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PREFACE 

Ministers of education a t the Eighth Commonwealth 
Education Conference recommended the development of 
p rac t i ca l handbooks on areas of education which are of 
in te res t to member countr ies . In pursuit of this 
ini t ia t ive the Commonwealth Secre ta r ia t has devised a 
common format for a ser ies of Commonwealth Educational 
Handbooks of which the present publication is one. 
This volume is designed to assist educators in 
addressing the continuing task of teacher education 
especia l ly where existing training fac i l i t ies cannot 
keep pace with the demand. 

The present handbook originates from a meeting of 
experts held in Kaduna, Nigeria, in 1981 and organised 
by the Commonwealth Secre ta r ia t in association with the 
Federal Government of Nigeria through the National 
Teachers ' In s t i tu t e . This workshop was in two par ts -
the f irs t dealing with distance education for teachers 
and the second with educat ional broadcasting - both 
with reference to Commonwealth Africa. The group which 
examined the po ten t ia l for and problems of distance 
methods of teaching applied to the training of 
t eachers , consisted of the following spec ia l i s t s : 

Mr P T Alamina (Nigeria) 
Mr V C Anson-Yevu (Ghana) 
Mr M O Chukwu (Nigeria) 
Mrs O O Euler-Ajayi (Nigeria) 
Mr P H Mailumo (Nigeria) 
Mr P G Mngomezulu (Swaziland) 
Mr J A Mrutu (Tanzania) 
Mr D S Mye-Kamara (Sierra Leone) 
Mrs D C Ogun (Nigeria) 
Mr F B Pesani (Zimbabwe) 
Mr M O Poroye (Nigeria) 
Mr E O Rendall (The Gambia) 
Mr H S Wali (Nigeria) 
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The materials produced at this workshop formed the 
basis of the present work which at tempts to present i t 
in such a way as to chal lenge the reader with the 
questions tha t must be resolved before a country or 
inst i tut ion can make a number of policy decisions. 
Firs t , whether distance methods for teacher education 
will meet i t s needs; second, whether resources are 
avai lable or can be obtained, thus avoiding expensive 
mistakes. Thirdly, how . they can be planned if 
neces sa ry in g r a d u a t e d s t a g e s of a c q u i s i t i o n . 
Pract ica l guidance is offered to assist t eacher 
educators in adopting distance methods for thei r work. 

This handbook is o f fe red t o p r a c t i t i o n e r s in 
ministries, col leges of education and universities in 
the belief tha t i t will assist their efforts to expand 
teacher education rapidly and at the same time to 
improve i t s q u a l i t y , both in t he deve lop ing 
Commonwealth and in the more developed member 
countr ies . 

Rex E O Akpofure 
Director, Education Programme 
Human Resource Development Group 
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INTRODUCTION 

I t must be the l a rges t profession in the world. There 
were 12 million teachers in 1960, 18 million in 1968, 
and over 29 million in 1978. The demand for universal 
primary education and the pressure to expand secondary 
and t e r t i a ry education mean t h a t the teaching 
profession has also grown a t unprecedented speed in the 
l a s t quar ter century. 

Finding and training t eachers in those numbers i tself 
imposes s t ra ins on the educat ional system they are 
meant to serve . As a r e su l t , throughout the twent ie th 
century many countr ies , have used unorthodox techniques 
to train their t eachers . 

In Britain, in the f i rs t decade of this century, 
up to half the pup i l - t eachers who were serving an 
apprenticeship in schools , studied for the i r 
teaching ce r t i f i ca te by following correspondence 
courses. 

In Botswana and Swaziland teacher- t ra in ing 
col leges were established in the 1960s and 70s to 
t ra in t eachers by a l te rna t ing spel l s a t college 
with spe l l s in which they studied correspondence 
courses while they were teaching. 

In Nigeria a National Teachers ' Ins t i tu te was se t 
up in 1978 to produce the teachers who would be 
needed for Universal Primary Education. I t s 
major act ivi ty was to produce printed courses to 
t ra in t eachers . 

In Tanzania 35,000 have been recrui ted and 
trained as teachers over a period of five years 
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while they were working in school; they studied 
by combining radio and correspondence lessons 
with short res ident ia l courses in training 
col leges . 

This book shows how distance teaching - the use of 
correspondence courses with radio and some face- to- face 
study - can be used to train teachers . I t is divided 
into eight chapters . The f i rs t discusses what distance 
teaching can do for teacher education. The next five 
sections are about the organisation of distance 
teaching. The l a s t two sections are about monitoring 
and costing distance teaching programmes. 

Acknowledgements 
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figures 4 and 9 by permission of the National Extension 
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1 : WHAT IS DISTANCE EDUCATION? 

Man has l ea rn t a t a distance for many generat ions. 
Books have carried information across the barr iers of 
time and space. The development of writing and then of 
print mean tha t we can a l l learn from the distant words 
of Socrates or St Paul, of Gandhi or Marx. But 
distance teaching has come to mean something more than 
the distribution of books. Although we can learn from 
books, and the existence of the textbook industry 
depends on tha t fact , many learners need more than a 
book as a t eacher . They need more, too , than a 
correspondence course, unt i l recent ly the most usual 
form which distance teaching has taken. 

What do we mean by distance education? I t has been 
defined as "an educat ional process in which a 
significant proportion of the teaching is conducted by 
someone removed in space and/or time from the l ea rner" . 
Usually, sombody who studies a t a distance receives 
much of his teaching through a correspondence course. 
He* works a t home, r a the r than going to school or 
co l lege . In many dis tance- teaching programmes he will 
follow radio, or possibly te levis ion, programmes which 
are linked to the correspondence lessons. The 
correspondence lessons will include work for marking, 
which the s tudent sends to a tu to r and receives marks 
and comments on i t . And in some programmes, 
pa r t i cu la r ly in t eache r education, there are limited 
opportunit ies for f ace - to - face study so tha t the 
student is not lef t to study alone the whole t ime. The 
University of Nairobi, for example, used printed 

* Here, and elsewhere we use the word "he" but 
assume you will read i t as "he or she" or "she or he" . 
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correspondence courses which were linked with radio 
programmes and backed by occasional res ident ia l courses 
in a programme to upgrade primary school teachers . 
There are advantages in combining media in this way. 
I t enables us to capi ta l ise on the strength of each 
medium and use those s t rengths to balance each one's 
weaknesses. Radio's l ivel iness can compensate for the 
coldness and impersonality of pr int . The permanence of 
print can compensate for the speed with which a radio 
signal , or our memory of it, disappears. Occasional 
f ace - to - face sessions allow for dialogue of a kind tha t 
is impossible in any other medium. 

Is i t education? 

I t may be objected tha t teaching of this kind, with 
much of the material written or recorded in advance, 
adds up to instruction but not education, t h a t i t 
amounts to a central ised system of instructing and 
control l ing the flow of information which is 
appropriate to a nation of s laves but not to free men. 
Education, surely, is about the l iberat ion of the human 
spir i t , about the development of individual judgement 
and response, and not about learning a pre-se lec ted se t 
of facts which the teacher considers good for the 
pupil . Mechanised, mass-produced education, on which 
d i s t a n c e t e a c h i n g e s s e n t i a l l y d e p e n d s , i s a 
contradict ion in terms. 

There are two defences of distance teaching, with i t s 
dependence on mass-production, against this cri t icism. 
First , in p rac t i ce , much conventional education does, 
for much of the t ime, involve a transmission of 
information from the teacher to the student . While 
tha t act ivi ty is far from being the whole of education, 
i t is something which takes a lot of time and which can 
be done in print or through broadcasts . I t does not 
have to be done f ace - to - f ace . Indeed, by recording 
information and handing over the transmission job to 
mass media, i t may be possible to re lease the limited 
and precious time and energy of teachers for dialogue 
with thei r s tudents . In other words, where teachers 
are scarce , so tha t their time is a precious resource, 
distance teaching may make possible a be t t e r use of 
tha t resource and one which encourages ra ther than 
inhibits dialogue. 
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The other defence is more p r a c t i c a l : i t is to look a t 
the resu l t s of distance teaching projects and see how 
far they have contributed to solving our near-universal 
problems of t eacher qual i ty and t eache r shortage. 
While the evidence is l imited, as few projects have 
been thoroughly researched or evaluated, the range of 
projects using distance teaching for teacher education 
suggests tha t many ministries of education have thought 
i t worth t rying. Whether distance teaching should play 
a permanent ro le in our armoury of educational 
techniques may be an open question. But i t s p rac t i ca l 
advantages, and the resu l t s which have been achieved 
through i t , make i t look important and defensible a t a 
time of rapid educat ional expansion. We look a t some 
of the experience in this and l a t e r chapters . 

Why use distance teaching? 

Distance teaching has been used most widely to expand 
education. In many third world countries i t has been 
seen as a way of making educat ional resources go 
further. By recording the work of one teacher , and 
distributing what has been recorded, i t makes i t 
possible to reach la rge audiences and reach them 
quickly, despite the shortage of teachers . Distance-
teaching methods have been adopted to deal with 
emergencies where there is an immediate need to 
increase the number of t eache r s . In Zimbabwe, for 
example, a l a rge - sca l e programme cal led ZINTEC was 
launched af ter independence to t ra in large numbers of 
primary school t eachers . Distance teaching can reach 
audiences without the need to build new schools or 
co l leges to house our s tudents . There are p rac t i ca l 
advantages, for the administrator if not for the 
l ea rner , when students can learn a t home. 

At the same time distance teaching has been used not 
simply to widen educat ional opportunit ies but to raise 
the qual i ty of educat ion. I t has been used to 
introduce new subjects into the school curriculum. I t 
has been used to raise the qual i ty of teachers who are 
a l ready a t work in schools. 

For teacher education i t has two par t icu la r advantages. 
First , i t can provide education on the job. Where a 
ministry of education is employing a large number of 
untrained teachers , then i t may be unreal is t ic to take 
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them out of school and give them conventional ful l - t ime 
training. If they are to be displaced by teachers even 
less experienced and less trained than themselves, then 
there is a high price to pay in terms of the quali ty of 
education by removing them from school . Correspondence 
and radio can reach them while they continue to teach , 
(although i t has sometimes been suggested tha t teachers 
then neglect some of the i r c lass work in order to work 
on the i r correspondence lessons) . Second, distance 
education can do something to overcome the problems of 
remote schools and remote teachers . While i t is not as 
easy to send printed lessons to the most dis tant school 
as i t is to the nearest , the barr iers in the way of 
radio signals and printed lessons are less than those 
which prevent teachers in remote schools from attending 
regular up-grading sessions a t a t eacher centre or a 
col lege of education. 

Distance teaching has also proved a t t r ac t ive to 
ministries of education for f inancial reasons. As the 
costs of making and distributing printed lessons or 
broadcasts do not rise with the number of s tudents , i t 
may be possible to achieve economies of sca le . (This 
does not mean tha t distance teaching is always cheaper 
than the conventional a l t e r n a t i v e : in the Kenyan 
example quoted, for example, the costs per s tudent were 
probably higher than for those attending orthodox 
classes.) 

But under some circumstances distance teaching may be a 
cheap way of expanding education or improving i t . 

We can sum up: 

1. Distance teaching makes i t possible for a few 
teachers to reach a large number of s tudents . 

2. I t makes i t possible for education to be expanded 
without building extra schools or co l leges . I t 
can use existing buildings when they would 
otherwise be standing id le . 

3. I t makes i t possible for s tudents to learn while 
they continue to work. Teachers do not need to be 
removed from the i r schools in order to study and 
qualify. 

4. Distance teaching can achieve economies of sca le . 
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Once teaching materials have been produced and the 
system e s t a b l i s h e d t h e c o s t of e n r o l l i n g 
addit ional s tudents is r e l a t i ve ly low. 

Of course i t does not follow t h a t distance teaching is 
a panacea, offering a solution to every educat ional 
problem. Along with i ts advantages go a very r e a l se t 
of drawbacks. I t can be cold, remote and didact ic , 
everything tha t we associate with the word 'd is tan t ' as 
i t applies to human re la t ions . I t lends i t se l f to ro te 
learning; where teaching is based on a printed tex t i t 
is a l l too easy for the s tudents ' ac t iv i ty to 
degenerate into ro te learning and an excessive re l iance 
on the printed word. Distance teaching has also often 
been marked by high drop-out r a t e s , themselves a 
measure of s tudent dissat isfact ion with learning and 
the difficulty of studying by oneself. And i t is more 
diff icult to build a dialogue into distance teaching 
and s t imulate the individual responses and judgements 
by s tudents which mark a good classroom or a good 
seminar. 

A good dis tance- teaching programme will therefore try 
to overcome these drawbacks in order to reap the 
p rac t i ca l benefits which we have already discussed. 
The drawbacks are r e a l enough. A possible working 
assumption is tha t distance teaching is nei ther 
inherent ly superior nor inherent ly inferior to other 
forms of education, provided t h a t i t balances t ha t 
which is mass produced and cent ra l i sed , against a t 
l e a s t a minimum of discussion and dialogue. And tha t 
means t ha t we need to consider i t along with other 
educat ional approaches before deciding whether i t is 
sui table for a pa r t i cu la r educat ional task . The aim of 
this book is to make tha t a be t t e r informed choice. 

How has distance teaching been used ? 

Over the l a s t twenty years distance teaching has been 
used for purposes which range from university l eve l 
education to basic hea l th education for some millions 
of par t ic ipants . Even within the narrower field of 
t eacher education, distance teaching methods have been 
used for s tudents with different backgrounds and 
different aims. 
The educat ional expansion of the 1960s and 1970s meant 
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t ha t many countries were employing primary school 
teachers with l i t t l e more than primary education 
themselves. After some years, however, such teachers 
have often acquired a reasonable experience in the 
ac tua l process of teaching and managing a c lass . What 
they may lack is adequate knowledge of the subject 
matter which they are teaching - the kind of knowledge 
which they would have obtained by going to secondary 
school, or going there for longer. Some of the ea r l i e r 
distance teaching schemes were designed to f i l l th is 
gap. The University of Nairobi programme, for example, 
was designed to provide the equivalent of a secondary 
l eve l course for teachers which they could follow while 
they were working. 

Distance teaching was used with a ra ther broader aim, 
for a very similar group of untrained teachers in 
Botswana. Here, in contras t with the University of 
Nairobi scheme, teachers received correspondence 
courses which aimed both a t raising thei r subject 
knowledge and increasing the i r ski l l s as classroom 
teachers . The Botswana courses tr ied a t the same time 
to teach experienced but untrained teachers about 
geography, for example, and about techniques for 
teaching geography in the primary school classroom. 
They combined correspondence with radio and short 
spel l s of res ident ia l study. 

By the l a t e 1970s in widely different countries the 
pressure for universal primary education was becoming 
i r res i s t ab le . In both Nigeria and Tanzania, for 
example, government decisions were taken to adopt 
Universal Primary Education as a nat ional priority even 
though there were not anything like enough trained 
teachers for i t . In both these cases the countries 
adopted distance teaching as a means of providing in -
service training for inexperienced trainee teachers . 
The teachers were recrui ted s t ra ight to the schools 
where they s tar ted work under supervision and at the 
same time began work on their training courses. 

Distance teaching has been used for teaching one other 
group of t eachers . Teachers, like others , need new 
ski l l s as time goes on and new ski l ls as they move into 
jobs with new demands. New curr icula , for example, 
present teachers with new problems. The Mauri t ius 
College of the Air, the National Extension College in 
England and others have, used distance teaching for 
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introducing new approaches to the teaching of 
mathematics for serving and experienced teachers . The 
UNWRA/Unesco Ins t i tu te of Education, whose function 
since 1964 has been to provide education for 
Palestinian refugees, launched a distance teaching 
programme to provide basic training for i t s own 
unqualified t eachers . In t ime, a l l i t s teachers were 
qualified and trained and i t began instead to use the 
same methods for training head teachers and heads of 
department , concentrat ing on educat ional management 
ra ther than subject exper t ise . 

Just as the purposes for which distance teaching has 
been used have varied from place to place with 
differing needs and differing audiences, so programmes 
have been organised by a variety of different kinds of 
ins t i tu t ion. We can distinguish four. Firs t , some 
countries have established dis tance- teaching units both 
for teacher training and for education of other kinds. 
In Lesotho, for example, the Lesotho Distance Teaching 
Centre runs a variety of formal and non-formal 
programmes for adul ts and also co-opera tes with the 
National Teachers Training Centre in running programmes 
specif ical ly for t eache r s . The focus of t ha t 
inst i tut ion is thus on the techniques of education 
which i t uses. Second, some universit ies have run 
dis tance-educat ion programmes. We have mentioned the 
one a t Nairobi where the Ins t i tu te of Adult Studies se t 
up a distance teaching unit. A different approach was 
adopted by the University of the South Pacific where 
dis tance-educat ion programmes for teachers were 
organised within the School of Education. Then, third, 
some col leges of education have run distance teaching 
programmes alongside the i r regular work. Finally, as 
we saw in the case of Botswana, some teacher education 
col leges were established with the running of distance 
teaching programmes as the i r cen t ra l ac t iv i ty . 

One feature is common to a l l these approaches to 
t eacher educat ion: distance teaching is not something 
to be run separa te ly from the r e s t of the educational 
system. Thus distance teaching is a tool to be used 
along with others , which depends for i t s success on the 
wise use which i t makes of loca l resources . 

The links between a dis tance- teaching programme and the 
wider educat ional system are both educat ional and 
f inancial . Where dis tance- teaching programmes have led 
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the i r s tudents to new qualif icat ions and increased pay, 
they have tended to be successful, if we measure 
success in terms of the number of s tudents completing 
the course or passing their examinations. In contras t , 
in some programmes t rainee teachers have expected 
promotion as a resu l t of the i r study, only to find 
their parent ministry unwilling to make the promotions 
at the end. The effect on morale is disastrous. The 
major determinants of success and failure are often not 
the organisation of distance education, discussed in 
this book, but issues like pay, promotion, s ta tus . 

How does i t work? 

For distance teaching to be successful, the s tudent 
needs to receive materials appropriate to his needs, he 
needs to get them regular ly and to have his work 
encouraged, supervised and marked. To make a l l tha t 
happen, the administrator and teacher need adequate 
information about thei r s tudents and an efficient 
system for communicating with them. To know whether 
the i r work is successful, they need some mechanism for 
evaluat ion. We look at these elements in chapter 2. 

Summary 

1. Many recent dis tance- teaching projects have used a 
multi-media approach, combining correspondence 
lessons with radio and some face- to - face study. 

2. Distance teaching can be crit icised as a mass-
produced and central ised system of instruction 
which is not education, but i t can be defended if 
i t al lows and -encourages dialogue and if, in 
prac t ice , s tudents learn effect ively . 

3. For teacher education i t has the advantages t h a t : 

3.1 a few teachers can reach many s tudents ; 

3.2 education can be expanded without building 
extra schools or col leges ; 

3.3 teachers and t ra inees can learn on the job; 
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3.4 economies of sca le may be possible. 

4. Distance teaching has been used for: 

4.1 upgrading e x p e r i e n c e d but unqual i f ied 
t eachers ; 

4.2 in i t i a l training of teachers on the job, as 
with the Universal Primary Education training 
schemes; 

4.3 spec ia l i s t courses, e.g. for head teachers 
and heads of depar tments . 

5. Distance-teaching programmes for t eachers have 
been run by: d is tance- teaching ins t i tu t ions; 
universi t ies; col leges of education alongside 
the i r r egu la r work; co l leges of education 
established to special ise in distance teaching. 

6. Pay, conditions of employment and promotion of 
t ra inees are at l e a s t as important as the qual i ty 
of organisation and teaching in making a project 
succeed or fa i l . 
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2 : ORGANISATION OF DISTANCE EDUCATION 

Distance education makes heavy administrative demands: 
the organisation of i t is a different kind of act ivi ty 
from the running of a school . Any inst i tut ion involved 
in distance education needs to work out how to provide 
the services which i t s s tudents need and these , in 
turn, are different in kind from the services which a 
school or col lege provides to i t s s tudents . As we saw, 
some distance teaching programmes are organised by 
specia l i s t d is tance- teaching co l leges , while some are 
organised as an extra act iv i ty by col leges of education 
or university depar tments . If you are considering the 
use of distance teaching, you may be thinking about 
set t ing up your own ins t i tu t ion , or of working with one 
which al ready exis ts . But, in e i the r case, you wil l 
need to consider the functions which a d i s tance-
teaching inst i tut ion undertakes. We can identify eight 
of them. The way they are organised wil l , of course, 
vary from place to p lace ; one or more functions may be 
undertaken outside the ins t i tu t ion i t se l f . And in few 
cases will each function be organised by a separate 
department . But i t remains useful to s t a r t by 
distinguishing them. 

They a re : 

1. Policy-making and control I t is always necessary 
to have some s t ruc ture through which policy is 
determined and a person or group of people to 
control the working of an inst i tut ion and i t s 
in te rna l and ex te rna l re la t ionships . 

2. Materials development Distance teaching depends 
on mater ials developed cen t r a l ly , whether these 
are printed or broadcast . We look in de ta i l a t 
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the development of materials in chapter 3. 

Materials production By 'production' we mean the 
technica l or physical , as opposed to the 
educat ional , making of mater ia ls . Even if a 
col lege uses outside pr in ters , or an outside 
broadcast agency, i t will be concerned to ensure 
tha t i t s materials are produced eff iciently and 
effect ively and on t ime. We look a t this in 
chapter 4. 

Materials distribution Inst i tut ions will vary in 
the way they distr ibute materials , but will re ta in 
a responsibil i ty for seeing t h a t materials reach 
each s tudent when he needs them. Chapter 5 
discusses th is . 

Tutoring and counselling The same organisation 
may be responsible both for developing materials 
and for tutoring and counsell ing, or where two 
bodies are co-operat ing, these ac t iv i t ies may be 
divided between them. In e i ther case, tutoring 
and counselling s tudents a t a dis tance, or 
tutoring the same students in one of the i r f ace -
to- face sessions is a specia l i s t job, which we 
discuss in Chapter 6. 

Record systems Information is the key to 
successful distance education. We need to know 
about our s tudents , . about our materials , about our 
finances. As the flow of information through the 
system is cen t r a l to a l l i t s work we consider 
record systems in this chapter . 

Evaluation The word is used in more than one 
sense in education: we may ta lk about evaluation 
of the work of individual s tudents or about the 
evaluation of an inst i tut ion and i t s work as a 
whole, or of pa r t i cu la r courses which i t offers. 
Although there are problems in assessing the work 
of individual d is tant s tudents , which we touch 
upon, the main theme of chapter 7 is on the 
evaluation of distance education programmes. 

Finance Any organisation needs to keep control of 
i t s finances? the finance and costing of distance 
education is different from tha t of ordinary 
education and we look at the implications of this 
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in chapter 8. 

Clear ly, the eight functions are not of equal 
importance, and the amount of time devoted to each 
varies according to the s t ruc ture of the d i s t ance -
teaching ins t i tu t ion . If you have a fully re l i ab le 
university printing section a t your command, then the 
production of mater ia ls will play a smal ler ro le in 
your own ac t iv i t ies than i t will if you have to se t up 
a printing department and print your own materials . 
Similarly, the r ight organisat ional s t ruc ture wil l 
depend upon your cons t i tu t ional s t a tu s . If you are 
semi-autonomous then policy making is a more important 
job than i t is if you are a service unit within a 
col lege of educat ion. But, one way or another, we need 
to provide for a l l e ight functions. In this 
discussion, we look a t the functions from the 
standpoint of a d is tance- teaching ins t i tu t ion . The 
discussion is , however, intended to be useful for 
people in other kinds of ins t i tu t ion , such as those in 
a col lege of education which proposes to work with a 
d is tance- teaching co l l ege . We s t a r t with policy 
making, control and re la t ionships . 

Policy-making, con t ro l , re la t ionships 

The organisation of a d is tance- teaching inst i tut ion 
differs from tha t of an ordinary co l lege . I t has 
d i f f e r e n t f u n c t i o n s , with t h e p roduc t ion and 
distr ibution of materials often playing a large par t in 
i t s work. This in turn means t h a t i t needs a bigger 
administrative sect ion than an ordinary co l lege . Even 
where i t employs academic staff, whose t i t l e s may be 
similar to those in a col lege of education, the i r jobs 
are different . And, in many cases , i t has to organise 
some kind of field support for i t s s tudents 
organising study cen t res , or occasional res ident ia l 
sessions, or field supervision of thei r work. 

As a r e su l t , both the in t e rna l and ex te rna l s t ruc ture 
of a distance teaching ins t i tu t ion will look different 
from tha t of a t eachers ' co l lege or university 
department . Figures 1, 2 and 3 se t out the organisation 
of the University of Lagos Correspondence and Open 
Studies Unit (COSU), the National Teachers ' Ins t i tu te 
of Nigeria (NTI) and the Lesotho Distance Teaching 
Centre (LDTC). 
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COSU was se t up to provide degree leve l courses for 
teachers in Nigeria. I t was established a s . par t of the 
Centre for Continuing Education of the University of 
Lagos. As Figure 1 shows the Unit had three sect ions: 
one concerned with administration, one with the 
production of print and broadcast media, and one 
concerned with academic planning and the development of 
teaching mater ia ls . As i t was par t of the University, 
arrangements for control l ing i t s finances and for 
evaluation and the examination of s tudents rested with 
the University genera l ly . COSU did not have i t s own 
academic staff. Instead University staff could be 
seconded to i t for limited periods of time to write 
courses while i t could also c a l l upon University staff 
members to write courses while s t i l l based within the i r 
own departments . To help co-operat ion between COSU and 
academic departments i t was represented on each facul ty 
board. 

In contras t , the National Teachers' Ins t i tu te was se t 
up as an autonomous ins t i tu t ion . As i t was not under 
the control of a university i t was appropriate to se t 
up a council to supervise i t s ac t iv i t i es and, as Figure 
2 shows, i t was organised in te rna l ly into five 
departments . NTI employed i t s own academic staff whose 
main work was in the writing of courses and who a l l 
worked within one department . As NTI's materials were 
to be used throughout Nigeria the development and 
supervision of field services were also a key act iv i ty 
for i t and this formed the work of a separa te 
department. 

Lesotho Distance Teaching Centre was different from 
ei ther of the Nigerian examples because i t s concern was 
not primarily with teacher training but with distance 
teaching genera l ly . While the Centre was under the 
control of the Ministry of Education (see Figure 3) i t s 
work was guided by an in te r -min is te r ia l management 
committee. Within the organisation, i t had a service 
agency section whose major task was to co-opera te with 
other inst i tut ions with which LDTC was working. I t was 
therefore through the service agency tha t the Centre 
worked with the National Teacher Training College on 
the development of materials for t eacher education. 

There are , of course, other organisat ional models and 
variations on these th ree . We can conclude t ha t there 
are four issues which should determine the s t ructure 
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for a distance teaching organisat ion. 

First , i t needs some machinery for reaching decisions 
on policy which r e f l e c t s both ex te rna l and in te rna l 
in te res t s . A dis tance- teaching organisation, even if 
i t is only a smal l department of a col lege or 
university, is l ikely to have many working links with 
agencies outside i t se l f . I t will often therefore need 
to have a policy-making body which r e f l ec t s the 
importance of those l inks. At the same time, i t s own 
staff will be spec ia l i s t s in an unusual area and thei r 
views need to be taken into account on policy issues: 
the in te rna l s t ruc ture should r e f l e c t this as wel l . 
Next, the ex te rna l re la t ionships needed by a d i s tance-
teaching unit will affect i t s organisation. At NTI the 
arrangements to ensure t h a t materials were used 
throughout Nigeria were so important to i t t h a t a 
single department was created with just t ha t function. 
One of the diff icul t ies with the COSU model was tha t 
the Unit f e l l under the control of a single university 
but, for i ts field work, needed to operate with a large 
number of other ins t i tu t ions . 

Third, the external re la t ionships of a d i s t ance -
teaching unit are also affected by decisions about 
which ac t iv i t ies should be done in terna l ly and which 
ex te rna l ly . At LDTC, for example, i t was decided to 
produce radio programmes within the organisation; this 
made i t appropriate to have an educat ional radio 
sect ion. Where an organisation re l i es ent i re ly on a 
broadcasting s ta t ion for i t s radio work, i t will not 
need a radio sect ion, although i t will have to decide 
where responsibil i ty for co-operat ing with t ha t radio 
s tat ion should res t . General ly, the more autonomous an 
ins t i tu t ion, and the more i t controls i t s own 
production, distribution and teaching systems, the less 
important will be i t s l inks with other agencies, but 
the more complicated will be i t s own in te rna l 
s t ruc tu re . On the o ther hand, the more i t depends on 
outside agencies, the more will the relat ionships with 
those agencies determine i t s in te rna l s t ruc tu re . 

The fourth in te rna l issue concerns the role of academic 
and administrative staff. While, in a t radi t ional 
co l lege , these functions are quite dis t inct , in a 
dis tance- teaching inst i tut ion they are l ikely to 
over lap. An academic staff member may necessarily be 
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Figure 1 : Former organisation of Correspondence 
and Open Studies Unit, University of Lagos 
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Figure 2: Organisation of National Teachers' 
Institute/ Nigeria 
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Figure 3: Organisation of Lesotho Distance Teaching 
Centre 
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involved in the printing and production of his course. 
A student advisor will be concerned with both 
administrative and educat ional questions. And, as we 
will see in Chapter 3, an editor in a dis tance- teaching 
col lege has a ro le which is both administrative and 
academic. 

Despi te t h a t o v e r l a p , many d i s t a n c e - t e a c h i n g 
i n s t i t u t i o n s a re d ivided b r o a d l y i n t o s e p a r a t e 
sect ions, one academic and one or more administrat ive. 
At NTI, for example, the academic staff were mainly in 
the professional operat ions sect ion. At COSU the 
problem did not, in a sense, arise as the academics 
were based within the i r own subject departments. 
Similarly, LDTC depended to a considerable ex tent on 
outside writers so t ha t there was not a separate 
academic section in which they were based. 

Information and record systems 

No matter how they are organised, the staff of a 
dis tance- teaching organisation cannot do the i r work 
unless they have adequate information. The record 
system is the nerve centre of any dis tance-teaching 
inst i tut ion and the records needed are different from 
those required for f ace - to - f ace education. We need 
three se t s of records : about s tudents , about tu to r s , 
and about course mater ia ls . 

1. Student records 

A tu tor in an ordinary col lege may remember a l l about 
his s tudents and need to keep few records about them, 
although his bursar will want to keep some financial 
records as a minimum and examination organisers will 
also need some. But in distance teaching, we may be 
dealing with hundreds or thousands of s tudents and 
adequate records of the following kinds are crucia l . 

1.1 Background and enrolment : when did the 
s tudent enrol and for what courses; basic 
information about his age, sex, occupation, 
address and educat ional background. I t may be 
possible to get the s tudent to complete an 
e n r o l m e n t form which then becomes the 
organisat ion 's basic record . Figure 4 shows a 
card designed in this way. The front of the card 
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Figure 4: Na t iona l Extension Col lege enrolment card 
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forms a permanent record. On the back, the 
College can record the mark given for a 
diagnostic t e s t (DT) and for each of 20 
assignments, in four different courses. 

1.2 Student progress: when was course material 
sent to him, when did he send work for marking, 
what marks did he ge t . I t may be possible to 
combine the record of a s tudent ' s progress 
through severa l separa te courses on a single 
card. Often, however, we need also to keep 
information about a t tendance a t res ident ia l 
courses so tha t we need a separate card for each 
correspondence course. 

1.3 Student payments; where s tudents pay fees, 
we need to keep t rack of the i r payments, and when 
any further ins ta lments are due. 

1.4 Student problems: beyond the raw s t a t i s t i c a l 
da ta , tu tors need to know what problems students 

encounter in the i r work. While information in 
the previous categor ies can often be kept on 
cards, i t may be necessary to have individual 
f i les for correspondence with each s tudent . 

1.5 S tuden t a t t e n d a n c e : where f a c e - t o - f a c e 
sessions are provided i t is necessary to know 
which s tudents a t tended them, or need to 
at tend them. 

1.6 Student r e su l t s : for the sake of the 
individual s tudent , and for monitoring our 
own work, we need to know how far s tudents 
succeed or fai l in the i r courses or 
examinations, and about drop-out r a t e s . 

There are two major diff icul t ies in developing a system 
of records for these purposes. First , the basic 
information about a s tudent ' s enrolment and progress is 
needed by a number of different people for different 
purposes. A record showing this may be needed by 
tu to rs to check on the progress of an individual 
s tudent , by despatch c lerks to send lesson instalments , 
and by finance c le rks . The records of a l l s tudents on 
a pa r t i cu la r course may be needed to deal with 
information about a res ident ia l course, or to check how 
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students have worked general ly on a par t icu la r 
correspondence course. Second, where same ac t iv i t ies 
are decentra l ised, as when res ident ia l courses or the 
supervision of t ra inees in the classroom is done 
loca l ly but correspondence administered cen t ra l ly , i t 
is diff icult to determine which records should be kept 
loca l ly and which cen t ra l ly . Where a l l records are on 
a computer, these problems can be solved without too 
much diff icul ty. Where they are not, i t may be helpful 
to establish a routine so tha t different sections deal 
with records at different times of the day or week. 
For example, the accounts department might deal with 
new enrolments only in the morning and tu tors and 
despatch department in the afternoon. Where some 
records are decentra l i sed , i t will usually be necessary 
to maintain a master se t which contains a t l ea s t the 
basic s t a t i s t i c a l da ta . If, for example, loca l tu tors 
keep detai led records about each s tudent ' s work, they 
should s t i l l pass on to the centre pre-determined data 
about s tudent marks and at tendance which are needed to 
monitor s tudent progress and ensure tha t the r ight 
materials are sent to him a t the r ight t ime. 

2. Tutor needs 

The next se t of records concern tu tors . As there are 
fewer tu tors than s tudents , this is a smaller set but 
we need information on the following: 

2.1 Recruitment, background, address : who the 
tu tors a re , what the i r specialisms are and 
how they were recru i ted . From this 
information, too, we can t e l l the s tudents 
something about the i r individual tu tor -
something which can make studying a t a 
distance a less impersonal ac t iv i ty . 

2.2 Activity as a tu tor : we need to know how 
many students a tu tor can look af ter and 
which are a l loca ted to him. We also need to 
monitor the work of a tu tor so as to ensure 
tha t his marking is done on time and tha t i t 
is of the r ight qual i ty . 

2.3 Pay : if tu tors are paid for each script , we 
need to keep records to show how much they 
have earned and how and when they are paid. 
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2.4 Absence : if a tu tor is going to be away from 
his normal address for any unusual length of 
t ime, we need to use t ha t information to 
ensure t ha t someone e lse looks af ter his 
s tudents in his absence. 

2.5 Tutors' problems : as with s tudents , tu tors 
will have various individual diff icult ies and 
i t is necessary to keep toge ther the 
information on these and on the ways they 
have been solved. 

3. Records of teaching materials 

Both these se ts of records are about people: the third 
se t is about mater ia ls . In i t s production of 
mater ia ls , a d is tance- teaching organisation is more 
like a factory than a school and needs records to 
control the production and use of i t s mater ials . 

3.1 Planning, writing and production : as each 
course is wri t ten, i t is necessary to know 
the stage i t has reached, from firs t 
thoughts to the printing of the l a s t 
volume, and when i t ought to reach each 
s tage . Without this information, we 
cannot be sure t h a t i t will be avai lable 
to students at the right t ime. Figure 5 
shows a progress char t designed to control 
the development of a course. While this 
refers to a printed course, a p a r a l l e l 
system of records , although often a 
simpler one, is needed for the production 
of broadcasts . 

3.2 Storage and stock control : once the 
course is printed, i t is necessary to keep 
t rack of the numbers of copies used, and 
the numbers s t i l l ava i lab le , so t h a t 
repr in ts or revisions can be arranged in 
good t ime. 

3.3 Despatch : we need to know when materials 
are sent to s tudents ; the record here may 
be kept with the genera l s tudent records. 

3.4 Student learning and evaluation : no 
course is perfect , but if records about 
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Figure 5: Course production progress chart 
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each course are kept from the time i t is 
f i rs t launched, any new edition can 
incorporate improvements based on the 
f irs t s tuden ts ' react ion to i t . 

Although we have ta lked about three se t s of 
information, the ac tua l records kept need to r e l a t e to 
each o ther . While information about an individual 
s tudent ' s work on his course belongs, for example, on 
his record, s tudent opinions on t h a t course genera l ly 
are needed on the records for the course. Similarly, 
while i t may be convenient to keep records of s tudents ' 
fees separa te from those on the i r academic progress, 
you may want to ensure by linking the two record 
systems t ha t s tudents have paid the r ight instalment of 
fees before they are sent the next par t of the course. 

The exact system of records for any inst i tut ion will 
depend on i t s teaching programme and on i t s 
cons t i tu t ional s t a tu s . If, for example, you are 
working in a correspondence department of a university, 
then you will need to consider which records you need 
to keep for yourself, and which can be kept with those 
regu la r university records which are common to a l l 
departments . 

Staffing 

We saw tha t some staff in a distance teaching 
organisation have no exac t p a r a l l e l s with the i r 
counterpar ts in an ordinary co l l ege . On the other 
hand, some are doing jobs which are very similar . We 
can distinguish between six groups of staff. 
First , administrative and supervisory staff combine 
educat ional and administrative functions. Even if your 
d is tance- teaching unit is a very small one, with a 
staff of perhaps only half a dozen, the head of the 
unit has in t e res t s which s t raddle education and 
administrat ion. He needs to bring an educat ional 
opinion into decisions about the work of the unit, 
while being enough of an administrator to guide i t s 
administrative work as wel l . 

Then, second, the unit will have some staff who are 
more c lea r ly educat ional . If i t has i t s own ful l - t ime 
course w r i t e r s and s u b j e c t s p e c i a l i s t s , t h e i r 
background will be similar to t h a t of t eacher -educa to rs 
genera l ly . They wil l , however, need to acquire ski l l s 
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in course development which are ra ther different from 
those tha t they bring to the job on appointment. 

Next, the office staff will be doing jobs which a re , to 
some extent , pecul iar to distance teaching, but are 
very close to those of any other comparable enterpr ise . 
There are few unusual ski l l s required from our 
c l e r i ca l , s ec r e t a r i a l , f inancial or t ranspor t staff. 

Some inst i tut ions have a fourth category of staff: 
those working on research and evaluat ion. In the 
organisation char t for LDTC in Figure 3, you will see 
tha t there is a separate research sect ion. A section 
of this kind will need close links with the educat ional 
staff, as i t s findings will need to feed into the 
process of course development, but i t may also make 
regular demands on the administrative sections of the 
co l lege . 

Fifth, if print and radio are to be supported by f ace -
to- face study, or distance teaching for t ra inee 
teachers is to be linked with supervision of their work 
in the classroom, some kind of field organisation is 
necessary. In some cases field support will Bê provided 
by other agencies. But, in others , i t will be 
necessary for the dis tance- teaching unit to have i t s 
own field staff and people in the office to supervise 
them. 

Finally, some technical production staff may be needed. 
For printed materials , these may include printers and 
graphic a r t i s t s . If radio programmes are to be made, 
they may include studio recordists or producers. 
How are the specia l i s t staff to be trained in ski l ls 
which are new to them? 

In prac t ice , much training in dis tance-teaching 
inst i tut ions has been done on the job. As multi-media 
distance teaching is a r e l a t ive ly new educational 
technique, most of those professionally engaged in i t 
have learned how to do i t as they go along. In drawing 
up a plan for staff development and training, 
therefore , we can begin by seeing what can be done on 
the spot through in-service t ra ining. 

In order to help with this process we can also use a 
number of materials which have been developed for the 
training of dis tance- teaching staff. These include 
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manuals and correspondence courses on course-wri t ing, 
on administration and on research . They are l is ted in 
Appendix 1. 

Next, occasional formal workshops can be used to train 
staff. Many ins t i tu t ions have run course writing 
workshops in order to t rain new writers, and sometimes 
edi tors , in the i r work. This is diff icult for small 
organisations which have only one or two people a t a 
time to be trained in a pa r t i cu la r job. The d is tance-
teaching inst i tut ions in Botswana, Lesotho and 
Swaziland overcame this problem by organising joint 
workshops for the three countries a t which staff 
members could be trained toge ther . 

Those workshops normally las ted for only two or three 
days but o ther training sessions, usually organised on 
a regional or in ternat ional basis, have been organised 
for longer periods. In Africa, the inaugural meeting 
of the African Association for Correspondence Education 
took the form of a two-week seminar-cum-workshop which 
provided some training for par t ic ipants . Longer 
courses on distance education and courses on media 
production have been organised in a number of 
countr ies . In Britain, the In terna t ional Extension 
College with the University of London Ins t i tu te of 
Education organises an annual short course of three to 
four months on distance educat ion. From time to time a 
similar course has been organised in Australia, cal l ing 
on the long experience of correspondence education 
the re . Courses on educat ional broadcasting have also 
been run in Australia and, by the British Council and 
the Open University, in Britain. 

There is a cer ta in irony about bringing people together 
in order to study the techniques of distance education. 
Those who want to learn more about i t by reading books 
are directed to Appendix 2. 
Summary 

We can summarise this chapter in the following 
guidel ines: 

1. A d i s t a n c e - t e a c h i n g i n s t i t u t i o n has e i g h t 
functions, although some of these may be carried 
out on i t s behalf by another body. They a r e : 
policy making and cont ro l , developing materials , 
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producing m a t e r i a l s , d i s t r i b u t i n g m a t e r i a l s , 
t u t o r i n g and c o u n s e l l i n g , keeping r e c o r d s , 
evaluation and finance. 

I t needs a bigger and more educat ional ly oriented 
administration than a f ace - to - face co l lege . 

While t h e r e a re va r ious models for i t s 
administration, the choice between them will 
depend on: 

3.1 in te rna l and ex terna l re la t ionships; 

3.2 decisions about ac t iv i t ies done within the 
col lege and outside; 

3.3 the overlapping ro les of educat ional and 
administrative staff. 

A dis tance- teaching inst i tut ion will need to keep 
records on i t s s tudents , i t s tu to r s and i t s 
courses. 

4.1 Records on s tudents will cover: background 
and enrolment; progress; payments (if fees 
a re c h a r g e d ) ; p rob l ems ; a t t e n d a n c e a t 
courses; examination r e su l t s . 

4.2 Records on tu tors will cover: recrui tment , 
background and address; quanti ty and qual i ty 
of work; pay; absence on leave; problems. 

4.3 Records on courses will cover: production 
s tages; stock control ; despatch to s tudents ; 
s tudent reac t ions . 

Five groups of s t a f f may be employed : 
a d m i n i s t r a t i v e and s u p e r v i s o r y ; e d u c a t i o n a l ; 
office and t ranspor t ; research; field workers. 

Training is possible on- the- job; through using 
training mater ials ; by at tendance a t short 
workshops; by a t tendance a t courses. 
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3 : DEVELOPING EDUCATIONAL MATERIALS 

Before launching any distance education course, i t is 
necessary to be c lear about the audience, about the 
aims of the course and about the conditions under which 
the par t ic ipants are working and will study. 

As we saw in • the f irst chapter , we can distinguish 
between a number of different potent ia l t a rge t groups. 
They vary according to thei r background education, 
thei r experience of teaching, and their role e i ther as 
ordinary teachers or as specia l i s t s who need continuing 
education in a par t icu la r area of work. And so the 
first move to make in planning a course is to ask about 
the audience and their educat ional needs and then to 
ask whether there is a ro le for distance education in 
teaching them. 

The answer to tha t question will depend upon the 
existing fac i l i t ies for teaching them and upon their 
numbers. If there already exists a well organised 
network of col leges of education or t eachers ' centres 
this may provide an a l t e rna t ive and be t te r way of 
providing continuing education. I t is only after one 
has reached a c lear decision about the nature of the 
audience and the appropriateness of distance teaching 
tha t one can s t a r t serious planning. 

Then there are two further basic questions, about the 
fac i l i t ies avai lable for our s tudents in the field and 
about potent ia l course wri ters . As we are interested 
in what teachers do in classrooms, we can have l i t t l e 
confidence in a method unless i t ensures tha t i t s 
teaching is t ight ly re la ted to classroom ac t iv i t ies . 
And tha t means tha t cen t ra l act ivi ty in the way of 
course production needs to be tied into loca l act ivi ty 
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in terms of supporting and supervising teachers ' 
classroom prac t ice . The Tanzanian teacher training 
programme gives an example here. Trainees there spend 
three days a week at work in thei r schools and two days 
attending a loca l study cen t re . The study centre c o -
ordinator, with the head teacher , also supervises their 
work in school. 

Who should write the courses? 

Once we are sure tha t we can provide some kind of field 
support to t ra inees the next question is about course 
wri ters . If we have educational staff appointed to our 
organisation, with the job of writing courses, then we 
need look no further. Our only difficulty now arises 
when we have somebody appointed to write who proves not 
to be very good at i t . (And this suggests tha t if 
writing is to be a cen t ra l act ivi ty for our staff, then 
we should t e s t their writing capacity before they are 
appointed.) 

Otherwise there are three other main ways in which we 
can get the courses wri t ten. The f irst is to avoid the 
problems by using courses tha t have been developed 
elsewhere. Athabasca University in Canada, for 
example, uses a wide range of courses which have been 
developed by other ins t i tu t ions . Where sui table 
courses are ava i lab le , the cost of acquiring them is 
often lower than the cost of developing courses anew. 
In i ts ear ly days, the Botswana Extension College was 
able to make use of correspondence courses developed in 
Zambia in order to widen i t s own range of courses more 
rapidly than i t could through the use of i t s own 
writers . The guide to Correspondence Inst i tut ions in 
the Commonwealth in Appendix 1 will show you whether 
there is an inst i tut ion which may have produced courses 
similar to what you want. 

Second, i t may be possible for course writers to be 
seconded to you from thei r own inst i tut ions or 
departments for a limited period of time. In Tanzania, 
for example, staff of t eacher training col leges were 
seconded to write materials a t the National 
Correspondence Ins t i tu te . Such an arrangement has the 
advantage tha t the writer is working ful l - t ime while he 
is on secondment, but is not permanently committed as a 
writing specia l is t for whom there may not always be 
work. I t has the disadvantage tha t i t may be difficult 
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for another inst i tut ion to re lease the person with the 
best background and the g rea te s t sk i l l in writing. 

The third possibili ty is to arrange for people to write 
courses as an ext ra act iv i ty over and above the i r 
regular jobs. Organisations in rich countr ies , with 
well developed educat ional systems, have found i t 
r e l a t ive ly easy to find writers of this kind. The 
National Extension College in Britain, for example, 
uses par t - t ime course wri ters , and has no difficulty in 
recruit ing them. In many developing countries, on the 
other hand, the pressures on the time of the smal ler 
number of po ten t ia l course wri ters is so much grea te r 
t ha t i t is diff icul t to ge t courses written in this 
way. 

Planning the course 

A good course will use a variety of educat ional media. 
The exact choice of media will depend par t ly on 
educat ional principles but much more on p rac t i ca l i t i e s . 
At the s tage of making preliminary enquiries about a 
course, therefore , we need to find out what fac i l i t ies 
will ac tua l ly be avai lable to our s tudents . To take an 
extreme example, i t is absurd to suggest using 
television if the majority of our s tudents l ive in 
v i l lages without mains e l e c t r i c i t y . 

The value of different kinds of educat ional media has 
been widely debated and a summary of the i r 
charac te r i s t ics appears as Appendix 2. But nobody has 
yet developed a coherent theory of educat ional media 
which will determine t ha t , for a pa r t i cu la r educat ional 
task, one medium should always be used ra the r than 
another. In the absence of such a theory, there are 
two principles which can guide us. First, where 
carefully control led comparisons have been made, no one 
medium has been found to be more effective for teaching 
than any other . In other words, we can use any medium 
for teaching any subject without assuming tha t one 
medium is inherent ly superior or inferior to another. 
Differences between the subject matter and between 
audiences are more important than differences between 
media in determining whether people will learn 
effect ively or not , . We can see this finding as a 
l iberat ing one, which al lows us to make use of the 
par t i cu la r media which best suit our own circumstances 
and the needs of our s tudents . 
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Second, f ace - to - face discussion has charac ter i s t ics 
which mark i t off from the use of print or broadcasts . 
In a f ace - to - face session we can have immediate 
feedback. If a s tudent has got something wrong, the 
teacher can immediately put him r ight . If the s tudent 
is puzzled, somebody, who may be another s tudent or the 
tu to r , can help him s t ra ight away. Perhaps more 
important, in a f ace - to - face session we can have 
dialogue and discussion which moves in a direction tha t 
was not predicted a t the beginning. None of these 
things are possible through print or through one-way 
broadcasts . As dialogue, and help with individual 
s tudent di f f icul t ies , are of grea t value to us and to 
our s tudents , i t follows tha t we must make the best 
possible use we can of the limited face- to - face study 
which is avai lable for many of our s tudents . 

In planning the use of media, therefore , i t may be 
helpful to begin by defining just those par ts of the 
educational process which most need face- to - face 
contact . Then we can determine how far tha t kind of 
education can be organised by having groups of s tudents 
meet together , and how far students need to meet with a 
tu to r . If we find any par t of our educat ional act ivi ty 
which does not demand t h a t kind of face- to - face 
contac t , then we can leave i t to print or radio. 

Choosing which medium to use for which purpose is only 
par t of the whole act iv i ty of planning a course. 
Figure 6 se ts out a systems approach to course planning 
which can help in the planning and writing of lessons. 
The figure suggests tha t we look at course development 
in two s tages . In the f irs t s tage we plan the course 
as a whole. In the second stage we go through a ra the r 
similar se t of ac t iv i t ies but for each unit a t a t ime. 
As we plan an individual unit, we may need to 
reconsider some of the decisions made a t the course 
planning stage and revise them: the feedback box 
linking the unit planning section to the course 
planning section shows this . 

In planning a course we need to s t a r t with a broad 
definition of the educat ional need which we are trying 
to meet. This definition will include a s ta tement 
about the audience for the course and about the 
educat ional aim. I t might, for example, be in terms of 
improving the sk i l l s of a pa r t i cu la r grade of t eacher 
in teaching mathematics to first and second year 
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Figure 6: A systems approach to course development 
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primary school chi ldren. Next, we need a more specific 
definition of the objectives of the course or the 
classroom act ivi ty or process which i t is designed to 
encourage. The more specif ical ly we can define just 
what we want s tudents to do as a r e su l t of the course, 
the easier i t will be to write and to evaluate the 
course. But, in education as in many other f ields, 
there are dangers in suggesting tha t a l l objectives can 
be narrowly defined or s ta ted in terms of behaviour. 

Having defined, as best we can, the objectives or 
processes which the course is designed to further, we 
need next to consider more p rac t ica l ly how we can 
achieve them. To do this we need to l i s t a l l the 
resources which are avai lable to us which might include 
broadcasting t ime, the services of col leges of 
education near our s tudents , our own printing press, 
the writers we can employ and so on. Along with these 
we need to set down the constraints within which we 
opera te , which will usually be in terms of time, money, 
and physical shortages. 

Then it is possible to make two se ts of decisions about 
organisation. The f i rs t se t concerns the i n t e l l e c t u a l 
organisation of our course. We need to decide the 
order in which topics will be presented, the 
relat ionships between them, and the way in which they 
re l a t e to what our s tudents already know. In this we 
are carrying out a process of curriculum development 
which is comparable to what is done for education 
genera l ly . The second se t of organisational questions 
concerns the organisation of the teaching media which 
we are using. We need to consider how the course is 
taught and, in broad out l ine, what each medium will be 
used for. In making those decisions we need to think 
par t icu lar ly about the links between print or radio on 
one hand and face- to- face work by our s tudents . 

As we go through each of these s tages , we will probably 
find tha t we need to revise some of the decisions made 
at an ea r l i e r s tage . This process of course 
development is thus cycl ica l as well as sequent ia l . I t 
is also something which usually needs to be done by a 
team of people ra ther than by a single writer working 
on his own. 

We then go through a similar set of act ivi t ies at the 
l eve l of each individual lesson. But the process 
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suggested in Figure 6 contains one heresy. We suggest 
there , tha t a t a very ear ly stage in writing a course 
one should define the ac t iv i t ies which a student should 
undertake - things he should do beyond reading the t ex t 

and ac tua l ly make t ha t decision before the exact 
subject matter is determined. This is in contras t with 
many ordinary processes of curriculum development in 
which the subject is determined f i rs t and student or 
teacher ac t iv i t ies worked out in the l ight of tha t 
definition. 

This reversa l is quite de l ibe ra t e . Learning at a 
distance is always diff icul t . I t demands concentration 
and sel f -disc ipl ine and i t lacks the control and the 
stimulus which we get when we are working in c lass . As 
a resu l t , correspondence s tudents often see the i r 
cen t ra l act ivi ty as being one of reading through thei r 
correspondence lessons. Unfortunately, when we read, 
i t is very easy to get the impression tha t we are 
learning something while in fact we are not. A good 
correspondence lesson therefore involves a variety of 
ac t iv i t ies which the s tudent must undertake over and 
above the reading of the t e x t . 

These ac t iv i t ies may be of many different kinds. They 
may involve the s tudent in solving problems in the 
t ex t , or completing a half-finished diagram, or leaving 
the printed t ex t to do an experiment, or simply 
stopping to work out the answer to a problem which has 
been posed to him. These ac t iv i t ies are so much a t the 
hear t of his learning t h a t i t will help the 
correspondence student if the writer begins by working 
out a series of s tudent ac t iv i t ies which will lead 
towards meeting the objectives or mastering the process 
a t which the unit is aimed. Once the act iv i t ies have 
been determined in t h a t way, we can then see what 
information needs to be presented to the student in 
order tha t he can carry out the ac t iv i t ies . In this 
way we can . reach a definition of the subject matter 
which fi ts with the aims of the lesson and takes 
account of what the s tudent already knows. 

For tha t reason we have se t out in the l a t e r par t of 
Figure 6 the s tages of working out how an individual 
lesson is organised in terms both of i t s i n t e l l e c t u a l 
and of i ts organisat ional s t ruc tu re . 
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Writing good educational materials will be an 
unaccustomed act ivi ty for most of our writers. I t is 
therefore par t icu la r ly important t ha t , if possible, a 
f i rs t draft is produced and t e s t ed . If there is time 
and the resources to do i t , i t may be possible to t e s t 
a whole unit on a sample of students comparable to 
those who will take the complete course. If this is 
not possible, then i t may s t i l l be possible to t e s t 
some par ts and some aspects of the unit. I t is 
possible, for example, to t e s t the difficulty of the 
language. Where i l lus t ra t ions or pictures are used i t 
may be possible to t e s t these on a small sample of 
people in order to make sure tha t they do convey the 
information which was intended. 

Writing 

Writing is often seen as a lonely and individual 
ac t iv i ty . But even where we have a single 
correspondence course writer, he is not alone in quite 
the same way. Many distance teaching inst i tut ions have 
appointed edi tors , or educat ional technologists , or 
course co-ordinators , who play an active role with the 
author in developing a t ex t . 

Furthermore, i t is often useful to have more than one 
person writing a course. The Open University in Britain 
developed the idea of having a course team, in which a 
group of people worked together on a course over a 
number of years . In this case the educational 
technologist was one of the team along with subject 
spec ia l i s t s . While few other inst i tut ions will be able 
to afford the time or resources which tha t university 
devoted to course writing, there will often be 
advantages in having a group of people working together 
in course writing. 

They may do so quickly or s lowly. One variant of the 
course team approach has been cal led a "course-writing 
circus" . Mathematicians, preparing courses for 
Botswana, Lesotho and Swaziland, worked together in 
three intensive workshops, each lasting about 10 days. 
During tha t time they wrote the whole of a 
correspondence course for the equivalent of one year of 
Junior Secondary mathematics teaching. The advantage 
of working as intensively as tha t is an administrative 
one: you can get people released for a short time and 
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you get a course produced very quickly. The 
disadvantage is t ha t i t puts heavier demands on the 
edi tor , as many de ta i l s of wording, organisation and 
layout of the t ex t will be l e f t for the editor a t a 
l a t e r s tage . 

No matter how the authors are working, they will need 
guidelines on what they are to do. One of the ear ly 
duties of a new dis tance- teaching inst i tut ion will be 
to agree the format within which writers will produce 
materials and draw up guidance for thei r work. Writers 
will need to write simply: i t is always important to 
remember tha t our s tudents are probably working by 
themselves and, if confused by diff icult language, have 
no one to turn to for help . Simple and di rect prose is 
the best possible help for them. Then the lessons need 
to be coherent and easy to use. The student needs to 
be able to see how the various par t s of a lesson r e l a t e 
to each other and how they r e l a t e to other media and to 
his p rac t i ca l classroom work. He needs to see how one 
lesson r e l a t e s to another and to the course as a whole. 
At the same t ime, lessons need to be divided up so tha t 
in any one working session, he feels tha t he has made 
some progress through the lesson. Lessons need to 
have a beginning, a middle, and an end so tha t there is 
no uncertainty for the s tudent as to how they work. 

We can sum up by urging tha t any correspondence lesson 
should include 

a t i t l e and a number 

an introduction outlining the ground covered by 
the unit and possibly i t s objectives 

a l i s t of any special equipment needed to follow 
the unit 

reference to the use of other media 

a main body of t ex t based on appropriate act ivi ty 
and with the subject matter ordered into 
reasonably smal l s teps which have a coherent 
re la t ion to each other 

- adequate advice about work to be done and sent to 
a tu tor 
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a rounding off a t the end including a summary of 
the lesson as a whole. 

Producing radio programmes 

As we saw, there are advantages for our students in 
using radio along with other media. Radio reaches our 
students ins tant ly and can provide a l ivel iness and 
stimulation which i t is diff icult to achieve through 
print alone. Radio programmes can be made cheaply. 
And radio has par t i cu la r educat ional advantages from 
which our s tudents can benefi t . In making radio 
programmes however, a distance teaching inst i tut ion is 
most l ikely to co-opera te with a broadcasting s tat ion 
or educat ional broadcasting service . Much of the 
production work which is done . by the editor for 
correspondence lessons will be done by a producer, who 
may be on the staff of the broadcasting organisation 
r a t h e r than the d i s t a n c e t e ach ing i n s t i t u t i o n . 
Conflict between the educator and the broadcaster may 
be the resu l t , and students and programmes will then 
suffer. If we are using broadcasts we need an 
organisational s t ruc ture which will minimise or resolve 
such confl icts . We also need to plan broadcasts and 
other media together so tha t the relat ionships between 
them are c l ea r . I t is very confusing for s tudents if, 
in a course, correspondence lessons say one thing, 
radio programmes a second and teachers in a f a c e - t o -
face session a third. 
This book is not a handbook on producing radio 
programmes. (For advice on tha t see Appendix 1.) We 
assume tha t any dis tance- teaching inst i tut ion using 
radio, or for tha t matter te levis ion, will get detai led 
advice and help from the educational broadcasters with 
whom they are working. That advice is l ikely to 
include at l ea s t three elements . 

The f irst is to remember t ha t one can cover only a 
limited amount of ground in any one radio programme. 
Detailed exposition, where a l l the de ta i l must be 
mastered and remembered by the student , belongs be t t e r 
in print than in radio. I t is necessary always to bear 
in mind tha t our l i s tener cannot turn back the radio, 
if he has missed something or l is ten to i t a second 
time if he does not quite understand. In many 
countries, too, reception conditions may be poor so 
tha t our s tudents may not even hear the programmes 
c lea r ly . 
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Next, any radio programme needs var ie ty . Programmes 
which consist of a single voice giving a l ec ture are 
unlikely to be effective or the most interest ing 
stimulus for a s tudent . Radio lends i t se l f to variety. 
If we can include different voices, dialogue, drama and 
discussion, field recordings, and music where this is 
appropriate , the programmes will be more a t t rac t ive to 
our s tudents and will speak more c lear ly to thei r 
condition. 

Third, most programmes are made on the assumption t ha t 
the l i s t ener simply l i s tens to them and does not 
himself undertake any act iv i ty unti l af ter the 
programme has finished. There are good reasons for 
th is . I t is, for example, diff icult for s tudents to 
write notes while a radio programme is continuing. 
Some radio programmes, however, are designed for 
s tudents to respond a t frequent in terva ls during the 
broadcast . Programmes teaching mathematics to 
schoolchildren in Nicaragua, for example, contained 
frequent pauses in which the children had to respond to 
the problem posed over the radio, or which they read in 
the i r workbooks. Similarly programmes broadcast by 
radio schools in Latin America have often posed 
discussion problems for groups of s tudents and then 
provided background music while l i s teners discussed the 
question and came up with the i r response before the 
broadcast continued. While this technique will not 
appeal to the casual l i s t ener , i t may be sui table for 
some programmes for t eachers . 

Radio can be used for severa l dis t inct purposes: to 
provide subject teaching, to give examples of classroom 
prac t ice , to i l l u s t r a t e a var ie ty of a l te rna t ive views 
through discussion, to encourage group discussion to 
offer advice and information to s tudents , especial ly on 
diff icul t ies and through, programmes based on feedback, 
to encourage dialogue between our inst i tut ion and our 
d is tant s tudents . 

In subject teaching we may find tha t there are some 
par ts of the subject which par t i cu la r ly lend themselves 
to radio. In Kenya the Correspondence Course Unit 
found t ha t radio was pa r t i cu la r ly useful for the i r 
courses on Swahili and English. A subject like poetry 
lends i tsel f to radio; in other subjects where a voice 
can lead people through the t ex t i t can have par t i cu la r 
advantages. I t is useful, too, when i t can bring 
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resources to our students which would not otherwise be 
avai lable to them. I t can bring examples of rea l i ty , 
which would have much less impact through other media, 
even when this were possible. And there are some par ts 
of many subjects which lend themselves to dramatisation 
and, for th is , radio can be of par t i cu la r value . 

Although there are technica l diff icult ies in recording 
classroom sound, radio enables student teachers to 
eavesdrop on more experienced teachers and so learn 
something about classroom ski l l s which they could not 
readi ly learn without s i t t ing as an observer in the 
classroom. 

One of the diff icul t ies of correspondence education is 
tha t i t forces s tudents into a heavy rel iance on the 
printed t ex t . There is a danger tha t they will regard 
the correspondence t ex t as being gospel ra ther than i t s 
being one of a number of different possible views on 
any subject. And yet the analysis , comparison and 
criticism of different views l ies a t the hear t of 
education a t this l e v e l . Radio lends i t se l f to 
discussion, and for our s tudents , there is par t icu lar 
value in presenting discussions with a l te rna t ive views 
presented by a l te rna t ive voices. 

Where several s tudents , from the same or neighbouring 
schools, are following the same course, then radio 
programmes can be used as the basis for group 
discussion. There are c lea r educat ional benefits from 
such discussion but i t puts extra administrative 
burdens on a dis tance-teaching ins t i tu t ion. 

In studying at a distance many s tudents need help which 
goes beyond teaching about a par t icu la r subject. They 
need advice on techniques of study, as well as 
information about prac t ica l questions like entering for 
examinations or attending res ident ia l cent res . They 
may need to be told about changes in arrangements, 
about misprints in thei r printed t ex t s , or about other 
events or ac t iv i t ies which may be of in teres t to them. 
Radio can perform a valuable service as a noticeboard 
in giving such advice and information. 

Final ly, a drawback of distance teaching is tha t i t is 
very much a one-way process. There are often fewer 
opportunities for s tudents to respond to thei r teachers 
than there are in a classroom or seminar. There is 
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therefore par t i cu la r value when radio programmes made 
on the basis of feedback from learners and feedback 
programmes become par t of a regular radio ser ies . 

Summary 

1. In developing mater ia ls , s t a r t by considering the 
needs of the audience and by asking what ro l e , if 
any, there is for distance education and how i t 
can be in tegrated with classroom work. 

2. Courses can be developed by: 

2.1 academic members of your own staff; 

2.2 borrowing or adapting materials from other 
ins t i tu t ions; 

2.3 gett ing writers on secondment from other 
ins t i tu t ions; 

2.4 employing sui tably qualified people p a r t -
t ime. 

3. In choosing between media we can be guided by 
prac t i ca l convenience, by the knowledge tha t any 
medium can be used to teach any subject, and by 
the unique value of f ace - to - face study for 
dialogue. 

4. A systems approach is helpful in planning 
dis tance- teaching courses. 

5. In writing correspondence lessons i t is helpful to 
work out the ac t iv i t i es which s tudents must 
undertake before doing a detai led specification of 
the subject content . 

6. Course material should be tes ted in order to see 
how far people can understand and learn from i t . 

7. A good correspondence lesson will be simply 
writ ten, coherent , easy to use, and give s tudents 
the assurance tha t they are making progress as 
they work through i t . I t will be centred around 
student ac t iv i t i es . 
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8. Radio programmes: 

8.1 will genera l ly not t ry to convey a lo t of 
detai led information; 

8.2 will be varied in the i r s ty l e ; 

8.3 may demand s tudent act ivi ty and response 
while the programme is being broadcast . 

9. Radio may be used for: 

9.1 subject teaching; 

9.2 giving examples of classroom prac t ice ; 

9.3 i l lus t ra t ing a l t e rna t ive viewpoints by means 
of discussion; 

9.4 encouraging discussion groups of s tudents; 

9.5 providing advice and information to s tudents 
both on thei r courses and on p rac t i ca l 
arrangements for study; 

9.6 programmes based on feedback from students . 
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4 : PRODUCING EDUCATIONAL MATERIALS 

The equipment you need to produce good educat ional 
m a t e r i a l s v a r i e s acco rd ing t o t he s c a l e and 
sophistication of what you want to do. At one extreme 
you can run distance teaching with one typewri ter , a 
hand-operated dupl icator and a b icycle . At the other 
extreme the production equipment a t the British Open 
University is valued in millions of pounds. In this 
chapter we will look a t genera l questions about 
production and more speci f ica l ly about producing print 
and producing radio or audio tapes . The production of 
television or film is both expensive and complicated 
and is of limited re levance to t eacher education 
programmes in many countr ies . I t is not discussed here 
but references to i t appear in Appendices 1 and 2. 

Before discussing the equipment needed for production, 
i t is necessary to ask which processes will be 
undertaken inside the ins t i tu t ion and which outside. 
Any dec i s ion on t h i s w i l l depend on l o c a l 
circumstances. If, for example, you have a large 
educat ional materials centre next door to you, with 
under-used print and studio capaci ty , then i t would 
make apparent sense to use the i r fac i l i t i es ra ther than 
crea te your own. Similarly, if there is a we l l -
developed loca l printing industry, with large numbers 
of jobbing pr inters competing for your work, then you 
may get an exce l l en t service from outside and not want 
to set up your own printing organisat ion. Decisions 
will thus depend on what is avai lable e i ther from your 
own parent inst i tut ion or outside and on the scale at 
which you are working. 

There are general advantages and drawbacks in having 
your own production capaci ty . If you se t up your own 
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printing workshop and radio studio you have the 
advantage tha t you control your own production ra ther 
than being dependent on somebody e l se . On the other 
hand, this means tha t a l a rger amount of capi ta l needs 
to be invested in equipment and more of your management 
time - often a valuable and scarce resource - will be 
used in looking af ter production. When Botswana 
Extension College was f irs t s tar t ing work, even with a 
very good pr inter , printing problems demanded roughly 
half the time of the deputy di rector of the College. 
If you re ly on using printing works or broadcasting 
studios outside your own organisation then you have 
less control over them, but a t the same time you do not 
have to resolve thei r management problems or invest 
cap i ta l in them. 

Most distance teaching inst i tut ions have in fact se t up 
the i r own print shops and many have built recording 
studios, or a t l e a s t rehearsa l studios in which they 
can do some preparatory work towards broadcasts . If 
you have the opportunity to acquire your own printing 
and broadcasting equipment we would recommend tha t you 
do so. You can s t a r t in a quite modest way: the 
Mauritius College of the Air, for example, s ta r ted work 
with manual typewri ters and a s tenc i l duplicator . On 
the other hand, the absence of such equipment is not a 
bar to running distance education. If you are working 
in one department of a university which has i t s own 
printing unit, for example, you may well be able to 
launch your programme by relying ent i re ly on the 
university service. 

Planning 

Advance planning of printed or broadcast materials is 
essent ia l if these are to be produced at the r ight time 
and in the r ight quant i t ies . We saw in Figure 5 some 
of the s tages involved in the production of printed 
materials . The production of broadcasts follows 
essent ia l ly the same kind of procedure. In e i ther case 
we need to s t a r t by getting agreement between a l l the 
people concerned on the educat ional content of our 
materials ; then get them written or, in the case of 
broadcasts , scr ipts drafted and i l lus t ra t ive materials 
recorded; we may need i l lus t ra t ions ; then as material 
is edited and put together i t needs to be typed and 
checked and correct ions made and again checked before 
i t is produced. 
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The first thing to do in planning production is to work 
out a progress chart showing the s tages through which 
the production of print or broadcasts will need to go. 
Once tha t has been done, i t will be possible to work 
out roughly how long each stage is l ikely to take and 
from tha t to see what is the minimum period between 
having a first idea, for something printed or 
broadcast , and i ts being produced and dis tr ibuted. In 
making this sort of ca lcula t ion one should assume tha t 
some things will go wrong and some processes will take 
longer than the minimum hoped for. 

In planning, too, i t is necessary to consider who will 
have control over the various processes. As in a 
factory, the job of control l ing progress is a key one. 
I t can also be an unpopular job: the progress chaser 
needs to be somebody who can encourage and if necessary 
goad col leagues into producing materials on time and 
making emergency arrangements when things have gone 
wrong and they are not ready on t ime. I t is thus a job 
which needs to be done by somebody with a fair amount 
of authori ty within the organisation. 

Producing print 

If you decide to produce printed materials within your 
own inst i tut ion you are faced with questions about the 
kind of printing you prefer . There are three main 
types: 

Let terpress printing : This is the t radi t ional 
method and was used for most printed materials 
from i ts invention a t the end of the fifteenth 
century unti l the 19 60s. A ski l led , trained 
pr inter se ts individual l e t t e r s of type; the type 
is then placed in a printing press, ink rol led 
over the type and the paper printed. In distance 
teaching, as in printing genera l ly , this method is 
of declining importance. I t is , however, s t i l l 
widely used in par ts of the world where there are 
many small pr in ters . I t has a par t icu lar value if 
you are working in some non-Roman alphabets . 

Stencil duplicating : In this process the t ex t is 
typed on to a s t enc i l and the keys of the 
typewri ter cut through the surface of the s t enc i l . 
The s tenc i l is then placed on a duplicating 
machine and rota ted by hand or e l ec t r i c i ty to 
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produce copies. As a refinement, an e lec t ronic 
s tenci l cu t t e r will produce a s tenc i l which can be 
used on a dupl icator from an original which 
includes l ine drawings, or even photographs, as 
well as typed t ex t . 

Offset l i thography : This is now the commonest 
form of printing even for r e la t ive ly small 
editions or print runs. With li thography you 
s t a r t with a paper original ; a p l a t e , of paper, 
p las t ic or metal is then made using a photographic 
or e l ec t ro s t a t i c process, and is transferred on to 
a press. The press is fed with oil-based ink and 
water. I t works on the principle t ha t oi l and 
water do not mix, so t ha t the ink adheres only to 
the par t of the p la te which was black; this ink is 
then transferred to the paper. 

To s t a r t a programme on a small sca le , then, you may 
need no more than a typewri ter and a duplicator . You 
can get up to a thousand copies from a single s tenc i l 
if i t is careful ly typed and handled. Stencil l ing 
equipment is cheaper than offset equipment although the 
paper used for duplicating is often s l ight ly dearer 
than the paper you need for offset print ing. 

There are , however, a number of disadvantages in using 
s tenc i l s . First , i t is a fairly slow process: few 
duplicators will produce copies as quickly as an offset 
machine. This need not be a barr ier : a d i s t ance -
teaching project run by the UNRWA/Unesco Ins t i tu te of 
Education for teachers in Palestinian refugee camps 
used s tenc i l duplicators to produce 14 000 lessons a 
month each of 15-20 pages. A further disadvantage is 
t ha t i t is not easy to produce i l lus t ra t ions on a 
s t enc i l . Very simple i l lus t ra t ions can be drawn 
s t ra ight on to a s t enc i l . For anything more 
complicated, you will need an e lec t ronic s t e n c i l -
cu t t e r . This makes i t possible to produce 
i l lus t ra t ions but a t the expense of producing a l e s s -
c l ea r typescr ipt and of producing the s tenc i l very 
s lowly. I t may take 10-20 minutes to produce each 
s tenc i l in this way. 

As against a l l t ha t , i t must be stressed tha t 
duplicating equipment is the cheapest kind of printing 
equipment on the market and makes i t possible to s t a r t 
in a small way with far lower cap i ta l investment than 
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is required for offset pr int ing. 

The simplest form of offset equipment requires two 
machines. The f irst is a p la te -maker . With this , you 
take an original which is. typewri t ten or drawn and 
make from i t a paper, p las t i c or metal p l a t e . Paper 
p la tes will give you reasonable qual i ty reproduction 
for 500-1000 copies; if you are producing more copies 
than t ha t you will e i the r need to make a new paper 
p la te or use a metal p l a t e . Then, second, you need a 
press. The processed p la te is put on the press and 
copies are printed from t h a t . Presses vary in s ize, 
sophist ication and speed. The smal les t and simplest 
machines will take A4 (210 x 297mm) paper as will a 
duplicating machine but they are genera l ly fas ter than 
a duplicating machine. Offset machines are also more 
complicated to opera te . To operate an offset l i tho 
machine sa t i s fac tor i ly , you need a trained or 
experienced pr inter , or a t l e a s t somebody who has had 
severa l weeks training in the running and maintenance 
of a machine. In con t ras t you can probably learn how 
to operate a duplicating machine in a few hours or a t 
the most a day or two. 

If you want to reproduce photographs, then you will 
need to replace the plate-making machine with a camera 
and use the p la te produced by tha t camera instead of 
the one from the p la temaker . Cameras are more 
expensive than p la te makers by a factor of between 4 and 
10 t imes. If you want to se t up l e t t e rp re s s printing, 
or print in severa l different colours, you will need to 
get spec ia l i s t advice. 

The kind of equipment you have thus affects the way 
material is produced for print ing. If you only have a 
dupl icator and no other printing equipment, then your 
typis t will have to type everything d i rec t ly on to a 
s t enc i l . More often, however, you will want to include 
i l lus t ra t ions as well as t e x t and so will be using 
e i ther a s tenc i l cu t t e r or offset l i t ho . In these 
circumstances there are two s tages in the preparation 
of t ex t before a p la te is made. First the typist needs 
to produce a t ex t and an i l l u s t r a t o r needs to produce 
any drawings, i l lus t ra t ions or diagrams which go with 
i t . Then, at the second s t age , these need to be put 
toge ther or "pas ted-up" . At the pas te-up stage i t is 
also possible to incorporate headings, using a typeface 
la rger than is avai lable on the typewri ter if you want 
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one, drawings, symbols to guide the s tudent through the 
work and so on. 

The typist may be working with any kind of typewri ter . 
Generally speaking e l ec t r i c typewri ters will produce 
be t t e r r esu l t s than manual but have the disadvantage 
tha t they do not work during powercuts. A golfbal l or 
daisy wheel typewri ter will allow you to a l t e r type 
s ty les and, within a narrow range, type s izes . 
Recently, word processors have become avai lable a t 
prices which some small educat ional bodies can afford. 
A word processor consists of a typewri ter keyboard, a 
small computer and a pr inter . Whatever is typed can be 
stored in the computer memory. With the pr inter you 
can produce a typed version of anything in the memory. 
Then, if you want to a l t e r what has been writ ten, you 
can type in just the a l te ra t ion instead of retyping the 
whole document. Where you have two or three succesive 
draf ts , as there were of this book, a word processor 
can save many hours of typing. But be careful : you 
need a hundred percent r e l i ab le mains e l ec t r i c i ty 
supply to run a word processor successful ly. 

I t is not possible here to recommend par t i cu la r 
machines, e i ther as typewri ters or as p la te-makers or 
presses or dupl icators . The best general advice is to 
be guided by other people 's experience in your area and 
to check on service arrangements and how readi ly the 
machine you choose can be serviced and repaired 
loca l ly . Guidance on how to se t up a smal l - sca le 
printing unit of this kind is to be found in the 
Commonwealth Secre ta r ia t publication 'Equipping Smal l -
Scale Printing Units ' . See Appendix 1 for de ta i l s . 

We can now see tha t the s tages of producing print vary 
s l ight ly according to the equipment we use but have 
broad s imi lar i t ies . They are se t out in Figure 7. In 
a l l we s t a r t out with a typis t and possibly an 
i l l u s t r a to r : both are worth thei r weight in gold. And, 
in a l l of them, we end up with the need to co l l a t e 
large numbers of sheets of paper. You can buy 
col la t ing machines which will put your pages in the 
r ight order. On the other hand you can go for a 
labour-intensive approach and employ teams of 
co l l a to r s , thus increasing employment. Many distance 
teaching inst i tut ions, concerned to keep the people in 
jobs, have succeeded in preventing the introduction of 
col la t ing machines. 
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Figure 7 : Alternative printing processes 
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Producing radio programmes and tapes 

To make programmes of a qual i ty fi t to be broadcast , 
you need access to a radio studio. Indeed, many 
broadcasting s ta t ions require t ha t programmes should 
ac tua l ly be made in the i r own studios in order to 
maintain the necessary qual i ty . The studio will , for 
example, have equipment for mixing or putting together 
recordings from various different sources and fading up 
and down sounds. But, if you are to make broadcasts or 
tapes , i t will be useful to have a t l e a s t a minimum of 
equipment for your own ins t i tu t ion. 

The f irst piece of equipment to acquire is a broadcast 
qual i ty r e e l to r e e l por table tape recorder . Tape 
recorders of this type, which can work from ba t te r ies 
or from mains e l ec t r i c i ty , will produce recordings of 
acceptable qual i ty to be broadcast if they are used 
with a high quali ty microphone. With a por table 
recorder , you can record interviews in the f ield, or 
with your own staff or s tudents wherever they are , and 
use the tapes as a s tar t ing point for your own 
programmes. Recent improvements in the technology mean 
t ha t you may be able to use a casse t te recorder 
instead. Before doing so, however, check tha t your 
radio stat ion can copy from casse t tes on to a r e e l - t o -
r e e l recorder . 

The next most useful piece of equipment is a broadcast 
qual i ty t a b l e - t o p recorder . These recorders normally 
work on mains e lec t r i c i ty only. You will also need a 
means of linking this recorder with your portable one. 
In t ha t way you can copy tapes from one to the other as 
well as originating recordings on your t a b l e - t o p 
recorder . If you want to edi t tapes - cutting 
par ts out of them, or putting together recordings made 
at different times or places - you can do so a t very 
l i t t l e extra expense provided you have a sui table 
t a b l e - t o p recorder . To edit tapes you need an editing 
block, which is simply a s t r ip of metal with a groove 
to take the t ape . With tha t , you need a razor blade to 
cut the tape and s t icky- tape in order to st ick tapes 
toge ther . Or you may leave this process to the radio 
s ta t ion . 

You may want to use your tape recordings, not as the 
basis for broadcasts , but in order to make casse t tes 
which can be distributed to your s tudents . If there is 
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a small number of s tudents , who will meet together in 
centres equipped with casse t te recorders , you can make 
casse t te copies if you have a casse t te recorder and a 
means of linking this to your t ab le top recorder . That 
process is, however, slow. I t will take half an hour 
to copy each half-hour cas se t t e . If you want to make 
casse t tes on a l a rge r sca le , then you need access to a 
multiple copying machine which can make a number of 
casse t te copies a t a time and do so in a much shorter 
period than the i r playback t ime. Again, you may wish 
to have this equipment under your own control or may 
use similar equipment a t a radio s ta t ion or an 
educat ional materials cent re if there is one near you. 

As with making printed mater ia l , so with broadcast 
mater ia l , spec ia l i s t staff are needed. To make 
recordings you need somebody who has had some training 
in handling broadcast equipment, making recordings and 
preferably in editing and splicing tapes . You may not 
need a fu l l - t ime broadcasting technician, but you do 
need somebody who had training over a period of a few 
weeks or months in such sk i l l s . 

Summary 

1. In deciding how far you should have your own 
production fac i l i t i es , consider: 

1.1 what other fac i l i t i es are avai lable outside 
your own inst i tut ion but conveniently near; 

1.2 the advantages of control l ing your own 
production by doing i t in te rna l ly ; 

1.3 the administrative complications of running 
things for yourself. 

2. Advance planning and good progress cont ro l , 
tempered by pessimism about things working out as 
planned, are necessary if you are to produce 
materials on t ime . 
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For printed materials choose, according to your 
circumstances, between duplicat ing, offset l i tho 
and l e t t e rp ress , taking into account: 

3.1 the cheapness and ease of operating s tenc i l 
dupl icators ; 

3.2 the versa t i l i ty and speed of offset l i tho 
equipment; 

3.3 the advantage of l e t t e rp res s printing for 
some a lphabets . 

You will need good typis ts and probably 
i l l u s t r a to r s ; they are most valued members of 
staff and should be cherished. 

To make broadcast qual i ty programmes or audio 
tapes you need access to a radio studio, but will 
find i t useful also to have a portable broadcast 
quali ty tape recorder and a tab le top broadcast 
qual i ty tape recorder . 

If you are to produce casse t tes on any significant 
scale you will need to have, or have access to , 
equipment for the multiple copying of casse t tes . 
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5 : DISTRIBUTING EDUCATIONAL MATERIALS 

Distance teaching grew up in nor th-west Europe and 
North America in the age of the ra i lways. Expanding 
and improving posta l services meant tha t lessons could 
be sent quickly through the post and s tudents ' work 
could quickly be returned to a headquarters for 
marking. Today i t is widely used in countries which 
have much grea te r problems of communication and in 
which population densi t ies are lower. Efficient 
distribution of materials is a major problem for many 
distance teaching organisat ions. 

I t is not just a problem of distributing materials from 
the centre to the s tudents . The essence of learning 
from correspondence is t h a t there is a two-way flow, 
with work coming back from students for comment, advice 
and marking. And there is evidence tha t the sooner a 
s tudent can get a response from his tu tor , the be t t e r 
he will work. Frequent and regular two-way 
communication helps learning and helps motivation. 

In p rac t i ce , however, in many countries postal 
communication is slow. A f irs t stage in establishing a 
d is tance- teaching organisation is to discover how quick 
the posta l service ac tua l ly is . You can do a posta l 
survey by sending l e t t e r s to specimen par ts of the 
country and asking the recipients to t e l l you when they 
arrived and similar ly checking the speed a t which the 
repl ies come back to you. If the resu l t s suggest t ha t 
you can reach v i r tua l ly a l l of your s tudents by post in 
two weeks or less , and they can reach you in the same 
length of t ime, then ordinary posta l services will 
probably meet your needs. If you are using the post, 
i t is , of course, necessary to have a good address for 
each student , and to consider whether s tudents have the 
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same address in term and out of term. 

But in many cases this will not be the case and i t is 
necessary to examine a l t e rna t ives . 

Alternat ives to the post 

In some countries i t has been found more convenient to 
del iver distance teaching materials to groups of 
s tudents by road. The UN RWA/Unesco Ins t i tu te found 
t ha t they could del iver materials to a l l t ra inee 
teachers in refugee camps by having a regular delivery 
by lorry . Similarly, the Mauritius College of the Air, 
which organised courses for schools and for school 
t eachers , found tha t in a small and densely populated 
island they could del iver materials to schools by van. 

In la rger and less densely populated countries, there 
may be a way round the problem by distributing 
materials from the centre to a regional headquarters 
and then having them sent on to study centres . If this 
solution is adopted then i t may be be t t e r if s tudents ' 
work is marked by tu tors a t regional offices, r a the r 
than sent back to headquar ters . Where there are enough 
study cent res , so tha t no s tudent l ives far from one, 
then i t may be possible for s tudents to co l l ec t the i r 
work from a study cen t re . In Nigeria and Tanzania a l l 
lessons are sent to study cent res , and students 
co l l e c t them from the re . 

Some dis tance- teaching projects , however, are smal ler 
and could not think of having thei r own regional 
offices. In tha t case i t may be possible to use other 
official or semi-official channels of communication. 
If teachers , or one teacher from each school, come to a 
cen t ra l point each month to c o l l e c t the i r pay, then i t 
may be possible to dis t r ibute teaching materials and 
exchange marked and unmarked work a t t h a t t ime. This 
wil l usually give only a monthly turn around but this 
may s t i l l be be t t e r than one could achieve through the 
post. 

The other ways of solving problems of distribution a l l 
take us back to the design of teaching materials and 
the teaching system within which they are working. In 
Swaziland, for example, the William Pitcher College 
arranged t h a t s tudents should at tend a series of i n -
col lege courses. Each of these courses introduced the 
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work tha t s tudents were to do when they went back home. 
With this kind . of organisat ion, i t is possible to 
dis t r ibute a l l the printed mater ials for the next 
session's work a t the res ident ia l course. 
That does not solve the problem of marking s tudents ' 
work and get t ing quick feedback to them. Here two 
solutions present themselves and both have a bearing on 
the general design of the dis tance- teaching project . 
First , i t may be possible to employ mobile tu tors who 
visit t ra inee t eacher s , or groups of them through the 
year and provide tu to r i a l s or give advice on work. 
This s t ra tegy was adopted both in Swaziland and for the 
Palestinian refugee camps. While rewarding for 
s tudents , i t p laces major burdens on the staff of the 
co l l ege . In Swaziland the staff were making 500 visi ts 
to s tudents a year, making an average of 40 visits for 
each tu to r . 

Second, materials can be designed to s t imulate loca l 
discussion, which makes rapid two-way postage less of a 
problem. In non-formal educat ion, many distance 
teaching mater ials have been designed so tha t they can 
form the basis of a discussion between students who are 
working toge ther in a group. Where one s tudent has a 
problem, another may be able to solve i t . And a l l can 
benefit from the discussion in which the group r e l a t e s 
the information and ideas in the lessons to the i r own 
experience. If d is tance- teaching materials for t eacher 
t ra inees are designed in the same way, and there are 
usually two or three t eachers in any one place who are 
following the course, then some of the functions of 
two-way communication, which normally takes place 
between a s tudent and tu to r , can be undertaken by 
groups of s tudents working toge ther . 

Distributing broadcasts 

In the l a s t chapter we referred both to radio 
broadcasts and to distr ibuting tape recordings. If 
tape recordings are to be used, then the problems of 
distribution are exac t ly p a r a l l e l to those of 
distr ibuting printed mat ter , unless we also need to 
dis t r ibute ba t t e r i e s for s tuden t s ' recorders . 

If we use radio, on the other hand, then our 
distr ibution problems should be much easier . Three 
dif f icul t ies may, however, a r i se . First , we may be 
offered broadcasting time a t a time which is 
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inconvenient for our s tudents . Often there is l i t t l e 
tha t can be done about th i s : broadcasting s ta t ions like 
to reserve the i r peak hours for programmes which have 
the g rea tes t public appeal - news, some music, and key 
information of public in te res t . I t is diff icult to 
argue tha t a specia l i s t programme for teacher educators 
can compete for these s lo t s . Second, broadcasting 
signals may not reach a l l par ts of the country, or 
reach a l l par ts equally wel l . Third, in many countries 
i t is not easy or cheap to obtain radio ba t t e r i e s . Our 
s tudents may press us strongly to provide these; and 
b a t t e r i e s , l i k e p r i n t , need t o be d i s t r i b u t e d 
physical ly. 

These r ea l diff icul t ies may a t t r a c t us towards the 
option of using casse t te tapes ra ther than radio. But 
sound recordings lack the immediacy of radio and there 
is some evidence t ha t s tudents l is ten to recordings 
less than they l is ten to a radio programme, which they 
know they must hear a t a fixed time or not a t a l l . 
While i t is often diff icult to make a detai led 
comparison between the cost of distributing casse t tes 
and the cost of broadcasting by radio, the cost to a 
dis tance- teaching organisation of using radio is often 
lower than the cost of using casse t t e s : this will 
general ly be the case if a broadcasting s tat ion meets 
the cost of transmission while the cost of distributing 
tapes fa l l s on the dis tance- teaching organisation. 

Summary 

1. In developing plans for distr ibution, keep in mind 
the need for information from students to flow to 
your ins t i tu t ion, as well as the other way round. 

2. Check whether the posta l service is quick enough 
for your needs. 

3. If i t is not, consider: 

3.1 distributing materials to study cent res , or 
to regional offices and then to study 
cent res ; 

3.2 using other channels of communication (e.g. 
d i s t r i b u t i n g / c o l l e c t i n g m a t e r i a l s on 
t eachers ' pay day); 
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3.3 p r o v i d i n g m a t e r i a l s t o t r a i n e e s a t 
res ident ia l courses, for them to use in 
succeeding months. 

4. Student learning can be helped by mobile tu tors . 

5. Materials can be designed for s tudent learning 
groups and to s t imula te discussion in groups. 

6. Distributing tapes is a t l e a s t as awkward as 
distributing print . 

7. Broadcasts may have the disadvantage of: 

7.1 inconvenient broadcasting t ime; 

7.2 not reaching a l l par t s of the country 
adequately; 

7.3 relying on ba t t e r i es which are scarce . 
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6 : TUTORING AND COUNSELLING 

No matter how good our teaching materials , and how 
efficient our distribution system, dis tant s tudents 
have . to work by themselves without the support tha t 
comes from tu to rs , or from other s tudents , in a 
conventional c lass . We need to consider how we can 
give them the individual encouragement, he lp , tuit ion 
and guidance which they need, and so overcome the 
barr iers of distance and the remote s tudent ' s feeling 
of isolat ion. In the previous chapter we suggested 
t ha t some of those feel ings, and some of our s tudents ' 
uncer ta int ies , could be overcome if s tudents met 
toge ther , even without a tu to r . But there remain 
functions which properly belong to a tu tor . Before 
considering which kinds of tutoring need to be done 
f ace - to - f ace , and which can be done a t a distance, i t 
is useful to distinguish between the different groups 
of people who may do tutoring and counselling in 
distance education. They may inc lude: 

l oca l or field tu to r s where these are 
employed; 
col lege of education staff, who will do some 
tutoring a t res ident ia l sessions, but may 
also tour to visit s tudents ; 
head t eachers , if i t is possible to involve 
them as supervisors of t rainee teachers in 
their own schools; 
correspondence tu to r s ; 
radio tu to rs , if radio programmes are used to 
give general advice to s tudents ; 
a s tudent adviser, where one is employed on 
the staff of a distance teaching inst i tut ion. 
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Local tu tors 

Local or field tu tors play a valuable role where i t is 
possible to employ them. Field representa t ives were 
employed by the UNRWA/Unesco Ins t i tu te for Palestinian 
refugee t ra inee teachers . They had a team of some 26 
tu to rs , cal led field representa t ives , each of whom was 
responsible for between 70 and 80 teachers . The field 
representa t ives toured the refugee camps and met 
students in seminars to discuss topics which the 
Ins t i tu te fe l t l en t themselves to face- to- face 
discussion. The field representa t ives were provided 
with fi lmstrips, f l ip -char t s and other audio-visual 
aids. As well as running the seminars, field 
representa t ives also visited t ra inees in school in 
order to observe the lessons they were giving and 
played a par t in the res ident ia l sessions which 
students attended from time to t ime. 

In Tanzania adult education co-ordinators , most of whom 
were originally trained as primary school teachers , 
served as loca l tu tors for the teacher upgrading 
scheme. They had a two-month trining course in this new 
job, which they took on in addition to their existing 
work. They supervised the work of the t ra inees on the 
two days a week they spent in study centres , and marked 
their correspondence lessons, sending a copy of the 
marks back to the headquarters in Dar es Salaam. 

Unfortunately, as we saw, there has been l i t t l e 
evaluation of dis tance-teaching programmes for teachers 
and we do not have enough information to say how 
successful e i ther of these approaches has been. 

In some cases i t is not possible to have field tu tors . 
Students may be so widely separated tha t i t is not 
pract icable to employ loca l staff. Or pol i t ica l 
considerations may make this difficult or impossible. 
The National Teachers ' Ins t i tu te in Nigeria, for 
example, is a federal inst i tut ion, but face- to - face 
training of teachers is a responsibili ty of the 
individual s t a tes which make up the Nigerian 
federation. Any nationwide system of local tu tors , 
therefore , involves negotiations with a l l the s t a te 
governments. 
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Other staff 

All college of education staff have, of course, a role 
in advising and tutoring s tudents . This is par t of 
thei r regular work when t ra inees are attending a 
res ident ia l course. In some cases i t extends beyond 
tha t : as we saw, the col lege staff in Swaziland paid 
regular visits to t ra inees throughout the country and 
tha t kind of visit helped to r e l a t e what was done in 
the classroom to what was done a t the co l lege . 

Similarly head teachers can try to establish tha t link. 
Head teachers have long had a role in supervising 
t ra inees where pupi l - t eacher schemes are in exis tence. 
Their role for t ra inees who are being taught at a 
distance is essent ia l ly the same. If the training at a 
distance is to be effect ive , and t ra inees are to apply 
what they have learned in the classroom, then the 
support of head t eachers is v i t a l . 

No matter how much help is provided by loca l tu tors , 
col lege of education staff or head teachers , a v i ta l 
ro le remains for the correspondence tu tor . In much 
distance education the correspondence tex t is the hear t 
of the teaching system. I t is by working through the 
t ex t , and doing assignments, t ha t the student learns . 
In the Palestinian refugee camps, the role of 
correspondence tu tor was or iginal ly given to the field 
representa t ives but this did not work wel l , pa r t ly 
because of the other burdens on them. At the 
Correspondence Course Unit in Nairobi a team of p a r t -
time correspondence tu to rs were recrui ted , whose work 
was supervised by subject specia l i s t s on the staff of 
the Unit. Many other ins t i tu t ions have adopted this 
same compromise of having some par t - t ime correspondence 
tu tors but having control through the use of the i r own 
ful l - t ime staff. I t is important tha t the regular 
academic staff of a col lege which is using distance 
teaching should do some correspondence marking in order 
tha t they can learn more about the i r s tudents and about 
s tudent react ions to the courses. 

The essence of a correspondence tu to r ' s work is t ha t i t 
is individual. But, as a course proceeds, some 
problems will arise which are common to a variety of 
s tudents . Here, useful t u to r i a l help can be given by a 
radio tu to r . If there is a regular par t of a radio 
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programme dealing with s tudent problems, then a tu tor 
who always gives advice to students a t tha t point can 
gradual ly build up a valuable rapport with them. 

There remain some problems which are individual but are 
not necessarily about a par t icu la r subject. There are 
problems about how to go about studying, when to take 
examinations, about not receiving books on time and the 
l ike . Students may need advice before they s t a r t 
working. A dis tance-teaching inst i tut ion needs to have 
somebody who has the job of answering student 
enquiries. If the inst i tut ion is large enough, i t will 
be necessary to employ a s tudent counsellor or adviser, 
or even a team of advisers. If i t is on a smal ler 
sca le , then this job will f a l l to one of the academic 
staff. There are two sides to the student adviser 's 
job. The first is to answer, as helpfully as possible, 
the enquiries which come from a student and to work out 
which of those should be answered by a subject 
specia l is t and which are more genera l . The second, and 
often more demanding and more contentious, is to 
represent the s tudents ' in te res t s to the res t of the 
inst i tut ion. The student adviser is the person who is 
most closely in touch with s tudent diff icult ies and 
problems and so the person who has the best view of 
what is going wrong inside the inst i tut ion. If there 
are delays in production, for example, the student 
adviser is the person who will see how tha t is stopping 
students from working. A good student adviser 
therefore combines the abil i ty to help students 
sympathet ical ly with the t a c t and toughness to improve 
the workings of the inst i tut ion in the in teres ts of 
those s tudents . 

Organising tu to r i a l services 

I t is c lear tha t the job of teaching and advising 
students is shared among a larger group of people in a 
dis tance-teaching inst i tut ion than in a conventional 
co l lege . As a resu l t i t is necessary for somebody to 
have the responsibilty of seeing tha t the various 
teaching and counselling functions do fit together - to 
see tha t what is done in supervising t ra inees teaching 
pract ice fi ts with what is done in face- to- face 
sessions and with the comments and advice tha t are 
given on s tudents ' printed work. This co-ordinating 
responsibili ty may res t with the student adviser, but 
more often will res t with a senior member of staff on 
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the educat ional side of the ins t i tu t ion . 

In organising t u to r i a l help to s tudents we can 
distinguish various functions for tu to r s . These 
functions are different from those of teaching in a 
conventional c lass as the ro le of conveying information 
has general ly been taken over, from the live teacher , 
by print and radio. But what remains is of the 
grea tes t importance and analysing the different tasks 
t h a t remain helps us decide who should undertake each 
of the tutoring or counselling ac t iv i t i es . 

The f i rs t is simply to help s tudents . As we have 
repeatedly said, s tudents a t a distance lack the 
regular help tha t most s tudents get from the teacher . 
They lack the support from their peers and they lack an 
easy point of comparison with the i r peers . All kinds 
of problems - concerned with pa r t i cu la r subjects, with 
the process of learning more genera l ly , or with broader 
family or social issues - are l ike ly to hinder the i r 
work. The f irst function of a t u to r or adviser is to 
be helpful and sympathet ic . 

The next is c losely r e l a t e d : i t is to encourage the 
learner . And this imposes cer ta in disciplines on our 
tu tors and especial ly on correspondence tu tors . If you 
were seeing a s tudent you could scribble "so what?" or 
"I don ' t follow" or "see me" in the margin of an essay 
and s t i l l encourage the s tudent when you next see him. 
If you receive t h a t sort of comment when you are 300km 
away from your tu tor i t can depress you to the extent 
t h a t you give up studying a l toge the r . 

But, of course, a tu to r does have the function of 
checking tha t s tudents have understood the work se t for 
them and looking a t the qual i ty of the i r work. 

The next function is to s t imulate discussion and 
dialogue; this is pa r t i cu la r ly diff icult to do a t a 
d is tance . This diff iculty suggests t ha t open-ended 
discussion has an even more important ro le in meetings 
of s tudents , or in res ident ia l courses, than i t does in 
conventional study. But, as we saw, i t is possible to 
design lesson mater ials , and to add comments on 
assignments, which provoke discussion and argument. 
The tu to r ' s aim here is to encourage the s tudent to 
explore ideas for himself and help to move towards 
independent thinking and learning in which he is 
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progressively less r e l i an t on his teachers or printed 
tex ts or broadcasts . 

The tu to r ' s next job is marking. whether or not 
s tudents ' marks are to be included as par t of their 
final assessment we can assume tha t most students are 
very anxious to know what mark has been awarded them. 
This is perhaps par t icu la r ly so if they are remote from 
other s tudents : without another s tudent to compare 
the i r work with, they are forced to re ly enormously on 
a mark. So marks are important to s tudents and they 
may be important to the inst i tut ion. Where marks are 
included for assessment, then i t is necessary to have 
some kind of procedure to standardise the marking done 
by different tu to r s . But, for a l l t ha t , what is most 
important on a student1 work is the comments ra ther 
than the mark. 

In the l ight of these different tu to r ia l functions, and 
of the fac i l i t ies which are avai lable to a d i s tance-
teaching inst i tut ion, i t should be possible to decide 
how the functions should be shared between different 
people, and in par t icu la r between those employed a t or 
near the headquarters as correspondence tutors and the 
others . Three principles can guide us in making those 
decisions. 

First , i t has been the experience of a number of 
projects tha t s tudents find i t helpful to s t a r t their 
course with a res ident ia l session. This was the 
pat tern in the teacher training project in Swaziland. 
At an introductory session they can be introduced to 
the kind of printed materials from which they will 
work, to the techniques of studying at a distance, and 
to the people who will be in touch with them as they 
work through thei r materials . Similarly the ZINTEC 
programme in Zimbabwe begins with a 16-week res ident ia l 
course. This kind of ini t iat ion can overcome many of 
s tudents ' hesi tat ions about working on their own and at 
a dis tance. 

Second, problems will s t i l l arise and i t is important 
tha t s tudents should be quite c lea r where and how they 
can get help. At every stage in their work they need 
to know just how to get whatever kind of help they 
need. This affects not only the kind of tutoring 
system we provide, but also the kind of printed or 
broadcast instructions which the s tudents are sent . 
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Third, even when a l l the other elements are well 
organised and developed, the role of the correspondence 
tutor is perhaps the most important . 

The correspondence tu tor 

The best correspondence tu tors are people with a 
mastery and enjoyment of the i r own subject, who can 
correspond warmly and sympathet ical ly with s tudents , 
l ive near the inst i tut ion which is receiving work from 
and sending i t to s tudents , and always work promptly. 
Cynical administrators will put the l i s t in the reverse 
order. 

In order to do tha t job tu tors need to go beyond the 
minimum marking of r ight and wrong and to provide much 
more guidance, help and s t imulat ion. Indeed, a good 
correspondence tu tor has a s l ight ly different function 
from tha t of marking, which is to build up a 
re la t ionship , with the s tudent . If the s tudent feels 
t h a t his tu tor is a r ea l person, and gets to know him 
through correspondence even if he never meets him, then 
each will get much more out of the re la t ionship. In 
order to encourage t h a t kind of re la t ionship some 
col leges send s tudents a short , one-page, biography of 
their tu tor and encourage s tudents to write back to the 
tu to r about themselves. I t is easier to develop t ha t 
sort of re la t ionship if s tudents are a l located 
permanently to one or more tu tors so tha t , for any one 
subject , the same tu to r always deals with the same 
s tudent . 

The tu to r needs help and support from the d i s t ance -
teaching inst i tut ion in order to undertake these 
dut ies . The first thing which he needs is a c lea r 
s ta tement from a dis tance- teaching organisation about 
how i t works and what he is expected to do. He needs 
information about the administrative procedures of the 
col lege so tha t his own work is made as simple as 
possible and he can concentra te on advising his 
s tudents , r a the r than coping with the co l l ege ' s 
bureaucracy. Figure 8 shows the l i s t of documents 
which are provided by Murdoch University in Western 
Australia so tha t i t s processes and i t s printed forms 
are c l ea r to the tu to r . 

The tu tor will also need to keep some kind of record 
about s tudents and the i r work. Each tu tor may want to 
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Figure 8: Information for external tutors 

at Murdoch University 
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Figure 9: National Extension College student's 
course card 
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work out his own way of doing this . In some cases, 
however, i t is useful for a card with a summary of the 
tu to r ' s comments to accompany each piece of work and 
pass backwards and forwards between the tu to r and 
s tudent . In tha t way both can see how the s tudent ' s 
work is progressing from assignment to assignment. 
Figure 9 shows an example of such a card. Many good 
tu tors send ful ler comments than can conveniently go on 
a card. 

The tu to r will also need guidance on marking s tudents ' 
work and on commenting on i t . Each inst i tut ion may 
have a system of marks or grades, which may be 
alphabet ic or numeric, and tu tors will general ly be 
asked to use a standard format for these . As we have 
seen, commenting on a s tudent ' s t e x t is more important. 
Advice to tu tors on the kind of comments needed by 
students have been summarised by Murdoch University, 
following work by the British Open University, in the 
following way: 

" (i) Comments which indicate t ha t the 
assignment as a whole has been received and 
considered, for example an acknowledgement 
t ha t you can see what the s tudent was trying 
to achieve; 
(ii ) Correction of errors of tex t or 
misunderstanding, explaining why something is 
incorrect or including a precise reference; 

(iii)Comments on essay and study techniques -
cases, for example, where the work shows an 
obvious lack of perspect ive , or where an 
otherwise reasonable essay is marred by 
atrocious grammar or spel l ing . However in 
this l a t t e r case i t is important for tu tors 
to emphasize the reasons why grammar and 
spelling are important; 

(iv) Comments on the relevance of the content 
or approach. Some courses involve a 
discussion tape which offers an opportunity 
to explain the cr i ter ia of re levance , and 
explore the benefits of cer tain approaches. 
The isolation of ex te rna l s tudents , which 
prevents them from trying their ideas out on 
their peers, makes comments from the tu tor in 
this area a l l the more valuable; 
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(v) Encouragement: As the Open University 
t u t o r ' s b o o k l e t s ays , 'Even when an 
assignment is poor, you can usually find some 
positive virtue to pra ise . A written 
invitat ion to the s tudent to discuss points 
of difficulty in writing or on the telephone 
will further assist him to "balance out" his 
comments, and renew his commitment'. 
Although an apt and vi t r io l ic comment may 
help ease the frustrat ions of a tu tor who has 
jus t waded through ten pages of i l l -
considered prose, these are often wounding to 
a dis tant and perhaps anxious s tudent . 

(vi) An explanation of the assessment. On 
receiving his assignment back from his tu tor , 
a s tudent will open i t and look a t the grade 
(if any) - then, possibly, a t the explantion 
on the Assignment Attachment. Thus, this 
teaching summary should give an overa l l view, 
commenting not only on the reasons for any 
specific grade on the assessment but also 
re la t ing this assessment to the s tudent ' s 
progress in the course.* 

The role of a correspondence tu tor is a demanding one. 
We cannot assume tha t a l l tu tors will find i t easy and 
i t will be necessary for a dis tance- teaching 
inst i tut ion to monitor some of i t s t u to r s ' work in 
order to see if the marking is being done properly. 
Two other things will help the development of good 
tu to r s . The first is the production of a handbook for 
tu tors which will advise them both on the 
administrative procedures they should follow and on 
their teaching techniques. The second is for a 
d is tance- teaching ins t i tu t ion to provide training for 
i t s tu to r s . A brief workshop, in which tu tors can 
learn about the co l l ege ' s courses and administration 
and also r eac t to specimen assignments and be guided on 
the i r marking can be of the g rea tes t va lue . 

* External Studies Unit (1978) Tutoring a t a 
dis tance: workshop materials (Murdoch University) 
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Summary 

1. Tutoring and counselling dis tant students may be 
provided by: 

1.1 loca l or field tu to rs , who visit s tudents , 
run seminars, l iaise with school and college 
staff; 

1.2 col lege of education staff, e i ther a t 
res ident ia l courses or by visiting students 
or both; 

1.3 head teachers , who may supervise the 
classroom work of t ra inee teachers ; 

1.4 correspondence tu tors , who mark and comment 
on assignments; 

1.5 radio tu tors , who provide advice common to 
many students; 

1.6 a s tudent adviser whose main job is to solve 
s tudents ' d iff icul t ies . 

2. One person, or group of people, should co-ordinate 
the various tutoring and counselling ac t iv i t ies . 

3. Tutoring and counselling involves: 

3.1 helping s tudents ; 

3.2 encouraging them; 

3.3 checking thei r work and commenting on i t ; 

3.4 st imulating dialogue; 

3.5 marking. 

4. Students often find i t helpful to s t a r t the i r 
course with a res ident ia l session. 

5. They need to know where and how to get help. 
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Correspondence tu to r s should: 

6.1 be knowledgeable, encouraging and prompt with 
thei r marking; 

6.2 build up a personal re la t ionship with the i r 
s tudents ; 

6.3 always comment as well as mark. 

To h e l p i t s t u t o r s , a d i s t a n c e - t e a c h i n g 
inst i tut ion should: 

7.1 provide i t s tu tors with a l l the information 
they need about the inst i tut ion and how i t 
works; 

7.2 guide, supervise and monitor the i r work; 

7.3 consider giving them a t u to r ' s handbook 
and/or arranging training workshops for them. 
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7 : MONITORING AND EVALUATION 

The term "evaluat ion" can have three different meanings 
for us. First , i t may refer to evaluating individual 
s tudents and so deciding whether they should pass or 
fai l par t or a l l of the i r course. Second, i t may refer 
to the process of checking how well a programme is 
working and seeking information which will enable us to 
improve i t . This is sometimes referred to as formative 
evaluation where the intent ion is to inform the 
programme managers. Third, in contras t , summative 
evaluation refers to a summing up, often carried out at 
the end of a programme or af ter i t has worked through 
one of i ts s tages . The aim of summative evaluation is 
to answer broad questions about i t s success and 
fa i lure . 

Natural ly a l l three kinds of evaluat ion overlap. The 
success or fai lure of individual s tudents has a bearing 
on both formative and summative evaluat ion; the 
measures we use to inform ourselves about a programme 
as i t is going along can be of help to those doing 
summative evaluation a t the end. For a l l three kinds 
we need to keep in mind the key question: how do our 
t ra inees perform in their own classrooms? 

For a l l three kinds of evaluation we need, too, to ask 
how they should be carried out and who should do them. 

Assessment of s tudents 

There is no essent ia l difference between assessing 
s tudents who are following a course a t a distance and 
those who are following a similar course within a 
co l lege . In t eacher education we are , for e i ther 
group, often concerned both with our s tudents ' 
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knowledge of the i r subject matter and with the i r 
performance as classroom teachers . The former is 
easier to measure than the l a t t e r . There are 
par t i cu la r diff icul t ies for us if we cannot visit our 
t ra inees in the i r classrooms in order to supervise 
their classroom work and development. But these 
problems are no more severe for us than for any 
inst i tut ion whose s tudents go out to work in widely 
sca t te red schools. 

Where we are concerned with students ' knowledge and 
understanding, we may even be a t an advantage if we 
teach them through correspondence courses, for such 
courses lead to the production of a lo t of written 
material by s tudents ; as we saw, dis tance-teaching 
inst i tut ions usually maintain deta i led records so tha t 
we can see how well s tudents perform on their written 
work. The teacher- t ra in ing staff in Swaziland were 
sufficiently convinced of the value of this kind of 
assessment tha t they used i t r a the r than having a 
formal end-of-course examination. "Cert if icates are 
awarded at the end of the course by recommendation to 
the Ministry of Education, not by examinations. The 
reasons for this are tha t , a f ter three in-co l lege 
courses, the grading of 120 worksheets, and perhaps 7 
or 8 visits to the teacher a t his or her place of work, 
the staff of the project r ea l ly know thei r s tudents . . . 
In any case who believes t ha t abi l i ty to pass an 
examination makes a good, devoted teacher?"* (The 
disadvantage of this approach is t ha t i t makes 
comparison with t rad i t iona l training more diff icul t : 
the Swaziland teachers received only the Primary 
Teachers ' Lower Certif icate while ful l- t ime students 
were able to get a higher qual if icat ion.) 

In Tanzania, on the other hand, students came together 
for a six-week res ident ia l course at the end of their 
training programme. During this course they took 
written examinations and had thei r teaching pract ice 
assessed in schools nearby. 

Thus, in our first sense of the word, evaluation is an 
act ivi ty carried out by the staff of a col lege using 

* C H Green (no date) The story of the in-service 
teacher training project of Swaziland (mimeo) 
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distance education in exact ly the same way as the staff 
of any other col lege of education. 

Assessing the project 

In developing a d is tance- teaching project we need to 
ask a ser ies of questions about our audience, our 
methods, and the materials we use to teach s tudents . 
If the project is large enough, there are merits in 
set t ing up a separa te evaluat ion unit in order to carry 
out this kind of preliminary research. Even quite 
small ins t i tut ions , l ike the Botswana Extension College 
or the Lesotho Distance Teaching Centre, found tha t i t 
was worth having a separa te evaluat ion unit to inform 
the col leges about thei r courses and thei r methods of 
working. A small group of people , charged with the job 
of evaluat ion, can develop sk i l l s and can maintain a 
balance between involvement and detachment which will 
lend weight to the i r findings. A research or 
evaluat ion section of this kind usually has one or two 
research workers with a background in the social 
sciences together with a small number of field workers 
who can make enquiries in the f ield, administer 
quest ionnaires, and carry out t e s t s on materials or 
s tudent react ions to them. If you cannot establish a 
unit like t h a t within your own organisation, then 
similar tasks will f a l l to the staff who are working on 
the project . In e i ther case the job of evaluation is a 
necessary one; unless we have some way of assessing how 
good our training is , then we may work ineffect ively, 
waste our t ra inees ' t ime, and supply the schools with 
t eachers who cannot do the i r job. 

The first job tha t will f a l l to research staff, or 
educat ional staff with a responsibil i ty for research, 
is a t the planning s tage ; i t is to look a t the nature 
of the audience for distance teaching and learn what we 
can about the i r background knowledge and about 
diff icul t ies they will face in learning. Many projects 
s t a r t with a survey of po ten t ia l s tudents ' knowledge, 
a t t i tudes and prac t ices . If we are training teachers , 
they are often a more c lea r ly defined group of s tudents 
than many others and much of this information may be 
avai lable from ministry of education repor ts and 
s t a t i s t i c s . I t will s t i l l probably be of value to us 
if we can spend some time interviewing students and 
learning more about their approach to education at the 
outse t . 
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As we saw in Chapter 3, the next main research job 
comes when we begin to prepare teaching materials . A 
job for research workers is to try out samples of the 
materials in order to see whether people understand 
them. Where courses are i l l u s t r a t ed , i t is also 
important to check tha t i l lus t ra t ions convey the 
message which the authors intended. If a t a l l 
possible, we should t e s t the materials with groups of 
people who are very similar to our eventual t a rge t 
audience. This may not be possible and we may need to 
f a l l back on some a l t e rna t ive . We may be able to t e s t 
materials in a school, or in an existing co l lege , even 
though we know tha t the people attending these 
inst i tut ions are s l ight ly different from our own 
eventual audience. And, when we are test ing 
readabi l i ty , we can do some t e s t s for ourselves without 
using a group of po ten t ia l s tudents . Appendix 3 
discusses readabi l i ty t e s t s in more de ta i l . 

As soon as our courses are launched, i t is much easier 
to get information about how well they are working. 
Some of this information wil l , as we saw in Chapter 2, 
flow in to us automatical ly so tha t our monitoring can 
be based on our own records. Marks awarded, and a note 
of s tudent react ions , will t e l l us about lessons which 
are par t i cu la r ly easy or pa r t i cu la r ly difficult or 
confusing. If we ask s tudents to t e l l us how long they 
spent on a par t i cu la r lesson and record this 
information with the i r marks, we will have a further 
check on those which are too diff icult or too easy. 
Similarly, as s tudents work the i r way through to the 
end of a year or the end of a course, we can feed in 
resu l t s of any assessment made of s tudents and use tha t 
information to help evaluate the materials which they 
studied. 

In monitoring our work, we need to consider the whole 
range of methods tha t we use and not merely the qual i ty 
of the mater ials . I t is worth assessing the use made 
by s tudents of a l l the elements in our teaching 
programme - seminars, meetings with other s tudents , 
radio, short courses, as well as print - in order to 
see what improvements we can make to them. And, in 
this assessment, we should consider not only the 
separa te components of the course but also i t s impact 
on classroom teaching. A consistent programme of 
monitoring, whether carried out by a separate research 
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unit or by the educat ional staff of the col lege 
genera l ly , should yield rich benefits for the s tudents 
and for the staff themselves. 

Summative evaluation 

I t is more diff icul t to sum up the effect of a 
programme than to discover how i t is working and 
improve i t . If we l imit ourselves to questions about 
the numbers of s tudents who have passed through our 
system, and the qualif icat ions awarded to them, then we 
cannot convince the scept ic who sees distance teaching 
as a poor subst i tu te for f ace - to - face education, or 
temper the enthusiasm of reformers who overstate the i r 
case . But if we want to assess t ra inees performance in 
the schools, then we are forced to ask more diff icult 
though more important research questions. In 
par t i cu la r we need, as we saw, to ask about t ra inees ' 
classroom work: there is a job to be done here using 
the techniques for assessing t eacher behaviour in the 
classroom which have been developed for conventional 
education. 

There is one further difficulty in comparing distance 
teaching with orthodox programmes of teacher education. 
In order to make firm s ta tements about the comparative 
value of a distance teaching programme and an orthodox 
one, we need to compare our s tudents with a similar 
group who have trained in the orthodox way. And, where 
we have groups of s tudents following different kinds of 
courses, the groups are often different in other ways, 
such as the age and experience of the t ra inees . These 
diff icul t ies mean t ha t , in prac t ice most summative 
evaluat ions of distance teaching programmes for 
teachers have stopped short a t looking a t examination 
r e su l t s . The absence of research on t r a inees ' 
classroom act ivi ty r e s t r i c t s our knowledge about the 
effectiveness of distance education for t eacher 
t ra ining. And so, while summative evaluation which 
goes beyond looking a t examination resu l t s is 
diff icul t , i t remains important , whether done by a 
research section or by the educat ional staff of the 
ins t i tu t ion. 

There may be conflicting demands for formative and 
summative evaluat ion from those working on research. 
If there a re , then the pressures will be to concentrate 
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on the formative in order to improve a programme as i t 
is running. There may be a role here for a separate 
group of researchers or eva lua tors . If an external 
group of research workers are to play a par t in helping 
to develop our work, then summative evaluation is the 
most appropriate role for them. 

Summary 

1. We can distinguish between evaluating individual 
s tudents , formative evaluat ion which helps shape 
our programme and summative evaluation which 
assesses i t s r esu l t s . 

2. The assessment of s tudents is similar to 
assessment in a conventional col lege of education. 

3. To gain information on s tudents , on teaching 
methods and on materials there are advantages in 
set t ing up a small research or evaluation unit. 

4. Key questions for researchers , evaluators or 
academic staff concern: 

4.1 whether the t rainees teach well as a resul t 
of following their courses; 

4.2 students and their background; 

4.3 the probable. effectiveness of teaching 
materials as they are being writ ten; 

4.4 the assessment of materials as they are used; 

4.5 assessment of teaching methods. 

5. Summative evaluation is important, diff icult , 
seldom done and potent ia l ly something with which 
an outside agency could help. 
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8 : FINANCE AND RESOURCES 

If you are s tar t ing a new dis tance- teaching programme, 
you are l ikely to ask two questions about finance: what 
will the programme cost, and will i t be cheaper or 
dearer than the a l t e rna t ive? This chapter suggests 
ways of approaching both questions. 

What will i t cost? 

As we saw in Chapter 1, distance education can seem 
a t t r ac t ive when i t makes educat ional expansion possible 
without new buildings. But any project requires 
resources: while distance education can make economies 
by not requiring new schools or col leges to house a l l 
i ts s tudents , i t does demand some buildings and some 
equipment. And i t incurs some running costs which are 
different from those of an ordinary co l lege . The 
following is a check l i s t of the kinds of capi ta l and 
recurrent cost which a distance teaching programme may 
incur. We have made no a t tempt to put prices on them, 
but have suggested how an administrator might s t a r t to 
do tha t . 

Capital costs 

1. Building - I t may be necessary to put up a 
new building for the project or one may be 
able to use an existing co l lege , or par t of 
one. 

2. Printing equipment - Costs here are dependent 
on the type of printing chosen, as discussed 
in Chapter 4. 

3. Recording equipment - see Chapter 4. 
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4. Office equipment - The col lege will need 
adequate filing cabinets , housing for s tudent 
r e co rd ca rds and o t h e r r e c o r d s , and 
typewri ters , both for ordinary office use and 
for the production of masters for printing. 

5. Ar t is ts ' /photographers ' equipment - If the 
i n s t i t u t i o n is to produce pho tog raphs , 
d rawings or o t h e r v i sua l a id s , then 
professional equipment will be needed. 

6. Other reprographic equipment - An offset 
p la te maker may double as a photocopier, but 
except for very small projects you will 
probably need a separate photocopier. 

7. Vehicles - You may need your own t ranspor t 
for visiting s tudents , for t ranspor t to other 
col leges and study cent res , for distributing 
mater ia ls . 

Recurrent costs 

1. Ful l - t ime staff costs - The usual government 
r a t e s will probably determine these . 

2. Part- t ime staff costs - These are l ikely to 
be of two main kinds. First , you may pay 
some outside writers who are producing 
courses. I t is diff icult to determine the 
appropriate ra te for this as there are seldom 
close precedents . The best approach may be 
to consider the length of time i t should take 
an author to write the course, and pay a t a 
ra te appropriate to his sa lary . Second, you 
may employ outsiders as markers to mark 
correspondence scr ip ts . Here, too, you may 
be able to base the figure on a notional cost 
per hour. Or there may be a precedent in the 
r a t e paid to those marking e x t e r n a l 
examination papers. In the l a t t e r case, 
correspondence markers could expect to be 
paid considerably more than examination 
markers, as thei r job is to comment and 
advise as well as to mark, but an examination 
ra t e may give a s tar t ing point for 
ca lcu la t ions . 
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3. Staff t r ave l - Visits to s tudents , to centres 
where res ident ia l courses are taking p lace , 
to study cent res , and for the delivery of 
material may a l l involve staff t r a v e l . 

4. Student t r ave l - I t may be necessary to meet 
the cost of s tudents ' t rave l l ing to any place 
of study. 

5. Residence/col lege costs - If s tudents are 
attending f ace - to - f ace sessions, then the 
cost of these sessions may fa l l on the 
dis tance- teaching project . 

6. Educational mater ials - Paper, and a l l the 
other materials needed to make courses, will 
form a significant par t of the budget. 

7. Broadcasting - A broadcasting s ta t ion may 
charge a d is tance- teaching inst i tut ion for 
production costs and/or transmission costs . 
Or, if nat ional policy is to devote 
b r o a d c a s t i n g r e s o u r c e s to e d u c a t i o n a l 
programmes, these costs may be carried by the 
broadcasting s ta t ion . If you have to meet 
the cost, you may be charged a ra te 
appropriate to educat ional bodies, ra ther 
than a commercial r a t e . 

8. Postage and other office running costs - If 
you are a government inst i tut ion you may be 
el igible for free postage for yourself and 
possibly for your s tudents when returning 
thei r work to you. 

9. Payment to t ra inees - You may need to pay a 
maintenance al lowance to s tudents while they 
at tend courses, or pay them something instead 
of thei r salary if they lose salary through 
a t tendance . 

There are three possible sources of income to meet 
these costs . First , we assume tha t you will receive a 
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regular grant from your government or university to 
cover the main running costs of the project, year -by-
year . Second, i t will probably be necessary for you to 
have a separate building or equipment grant to meet the 
capi ta l costs of s tar t ing such a project . In the past, 
many programmes for t eacher training have been financed 
by in ternat ional agencies such as UNICEF or Unesco. 
Third, in some circumstances you may require your 
s tudents to pay fees. The British Open University, for 
example, offered courses on teaching reading and on 
research methods for teachers which were of personal 
and professional benefit for teachers but did not form 
par t of any national or compulsory programme of teacher 
upgrading; in these cases fees were charged to the 
s tudents . 

How do the costs compare? 

Our second question is decept ively simple: are 
dis tance- teaching methods cheaper or dearer than 
conventional a l te rna t ives? The answer is complex. 

The costs of distance education behave differently from 
the costs of conventional education. The l a t t e r is 
labour intensive: often between 66% and 90% of the 
costs of education are for labour, and comprise the 
sa lar ies paid to t eachers . As the number of s tudents 
r i se , so costs rise more or less in proportion to the 
number of s tudents . Of course there are ways of 
economising on labour, . by operating two shifts for 
example, but a l l have their l imit . Sooner or l a t e r , 
the costs are bound to rise with the number of 
s tudents . In contras t , distance teaching tends to be 
capi ta l in tensive: i t demands capi ta l investment, in 
courses and in equipment for making and delivering 
them, but once tha t investment has been made, the costs 
do not rise in pace with the number of s tudents . So 
distance teaching will tend to be expensive for small 
numbers but the cost per s tudent decl ines as the number 
of s tudents increases. To put i t another way, 
conventional education has r e l a t ive ly high variable 
costs (those which vary with the number of students) 
and low fixed costs (those t ha t s tay the same 
regardless of the number). Distance teaching has low 
variable costs (mainly the costs of printing paper and 
of marking) and high fixed costs (involved in making 
courses) . 
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As a resu l t , the f irst factor which affects a 
comparison between distance and conventional education 
is the size of the project . General ly, the bigger the 
project, the more l ikely is distance teaching to work 
out cheaper per s tudent than the a l t e rna t i ve . But two 
other factors are also important . Where face - to - face 
tutoring forms par t of a d is tance- teaching project , 
then the costs of providing i t do rise with the number 
of s tudents . And so, the higher the proportion of 
face- to - face study in our dis tance- teaching system, the 
more diff icul t i t is to keep i t s costs below tha t of 
the conventional a l t e r n a t i v e . The sophistication of 
the media used also affect the cost; if a project uses 
television ra ther than radio , for example, i t s costs 
will be significantly higher. 

All three factors - s ca l e , the amount of f ace - to - face 
study • and the sophistication of our teaching media thus 
beat: upon the costs of any dis tance- teaching project . 

Figure 10 shows this in diagrammatic form. If we can 
imagine the block as being made up of bricks, each 
representing a different d is tance- teaching project , 
then we can see tha t the project becomes re la t ive ly 
cheaper as we move from a smal ler to a la rger t a rge t 
audience, as we move from more sophisticated to less 
sophisticated media, and as we decrease the f a c e - t o -
face element. Small, sophist icated projects with much 
face - to - face tui t ion are a t the opposite extreme, in 
terms of their comparative costs , from large .ones with 
l i t t l e f a c e - t o - f a c e c o n t a c t and s imple media. 
Expensive projects are in the top le f t corner a t the 
back of the diagram, cheap ones in the bottom right at 
the front. The planner ' s most difficult and most 
important job is to determine the line through the 
diagram along which his project is to be based, 
balancing the claims of education and economy. 
Unfortunately we have too l i t t l e data to put prices on 
the bricks in Figure 10. And there are diff icult ies in 
knowing what to include in our t o t a l costs . Some costs 
cannot be ca lcu la ted a t a l l : if we were to take 
teachers out of the schools, there would be a cost to 
society as a resu l t of t ha t closure which we cannot 
compute. Others are so diff icul t to ca lcu la te tha t we 
may be tempted to leave them out: the value of the time 
which t ra inees spend on the i r training which they would 
otherwise spend doing something else is an example. 
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Leaving those issues aside, the evidence from ac tua l 
projects is sparse and unclear . The UNRWA/Unesco 
project for Palestinian refugees and the Swaziland 
project , with 800 and 600 students a year respect ively , 
both claimed tha t distance teaching was cheaper than 
the a l t e rna t ive . The large teacher upgrading project 
in Tanzania looks as if i t will be much cheaper than 
any fu l l - t ime , conventional, a l t e rna t ive . In contrast 
the project in Kenya, with annual enrolments t ha t 
varied between 350 and 3000 proved more expensive. 
Distance teaching projects at the l eve l of secondary 
and higher education have often needed several thousand 
enrolments a year for the cost per enrolment to f a l l 
below tha t of conventional education. In contras t , 
some col leges of higher education have run d i s t ance-

Figure 10 : Factors affecting the cost per s tudent in 
distance education 
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teaching courses in a very modest way, as a side line 
from the i r main work, and done so in a way tha t makes 
economic sense with enrolments of only a few hundred 
s tudents a year. 

All these findings are t e n t a t i v e : we do not yet have 
the information to make a firm judgement as the 
evidence is so l imited. The only sound advice is to 
follow the l ines suggested ea r l i e r and ca lcu la te the 
costs of your own project , and then look at a l te rnat ive 
ways of seeking the same end, in order to see how the 
costs compare. 

Summary 

1. In planning a project i t is useful to have a 
check- l i s t of l ike ly i tems of cap i ta l and 
recur ren t expenditure. 

2. You may ge t income from a r e c u r r e n t 
government/universi ty grant , from an in i t ia l 
equipment grant , and from student fees. 

3. The costs of distance teaching behave differently 
from those of conventional teaching with higher 
fixed and lower variable costs . 

4. The major factors affecting the cost per s tudent 
of distance teaching are the number of s tudents , 
the amount of f ace - to - face study provided, and the 
sophistication of the teaching methods. 

5. We do not know the precise circumstances under 
which distance teaching will prove cheaper (or 
dearer) than the a l t e rna t ive and therefore 
recommend you make a comparison of your expected 
costs a t the planning s tage . 
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APPENDIX 1 : BOOKS AND TRAINING MATERIALS 

TRAINING MATERIALS 

A number of handbooks have been p roduced which w i l l 
h e l p guide o r t r a i n t h o s e working in d i s t a n c e 
e d u c a t i o n . They i n c l u d e : 

Ad m i n i s t r a t i o n 

T Dodds (1983) 
Admin i s t r a t i on of Dis tance Teach ing I n s t i t u t i o n s 
( I n t e r n a t i o n a l Extens ion C o l l e g e , Cambr idge) 

A d e t a i l e d handbook based mainly on e x p e r i e n c e in 
t h e t h i r d wor ld . 

Writ ing 

D Rownt ree and B Connors (1979) 
How t o Deve lop S e l f - i n s t r u c t i o n a l Teach ing 
(Open Un ive r s i t y , Milton Keynes) 

A long and t ho rough a c c o u n t , based on t h e Open 
U n i v e r s i t y ' s e x p e r i e n c e . 

I n t e r n a t i o n a l Ex tens ion C o l l e g e (1979) 
Writ ing for D i s t ance Educa t ion 
( I n t e r n a t i o n a l Extens ion C o l l e g e , Cambr idge) 

A s h o r t e r t r a i n i n g handbook , compris ing a manua l 
and s a m p l e s of a c t u a l c o u r s e m a t e r i a l . 

R Lewis and G J o n e s (1980) 
How t o Write a D i s t ance Learn ing Package 
(Counc i l fo r E d u c a t i o n a l T e c h n o l o g y , London) 

Another s h o r t e r t r a i n i n g handbook . 

Radio 

B W W Welsh (1973) 
A Handbook for S c r i p t w r i t e r s of Adul t Educa t ion 
B r o a d c a s t s 
( F r i e d r i c h Ebe r t S t i f t u n g , Bonn) 

This i s based on e x p e r i e n c e of p roduc ing 
b r o a d c a s t s and t r a i n i n g b r o a d c a s t e r s , e s p c i a l l y in 
Afr ica . 
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BOOKS 

This is a short l i s t of books on the topics discussed 
in the handbook. 
General 

A Kaye and G Rumble (1981) 
Distance Teaching for Higher and Adult Education 
(Croom Helm, London) 

The book examines distance teaching as a system of 
education. I t covers in some de ta i l course 
production, the student services needed by 
different groups of s tudents and the role of media 
in distance teaching. 

Michael Young et a l . (1980) 
Distance Teaching for the Third World: The Lion and the 
Clockwork Mouse 
( Routledge, London ) 

The book is based on the experience of the 
In ternat ional Extension College in developing 
distance education. I t examines the ways in which 
print , broadcasts and group study have been used 
to train teachers , to improve classroom teaching, 
to teach by correspondence out of school and to 
support ru ra l development. 

Unesco (1970) 
Better Teachers 
(Unesco, Paris) 

A detai led case study of the use of distance 
education to t ra in teachers in the Palestinian 
refugee camps. 

Peter Kinyanjui (1974) 
Training Teachers by Correspondence 
( Internat ional Extension College, Cambridge) 

This short booklet presents some brief case 
studies and uses them to analyse the scope of 
distance education in teacher t ra ining. 

ed. R Erdos and J H Clark (1971) 
Correspondence Courses for In-Service Teacher Training 
a t Primary Level in Developing Countries 
(Unesco Ins t i tu te for Education, Hamburg) 

A brief book which covers similar ground to this 
handbook. I t is based on a 'meeting of exper t s ' 
in 1970 and concentra tes on administration. 

92 



J Jenkins (1980) 
Correspondence Inst i tut ions in the Commonwealth 1980 
(Commonwealth Secre ta r ia t , London) 

A directory of government, university and other 
non-profit d is tance- teaching ins t i tu t ions . Gives 
the address and function of each inst i tut ion with 
a brief account of the i r courses, methods of 
study, and types of s tudent . 

Organisation 

R F Erdos (1975) 
Establishing an Inst i tut ion Teaching by Correspondence 
(Unesco, Paris) 

Renee Erdos se t up the Government correspondence 
unit in Tanzania and this is an administrative 
account of how you do tha t sor t of job. 

Educational materials 

J Jenkins (1981) 
Materials for Learning 
(Routledge, London) 

How to prepare effective teaching materials 
pa r t i cu la r ly through print , which take account of 
cu l tu ra l and other differences between learners . 

B Holmberg (1974) 
Distance Education; a Short Handbook 
(Hermods, Malmo) 

Includes a thorough account of the principles of 
writing correspondence lessons. 

J Jenkins (1975) 
Editing Distance Teaching Texts 
( In ternat ional Extension College, Cambridge) 

A prac t i ca l guide for edi tors , concerned with both 
content and layout . 

C S Morris (1983) 
Equipping Small-Scale Printing Units 
(Commonwealth Secre ta r ia t ) 

A guide to the se lect ion and use of equipment for 
organisations wishing to se t up and manage a 
smal l - sca le printing unit . 
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Tutoring and counselling 

Open University (1982) 
Teaching for the Open University 
(Open University, Milton Keynes) 

Although this is designed for Open University 
tu tors , i t s advice on tutoring and advising 
students is of more general re levance . 

Measurement, monitoring, evaluation 

C K Knapper (1980) 
Evaluating Inst ruct ional Technology 
(Croom Helm, London) 

A general account of techniques for evaluation 
many of which can be applied to teacher education 
and distance teaching. 

R Mitton (1982) 
Pract ical Research in Distance Teaching: a Handbook for 
Developing Countries 
( Internat ional Extension College, Cambridge) 

Based on the author 's experience a t Lesotho 
Distance Teaching Centre this book discusses 
survey research to learn about audiences for 
education, about teaching materials , and about 
their effect iveness. 

Costs 

D T Jamison, S J Klees and S J Wells (1978) 
The Costs of Educational Media 
(Sage, Beverly Hills and London) 

The key work on costing. How to do i t , with seven 
case studies as examples. 

H Perraton (198 2) 
The Cost of Distance Education 
( Internat ional Extension College, Cambridge) 

A shorter account which discusses both how to 
ca lcu la t e the costs of distance education and the 
evidence on i t s costs as compared with orthodox 
education. 
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APPENDIX 2 : CHARACTERISTICS OF EDUCATIONAL MEDIA 

This appendix is adapted with permission, from the 
In terna t ional Extension College manual Writing for 
Distance Education, 

1. What are educat ional media ? 

An e d u c a t i o n a l medium is a c h a n n e l of 
communication which is or can be used in an 
educat ional programme. Our definition includes 
a l l and every form of communication, not just the 
'mass media' of broadcasting and the press. For 
the sake of convenience we can divide the media 
into three main groups, consisting of printed, 
broadcast , f ace - to - face communication, and a 
fourth which comprises diverse forms such as 
casse t t es , films, sl ides e t c . 

2. Character is t ics of different media 

2.1 Print 

var ied forms, i nc lud ing co r r e spondence 
courses, ins t ruc t iona l booklets , work cards, 
programmed t ex t s , newspapers and magazines, 
posters , f l ipchar ts , comic s t r ips . 

permanence is an important feature of print . 
This can be both an advantage (useful as 
reference) and a disadvantage (goes out of 
date soon, mistakes can ' t easi ly be rectif ied 
once pr inted) . 

print is of limited use to i l l i t e r a t e s . 

print is cheap to produce and can take 
advantage of economy of s c a l e . 
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newspapers are special ly useful for: 

* maintaining contac t between scat tered 
people (e.g. farmers, correspondence 
students) 

* providing varied and interest ing reading 
matter where books e t c . are scarce 

* providing a common focus of in te res t for 
a disparate group 

* teaching, especia l ly where other forms 
of instruction are difficult to arrange 
( e . g . c o r r e s p o n d e n c e l e s s o n s in 
newspapers). 

- posters and f l ipcharts may be the only visual 
media avai lable for ru ra l people. But these 
need to be used with care and to be well 
integrated with an associated verbal message. 

comic s tr ips are a way of presenting a 
message in the context of a s tory. Because 
pictures and written story run s ide-by-s ide , 
comics are readily understood by people with 
limited reading sk i l l s . These can be very 
popular, and effective in getting people to 
think about the i r a t t i tudes . But they are no 
use unless readers are familiar with comic 
s t r ip s ty l e . Furthermore a verbal s tory- l ine 
is essen t ia l . Comic s t r ips do not work with 
pictures alone. 

2.2 Broadcast media 

Radio 

has enormous po ten t ia l , can cover very large 
audiences and reach isolated spots . In 
p rac t ice , however, range is limited by 
technica l problems and by social factors such 
as language. 
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i t has varied appl icat ions including: 

support to correspondence s tudents 

classroom materials 

basic education for ru ra l families 

information services of various kinds 

information for l is tening groups 

i t i s i d e a l for communicat ion with 
i l l i t e r a t e s . Some evidence exists however 
t h a t i l l i t e r a t e s l i s ten to educat ional radio 
less often than l i t e r a t e s . 

radio is f lee t ing , in cont ras t to print . 
There is no permanence about i t , but i t is 
good for conveying impressions and for 
i l luminating topics readers are already 
familiar with. 

radio is good a t creating dialogue - e i ther 
within a l is tening group, or between 
l i s teners and the programme organisers. 
Similarly, t u to r i a l broadcasts can be made 
for correspondence s tudents , responding to 
commonly fe l t d i f f icul t ies . 

radio is important for breaking the isolat ion 
f e l t by many dis tant l ea rne r s . And any sort 
of personal contac t (even a voice on the 
radio) is crucia l for bringing about changes 
in a t t i t ude . 

Television 

problems of cost and maintenance inhibit the 
use of te levis ion in many a reas . 

features of television are similar to those 
of radio, but visual element gives an added 
dimension, so 

* given a choice, people often prefer 
te levis ion to radio, find i t more 
interest ing 

* 

* 
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* television makes i t possible to use 
broadcasting for visual presentation 
(e.g. in geography or science subjects) 
which would otherwise have to be done in 
pr int . 

2.3 Face- to - face contact 

- even small amounts of face- to - face contact 
make distance teaching more effect ive. 

- f ace - to - face element is l ikely to be most 
cost ly , so needs the most careful planning. 

f ace - to - face contact can be a very sensitive 
area . Some learners ac tua l ly prefer 
impersonally presented information. And most 
can be put off learning a l toge ther if they 
r eac t adversely to the person concerned. 

we s t i l l know l i t t l e for certain about what 
factors affect the qual i ty of personal 
contac t . What sort of people make the best 
communicators? How can we identify them? 
And how should they communicate? But we can 
say with reasonable cer ta inty tha t 

* people who are known and respected by 
the learners have the g rea tes t influence 
when i t comes to a t t i tude change. 

* i t ' s sensible to make use of channels of 
communicat ion which a l r e a d y e x i s t 
(whether formal or informal) where these 
are appropriate , in preference to 
set t ing up new ones. 

2.4 Other media 

Cassettes are similar to radio; they have various 
disadvantages however: 

recurrent costs are higher than radio, 
therefore economies of scale are not possible 

cassette players and tapes usually need to be 
provided and distributed, while radios are 
usually already available. Cassettes are 
useful: 
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* where the number of l i s teners is too 
small to justify expenses of radio 
broadcasts 

* where radio transmission is not possible 
for t echnica l or o ther reasons 

* where the possibil i ty of stopping and 
r e p l a y i n g t a p e is i m p o r t a n t for 
educat ional reasons 

* in special cases such as language 
courses, where l i s teners can tape 
themselves. 

Slides 

these are a simple form of graphic 
presentat ion. The main item of cost is 
taking the photographs, but the s l ides 
themselves are easy and cheap to make and put 
toge ther . However they are more expensive 
than f l ipchar ts , over which they have no 
significant advantage. 

Films 

these are expensive to produce and diff icult 
to get r ight for educat ional programmes. But 
they can add enter ta inment value when used 
alongside other e lements . 

Flannelgraphs 

cut -ou t cardboard pictures which can be fixed 
to a f e l t board. These are cheap and easy to 
produce and useful for group study. Their 
advantage over f l ipchar ts and posters is tha t 
the pictures can be changed to suit the 
occasion. Pictures can be moved about by 
learners as well as by group leaders . These 
have been used effect ively to help ru ra l 
people define the i r own educat ional needs and 
pr ior i t ies . 

99 



2.5 New e lec t ronic media 

Developments in e lec t ronics and communication, or 
in information technology, mean tha t educators may 
have the opportunity to use a variety of new media 
as these become more widely ava i lab le . Although 
of limited value in many countries at present, a 
fu l le r l i s t of media would include te lephones, 
s a t e l l i t e s and computers. While the costs, and 
p rac t i ca l diff icul t ies , ru le these out for many 
projects , the costs of a l l of them have been 
fall ing in r ea l terms and are expected to fa l l 
fur ther . 

Telephones 

have been used in rich countries to ease 
contac t between student and tu tor . 

- where most s t u d e n t s have a c c e s s to 
te lephones, i t may be possible to se t up a 
te leconference in which a number of 
par t ic ipants can take par t in a discussion 
over the i r te lephones . 

Sa t e l l i t e s 

have been used for educat ional links and 
exchanges in India, in the South Pacific and 
in Cameroon. 

are of potent ia l importance in overcoming the 
isolat ion of small and scat tered groups of 
s tudents . 

are expensive. But they are much cheaper to 
use for narrow band width communication, 
needed for sound l inks, than for the broad 
bandwidth needed for te levis ion. 

permit two-way communication as in a 
te leconference . 

demand specia l i s t ground equipment as well as 
access to a s a t e l l i t e . 
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Computers 

have a t l e a s t three ro les in education: for 
management, for the production of teaching 
mater ia l , and for teaching. 

many educat ional bodies now use computers for 
management (e.g. to maintain records of 
s tudents , the i r fees , and for financial 
control genera l ly ) . These include d i s t ance -
teaching ins t i tu t ions , and universit ies with 
dis tance- teaching departments . 

computers can be used for word processing 
where the t ex t of printed matter is stored in 
the computer system. This makes i t easy to 
revise and improve draf ts , without the labour 
of cont inual ly retyping them: you need only 
re type the par t s t h a t have changed; the 
computer can remember and repr int the res t . 
This book was produced tha t way. 

some d i s t a n c e - t e a c h i n g i n s t i t u t i o n s use 
computer programs to mark students 'work. 
Students" assignments can be designed for 
computer marking and, with some programs, the 
computer will pr int out comments about 
s tudents ' pa r t i cu l a r d i f f icul t ies , as these 
are diagnosed by the i r answers to questions 
in the assignment. There is some evidence 
t h a t s tudents l ike th is . 
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APPENDIX 3 : LANGUAGE TESTING 

There are various ways of test ing a passage to see how 
easy i t is to understand. Even if you do no formal 
t e s t s of the language, i t is worth reading the passage 
out loud. An exercise as simple as t ha t will help you 
to improve the prose. 

More thorough t e s t s exist . The Cloze t e s t discussed 
below, which is perhaps the best , needs a sample of 
your po ten t ia l audience but has been t r ied , and found 
to work, in a wide range of different languages. 

Simpler t e s t s exist for English which do not require a 
sample of the audience. One of these is the Modified 
Fog Index. To t e s t a passage follow these 
ins t ruct ions*: 

1. Select a sample of 100 words from the tex t . 

2. Count the number of complete sentences in the 
passage. 

3. Calculate the average number of words in these 
sentences . This is the average sentence length 
(ASL). 

4. Count the number of diff icul t words (DW) in the 
complete passage. Classify any word of three 
sy l l ab les or more as a diff icul t word. 

* There are s l ight ly different formulae, and other 
t e s t s . This one has the merit of simplici ty. Follow 
others if you are familiar with them, but don' t mix 
different formulae. 
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5. Calculate the formula by adding together the 
average sentence length and the number of 
diff icult words, multiply this by 2, divide the 
r e su l t by 5 and then add 5, thus: 

You will probably get a r e su l t between 8 and 30. The 
higher the number, the more diff icul t the passage. You 
can think of the r e su l t , for the lower figures, as 
representing a reading age for a mother-tongue speaker 
of English. The simplest educat ional prose will get an 
index figure of about 8-12. Editorials in the serious 
English newspapers have a score of between about 17 and 
22. Scores above this will be difficult for many 
s tudents . Scores as high as th is may be difficult for 
some s tudents . Aim low. 

Repeat the t e s t with severa l more samples. 

For a Cloze t e s t you need to prepare a sample from your 
t ex t and then ge t toge ther a group of s tudents , 
po ten t ia l s tudents , or people of a similar educat ional 
background. Aim for 12-25 people . To carry out a 
t e s t : 

1. Select two of three passages of 200-250 words, 
avoiding passages with many proper names. Make 
sure the ex t rac t s have complete sentences - do not 
stop in mid-sentence as we did for the Modified 
Fog Index. 

2. Retype the passage leaving the first and l a s t 
sentence complete but omitting every eighth word 
in a l l o ther sentences. Leave a blank space of a 
standard size in place of each omitted word. 

3. Ask your students to f i l l in the blanks. There is 
no time l imit . 

4. Count the number of correct words which they have 
put in the blanks. Treat as cor rec t only the 
ident ica l word to the one omitted but do not worry 
about spel l ing. 
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5. Express the number of cor rec t words as a 
percentage of the t o t a l number of words omitted. 

If your readers get a score of between 50 and 100% then 
you can assume they could understand the passage 
reasonably wel l . If they get a score of 35-50% then 
they could understand the t ex t with some help; a score 
of below 35% is a frustrat ion score and your readers 
will fee l frustrated and be able to understand l i t t l e 
or nothing of the passage. For dis tant learners aim 
for a score of a t l ea s t 50% and preferably 70%. 
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