourse from an institution appved by the Pharmacy Council laflia under
section 12 of the Pharmacy Act. Number of admissions in B. Pbatrse shall be as
prescribed by the Pharmacy Council of India frametto time.

2b4 Admission to M. Pharm (All branchespurse
Eligibility: Minimum qualification for admissioto M. Pharm. (Part) programmecg, Passedn 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 thtiere 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 nzesy
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 instution 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.b5 Admission to Pharm. [Bourse
Eligibility: Minimum qualification for admission 8harm.D. Partl Course;
Passedn ary of the following examinations
i 10+2 examination with Physics and Chemistry as compulsory subjects along with one of
the following subjects: Mathematics &iology.

", $% 60 33- #i11AGCA T &£ 0EAOI AAU AT A 2A0ARME # AT O



ii A pass in DPharm 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 th8C/STand other Backward Classes in accordanié
the instructions issued by the Central Government/State Government/Uiliemitory
Administration as irtase from time to time.

2.b.6 Admission toPharm.D. (Post Baccalaureat&purse
Eligibility: Minimum qualification for admission {o

i Student shouldbe qualifiedin B.Pharm from an institution approved by the Pharmacy
Council of India under section 12 of the Pharmacy Act

i Provided that there shall be reservation of seats for the students belonging to the
Scheduled Castes, Scheduled Tribes and ddlaekward Classes in accordance with the
instructions issued by the Central Government/State Government/Unil@mritory
Administration as irtase from time to time.

2.b.7 Admission to Doctor of Philosophy (Ph. EQurse
Eligibility for entrance test A candidatewho fulfills the following criteria shall be eligible to
appear forthe Entrancerlest
i Hel Sheshould be thecitizen of India.
ii He Shehas 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 admissionMinimum qualificationfor admission irPh.D courses

i The candidate shouldcomplete his/her post graduatedegree in respective branch is
eligible for that branch/subject only

¢ Examination (Assessment) Procedure
2.c.l Class Tests:

i wtlraa ¢SadaQ o/ ¢0v &K2dzZ Rncénent @ 2ueriR GeBsioBaRk 0 S T
examination for all classes.

i 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, remedia¢slaleuld 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 alhBrriand Pharm. D. course$wo
Sessionaéxaminations foB. Pharm and/. Pharm. courseslheschedule of exams will
be notified time to time through calendar of events.

i Award ofSessionamarksandh Ay i Sy yOS 2F NBO2NRadg

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 practicalctidfjall be
allotted asSessionainarks.

b. There shall be at least two periodBessionakxaminations during each academic year
and the highest aggregate of any two performances shall form the basis of calculating
Sessionamarks.

c. TheSessionamarks in pr® G A O f Q Wbtted d6 kthé flloving bakid:

1 Actual performance in th&essionaéxamination (20 marks)
1 Day to day assessment in the practical class work, promptnessyadearecord
maintenance, etc.10 marks).

2.c.3 University Examination:

Should folbw 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 subgatlers, pass
percentage, batch and numbeirf students,subject time tableJesson planjesson notesgquestion bank

which includes previous university question papers and expected important questions, tutorial questions,
guestion papers of internal tesgeries test and model exam question papers dineir answer keys,

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

LI LISNE>X 2S8S1fe 62N] (2FRI LINSOSYUADS g ofcBpWdDISOGA DS
all the relevant details like question bank, lecture noteboek 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 ofprogramme outcora.

3.2 Guidelines to design student centered learning

In arguing on a learning style that has significance for the individual, Carl Rogers deslkalegserson
learning being the goal of Studet@entered Teaching, asignificant learning combines thegical and
the intuitive, the intellect and the feelings, the concept and the experience, the idea and the rdeaning

When we learn in that way, we are whole, utilizing all our masculine and feminine capacities. In this
spirit, StudentCentered Teachingao be charaierized by the following goals:

1 A climate of trust in which curiosity and the natural desire to eaan be nourished and
enhanced.

1 A participatory mode of decisiemaking in all aspects of learning in which students, teachers,
andadministrabrs have their part.

1 Helping students to achieve results they appreciate and consider worthwhile, to beildself
esteem and confidence.

1 Uncovering the excitement in intellectual and emotional discovéhgt leads students to
become lifelong learners

1 Developing in teachers the attitudes that research has shown to be masttieff in facilitating
learning.

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

The StudentCentered approach is based on thengirically proved hypothesis that students achieve
superior academic results and even personal growth in terms of highecadifience, openness to
experience, etc., if they learn in an atmosphere or climate that can be characterized by three basic
attitudinal conditionsrealness, acceptance, and empathic understandirigese necessary and sufficient
conditions must be held or lived by the instructor, better facibtaand reciprocally be perceived by the
students.
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1 Realnessgenuinenes®r transparency in the facilitator means that/hghe must be real in the
relationship with hisher student, be the person heshe is and not use any masks of facades in
communicating with the students.

1 Acceptanceprizingor respect towards student imigls that the facilitator accepts and respects
the whole personality of the stud and feels basic trust in hisler constructive tendency, his/
her striving for solutions in higler own way.

1 Deep understanding, often callenpathic understandingmeansthat 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.

1 Active learning and studententered 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 higherder cognitive strategies su@s 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 o#ctive learning techniques include writing shortmin reflection papers, analyzing
and reacting to videos, debating course topics, keeping a daily journal, and publically declaring answers in
class.

Central to studententered learning, in contrast, the principle that instructors should shape
O2dz2NAES OdzNNAR Odz I FyR O2ydiSyid ol aSR 2y adadzRSydaqQ y
Sy3r3aS addzRSyida Ay | OGA@Ss O2ttl 02Nl GABS Rga020SN
and gives students the ability to shape their learning experience. This approach can be contrasted with a
lectured I @SR | LILINR | OKZ Ay GKAOK AyadNHzOG2NER | aadzyS
information to students, who have little role itnaping the experience.

Briefly, StudertCentered 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'dke 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.

9 Collaborative learning, experieindl learning, and problerbased learning

Advancements in classroom instruction have also taken place at the teaching method level. The
most commonly discussed contemporary methods inclad#aborative learning, experiential learning,
and problembased leaning.

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 se@rafits
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 problesolving strategies, and teaches dants

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

Examplesof collaborative learning activities include group roundtables (e.qg.,
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), andend-a problem (e.g., students attempt to solve problems within a group
and, if unsuccessful, send the problem to another group;

i Experiential learning, involves engaging students in activities that enable them to
experience course content. Although expetial activities can take place in the
classroom, there is an expressed emphasis on assigning projects that occur outside the
Of FaaNR2YZ gKSNE 0O2yOSLJia OFly 0SS o60SGGSNI Ay
Examplesinclude having students observe coursdevant phenomena or behavior,
conduct interviews or experiments, play games or simulations, or keep a reflective
journal.

iii  Problembased 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 curriculuandl LIN2 OS&aa® ¢ SI OKBNA &SN
GFFOAEAGIFG2NRE 6K2 3JdzARS fSFNYyAy3dI o6& Y2RS
a0dzRSy G aQ NBaLJRy aAa o AbaskdiléarnidgidNdtilizes ladidgsh rgaByd  t NE
different educational levels and disciplines, and literally hundreds of activities been
developed for this approach

1 Process of Problem based learning

Stages Step wise procedure Focused component

Stage 1 Group setting Organization of groups
Stage 2 Problem identification

Stage 3 Ideageneration Facts, ideas, learning issu
Stage 4 Learning issues and action plans

Stage 5 Selfdirected 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

Coupledwith technolog, newer approaches to T&L such @atcomeBased Learning (OBBfudent
Centered_earning (SCLproblembased learning (PBLand Case Study (Clave also emerged in recent

decade and research has proven that many have positive impaceamimhg. 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, inth®2 y G SEG 2F | NBF 2F SELISNIA&ASE &aidRSy
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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 incorpothgrtgols 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 c@mputenhancing teaching and
learning especially to the-eneration 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 presentatio and publication.

3.4 Guidelines to conduct tutorial classes

A tutorial is a small class of -BO students who meet regularly with the guidance tife tutor, alecturer,
or other academic staff member, gives individual attention to the students. It is also known as
supervision class.

Tutorials usually have the following characteristics:

1 Apresentation of the viewusually explaining and showing the user the user interface

1 Ademonstration of a processusing examples to show how a workflow or process is completed
often broken up into discrete modules or sections.

1 Somemethod of reviewthat reinforces or tests understanding of the content in the related module
or section.

{ Atransition to additional modules or sectionthat builds on the instructions already provided.
Tutorials can bénearor branching

Steps in designing tutorial class

1. Identify in point form
1 What are the key ideas or concepts for students to understand?
What are the key skills to develop?
Then plah
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 ofyour plan
f 5Aa0dzaa ljdzSadAz2y 2NJ LINPofSY 206GFAySR 2dzi 27
students to answer on their own or in groups arm/ have open discussion at the end to
summarize main points andér have a roleplay, debate, open forundiscussion.Collect
CS8RoFO1 2y { (dzRS ydiGondudayf RBMAE (1 Y RAY I | v RK

=A =4 =4 =
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3.5 Guidelines for identification and counseling of slow learners

Accordingto T.N.Birkett, 6A slowlearningchild is one whosecapacityfor learningthe kind of material
which is taught in the ordinary school is limited by some deficit in intellectual capacit¢. Limited
intelligence however,this maybe definedasthe chiefchamacteristicof the W { fleardeiQ ®

Accordingo experts,childrenwho for variousreason,fall behindin their schoolwork and require special
teachingare called(educationallysubnormal)E.S.N.

dSlowlearnersare childrenwho are doingpoorlyin school yet are not eligiblefor specialeducation;their
intelligencetest scoresare too high for consideratiomas a child with mental retardatioré (Mercer, 1996)
(MacMillan,GreshamBocian & Lambros,1998).

Slowlearnersare those pupilswho havelimited ability due to different reasonin the educationprocess.
Slow learner is advanceword for @ | O1 ¢dr BIK & y (NSt RIS R R dzO | Gubg g NI & £
(E.S.N.)

The reasons for some students learning slowly are innumerable. One of the main reasonsnie the °
detention systemat 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 matepschools 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 learningn spite of his innate capacity to learn.

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

the subject taught and parental background are some causative factors for slow learning. Talent# diffe
OKAft RQa OFLIOAGE G2 tSINYy RAFFSNBYyd &adzoeSoia 0Ol
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 staiges 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 cannotehewedivthe

teacher tries to explain.

Classification:

i Childrenwhosecapacityfor educationor trainingis limited by low intelligence covera fairly
wide 1.Q. range from approximately40 to 80 or 90. However,studentswhose |.Q. ranges
between 50/55 and 85/90 are capableof benefiting from the kind of educationwhich is
offered within the normalschoolsystem.Thesemaybe subdividedinto two groups.

i TheEducabléVentally Retarded(I.Q.range50to 70).

i TheDullNormal(l.Q.range70to 85).
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iv  TrainableMentally Retarded:Studentswhosel.Q.rangeis between35/40 and 50 are usually
termed asthe TrainableMentally Retarded.Provisionfor educationof suchchildrenmay be
madeoutsidethe normalschoolsystem.

Characteristics:

i Inphysicalappearancehey are no different from normal childrenand therefore likelyto get
admissioninto schoolsfor normal childrenwhere the curriculumis drawn up to meet the
needsof averagechildren. Sothey find it extremely difficult to cope with the education
imparted in these schools,unlessspecialprovisionis made for them and the curriculumis
orientedtowardspracticalandreallife activities.

ii  Theyare capableof being educatedin ordinary schoolsand even achievinga moderate
degreeof successif they are allowedto proceedat a slowerpaceandthe syllabusis adapted
to suittheir abilities.

iii  But, they will not be ableto keeppacewith the averagechildrenand neverbe ableto learn
all the thingswe expectnormalchildrento masterby the time they leaveschool.

iv. Theywill not be able to go for higher studies despite all the guidanceand educational
facilitiesmadeavailableto them.

v Theyhavepoor memories.Theirattention spanis short and they cannotconcentrateon one
topic for long.

The purposeof this assigiment is to determinethe problemsof the slow learnersand the methods of
education,Howto teachthem, sothey canbe better personof 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/ [3&eis reither mentally retarded nor is on the lower
rungs of intelligence scale.

1 Toidentify the causesof slow learning
Showingthe signof slowlearnerR 2 S angddihat the studentis slow learner, there are other
factorsthat couldcausethe processof slowlearning;

1 Emotionalgrowth

Feelingsabout one self and the developing of these feeling positive or negative is called
emotional growth, Emotionaland socialdevelopmentare often link together becausethey are relevant.
In the initial stageschild learn the feelingsof trust, fear, and love later on as he grow he developthe
feeling of friendship, pride, and relationshipwhich also guide toward socialemational developmentof
the child, if the child is ignorein this stageand proper careis not providedto them, they build negative
emotion andthey ovoidtrust initially parentsandlater on other people,they isolatedthem selffrom the
outer world. Furthermore, a neglected child, feel himself rejected, and unsecured,it affect the
developingskillsof the childto socializewith otherschildren.

", $% 60 33- #i11AGCA T &£ 0EAOI AAU AT A 2AO0APARAE #AT O



In this stagethe changesare very rapid in student and every changebrings new changein the
behaviorof the student and each changebrings about new skills. Studentdevelop multi skillsin this
stage,the mostimportant oneis positive feelingsabout selfandtrust buildingwith others.

9 Environment

Childrenreactto their environmentin early stagesand he learnsfrom the environmentin which
they grow. Createa safe environmentfor them and reduce the stresson your child and remove the
thingswhichare physicathreatsto the childrene.g.:abusivebehaviorand unsafetoysetc.

With whom the child is spendinghis time, what is their intellectuallevel. And how they treat the
child, when childrenhave a secureEnvironment,it flourishes their abilitiesin positive direction. Studies
showthosechildrenwho havebetter environmentshowbetter confidencein life andin education.

1 Growth and opportunities of Learning

Opportunitiesof learningis very necessaryfor the developmentof children cognitive abilities,
Parentsshould provide rich learningenvironmentto their children and open new windows of learning
opportunities for them. Theyneed simple playableactivitiesand gamesto developtheir brains, Show
them newthingsandarrangenew activitiesfor them to enhancetheir thinking skill.

1 Absenteeism

Absenteeisnfrom the schoolis another factor which can affect the ability of learningof a child,
when a child is often absentfrom the class,he could catchwith other studentin school,he need extra
home work with the help of parentsto cover his short comingotherwise he lose his self confidencein
classdueto whichheisolatehimselffrom hisclassfellowsandhe becamea slowlearner.

9 DefectiveVision

Defective vision is another possible cause of slow learning, it affect O K A fgrBvihé and
developmentandthe ability to functionin society.It alsoleadto effect selfesteemand confidenceof the
childwhichcouldleadto depressiorif not treatedin early stagesandchildleft behindin the class.

1 ResourceProblem

Without proper Resourceparent could not afford to provide better opportunitiesof learningto
their childrendue to whichthe child lose his selfesteem.Availabilitiesof goodbooksand other learning
materid whichis necessaryor the learningprocessof the child.

1 [lliterate Parents

Another problemin somecasesare illiterate parent, those parentswho are mentally backward
and also have no education, effect the educationof the child. Initial six yearsare very important and
crucialperiod of child life, in this stagedevelopmentof brain take place.Carefultreatment is requiredto
develophisskills,whichhelp him in the later agein schoolandcollege.

I Untrained Teacher

Untrainedteacheris anotherreason,without proper training a teachercould not understandthe
psychologyof the child and his problems,what the possibilitiesare and why the child is not learning.A
train teachercouldunderstandthe problemand eradicateit.
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1 ClassSize

Overcrowdedclassis another problemwhich affectsthe learningprocessandleadto the product
of slowlearner. Slanderectlasssizeshouldfrom twenty to thirty studentsper class,but studentexceed
in the classteachercould not give attention to every student and nor he could evaluateevery student
dueto that reasonsomestudentleft behind.

1 Busyparentor no time for children

Whenparentshaveno time for their childrenandthey are busyin their job it alsoleadsa childto
lonelinessandisolated.He could not sharehis problemswith his parents.Theproblemis muchsevered
in casechildrenagethree to sixyears,becausen this agethey needfull attention of the parents.It isthe
ageof their development.Theylearnmanythingsfrom parents.

M Violencein School

Violencein schoolsis another factor which causesslow learningin students.Violenceaffect the
learningabilities of the students,Exposuredo violenceis psychologicallyoxic. Thisexposuremayleadto
emotionalproblemsandaggressionit alsoeffect cognitive,psychologicaandlearningprocess.

1 FamilySize

Familysizealsoplay a major role in the developmentof the child,in a smallfamily a child will get
attention of the parents and enoughresourceswill be availableto him. In caseof large family size,
childrenfacemanyproblemswhich effect there abilitiese.g.emotionalproblem,resourceproblemetc.

91 HealthProblem
PoorHealthis alsoa hurdlein the growth and developmentof a child, whichleadto the process
of slowlearning.

91 Depiived Culture
Evidenceshow that deprived cultured and Backgroundmay also causethe processof slow
learning.

1 InadequateTeachingStaff
Lackof teachersin schoolis alsoa causeof slowlearning,due to shortageof teacherin schools,
the studentleft behindfrom other studentsin competition.

1 PoorLeadership
PoorLeadershipwv.r.t teachersand headsof the institute aswell ason the part of parentsare not
acceptable.

I TeachingMethod

Teachingmethod is the most important factor in slow learning;a train teachercan understand
the problem of the student and remove that problem by a better teachingstyle, which suite to the
student need and mind. A good teacher will alwaysuse different methodsin classso every student
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understandand learn. Onthe other handthose teacherswho use one method of teachingcreate slow
learnerin the classbecausesverystudentlearnin different styleandmethod.

1 Course

Studentsare subjectedto inappropriate textbooks, and teaching material. Courseshould be
design with easy to difficult approach so students understand what teachers are teaching them.
Inappropriatecoursematerialwould increasethe numberof slowlearnerin the class.

1 Transferof Teachers

Frequenttransferof teachersleavesno room for the developmentof mutual understandingand
respectfor eachother. Themomentthey start to understandeachother, the teacheristransferred.Once
this processsrepeateda few timeswith a student,the studentcloseshimselfto teachersin future.

1 FearComplex

To camouflagetheir inability teachersgrow a fence of fear around themselves Theyresort to
indiscriminatepunishmentsresultantlysomeof the studentsrun awayfrom schoolsandthe restbecome
docilewith nointerestin educationbut to spendtime aimlessly.

1 PsychologicaProblems
Studentsdueto highexpectationsof their familiesand absenceof guidancefor both the parents
and studentsexperiencea lot of psychologicaktress,which hasa retarding effect on their educational
developnent.

1 Medium of Instruction

Medium of instructionis alsoa big problem for some students.Thereforeit is necessaryto use
mother tongue for the educationso student understandit and they do not lose their precioustime on
languagdearning.

1 CommunicationProblem

Communicationgaps between students, teachersand parents. Due to this gap neither the
teachersnor the parentscome to understandthe students, resultantly they enforce upon them their
wishes. This enforcementdevelopsa rebelliousor a docile nature in the students, which retard the
positiveabilities.

91 Deprivedcultured

Evidenceshowthat deprivedcultured backgroundnayalsocausethe problem.

9 Identification of slow leanerin the class
Earlydiagnosiof slowlearnerstudentis very necessaryHowteacheror parentscouldidentify, that
the student/child is slow learner, with a careful observationthey could easilyidentified signsof slow
learner,
i  Speecltdefect
i Languagelevelopmentproblem(brokensentences)
iii  Assessmentthe levelof vocabularyvocabulanjimited)
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iv Verbalabilities
v Shortsentencesgrammaticallyincorrect
vi Behavior
vii SpellingMistake
viii Interactionwith other students
ix Clasgoom Discussion
X Readingroblem
Xi Interest
xii Slowresponse decisionmaking
If it is identified that a student is slow learner, proper evaluationshould be done to identify the
weaknes®f the child, the following method canutilizedfor the evaluationpurpose.

9 Evaluation

i Intelligencetest

i LYy RA Oikt&ligandetesi

iii TheStanfordBinetscaleof intelligencetest

iv (TheStanfordBinetintelligencescaleis a standardizedest that assessemtelligenceand
cognitiveabilitiesin childrenand adultsagedtwo to twenty three years,determiningthe
presenceof alearningdisabilityor a developmentaldelay)

v Grouptest

vi Attainmenttest

vii Vocabulantest

viii Testof Visualperception

ix Spellingest

X Personalitytest

xi ChildrenBehaviorquestionnaire

xii Diagnostidestin readingandarithmetic

xiii Assessmentef levelof vocabularyyerbalabilities

xiv Attitude andinterest
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Counseling format for slow learners

Who are the slow-learners?

Slowlearners are those who fail in classbecauseof their low intellectual abilities. Their IQ
rangesfrom 55/ 60%to 85/ 90%.Theyhave a wide range of abilitiesand a variety of characteristicg
dependingon their background.

Studentsshouldbe monitored form the first test to checkthe learningability of studentsto the
attainmentof IQrangeabove90%.

Followingquestionerhelpsin understandinghe causeof low learningability.
Dear Student.

Please tick YES/NO for following statements so that your teacher will concentrate on y
those situations to which you have answered YES

1. Shortattention andconcentrationspan. YES/NO
2. Slowreactiontime. YES/NO
3. Limitedpowersof seltdirection. YES/NO
4. Limitedability to work with abstractionsandto generalize. YES/NO
5. Slownesgo form associatiorbetweenwordsand phrases. YES/NO
6. Failureto recognizefamiliar elementsin new information. YES/NO
7. Habitsof learningvery slowlyandforgetting very quickly. YES/NO
8. Failureto understandin English. YES/NO
9. Inabilityto setup andrealizestandardor workmanship. YES/NO
10. Lackof originalityandcreativeness. YES/NO
11. Inabilityto analyzeto do problemsolving,or think critically. YES/NO
Anyother
*kkkkkkkkkkkkk
Name of the student , Roll No. , Date
Sub: Class: , Signature

kkkkkkhkkkkkkkk

After evaluationand identification of slow learner the questionsarise. How to handle these types of
studentsin HElenvironment?

Howto teachthem? What type of classthey need?
Expert suggeststhat student should be not increasefrom 20 in classand different style of
teachinghasbeensuggestedor different subject.

ReadingProblem
1 Thereare different method of teachingfor readingproblem, how to teachto a groupor classof
students. Expertsuggestmultiple teachingstyle becauseeach student learn through different
method, somestudent could learn better with one method, other will learn with other method.
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Teachershouldbe aware of the individual differences,Forteachingreadingto slow learnerthe
following method shouldbe used:

TeachershoulduseChartsto teachWordsto E.S.Nstudents.
TeachercanalsousedMemoryflashcards

Readingwvith meaning,is goodmethodwith whichchild easilyunderstandand rememberit.
Readingstories,collectingmagazinesnewspapersanddiscusthem in the classroom

Pictureson wall with the storiescanalsohelp slowlearnerto rememberand understandaword
Readingeadinessvorkbook

Throughactivities,readingactivatescanalsohelpin readingprocess
Visualactivities,includeTVand computercanhelp

findingmissingparts

Memorygames

Readindor information

Computergames,the best method for teachingreading process.Theseinteractive gamesnot
only help slow learnerin their readingprocessbut it also help to increasetheir quick decision
makingability.

=A =4 =4 4 -4 -4 4 -4 -4 -4 - -4

ReadingMaterial:
Readingnmaterialshouldbe selectedkeepingin viewthe interest of the studentin mind. Chasedifficulty
levelfrom easyto difficult approach(agewise).

TeachingSpelling,
Spellingare very necessaryor slowlearner,becausat helpto form aword, a goodspellerwell alwaysbe
agoodreaderandwriter , therefore teachershouldgiveattention to teachingspellingto the students.
f Teachershouldwrite a word on board and askto the studentto write it in air, teachthem the
spellingin parts,sothey knowthe soundof the word.
Competitionof spellingbetweenthe students,
Checkrecheckmethod
Weaklytest for spelling,
spellinggameson computer,typingtutor gameon computer

= =4 =4 4

Teachingwriting

Teachingwriting require reading, understandingand spelling capabilities,if a student is good in
these, he can learn writing easily,following are the few method which could be used for teachingof
writing;

1 Encourageheir writing, ignoretheir mistakein earlystages
In early stagesstudentswrite short sentencesand grammaticallyincorrectsentences
Involvestudentin writing smallstories
Engagestudentin form filling, latter writing and Telegramaccordingo their age
Involvestudentsin form filling, diarieswriting.
Computerbasewriting gameswhere shortanswerare requiredfor playinggames.
Writing in schoolmagazine newspaperetc.
At later time attention to the grammar,punctuationandfull stop.

=A =4 =4 4 -4 -4 4
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Socialeducation
Socialeducationis alsovery necessaryor the slowlearner;teacherand parentshouldgivefull attention
to the socialeducationof E.S.Nhow to crossthe road, how to reachhome and other smallthing that
couldhelphimin dayto daylife. It is not only the responsibilityof a teacherto teachthesethingsto slow
learnerbut it is alsothe responsibilityof parentstoo.
Teachemndparentsshouldalsoinvolveother peopleto helpthesestudentse.g.

1 Psychologisbf the school

1 Friends

1 Schooldoctor/nurse

1 Othersocialagencies

Remedialteachingfor slow learners

Remedial teachings identifying slow learners and giving them the necesspmrnglance 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 studda are unsympathetically branded as “block heads' without an earnest attempt to
know the real cause of their slow learning.

Roleof the teacherin helping SlowLearnerswith specialneeds:

1 Data Collection: Maximum information about such children should be secured and their
interestsshouldbe discovered.

1 SpecialClassesSpeciatlassedor slow-learningchildren.

f Partial Segregationit hasbeenstated,& ¢ KHidrenshouldbe includedin the total schoolset
up, regularlyparticipatingin assemblyprogrammes organizedplay,and other activitiesenjoyed
by all children.aTheproblemsshouldbe clearlyexplained.

1 Short Assignments:Assignmentggiven to the students should be broken up into short and

simpleunits.

Drill Work: Sufficientdrill work shouldbe done.

SummarizesFrequentsummarief the important points of discussiorshouldbe used.

Praise:Pupilsshouldbe praisedoccasionallywhenthey havedonetheir assignmentsvell.

ProperEvaluation:Goodset of tools shouldbe providedfor proper evalwation.

CloseSupervisionSupervisiorshouldbe veryclose.

Audio-VisualAids: Auditory andvisualaidsfacilitate learningamongslowlearners.

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

childrenfor expressiorof creativenessvith their hands.

DiagnosticTests:Diagnostidestsshouldbe usedin workingwith slow-learningchildren.

1 CurriculaAccordingto Interests: Coursesand curriculashould be selectedby the studentson
the basisof aptitude,interestand needwith the help of their counselors.

1 Vocational Programmes:Vocationalprogrammesshould not be forced upon slow-learnersas
suchchildrendo not alwayshavethe necessaryaptitude to acquirevocationalskill.

1 Equalityof Opportunity in Recredgional Programmes: Recreationaprogrammeathletics,
music,art, dramatics.etc., shouldbe openedto all on anequalbasis.

=A =4 4 =4 -8 4 A
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1 Remedial Teaching:Remedialteachersmay be appointed who meet such students twice a
week.

f Cooperationof All Agencies:All agenciesengagedin the O K A £ Rvbl#rg'wWbék should co-
operateto helpandguideslowlearners.

Educationalprogrammesfor SlowLearners:
1 Remedialnstruction

HealthyEnvironment

PeriodicaMedicalCheckup

Non-Promotion

Motivation

IndividualAttention

SpeciaMethodsof teaching

Maintenanceof ProgresdRecord

o ~NO Ok WN

Attempts have been made here to chalk out the remedial measuresand some guidelinesfor the
teachers But problemsare not easyto surmount.A Teachemay be the first diagnosticiarrather than an
instructor. But educationalpsychologistssocial workers and state authorities should take interest in
discoveringandrectifyingthe causesf slowlearning.
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4. GUIDELINES TO CONDUCT GQURRICULAR ACTIVITIES
4.1 Courselnduction/Course orientation programme

Course orientation program focuses on delivering the content @ndome ofindividual courses to
students that have enrolled deesher.

1. Choosing a date
91 Date will be usually chosen during the start of the academic session so that fresher
students gefull-fledgedidea about the course they have enrolled.for

2. Inviting guess

1 As per the requirements of the institute, generally no visitiggestsare paid inadvance.
They all have to pay for all expenses associated with travel and then be reimbursed after
the service has been performed.

1 Specify as many of the key details as possible in advance to your visit@xample, the
format of their event (type ofwdience, key note address). It is important to spell out
whether the event is or whether it is free and open to all.

1 Inform theguestif there will be an honorarium provided.

1 Upon request you might be asked to provide an official invitation on instititerhead,
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.

1 All speakers who are receiving funds (TA/DA+ harimm) must sign voucher form so
that he or she can get reimbursed.

1 The permissible amount for reimbursemdstevisedfrom time-to-time.

3. Speaker
1 Speaker will be usualigvited from the institute who will brief about the courses

4. The Venue
9 The venue should be such that it can accommodiatge gathering of audience

5. The Equipment
T LGQa GKS NB3IdzZ | NI SljdzA LIYSy G4 Y géppintJaddBSiapat, LINS & S
and speakers. Testing them adldecking with the guest about them goedoag way in
being ready.

6. Preparing the audience
9 Circulating a short profile of thevent improveghe active participation of studentsThis
results inenhancement of their talent
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7. Catering

| If the location you choose also provides food servidek | G Q& S@Sy o6SiGGSN®
will need to contract another service and supervise the coordination of suppliers.
9 Still, you will have to decide on a menu and handle any special guest queries.

4.2 Guest Lecturers

Guest lectures are an integral parttble pedagogy of Teachifgearning. 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 theyittiethiém.

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 bandling modern day business challenges.

8. Inviting a speaker

1 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 servickas been performed.

1 Specify as many of the key details as possible in advance to your visit@xample, 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 opendll.

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

1 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 hod institution. As a rule, it is best to provide an official invitation to everyone you
bring in.

1 All speakers who are receiving funds (TA/DA+ honorarium) must sign voucher form so
that he or she can get reimbursed.

9 The permissibleamount forreimbursementrevised timeto-time.

9. The Venue
9 Not every guest session has to be in your huge¢h 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 comparedthe stadiumstyleauditorium. For
example, having a smallerenuereducesthe pressure to fill up the seatsven most
interactive sessiowill be held ina standard classroom with regular seating.

10. The Equipment
f LGQa GKS NBIdz I NI Séjr,caillarInis, yaptop plégbintddsiapat, LINB a S
and speakers. Testirthem andchecking with the guest about them goes a long way in
being ready.
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11. Fillingthe seats
1 Almost everywhere, institutes make it mandatory for students to attend the session, but
limit the audience based on year oburse. Rethinking both these practices can
phenomenally increase the effectiveness of the session.

12. Preparingthe audience
9 Circulating a short profile of the lecturer and a synopsis of the topic allows the audience
to do their own research andre-reading. This results in great&A after the topic.

13. Preparingthe guest
1 At some institutes, the guest is made to sit in a separate room till the audience is seated.
Key benefits from this:

U The institute faculty can chat witie guest.

U The guest gets time to calm his/her pspeech jitters.
The organizingteam to do any lasminute briefing about the audience or the time
available.

14. Thelntroduction and prespeech talk
1 Nothing works better than the prelude to establish thentext of the speech, and the
credentials of the speaker. Go with thesumption that both the topic and the speaker
are unknownlt really helps to confrmhowk S a LJSI {1 SNRA& yI YS Aa LINE
& LIS | toffidddée andocuses on topic.

15. Collectfeedbacksormally
1 Collectingeedback informally runs the risk of getting only one end of the spectofim
complete set. Construct a good feedback format having core components and
components related to session topic. Document and sulanfirief reportalong with
good photographs of session to the higher authority.

4.3 Seminars/Workshops/Symposiunif§onference etc

These help in bringing together academicians and experts from different parts of the country and abroad
to exchange knowledge and ideas. This millvide an irdepth analysis of subjects and update the
knowledge of the participants from academic/research institutions.

The Essential Steps organizingsuccessfulSeminars/Workshops/Symposiums/Conference etc

1 Choose a Date
1 The first and most importanaspect of running a professional event is starting early.
Before you contact speakers and allure attendees to a
Seminars/Workshops/Symposiums/Conference gtoy need a time and place. Book the
perfect conference venue for your event before you starveleping your plan. That
would be six months prior to the event.
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I Take into account the fact that many venues must be reserved months before the event.
1 Make scheduling arrangements depending from how far the speakers and attendees may
travel. It is importanto let them know the date of the event months before you even

start setting up the conference agenda.

1 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 $uch 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.

1 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 28D0 people. This seems to become an international
norm.

1 Avoid holidayperiods ¢ 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 I&ebruary

1 Never plana conference during the weekend From organizersto speakers and
contractors, conferences meawork, hence they should happen during the week.

1 Set the event on a Thursday and Fridaygl give attendees the opportunity to play the
tourist during the weekend.

2 Typeof Venue

1 The second goal of a organizing anference 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 buildingsThese are fairly cheap and suitable for small, academic events.

2. Independent venuesihese 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
1 Regardless of the type of venue you fitml be most suitable for the scale of your
conference and business needs, the location has to be welcoming and serene.
1 However, the location you choose should address the following questions:
a Conference facilitieswhere will the event take place?
b Accommodationwhere will the conference guestsand delegates
accommodatiof?
¢ Parking & Transportationhow are they going to get to location?
1 Also, if the venue does not providen-suite rooms, dining rooms, or coffee lounges,
make sure there are restaurants and other points of interest nearby to facilitate
accommodation and additionalvent networking opportunities.
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1 The touristic potential of the location is another aspectd&e into account. Conference
people love the chance of playing the tourist and discovering new places.

1 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 nearbyshmtensite facilities like
VIP lounge and SPA. These will impact the traffic in general areas, hence the networking
opportunities of the event.

4  Suitability

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

f 52y Qi F2NBASGO |62dz2i aLRyaz2NBR |yR aidl{1SK2ftRS
events to clash with your event or branding concept.

5 Technical: IT and Audi¥isual Equipment

1 All of the above should be part dhe ideal conference venue. Additionally, before
booking the venue, ensure every conference room has the necessary-dadal
equipment and tech support.

9 Technical checkilist:

a Projection screens & cordless microphones.
b Wi-Fi access, heavy duty cables ahdrging stations.
c Light fittings & power points.

1 See if the venue offers charging stations andRiVvailability for all participants. Nothing
is more annoying that wandering around to search forRMor having the Smartphone or
laptop discharged.

6 Catering

T LT GKS t20FiA2y @&2dz OK22a$S | fa2 LINRPOARSAE F:
will need to contract another service and supervise the coordination of suppliers.
9 Still, you will have to decide on a menu and handle any special guesiesjué 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

1 Ewen 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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1 Anticipate the overall costs of the event before you consider a star hotel. The venue

shodd adhere to quality and safety standards and keep your attendeesnwalished

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, suggestrilng the
venue fee for a multyear contract.

8 Collect feedbacks formally
1 Collectingeedback 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 relatedo 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 tdhis 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, pre@asenall 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 b a good listener.

Acknowledge that everyme 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 supportre statement. Generallywhen we enter a group discussion, we do

so by interjecting the other person and contradicting his viewpoint. A sisaetrt way to

enter the discussion could be by supporting the point of another person. By using
statementssuch@ &L F3INBS GHAGK 6KFEG Y& TFNRSNIRaLALF &3

GKAY1l | LR2AYyG 6S 02dzZ R FRR KSNBX¢
Enter by increasing voluraBhe popular way adopted to enter a loud GD is to increase
2ySQa @2ftdzySe® ¢K2dzZaK AdG | YSikeiRpran&ktb i O2Y

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 wisad voice, it does

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

1 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 theigroould 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 withnse sort of inference or conclusion
that can be drawn from it.

2 Be an active listenertisten carefully to others' contributions to avoid pitfalls. Listening will
benefit you in the following ways:

91 It will prevent you from repeating something already said

91 It will give you new areas to think about since a participant may have introduced an
excellent point, which you had not thought of

91 1t will help you take the discussion forward, taking on from where another participant has
left

1 It may even help you understaral topic, which you were ignorant of, before the first
speaker defined it.

3 Be assertive, not aggressive:

9 Itis a myth that successful managers are aggressive. They are not aggressive, rather they
are assertive. There is a fine dividing line betwessertiveness 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 wihim 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:

9 Building allies is often an important aspect of a GéEn@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 yoarguments. When supporting someone else's
arguments does not just say "l 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 oplafter 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 mtislso 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

¢ You listen to others; you let them speak and you are not too aggressive. Thi
does not mean that you should only let others speak. You must let them speak
and also speak yourself.

5 Quality of Content:

1 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 grouyou 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 durationf @articipation in a GD. In a 4Ginute 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

1 ValueAdditions: You can add value to a discussion keeping the followingrid:mi

a Provide a structure that enables the discussion to carry on

Provide analysis that helps in distilling the discussion

Provide new facts and details

Examples should be rational and clear

Avoid flimsy repetition of thought

Do not lose focus and discus&ial issues

Try to provide a summary to the discussion

Q —H OO0 o O T

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

1 There are a number of candidates who commit common blunders i2Gbsg through
the following section, you can explore #ie common problems and make sure you do
not commit any such error. The most common ones are:

a AggressionBeing too aggressive is one of the most common mistakes iRGDs
While trying to make presence felt and acknowledged, students commits the
mistake ofbeing overaggressive in the GD. Actions such as -avemation,
dramatizations, banging the table, entering in etoeone discussions or
criticizing others unfairly are some of the misplaced manifestations of aggression.
Why does this happen? Most studenthink 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 edect 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 sethalysis andort out your attitude related
problems. Nervous body movements, having your hands folded across your
chest, carrying skeptical expressions, constantly moving and fidgeting, evasive
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